
RICHMOND  PUBLIC  SCHOOLS 

GENERAL  SAFETY  RULES  AND  REGULATIONS 

_________________________________________________ 

SCRIPT: 

(O H = Overhead) 

O H 1 This  is  a  brief  presentation  on  RPS  General 
Safety  Rules  And  Regulations 

O H 2 Sidewalks: 
To  ensure  your  safety  and  well being  as  you 
enter  and exit school  property,  be  aware  of 
uneven  sidewalks  and  changes  in  ground 
elevation  that  may  cause  trips  and  falls. 

 Report  major  cracks,  potholes  and  other 
tripping  hazards  so  that  we  can  try  and 
get  them  taken  care  of. 

 Especially  be  aware  of  not  catching  your 
heels  and  toes  in  cracks,  expansion  joints, 
holes  and  other  openings. 

O H 3 Be  extra  careful  around  wet  and  newly  waxed 
hallways.     Obey  all  wet  floor  signs. 

Contact  custodians  for  help  in  cleaning  up  spills.
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O H 4 When  walking  up  and  down  steps,  use  handrails. 

Walk  in  single  file,  staying  to  the  right. 

Coach  all  students  to  remain  on  the  proper 
side  going  up  and  down  steps. 

Report  all  stair  treads  (if  any)  that  are  loose, 
missing,  or  otherwise  causing  a  tripping  hazard. 

Ensure  steps  are  free  of  debris  and spills  that 
may  present  a  tripping / slipping  hazard. 

O H 5 Notice  that  all exit  signs  are  intact. 

Exit  signs  leading  directly  to  the  outside  should 
be  illuminated / capable  of  being  illuminated 

Exit  doors should  open  outward. 

Exits  should  remain  clear  and  free  of  materials 
and  debris. 

O H 6 Limit  storage  of  cardboard  boxes,  paper  products 
wood  materials  and  other  immediate  combustibles 
inside  of  boiler  rooms. 

Boiler  rooms  are  a  primary  source  of  heat,  and 
present  greater  risk  for  fires  than  most  other 
locations  in  the  school.
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Paper  products,  cardboard  boxes  and  other 
immediate  combustibles  act as  additional  fuel 
in  the  event  of  a  fire  in  these  areas. 

They  can  also  attract  bugs  and  rodents  that 
add  to  the  safety  and  health  issues  in  schools. 

O H 7 Electrical  boxes / panels  in  hallways  should  be 
kept  shut  and  should  be  locked  to  prevent 
horseplay  and  vandalism  and  to  provide  for  the 
ultimate  safety  of  students. 

Keys  to  electrical  panels / boxes  should  be  kept 
readily  available  in  the  school  administration 
office  in  the  event  of  an  emergency. 

All  electrical  panels  require  30 – 36  inches  of 
clearance  on  all  3  sides  to  allow  for 
emergency  access  this  goes  for  hallways, 
classrooms,  boiler  rooms,  offices,  or  wherever 
else  they  may  be  located. 

O H 8 Playground  surfaces  should  be  level  with  a soft 
landing  area  around  equipment,  and  they  should 
be  free  of  debris. 

Be  sure  landscape  spikes  on  playground  borders 
are  flush  with the  border  to  avoid  tripping 
hazards  and  to  avoid  puncture  wounds  if 
someone  falls.



RPS  General  Safety 
Page  Four 

Report  any  loose  hardware  (nuts,  bolts, etc.)  on 
the  equipment. 

Periodically  check  under  the sliding  boards  to 
ensure  they  are  secure  to  the  frame  of  the 
equipment  and  that  they  do  not  have  any 
missing  bolts. 

Ensure  handrails  on  playground  equipment  are 
not  loose. 

Check  equipment  for  signs  of  wear or  tear,  and 
report  defects  immediately  to  custodial  services. 

O H 9 Report  any  and  all  accidents  immediately  to  the 
school  nurse. 

Ensure  that  students  are  well attended if  you 
are  required  to  escort  another  student  to  the 
clinic. 

Inspect  play  areas  for  debris,  glass,  sharp 
plastic–edged  bottles,  and  so  on.   Dispose 
of  these  items  safely. 

Report  excess  buildup  of  paper  and  debris  to 
custodians.  This  will help  prevent rodent 
attraction.
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Report  major  fence  and  playground  equipment 
damage. 

As  a  general  rule,  steer  clear  of  parking  lots 
and  roadways  for  game  activities. 

