Action Agenda 07-11-05
· Award contracts per bid package #2

· Approve Health & Safety 2005 (Attachment 99)

Attachment 99 Performance Criteria 

Due at MDE 7/25/2005   

General Comments

• School district personnel shall be involved in the process of completing this section. This section

  cannot be completed as a “turnkey” process.

• Responsibility for Health and safety belongs at the district level. The task can, in certain

  circumstances, be delegated to employees or contractors, but not the responsibility.

• There must be a key district person responsible for each Health and Safety topic. This person is

   responsible for understanding Attachments 4 and 99 information.

• Attachment 99 replaces Attachment 4 as a reporting requirement. Only Attachment 99 and not

  Attachment 4 shall be reported to the MDE. Attachment 4 should be used by your district to

  internally review all Health and Safety programs. MDE is phasing in topics a portion each year until they      

  are all entirely included. For 2005 Pay 2006, the topics are limited to Indoor Air Quality, Safety   

  Committees, Laboratory Safety and Confined Spaces. Specific performance criteria are described and  

  the district must either verify they will meet MDE’s criteria or provide their own. Either way, districts will   

  be held to their board-adopted performance criteria.  Substituted criteria which is not performance based   

  is an unacceptable report.
• Districts are required to follow the directions shown below and return the completed, board-certified   

  Attachment 99 in order to receive H&S funding for 2005 Pay 2006. All H&S new funding will be delayed  until the Attachment 99 is received and verified.

• H&S Management Assistance professionals will key their reporting to the elements in this Attachment.    

  This is part of MDE’s plan to verify that the district is meeting its performance criteria commitment and 

  has conducted a hazard assessment and adopted plans for hazard removal, per page 55 of this 

  Attachment.   A district may not refuse access by a Management Assistance professional to accomplish 

  this task and the MDE will not process requests for funding approval without a properly completed 

  Attachment 99. See Attachment 9 for MDE involvement with the Management Assistance program.
Completion Steps for Attachment 99

• District reviews its health and safety hazards, plans/programs to manage them, and this letter and   

  attachments.

• District reviews Attachment 99, affirms each element by highlighting or otherwise indicating, and

  completes all forms accurately. The attachment is designed to be a “turn-around document.”

• School board validates the information on Attachment 99, certifying that the information in the

  completed Attachment 99 H&S Performance Criteria will be implemented during fiscal year 2005-

  2006. In this manner the board, as the policy-setting authority, recognizes and accepts its

  responsibility for Health and Safety in a manner satisfactory to MDE. A copy of the board-approved   

  minutes and agenda must be attached.

• District returns Attachment 99 in time to arrive at MDE, attn Phil Allmon, or alternatively each region   

  Management Assistance professional, no later than July 25, 2005. Late submissions are strongly   

  discouraged.

• Electronic submission is acceptable and is preferred. Otherwise, provide two paper copies with

  visible highlighting. Don’t forget to maintain a copy in district files, and to highlight adopted language.

Begin Board-certifying here. General Requirements
 FORMCHECKBOX 
 The H&S written plans include policies for managing the hazard, assessing for the hazard, training,

     and record keeping.

 FORMCHECKBOX 
 There is a key district person responsible for each Health and Safety topic. This person is

     responsible for understanding Attachments 4 and 99 information and the information in the written

     plans.

 FORMCHECKBOX 
 The written plans are current, complete and accurate. They are concise and well organized. They do

     not make references to other districts or states, or persons not currently with the district.

 FORMCHECKBOX 
 In particular, the documentation of training and required reporting is accurate and complete. Training

     includes an adequate roster of trainees, is dated, and a syllabus of the training, giving information on

     what trainees can be reasonably expected to know or do.

 FORMCHECKBOX 
 The practice of re-photocopying required reports shall not be allowed. Each report shall have a fresh

     printout with fresh signatures and dates.

Part I Attachment 99 Performance Criteria – IAQ Management Plan

A. IAQ Coordinator – required in plan

 FORMCHECKBOX 
 A person meeting criteria in Attachments 3 and 7 has been appointed as the districts IAQ coordinator

 FORMCHECKBOX 
 Communication pathway has been established to notify district staff, parents, and students, who the

     IAQ Coordinator is and how to contact him/her.

