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Jackson School District (JCSD) Mission Statement: 
 
The mission of the Jackson County School District (JCSD) is to provide a safe, 
nurturing environment conducive to quality education wherein all students have 
the opportunity to obtain the essential skills necessary to achieve the goals of 
their choice and to become responsible, productive citizens. 
 

Therefore, JCSD has created this safety manual to foster the safe environment that fulfillment of 

our mission statement expects from each of us.  JCSD is sincerely concerned with the safety and 

welfare of every employee, student, and visitor that is at our schools and facilities.  We 

acknowledge an obligation to provide the safest possible environment for our employees, 

students, and visitors. 

 

As employees we can and must perform the tasks assigned to us without 

injury, as well as, provide an environment for students and visitors that is 

accident and illness free.  It is the responsibility of all JCSD employees to 

contribute to our goal of zero accidents. 

 

Safety Policy: 

 

1. Safety is a personal responsibility of each JCSD employee. 

 

No task is so important and no service is so urgent that we cannot take time to perform our 

work safely. 

 

2. We have an obligation to each other to create and maintain an environment that fosters 

our goal of an accident-free environment. 

 

3. Work areas and equipment will be kept as safe as possible. As hazards are discovered, 

corrective measures will be taken. 

 

Employees shall report all unsafe conditions encountered in the workplace to their supervisor. 

 

4. No task shall be undertaken until it has been mastered by the employee and has been 

authorized by their supervisor. 

 

INTRODUCTION: 

 

These guidelines are issued to inform ALL JCSD employees of the expectations, policies, and 

procedures that compile our safety program.  Any employee that supervises employees is 

required to study this policy manual and ensure adherence of those employees that report to you. 

Supervisors will also be responsible for conveying the information, at regular intervals, 

contained herein to all personnel under their direct supervision. 

 



 

Page 3 of 13 

Updated April 17, 2008 

Supervisory personnel are directed to make safety a matter of ongoing concern, equal in 

importance to the education of our students.  As we hold students accountable for their actions 

employees are held to the same level of accountability in regards to safety. They are also directed 

to use this manual in the administration of their departmental safety plan. The program sets 

standards every employee must understand and accept if it is to be successful. 

 

Safety Program Objectives:  

 

Every employee is expected, as a condition of employment, to be concerned with personal 

safety, safety of fellow workers, and safety of the general public affected by JCSD functions. 

This means willing acceptance and active support of approved safety rules or safety procedures. 

It is important that employees be constantly alert to potential hazards which are not referred to in 

any written practices, but which may result in injuries or property damage. Where potential 

hazards are thought to exist, employees will use all known precautionary measures. When in 

doubt as to the procedure to follow, employees will consult their supervisor before proceeding 

with the task. 

 

Safety Committee: 

 

The Safety Committee provides the important function of improving employee participation in 

the Safety Program, by tying the knowledge of employees with the experience of supervisors. 

 

The Committee provides a channel for action on suggestions and ideas submitted by the 

employees. It encourages a closer relationship between management and employees, improving 

attitudes toward safety and understanding of problems. 

 

The “on-the-job” experience of the committee members is valuable in identifying hazardous 

conditions and methods of work, suggesting corrective measures, and obtaining participation of 

all personnel. 

 

This committee shall consist of: The Director of HR/Risk Management; One (1) Principal, 

Teacher, Maintenance Worker, Bus Driver, and Cafeteria Worker from each Attendance Center:  

 

1. The Committee shall endeavor to meet monthly in the beginning and then quarterly once 

the safety manual and incentive plan has been approved by the board. 

 

The Committee’s primary purpose is to assist the Director of HR/Risk Management in the 

formulation and implementation of the Safety Program. 
 

To accomplish this goal the committee shall: 

 
a. Draft safety rules and regulations, and recommend approval for adoption by the Jackson 

County School Board. 

 

b. Devise methods of promoting safety among all employees. 
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c. Draft a Safety Incentive program and recommend approval by the Jackson County 

School Board. 

 

d. Review accident records in order to discover trends and to measure the effectiveness of 

the safety program and incentive plan.  

 

e. Review unusual accidents and determine future preventive measures. 

 

Employee Responsibility: 
 

Each employee is expected, as a condition of employment, to work in a safe manner.  Employees 

are also expected to exercise maximum responsibility for the prevention of incidents and the safe 

use of machinery and equipment entrusted to his or her care.  Employee responsibilities include 

the following: 

 

 Attend training sessions and learn safe work procedures. 