Question  any  and  all  visitors  to  the  playground 
about  their  purpose  for  being  there.   Be 
professional,  but be  firm  in  ensuring  that  they 
belong  there. 

If  visitors / intruders  do  not  belong  on  school 
grounds,  it  is  best  to  return  inside  with  your 
students,  instead  of  confronting  unruly  intruders 
on  your  own.  Once  inside,  then  report  them  to 
Security  and  to  Administration. 

O H 10 Metal ladders may be used by custodial 
personnel for non electrical issues. Plant services 
personnel are to bring their own ladders for electrical 
and maintenance  tasks.  Plant services personnel 
have been trained on the hazards of working with 
metal ladders. 

Metal  ladders  must  not  be  used near  or  at 
electrical equipment  (not  to  change  light  bulbs, 
and  so  on).  Only wooden  ladders  or fiberglass are 
designated for  these  types  of  tasks.



O H 11 Please  do  not  use  chairs  (especially, rolling 
chairs)  for  hanging  classroom  displays  or instead 
of  a  stepstool. 
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Plan  your  work,  and,  request  assistance  from 
custodians  and  others,  to  perform  tasks 
requiring  reaching  up  high.  use  step  stools. 

O H 12 Fall  injuries  are  one  of  the  most  common 
injuries  sustained  at  RPS. 

DO  NOT  straddle  with  one  foot  on  a  chair,  and 
another  foot  on  a  radiator,  or  on  a  desk,  etc., 
to  hang  classroom  displays. 

O H 13 To  ensure  the  ultimate  in  lab  safety,  be sure 
that  students  are  aware  of  all  potential  hazards 
working  around  substances,  powders,  inks   and 
the  like. 

Require  safety  glasses  wherever  there  is  the 
possibility  of  objects, dust  particles,  splashing 
liquids,  etc.,  getting  in  someone’s  eye. 

All  chemicals  must  be  used  under  the  guidance 
of  a  qualified  instructor. 

Report  all  spills  to  custodians  immediately. 

Do  not  clean  up  acids and  caustic substances



with  paper  towels.  (This  may  cause  a  chemical 
heat  reaction,  leading  to  a  fire.) 
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Do  not  intentionally  dump  materials  and  lab 
substances down  drains  or  throw  them  in 
trash  cans.  These  substances  and  residues 
should  be  properly  disposed  of. 

O H 14 Refer  to  a  material  safety  data  sheet  (MSDS) 
for  safe  and  proper  handling  and  disposal  of 
residues  used  in   the  lab,  and  in  the  school. 

O H 15 Bloodborne  Pathogens:  (BBP) 

NOTE:  B B P  Training  is  updated  with  nursing 
personnel  on  an  annual  basis. 

Whenever  injuries  occur  involving  the  secretion 
of  blood  and  certain  other  bodily  fluids,  these 
trained  personnel  should  be  called  for 
assistance. 

Bloodborne  pathogens  are  microorganisms  that 
are  present  in  human  blood  and  can  potentially 
cause  disease  in  humans  if  contacted by  others 

UNIVERSAL   PRECAUTIONS: This  is  the  approach 
specified  by  experts  in  which  all  blood  and 
body  fluids  are  treated  and  cleaned.  this 
approach  involves  the  use  of  latex  gloves,



masks,  trash  bags  for  clean  up  materials,  etc. 

Nursing  personnel  are  welltrained  in  this  method. 
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O H 16 Do  Not  place  drinks,  food  items,  paper  materials 
or  other  items  on  heaters / radiators. 

Learn  to  recognize and  report  common  fire 
Hazards. 

O H 17 Fire  Safety: 

It  takes “Heat,”  “Fuel,”  And  “Oxygen”  to  be 
present  all at once  in  order  for  a  fire  to  occur 

Fire  extinguishers  are  designed  to  put  out  a fire 
in  maybe  4 different  ways. 

For  instance,  class a type  of fires  involve  paper, 
wood  and  other  immediate  combustibles  as  the 
fire  source,  or  fuel.  class a  extinguishers  (water 
extinguishers)  can  be  used to  extinguish  these 
types of  fires.  They  “cool”  the  fire  (taking away 
the  “heat”  element). 

Class B  type  of  fires  involve  flammable  liquids 
as  the  fuel  source.  class  b  extinguishers  (such 
as  dry  powder)  are  used  to  “smother”  the  fire, 
and  thus,  taking  away  the  “oxygen”  element. 