 FORMCHECKBOX 
 IAQ coordinator’s role and authority shall be clearly defined and understood by district employees,

     such that he/she can operate effectively.

 FORMCHECKBOX 
 The IAQ Coordinator’s name and certificate number are:  Tim  Rybak I 1524.

B. Walk-through performed (required in plan)– Walkthroughs shall be performed at least annually on

all school buildings in the district that houses students and/or employees and shall evaluate the following:

 FORMCHECKBOX 
 Obvious water intrusion problems (interior and exterior)

 FORMCHECKBOX 
 Obvious ventilation failures and/or problems

 FORMCHECKBOX 
 Obvious building/structural failures and/or problems

 FORMCHECKBOX 
 Overall cleanliness of buildings and classrooms

 FORMCHECKBOX 
 Assess the need for O&M programs (e.g. ventilation, carpet, building compounds)

C. Evaluation of key building systems- required in plan

 FORMCHECKBOX 
 District shall evaluate all classrooms using equivalent* to the EPA’s Tools For Schools Teacher’s

     Checklist at least annually.

 FORMCHECKBOX 
 District shall evaluate ventilation systems using equivalent* to the EPA’s Tools For Schools

     Ventilation Checklist at least annually. Activity 22 may be excluded here.

 FORMCHECKBOX 
 District shall evaluate all building maintenance issues using equivalent* to the EPA’s Tools For

     Schools maintenance checklist at least annually.

* Equivalent means that each element of each topic is included to the depth described in TFS.

If there is a significant departure, an explanation shall accompany the plan.

D. IAQ Management Plan (required in plan) - District shall develop and implement an effective district

specific IAQ management plan that shall at a minimum have the following elements:

 FORMCHECKBOX 
 Identification of IAQ Coordinator

 FORMCHECKBOX 
 Communication plan/policy that is specific to the district

 FORMCHECKBOX 
 Complaint plan/policy that is district specific

 FORMCHECKBOX 
 Plan/policy to address district IAQ issues observed and/or noted during the walk through or through

     the building systems evaluation process

 FORMCHECKBOX 
 Implementation schedule that prioritizes and allocates expenditures to remediate known IAQ issues

     such as deferred maintenance items (e.g. roof leaks)

 FORMCHECKBOX 
 Operations and maintenance plan to maintain building components and mechanical systems

 FORMCHECKBOX 
 District policies that are established that affect air quality (animals, cleaning, renovation projects, pest

     management, chemical use, etc.)

 FORMCHECKBOX 
 Annual review of district IAQ Management Plan by IAQ Coordinator and/or IAQ Committee, and

     school board. This includes a review of all documentation to ensure the plan is indeed district specific

     and current.

E. District responses to parental concerns--required in plan

 FORMCHECKBOX 
 Parents know where to go to find answers to their IAQ questions.

 FORMCHECKBOX 
 Parents can obtain checklists or self help information so they can properly evaluate their child’s home

     or other out of school situation.

 FORMCHECKBOX 
 Parents can obtain information about school facility construction, maintenance and housekeeping

     practices, chemicals used, mold and HVAC related information, chemical producing academic

     subjects, pesticides and herbicides and the like to determine the extent to which school activities

     contribute to a child’s symptoms.

 FORMCHECKBOX 
 Parents can obtain information on what a parent can do – how they can effect change – upon

     discovering questionable activities occurring within schools.

F. Mechanical Ventilation improvements if funded under either H&S or Alternative Facilities

Bonding and Levy programs

 FORMCHECKBOX 
 All mechanical ventilation improvements shall result in demonstrated current performance criteria as

     found in state law, statute or rule, to include proper amount of ventilation rate over a specified outside

     temperature range, proper filtration, and ability to measure ventilation rate.

 FORMCHECKBOX 
 Any commissioning resulting from mechanical ventilation improvements shall be done and validated

     by a Systems Inspector per M.S. 123B.72 that has adequate errors and omissions insurance.

 FORMCHECKBOX 
 Mechanical ventilation improvement work funded under H&S shall remain under warranty by the

     outside party until a full range of seasons has occurred, allowing any deficiencies to become manifest

     and be corrected.