 Maintain good housekeeping in their personal work area. 

 Wear proper dress and use appropriate personal protection equipment as required by the 

job. 

 Keep machine guards in place. 

 Either report noted unsafe conditions to your immediate supervisor or, if possible, correct 

the defect immediately 

 If you are unable to correct an unsafe condition immediately, then barricade/mark the 

condition immediately. 

 All injuries, no matter how slight, must be reported to your immediate supervisor within 

24 hours. 

 Know fire prevention and emergency procedures designed for your area. 

 Obey established rules of conduct and adhere to the safety plan. 

 Be concerned about the safety of others and if you witness an unsafe act being performed 

by another employee, report it immediately to your immediate supervisor. 

 Be responsible for reading and understanding the information contained within the Safety 

Manual. 

 

Employee Orientation: 
 

The Jackson County School District will seek to avoid or lower the rate of injury to its 

employees by providing each new employee with the proper instruction regarding district safety 

methods and procedures.  The employee’s immediate supervisor will provide instructions to 

include: 

 

 An overall orientation program to familiarize the employee with the function of his or her 

job with the school district and to ascertain the employee has mastered safe work habits. 

 An orientation period to familiarize the employee with safety practices and procedures 
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related to the job. 

 Ensure that the employee has read and understands the information contained within the 

employee safety manual. 

 

Safety Procedures: 
 

Inspections 
 

 The designated site inspector at each attendance center will conduct periodic inspections 

of school facilities using a standardized checklist provided by the Human Resources 

Department to detect and correct unsafe conditions and practices before injuries occur. 

Recommendations for correction will be made to the Assistant Superintendent at each 

attendance center.  These site inspections should be performed, at a minimum, on a 

monthly basis.  Inspections may be conducted on an area basis, or an entire facility basis, 

or on a specific operation basis, as needed.   

 After each inspection, a copy of the safety checklist will be reviewed with the building 

principal or supervisor, and corrective action, if necessary, will be taken to correct any 

hazards as identified. 

 

The Director of Human Resources and Risk Management is authorized, without prior notice, to 

enter, inspect, and investigate any work area to insure that all safety rules and regulations are 

being followed.   

 

Disciplinary action, up to and including termination, may be issued to any employee for unsafe 

acts or for allowing unsafe conditions to exist.   

 

Equipment such as boilers and fire extinguishers will be inspected at designated intervals as 

required by state law.  Results should be submitted to the Assistant Superintendent at the 

Attendance Center. 

 

Personal protective equipment should be inspected constantly to make certain that it is in safe 

working condition.  Intermittent inspections should be conducted by the designated site inspector 

or department supervisors.  Contact your supervisor if safety equipment is needed. 

 

Special inspections should be held when new equipment is installed or during construction of 

new buildings or during the remodeling of old buildings, or because some change has created 

new hazards.  Special inspections are the responsibility of the designated site inspector or the 

Assistant Superintendent at the Attendance Center. 

 

Employees should review the work area to avoid the following work hazards: 

 

 Pinch points, shear points 

 Flying objects 

 Falling objects 

 Electricity 
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 Gas/vapors 

 Chemical/flammable substances     

 Heavy objects 

 Hot/cold objects and radiation 

 Sharp and pointed objects 

 Slippery surfaces 

 Trip/fall hazards 

 Missing (or inoperative) entrance and exit signs and lighting 

 Poorly lighted stairs 

 Loose handrails or guard rails 

 Loose or broken windows 

 Dangerously piled supplies or equipment 

 Unlocked doors and gates 

 Electrical equipment left operating 

 Open doors on electrical panels 

 Leaks of steam, water, oil, etc. 

 Blocked aisles 

 Blocked fire extinguishers, hose sprinkler heads 

 Blocked fire doors 

 Evidence of any equipment running hot or overheating 

 Oily rags 

 Roof leaks 

 Directional or warning signs not in place 

 Safety devices not operating properly 

 

Procedures: 
 

Procedures will be developed to facilitate and implement the safety program.  New procedures 

will be distributed to all personnel affected by any new procedures or changes to existing ones. 

Good Housekeeping: 

Your work location should be kept clean and orderly.  Pick up items such as pencils or paper 

clips.  “Good Housekeeping” is the key to a safe office environment.  Keep aisles and walk-areas 

unobstructed from cords, computer cables, and other wiring.  Clean up spills, drips, and leaks 

immediately to avoid slips and falls.  Place trash in the proper receptacles.  Trips and falls are 

one of the most common types of office accidents.   