NOTE:  Never  use  water  extinguishers  on 
flammable  liquid  (e.g., grease)  type  of



fires.  this  will  only  spread  the  fuel,  in 
creasing  the  size  and  scope  of  the  fire. 
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Class  C  fires  are  those  type  of  fires  that 
involve  energized  electrical  equipment.  The 
extinguishers  used  on  these types  of  fires 
“cool”  and / or  “smother”  the  fire,  eliminating 
heat  or oxygen  elements, thus  putting  out  the 
fire. 

` Schools  are  generally  equipped  with  multi – 
purpose  (ABC rated)  extinguishers, and / or 
water  extinguishers  (silver, in color). 

O H 18 If  a  fire occurs,  never  attempt  to 
extinguish  more  than  just  a  trash  can–sized 
fire. 

Otherwise,  call  for  assistance,  immediately. 

Don’t  panic, however,  but  be  sure  you  are 
safe  first,  and  then  assist  others,  if  possible. 

Know  when  to  evacuate  and let  trained 
personnel  do  the  job. 

Check  fire  extinguisher  tags  from  timetotime 
to  ensure  that  they  have  been  inspected  within 
the  past  one  year   period  of  time. 

NOTE:  for  an  extinguisher  to  be  useful,  the



needle  on  the gauge  on  the  top  side  of  a 
fire  extinguisher  should  be  resting  in  the 
“green”  shaded  area. 
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O H 19 P A S S  Technique  for  extinguishing  fires 

1. P U L L  the  pin  on  top  of  the  extinguisher 

2. A I M  the  nozzle  @ the  base  of  the  fire 

3. SQUEEZE  the  handle  to  activate  the 
extinguisher. 

4. S W E E P  the  nozzle  back  and  forth  at  the 
base  of  the  fire,  while  walking  slowly 
forward  as  the  fire  is  extinguished. 

If  one  extinguisher  does  not  put  out  the  fire, 
secure  the  area  as best  you  can  and  call 
for  help. 

O H 20 Emergency  Evacuation: 

Practice  fire  drills & emergency  evacuations  as 
required.  Take  them  seriously. 

Be  sure  you  know  the  correct  evacuation  and 
gathering  /  accountability  procedures. 

Maintain  order  at  gathering  points 

THE  EMERGENCY  CONTACT  NUMBER  AT  THIS SCHOOL  IS:
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O H 21 Office  Safety:  file  drawers  that  are  left  open 
cause  protrusion  and  head  bump  hazards. 
Be  safe – close all drawers. 

Be  sure  to  use  foot rests,  screen  adjusters, 
light  shades,  etc.  for  good  work  station 
ergonomics  (comfort  at computer  tasks). 

O H 22 Back  injuries  are  the  most  common  and  the 
most  serious  and  costly  of  injuries  in  the 
work  place. 

Do  not  try  and  lift  something  that  is  too 
heavy  (50 – 70 lb.)  by  yourself,  or  don’t  try 
and  lift awkward – sized  loads. 

Ask  for  assistance  when  lifting,  pushing,  pulling 
loads.  Don’t  be shy.  Be  safe!! 

If  at  all possible,  use  lifting devices,  such  as 
dollies  and  carts  to  help  move  loads  from  the 
office  to  your  car,  or  from  place  to  place, e.g. 

Proper  lifting technique  involves  the  following: 

 BEND  AT  THE  KNEES  when  you  lift 
this  forces  the  upper  leg  muscles  in



the  back  of  your  legs  (quads =  the 
largest  muscle  in  the  body)  to  do  the 
work. 
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 Do not  lift  with  your  arms.  They  should remain 
straight  as  you  grasp  the  load, then,  merely 
“stand – up” by straightening your  legs. 

 Also,  remember  to position  your  upper  body 
out  over  the load,  and  keep the  load  in 
close  to  your  body  as  you  lift. 

 When  carrying heavy  objects,  remain  straight 
with  a  slight  flex  in  your  knees.  This  helps 
take  extra  strain  off of  the  lower  back  also. 

O H 23 GENERAL  QUESTIONS  AND  ANSWERS 

Ask  questions  if  needed,  or  if  you do not 
understand  something  related  to  safety 
and  health. 

Make safety  talk  a  part  of  your  everyday  routine. 

No  one  knows  all  of  the answers,  and  some 
times  we can  only  go by general  guidelines. 

“Good  Sense”  is  always  called  for  when  it 
comes  to  safety  and  health. 

We  will try  and  get  a “Good Sense”  answer  for 
you.



Thank  you  for  your  time 

(Dept. of  Benefits  &  Risk Management)