G. M.S. 123B.57 responsibility to “…monitor and improve the quality of indoor air...”

 FORMCHECKBOX 
 The district shall determine the mechanical ventilation rate of each occupied space and plan and

     implement its improvement in a timely manner where found to be inadequate. Use of outside air

     intake flow hood for unit ventilators or CO2 or thermal-based calculations found in ASHRAE 62-1989

     56 with controls set to minimal outside air settings are adequate. Intended to satisfy TFS Ventilation
     Checklist Activity 22. This activity does not have to be done to receive HS& funding.

 FORMCHECKBOX 
 The district shall determine if there is mold or water intrusion for each occupied space and plan and

     implement its remediation in a timely manner where found to exist. Visual inspections are adequate.

 FORMCHECKBOX 
 The district shall determine the quality of air entering the building and make improvement where

     needed. Use of human senses is adequate.

 FORMCHECKBOX 
 The district shall monitor the use of chemicals, cleaning materials, carpet maintenance (if applicable)

     pesticides and general housekeeping to ensure proper indoor air quality. Use of human senses is

     adequate.

Attachment 99 Performance Criteria – Safety Committees

 FORMCHECKBOX 
 A district safety committee shall be established where the district exceeds 25 employees or is

     experiencing excessive lost workdays or accident/incident rates.

 FORMCHECKBOX 
 Written statements shall be developed describing safety committee role, responsibilities, activities

     and administrative support.

 FORMCHECKBOX 
 Role of safety committee shall be stated, and shall include consideration of the following:

      -- Review high hazard areas of health and safety for adequacy of program protection.

      -- Monitor the effectiveness of the safety and health program. Assist administrators, H&S

         coordinators and supervisors on district/school H&S issues. Bring committee recommendations

         to school board.

      -- Everyone in district needs to know they should contact members of safety committee FIRST for

         H&S issues.

 FORMCHECKBOX 
 There shall be greater employee representation than management, with each bargain unit

     represented. The safety committee member list shall be posted.

 FORMCHECKBOX 
 The number of employee representatives on the committee shall equal or exceed the number of

     management representatives. The safety committee members shall be made known to all district

     staff.

 FORMCHECKBOX 
 The safety committee shall meet at least quarterly.

 FORMCHECKBOX 
 An agenda shall be established prior to meeting. Attendance and minutes shall be recorded. A

     report of activities shall be posted where all employees have access to it.

 FORMCHECKBOX 
 The chair shall be elected by the committee and identified by name.

 FORMCHECKBOX 
 Training shall be provided to safety committee members as to their roles and responsibilities.

 FORMCHECKBOX 
 Meeting activities shall include consideration of these activities:

     -- Establish annual safety goals and objectives for meeting those goals

     -- Conduct and/or review safety inspections

     -- Assist in accident investigation.

     -- Review accident reports and OSHA 300 logs.

     -- Accept and evaluate employee suggestions. Make reporting uncomplicated, keeping reporters at

         ease.

     -- Review job procedures and recommend improvements

     -- Monitor safety program effectiveness

     -- Publicize and promote safety and health

 FORMCHECKBOX 
 School board shall review the program annually.

Attachment 99 Performance Criteria – Laboratory Safety Standard and Chemical Hygiene Plan

 FORMCHECKBOX 
 There shall be a written and current Chemical Hygiene Plan for all laboratories, per OSHA Laboratory

     Safety Standard 29 CFR 1910.1450.

 FORMCHECKBOX 
 The Chemical Hygiene Officer (CHO) shall be identified for each laboratory. His or her names are:

Greg Sayler, Chemistry Instructor, New Prague Area High School.

 FORMCHECKBOX 
 The CHO shall be responsible for developing and reviewing at least annually chemical handling,

     storage labeling and disposal procedures (SOPs).

 FORMCHECKBOX 
 The CHO shall be responsible for reviewing at least annually lab activities to ensure safe procedures

     are used.

 FORMCHECKBOX 
 The CHO shall review stored chemicals annually and remove unused or excess amounts.