 

First Aid: 
 

The office staff for each building will do the following: 

 

 Maintain a list of first aid providers for his or her building (nurse, first responders, 

EMT’s). 
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 Maintain first aid kits throughout the building and ensure that all employees know the 

location of all first aid kits. 

 Ensure that ambulance and hospital emergency room telephone numbers are posted in an 

observable location. 

 Maintain an updated employee record of all employees that include their emergency 

contact numbers, next of kin, and identifies family members. 

 

Basic Safety Rules: 
 

The following are considered basic safety rules for all employees; this is not an all inclusive list, 

but provides an overview of basic safety rules: 

 

 Follow instructions.  If you do not understand, ask for additional explanation. 

 Correct unsafe conditions and report them promptly. 

 Keep your work area clean. 

 Use the proper tools or equipment for each job. 

 Operate only the equipment you are authorized and qualified to use. 

 Immediately report all incidents. 

 If injured even slightly, get prompt first aid. 

 If personal protective equipment is required by your job, wear it. 

 Avoid fighting, horseplay, or other situations that could cause unnecessary injuries and 

distractions. 

 Obey all safety rules and practices. 

 Always walk when on school property. 

 Always be safety conscious when on school grounds. 

 Do not use defective tools. 

 Do not wear loose clothing or jewelry around machinery.  It may catch on moving 

equipment and cause a serious injury. 

 Never distract the attention of another employee, as you might cause him or her to be 

injured.  If necessary to get the attention of another employee, wait until it can be done 

safely. 

 Do not block aisles, exits, fire fighting equipment, electric lighting or power panel, 

valves, etc.  FIRE DOORS AND AISLES MUST BE KEPT CLEAR. 

 Use compressed air only for the job for which it is intended.   

 Shut down machinery before cleaning, repairing, or leaving. 

 Do not exceed a speed that is safe for existing conditions. 

 Do not tamper with electric controls or switches. 

 Do not engage in such other practices as may be inconsistent with ordinary and 

reasonable common sense safety rules. 

 Report any UNSAFE condition or acts to your supervisor. 

 HELP TO PREVENT INCIDENTS. 

 Use designated passages when moving from one place to another; never take hazardous 

shortcuts. 

 Lift properly—use your legs, not your back.  For heavier loads, ALWAYS ask for 
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assistance. 

 Keep machine guards in their intended place. 

 Do not throw objects. 

 Wear hard sole shoes and appropriate clothing.  Shorts or mini dresses are not permitted. 

 HORSEPLAY IS NEVER ACCEPTABLE AT WORK! 
 

Safety awareness and a proper attitude will save lives, prevent disabling injuries, increase job 

effectiveness, and reduce costs. 

 

Cafeteria Safety Rules: 
 

The following cafeteria rules provided by the Mississippi School Board Association and 

Worker’s Compensation Trust, should be adhered to at all times: 

 

 Wear cut resistant gloves when using or cleaning machines and knives. 

 Keep floors clean and free of grease residue.  Food or liquid spills should be cleaned up 

promptly.  

 Report any item of equipment that appears defective or unsafe, or any unsafe act 

observed. 

 Wet floors must be posted with “WET FLOOR” signs. 

 High traffic areas must be cleaned in such a fashion that provides a dry walk surface at all 

times. 

 Report any incident, no matter how slight. 

 Safety guards should never be removed or modified. 

 Use proper lifting techniques. 

 Horseplay, running, and practical jokes are not permitted. 

 Machinery and tools must be used only for their intended purposes. 

 Fire extinguishers are not to be removed from their location or used for any purpose other 

than control of a threatening fire. 

 Wear only approved non-slip safety shoes. 

 

Personnel 

 Hair restraints should be worn at all times (hairnet or visor). 

 Report any known infections to your supervisor immediately. 

 Eating and drinking is restricted in preparation area. 

 Chewing gum is not permitted. 

 No jewelry other than wedding rings, watches, and small earrings are allowed to be worn. 

 Artificial fingernails/tip and fingernail polish is not allowed.  

 

Food Protection 

 

 Food should be stored in their original containers; labels should be attached and visible. 

 Thermometers should be properly installed and placed in a prominent location where they 

can be easily read by cafeteria employees.  
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 Potentially hazardous food shall be properly thawed. 

 Food protection during serving, storage, transportation, display, and preparation. 

 Tongs or plastic gloves are required when serving food 

 Food dispensing utensils shall be properly stored when not in use. 