 FORMCHECKBOX 
 The CHO shall be responsible for developing and reviewing at least annually engineering controls

     (e.g. ventilation, chemical storage, fume hoods, gas lines and shutoff, fire prevention, eye-wash and

     deluge shower)

 FORMCHECKBOX 
 The CHO shall be responsible for developing and reviewing at least annually personal protective

     equipment (PPE) needs (e.g. eye protection, gloves, splash guards, gowns). Included are ensuring

     students do not wear dangerous clothing (e.g. rings, chains, unsafe shoes, un-bound hair).

 FORMCHECKBOX 
 The CHO shall be responsible for developing and reviewing at least annually necessary training for

     lab employees and ensure that safety is adequately included in curriculum.

 FORMCHECKBOX 
 The CHO shall be responsible for developing and reviewing at least annually record keeping

     practices and procedures, to include chemical inventory, MSDS sheets, monthly checks of safety

     equipment and implementing MDE and other safety checklists.

Attachment 99 Performance Criteria – Lockout/Tagout (LO/TO)

 FORMCHECKBOX 
 District shall develop and implement a Written Management Plan for Lockout/Tagout, encompassing

     OSHA standard 29 CFR 1910.147, explaining procedures for implementing Lockout/Tagout for each

     area for each building where LO/TO hazards exist.

 FORMCHECKBOX 
 The district administration shall identify school district Contact Person(s) for Lockout/Tagout zones.

 FORMCHECKBOX 
 The district administration shall survey the facility at least annually to identify energy potential

     physical hazards that require Lockout/Tagout.

 FORMCHECKBOX 
 The district administration shall train affected employees on proper Lockout/Tagout methods and

     techniques at least annually.

 FORMCHECKBOX 
 The district administration shall identify and procure Lockout/Tagout locks, tags and other devices.

     (List locations of equipment)

 FORMCHECKBOX 
 The district administration shall evaluate Lockout/Tagout record keeping practices and procedures at

     least annually.

 FORMCHECKBOX 
 Procedures are in place to inform contractors of Lockout/Tagout requirements

 FORMCHECKBOX 
 Specific energy controls are developed when required.

 FORMCHECKBOX 
 The district administration shall evaluate current Lockout/Tagout procedures at least annually.

Attachment 99 Performance Criteria – Confined Spaces

 FORMCHECKBOX 
 Review program and obtain school board approval at least annually.

Confined Space Standard

 FORMCHECKBOX 
 District shall develop and implement a Written Management Plan for Confined Spaces, encompassing

     OSHA standard 29 CFR 1910.146, explaining procedures for implementing Confined Spaces for each

     area for each building where Confined Spaces hazards exist.

 FORMCHECKBOX 
 The district administration shall identify school district Contact Person(s) for Confined Spaces permit      

     and non-permit zones.

 FORMCHECKBOX 
 The district administration shall survey the facility at least annually to identify Confined Spaces 

     physical hazards per the standard that require Confined Space entry procedures, using the criteria      

     found at http://www.osha-slc.gov/dts/osta/oshasoft/csa.html.

 FORMCHECKBOX 
  The district shall determine the location of all Confined Spaces, and which are Permit Required   

     Confined Spaces using the criteria found in Attachment A of the standard.

 FORMCHECKBOX 
  Using the criteria found in 1910.146(c)(5), the district shall determine which Permit Required spaces   

      need not comply with paragraphs (d) through (f) and (h) through (k) of the standard.  

 FORMCHECKBOX 
  For Permit Required spaces that need not comply with paragraphs (d) through (f) and (h) through (k)   

     of the standard, the district shall establish and maintain monitoring and inspection data that will   

     demonstrate that continuous forced air ventilation alone is sufficient.

 FORMCHECKBOX 
  For Permit Required spaces where the district has not established and maintained monitoring and  

      inspection data that will demonstrate that continuous forced air ventilation alone is sufficient, the 

     district shall implement paragraphs (d) through (f) and (h) through (k) of the standard.

 FORMCHECKBOX 
  The district shall establish a properly trained and provisioned Permit Required Confined Space rescue 

      and emergency service that will become activated whenever a person enters a Permit Required 

      Confined Space.

 FORMCHECKBOX 
  The district shall carry out practice Permit Required Confined Spaces rescues at least once every 12 

      months, as called for under paragraph (K) of the standard.

 FORMCHECKBOX 
  District shall inform Confined Spaces entrants of information called for in the standard, how they may 

      communicate with persons outside the Confined Spaces and what steps they should take if they 

      should develop a medical emergency while in the Confined Spaces (e.g. heat stress, electrocution, 

      burns, heart attack, etc.).

 FORMCHECKBOX 
  The district shall inform any outside contractor doing work in a Confined Space that the workplace 

      contains permit spaces and that permit space entry is allowed only through compliance with a permit    

      space program per 1910.143.  

Individual Hazards Identified In H&S Management Assistance Reports

	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	PS- Buildingwide
	Evacuation maps
	No evacuation maps posted
	Post evacuation maps
	FY 06

	PS- Kitchen


	Hobart mixers (2)
	Exposed blades on mixers (2)
	Install blade guards on mixers (2)
	FY 06

	PS- Boiler Room


	Eyewash
	Eyewash not flushed on a regular basis
	Eyewash will be flushed weekly
	FY 06

	PS- Portable Classroom


	Power strips
	Daisy-chaining of power strips not allowed
	Purchase new power strips with longer cords
	FY 06

	IS- Room 153A


	Extension cord
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	IS- Room 153A


	Power strips
	Daisy-chaining of power strips not allowed
	Purchase new power strips with longer cords
	FY 06

	IS- Kitchen


	Hobart mixer
	Exposed blades on mixer
	Install blade guards on mixer
	FY 06

	IS- Kitchen


	Univex mixer
	Exposed blades on mixer
	Install blade guards on mixer
	FY 06

	IS- Kitchen


	Extension cord
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	IS- Boiler Room


	Wooden ladder
	Wooden ladder is damaged and unstable
	Replace ladder
	FY 06

	IS- Room 151


	Extension cord
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	IS- Room 151
	Cheater plug
	Cheater plug in use
	Discard cheater plug
	FY 06

	IS- Gym


	Asbestos pipe insulation
	Damaged asbestos pipe insulation
	Repair pipe insulation
	FY 06

	IS- Media Center

Computer Lab
	Electrical outlet
	Missing outlet cover
	Replace outlet cover
	FY 06

	IS- Media Center


	Extension cord
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets 

as needed
	FY 06

	IS- Media Center Store Room


	Power strips
	Daisy-chaining of power strips not allowed
	Purchase new power strips with longer cords
	FY 06

	IS- Media Center Store Room


	Flat extension cord
	Flat extension cord

Ungrounded
	Remove flat ungrounded extension cord replace with round grounded cord
	FY 06


Individual Hazards Identified In H&S Management Assistance Reports

	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	MS- Buildingwide
	Evacuation maps
	No evacuation maps posted
	Post evacuation maps
	FY 06

	MS- Kitchen


	Garbage disposal
	Unguarded disposal blades
	Install garbage disposal guard
	FY 06

	MS- Kitchen


	Univex mixer
	Exposed blades on mixer
	Install blade guards on mixer
	FY 06

	MS- Kitchen


	Power strip
	Damaged power strip
	Replace power strip
	FY 06

	MS- Stage


	Electrical panel
	Not 36” clear access in front of electrical panel
	Clear access in front of electrical panel
	FY 06

	MS- Stage


	Fire Extinguisher
	Not clear access to fire extinguisher
	Clear access to fire extinguisher
	FY 06

	MS- Art N101


	Paper Cutters (2)
	Unguarded paper cutters (2)
	Guard or replace paper cutters (2)
	FY 06

	MS- Room 105


	Power strips
	Daisy-chaining of power strips not allowed
	Purchase new power strips with longer cords
	FY 06

	MS- Greenhouse off of Room 105
	Refrigerator
	Unlabeled refrigerator
	Label refrigerator
	FY 06

	MS- W118


	 Bench Grinder
	Tongue guard not within ¼” of wheel
	Adjust tongue guard to within ¼” of wheel
	FY 06


	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	MS- W118


	Rockwell Bandsaw
	Unguarded blade below table
	Guard blade below table
	FY 06

	MS- W118


	Delta Bandsaw
	Unguarded blade below table
	Guard blade below table
	FY 06

	MS- W118


	Paper Cutter
	Unguarded paper cutter
	Guard or replace paper cutter
	FY 06

	MS- W118


	Power strips
	Daisy-chaining of power strips to extension cord not allowed
	Purchase new power strips with longer cords
	FY 06