 

 

Food Equipment and Utensil 
 

 Accurate thermometers and chemical test kits shall be available for testing Chlorine and 

Quaternary Ammonia. 

 Wash; rinse water shall be clean and maintained at the proper temperature (170 degrees 

F.). 

 Wiping cloths should be clean and stored properly. 

 All food contact surfaces are required to be clean and free of detergents. 

 Re-use of single service articles is not permitted. 

 Plumbing: proper and well maintained with no cross-connections, backflow or back 

siphonage. 

 

Food Temperature Requirements (Cooling procedures) 

 

 Rapidly reheat to 165 degrees F. 

 Cooking temperature. 

 Hot holding temperature (140 degrees F.) 

 Cold holding temperature (45 degrees F.) 

 

Insect and Rodent Control 
 

 Any evidence of insects or rodents shall be reported to the cafeteria manger immediately. 

 Ensure that there all accessible means into the building are properly protected to prevent 

insect or rodent infestation. 

 

Toilet and Hand Washing Facilities 
 

 Only use disposable paper towels. 

 Make sure the toilet and hand washing facilities are clean at all times. 

 Provide soap and drying devices. 

 The room should be enclosed. 

 Proper waste receptacles with lids should be provided. 

 

Other Operations: 
 

 Lighting should be provided and all fixtures should be shielded with end caps. 

 Rooms should have proper ventilation. 

 An overall well-organized, clean, litter free environment is expected. 
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School Building Safety Rules: 
 

The following safety rules should be observed in school buildings: 

 

 Desk and cabinet drawers should be kept closed when not in use. 

 Tipping back on chairs can result in overbalancing and is not permitted at any time. 

 Office workers or instructional personnel should not move heavy furniture or cabinets nor 

carry heavy items from place to place.   

 Trimming boards and paper cutters should be locked down when not in use. 

 Sharp pointed objects such as shears, knives, and pencils can cause injury if used 

incorrectly. 

 Cleanliness and orderliness contribute to safety. 

 Broken furniture and equipment should be removed and repaired or disposed of 

promptly. 

 Stairwells should be maintained with secure handrails and level, no-slip tread surfaces on 

the steps. 

 Restrooms should be clean and well maintained. 

 Wet floors should be posted with “WET FLOOR” signs. 

 Horseplay, running, and practical jokes are not permitted. 

 The designated site inspector will assure that all containers of hazardous products are 

appropriately marked and labeled.  The label should identify the product and provide 

appropriate information and warnings. 

 The designated site inspector will ensure that all containers of hazardous products are 

appropriately stored out of the reach of students. 

 Keep walkways and exits clear at all times. 

 

Face and Eye Protection: 
 

Face and eye protection will be used for any task where there is a reasonable probability of 

injury.  The consequences of failure to use eye protection at appropriate times are so serious that 

no exception to this policy is permitted. 

 

Face and eye protection must be used when performing the following procedures: 

 Grinding, cutting, milling, or drilling. 

 Using impact wrenches and compressed air tools. 

 Chipping, scraping, sanding. 

 Using punches, chisels. 

 Cutting rivets. 

 Cutting or breaking glass. 

 Cutting or breaking concrete. 

 Using power tools. 

 Cleaning dust or dirt from vehicles or equipment. 

 Using metal cutting lathe, drill presses, power hack saws and other metal working tools. 
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 Using corrosive or reactive liquid and/or solid chemicals. 

 Using power woodworking machinery. 

 Operating in the vicinity of machinery where there is a danger of falling objects or dust. 

 When working on any overhead object which requires the face of the worker to be turned 

upward. 

 Operating or while in the immediate vicinity of line trimmers. 

 While riding on or operating a vehicle without the benefit of a windshield. 

 Portable welding screens should be used to protect the eyes of others in the vicinity. 

 Helpers and observers should also wear safety glasses or goggles with proper filter 

lenses. 

 

Lifting and Material Movement: 
 

 Lift, push or pull only reasonable amounts of weight. 

 Do not lift anything over 50 pounds without the assistance from another employee. 

 Lift correctly to prevent injury; use back belts to prevent injury. 

 

Hot Surfaces and Items and Energized Electrical Equipment: 
  

 Exercise caution when working around hot surfaces or items.  Use insulating protective 

equipment (gloves, aprons, etc.) to prevent burns. 

 Do not touch or work on any equipment which you suspect is energized (electrical shock 

hazard).  De-energize prior to use. 