	MS- FACS W116


	Extension cord
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	MS- FACS W116


	Multi-plug adapters
	Multi-plug adapters are not to be used
	Replace multi-plug adapters with fused power strip
	FY 06

	MS- Room W119


	Power strips
	Daisy-chaining of power strips to extension cord not allowed
	Purchase new power strips with longer cords
	FY 06

	MS-Boiler Room


	Floor openings (4)
	Fall in to Floor Openings
	Guard or cover floor openings (4)
	FY 06

	MS-Boiler Room


	Blue extension cord
	Damaged blue extension cord
	Replace blue extension cord
	FY 06

	MS-Computer Lab


	Power strips
	Daisy-chaining of power strips to extension cord not allowed
	Purchase new power strips with longer cords
	FY 06


Individual Hazards Identified In H&S Management Assistance Reports

	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	HS- Building wide
	Evacuation maps
	No evacuation maps posted
	Post evacuation maps
	FY 06

	HS- Construction trades


	Overhead door
	No auto reverse mechanism on door
	Install auto reverse mechanism or pressure switch on door
	FY 06

	HS- Construction trades
	Drill press
	 Drill press not bolted down
	Bolt drill press to floor
	FY 06

	HS- Construction trades 
	Electrical drop cords
	Drop cords are knotted
	Unknot or shorten drop cords
	FY 06

	HS- Small engines


	Extension cord wrapped around pipes
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	HS- Small engines


	Extension cord travels through wall
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	HS- Small engines


	Exit door 
	Exit door access blocked
	Clear access around exit
	FY 06

	HS- Small engines


	Fire extinguisher
	Not clear access to fire extinguisher
	Clear access to fire extinguisher
	FY 06

	HS- Small engines


	Eye wash
	Not clear access to eye wash
	Clear access to eye wash
	FY 06

	HS- Metals


	Electrical panel
	Not 36” clear access in front of electrical panel
	Clear access in front of electrical panel
	FY 06


Individual Hazards Identified In H&S Management Assistance Reports

	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	HS- Metals


	Exit door 
	Exit door access blocked
	Clear access around exit
	FY 06

	HS- Metals


	Compressed gas cylinder
	Compressed gas cylinder not chained to wall
	Chain compressed gas cylinder to wall
	FY 06

	HS- Metals


	Fire extinguisher
	Not clear access to fire extinguisher
	Clear access to fire extinguisher
	FY 06

	HS- Metals


	 Bench grinder
	Tongue guard not within ¼” of wheel
	Adjust tongue guard to within ¼” of wheel
	FY 06

	HS- Metals


	 Bench grinder
	Work rest not within 1/8” of wheel
	Adjust tongue guard to within 1/8” of wheel
	FY 06

	HS- Receiving Room


	Overhead door
	No auto reverse mechanism on door
	Install auto reverse mechanism or pressure switch on door
	FY 06

	HS- Receiving Room
	Box fan
	Damaged guard on box fan 
	Replace box fan if needed
	FY 06

	HS- Room 217


	Eyewash
	Eyewash not working properly
	Repair eyewash
	FY 06

	HS- Stage


	Electrical panel
	Not 36” clear access in front of electrical panel
	Clear access in front of electrical panel
	FY 06

	HS- Stage


	Fire extinguisher
	Not clear access to fire extinguisher
	Clear access to fire extinguisher
	FY 06


Individual Hazards Identified In H&S Management Assistance Reports

	Location
	Equipment
	Brief Description of

Hazard
	Work to be

accomplished
	Anticipated

Completion

	HS- Art 61


	Extension cords going to pottery wheels
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	HS- Art 61


	Fire extinguisher
	Not clear access to fire extinguisher
	Clear access to fire extinguisher
	FY 06

	HS- Art 61


	Extension cord going to kiln fans
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	HS- Art 61


	Electrical cord
	Damaged electrical cord on pottery wheel #5
	Replace electrical cord
	FY 06

	HS- Kitchen


	Garbage disposal
	Unguarded disposal blades
	Install garbage disposal guard
	FY 06

	HS- Kitchen


	Extension cord going to salad bar and deli
	Extension cord used as substitute for permanent wiring
	Remove extension cord and add outlets as needed
	FY 06

	HS- Boiler Room


	Floor opening
	Fall in to Floor Opening
	Guard or cover floor opening
	FY 06

	HS- Boiler Room


	Eyewash
	Eyewash not working properly
	Repair eyewash
	FY 06

	HS- Boiler Room


	Eyewash
	Eyewash not flushed on a regular basis
	Flush eyewash regularly
	FY 06

	HS- Room 209


	Ventilation
	Inadequate ventilation
	Provide adequate ventilation
	FY 06
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INDOOR AIR QUALITY MANAGEMENT PLAN

NEW PRAGUE AREA SCHOOLS

A.
Introduction

A healthy environment consists of many factors, including indoor air quality.  When



all factors are aligned and working properly, the building environment contributes to 



the productivity and performance of students and staff.  The Indoor Air Quality 



Management Plan has been developed to provide guidance to maintain high indoor air 



quality standards.

Purpose of Indoor Air Quality Management Plan

The IAQ Plan provides information to students, parents and staff regarding the general procedures employed by the District to maintain high indoor air quality standards and the process to follow if concerns arise.  Students, staff, and parents will be informed through various means, including district newsletters, building newsletters and presentations.  The IAQ plan will be reviewed and updated on an annual basis to reflect changes in regulations, maintenance procedures, or other IAQ changes.
General Objectives

To provided the appropriate levels of outside air as prescribed by building 


Codes and regulatory agencies.

To maintain the optimum air quality by establishing processes to resolve

 
         indoor air quality concerns.

To pro-actively manage heating, ventilation and air conditioning (HVAC) systems.

4.         To identify district staff that will be responsible to address and monitor indoor air     

            quality issues.
Indoor Air Quality Areas 

IAQ concerns can arise from various sources and for various reasons.  Inadequate 

air exchange, molds, dust mites, chemical fumes and construction fumes may generate indoor air quality concerns.  In addition, the IAQ plan may include area such as pest control, radon and asbestos if in the event these issues lead to indoor air quality concerns.

Indoor Air Quality Management Team

All district staff is considered part of the indoor air quality management team.  Each person plays a role in identifying problems that may exist and is responsible for contacting the appropriate individual(s) to ensure the problem is resolved.

The Indoor Air Quality Coordinator will be the district’s Director of Operations

The IAQ Coordinator will provide leadership to maintain a high awareness of IAQ issues within the District and will coordinate a plan of action to resolve the problems identified.

The district’s Environmental Management Coordinator and other professional personnel will assist the IAQ Coordinator to ensure the regulatory mandates and requirements are addressed.

3.        Building principals and head custodians will assist with the identification of

           site specific issues and recordkeeping.

The District’s safety committee will review the Indoor Air Quality

Management Plan and review actions taken to resolve indoor air quality

issues.  Safety committee members also serve as IAQ contacts for their 

building.  They can field concerns and direct staff members to the

 appropriate resource personnel.

The IAQ coordinator will attend such training sessions as deemed necessary to ensure the District remains current on IAQ issues.  The IAQ coordinator will coordinate training for other district personnel as appropriate.

6.
The School Board will approve the IAQ plan and funding for major

projects.   

Procedure for Investigation of IAQ Complaints and Concerns

The following describes the general process to be followed when potential indoor air 

quality problems is identified:

1. The individual with the concern is to contact the Building Principal and/or 

Head Building Custodian to provide the District with information about the nature of the concern.  If appropriate, the individual will be asked to complete a form to gather the information needed to begin the assessment process. (Appendix A)

2. The Head Building Custodian will contact the IAQ coordinator to facilitate an assessment. 

3. Following the initial assessment, the IAQ Coordinator may review the concern with the District’s Environmental Coordinator before developing a plan for further investigation and/or remediation.

4. If major repairs are needed, the plan will be reviewed by the Director of Finance/Human Resources to confirm plans and costs.  Otherwise, the IAQ Coordinator will proceed with the corrective action.