 Any electrical repairs beyond resetting or replacing fuses should be performed by 

qualified maintenance personnel only. 

 

Motor Vehicles and Mobile Equipment: 
 

The following safety rules will be followed when operating a motor vehicle or mobile 

equipment: 

 

 An employee will immediately notify the police department and his or her supervisor any 

time a vehicle is involved in an accident. 

 No motor vehicle should be operated if it is defective or in malfunctioning condition to 

an unsafe degree. 

 Smoking is not allowed while operating a motorized vehicle.   

 An employee operating vehicles or mobile equipment must have in his or her possession 

a valid operator’s license of the appropriate class for the vehicle being operated. 

 All persons driving or using vehicles or mobile equipment shall wear seat belts where 

provided. 

 The use of cellular phones is not permitted while operating a motorized vehicle. 

 All operators should visually inspect the perimeter of his or her vehicle prior to putting 

the vehicle in motion in any direction.  This should be accomplished by the driver 

walking around the vehicle to insure that the area in the rear, sides, and front are clear of 
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hazard(s) or people before starting the vehicle. 

 All drivers should give an audible warning (horn or backup alarm) and check mirrors 

before backward movement is made. 

 All drivers should drive cautiously and always be on the alert for any unexpected event. 

 Check the bus or vehicle before driving - leaking fluids, low air pressure in tires, seats, 

windows, doors, lights, safety, safety exit, walkway, brakes, steering, etc. 

 

Equipment Usage: 
 

 Inspect equipment, prior to use, to ensure equipment is in safe working condition. 

 Ladders should be properly secured (i.e. use on level surface, tie off extension ladders). 

 Dollies or hand-trucks should be used to move heavy loads.  Do not use make-shift 

equipment. 

 

Report Any Unsafe Condition Immediately: 
 

 Notify your immediate supervisor both verbally and in writing any unsafe condition 

immediately. 

 Remain on-site at the unsafe location, if needed, to prevent incidents from occurring.  

Barricade or secure the area if you must leave the unsafe location. 

 In an emergency, notify the assistant superintendent or other administrator as soon as 

possible by phone. 

 If you think or suspect an unsafe condition or equipment may reasonably cause bodily 

injury, call your immediate supervisor or administrator.  Do not perform any task that 

may cause personal harm without supervisory direction.  Be prudent.  Think about the 

safe way to do a task before starting.  Get help when needed.  Do not improvise just to 

get the job done. 

 

 

Responsibilities and Decisions of Managers or Supervisors: 
 

Managers and supervisors are assigned the task of assessing and making decisions about safety 

matters.  If a manager’s judgment is questioned, an employee must (1) explain concerns to the 

manager, and (2) if a solution is not identified, request an immediate review by the manager’s 

administrator or supervisor.  Manager and administrators are: 

 

Superintendent Assistant Superintendent Principals Assistant Principals    

 

                      Directors Cafeteria Managers  Transportation Supervisors 

 

 

Incident Reporting: 
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If an employee is injured at work, it is the responsibility of the employee to immediately notify 

an administrator and complete a First Report of Injury, Physician Choice Form, and receive a 

Billing Authorization Form.    

 In case of injury resulting in possible fracture to legs, back, or neck, or any incident 

resulting in an unconscious condition, or a severe head injury, the employee is not to 

be moved until medical attention has been given by authorized personnel. 

 

This report is to be completed and submitted to the supervisor within 24 hours of incident.  The 

completed form must be sent to the Human Resources Department. 

 The supervisor must notify the Human Resources Department and the Assistant 

Superintendent at the Attendance Center. 

 The Human Resources Department will notify the Superintendent and begin an 

investigation of the incident. 

The first step in preventing a recurrence of an incident is to investigate and analyze the accident 

that has occurred and take positive action to identify and remove its causes. Each incident should 

be investigated by the incident investigation team. These findings should constitute a portion of 

the complete incident report.  The investigation should: 

 

 Determine the root cause of the accident. 

 Cite any procedure or action that was not in accordance with standard safety policies. 

 Indicate any action that would prevent another incident of this type. 

 

Penalties of Unsafe Work Practices: 
 

Employees are also accountable for their actions at work.  Employees that are determined to have 

committed an unsafe act or ignored the guidelines of the Employee Safety Manual may be 

subject to disciplinary action which may include a written warning, a three-day suspension with 

or without pay or termination of employment. 

 

A flagrant violation may be cause for immediate suspension or termination. 

 

 

 

 

 
 