5. If necessary and appropriate, the IAQ Coordinator will submit costs for Health and Safety funding after reviewing the corrective action plan.   The work will be scheduled and the appropriate individuals contacted. 

6. The individual who filed the complaint will be provided with a written response summarizing the findings of the investigation and describing the actions that will be taken.

Maintenance and Operating Plan

1. HVAC systems include all heating, cooling and ventilating equipment serving a school.  Boilers or furnaces, chillers, cooling towers, air handling units, exhaust fans, ductwork and filters are all part of the the HVAC systems for a building.

2. A proactive HVAC management plan is a key to providing good indoor air quality.  A properly designed and functioning HVAC system should provide the following functions.

a) Control temperatures and relative humidity to provide thermal comfort.

b) Distribute adequate amounts of outside air to meet ventilation needs of school occupants.

c) Isolate and remove odors and other contaminants.

Not all HVAC systems in place are designed with the features that will maximize the objectives as listed above.  The district will update HVAC systems when feasible to better accomplish these goals.

3. Maintenance and Operation Information

a) Supervisor of Buildings and Grounds will detail the type of systems used in each building, location of equipment and other HVAC information.

b) HVAC components will be regularly scheduled for maintenance and records of the maintenance kept at each building.

c) Each Head Building Custodian will maintain a record of daily system operation schedules, maintenance and repair records, testing and balancing reports and inspections.

d) The Supervisor of Building and Grounds will work with the Assistant Superintendent to schedule major repairs and replacements within state funding guidelines.

4. Training

The IAQ coordinator will coordinate with the District’s Environmental Management Consultant to provide custodial and maintenance staff with periodic training on preventive maintenance and troubleshooting of indoor air quality problems.  The training will provide information to assist staff to recognize, prevent and resolve IAQ problems.

5. The IAQ coordinator and Environmental Management Coordinator will make an annual review and inspect facilities for IAQ issues.

H.
.Indoor Air Quality Plan Implementation

1. The district will periodically update the testing and initiate remediation based on the availability of Health and Safety funding.

2. Annual building walkthroughs are completed by Health/Safety consultant using the form found in Appendix B.

3.
Annual IAQ surveys are sent out to each classroom teacher requesting feedback 


various issues such as temperature, water intrusion, odors, etc. The teacher survey   

            is found in Appendix C.

   Through the process of annual review and inspection of facilities, the District will 

               ensure that all components are in place and consistent with state and other agency 

               regulations.

I.
Indoor Air Quality Improvement Plan
2003-2004 School Year


1. 
Carpet replacement scheduled in Intermediate room 31 based on

                        recommendation from Health/Safety consultant.

Animals in Classroom Policy

Since animals can be a source of allergens, asthma triggers, and microorganisms that can cause infectious diseases, the New Prague Area School District has instituted an animal plan. Animals should be kept in an appropriate habitat when not used being used for education. They should be kept away from carpeted areas in order to minimize the transfer of allergens to the carpets, and the possibility of soiling the carpet. 
Specific types of animals will be restricted if a concern is expressed by staff, students or parents. The district reserves the right to ban certain animals if they pose a threat to the safety or comfort of staff and students.  An animal request form is found in Appendix D.
ANYONE WITH QUESTIONS SHOULD CONTACT:

Tim Rybak, Director of Operations




952-758-1581

Craig Most, Director of Buildings and Grounds



952-758-1480

Paul Baer, Environmental Management Coordinator 


800-872-1260

Phil Allmon, Dept of Education





651-582-8201

Appendix A

Indoor Air Quality Concern Form

This form should be used if your concern may be related to indoor air quality.  Indoor air quality problems include concerns with temperature control, ventilation and air pollutants.  Your observations can help to resolve the problem as quickly as possible.

Name: _____________________________


Date: ________________________

Building: ____________________________

Phone: _______________________

Location of Concern in Building: __________________________________________________

Please circle your appropriate identification:

Employee
Parent

Visitor

Volunteer
Student
Other____________

We may need to contact you to discuss your concern.  What is the best time to reach you?

SYMPTOMS

What kind of symptoms or discomfort are you experiencing?

Are you aware of other people with similar symptoms or concerns?

Yes ____      No ____

If so, what are their names and locations?

_______________________________________

______________________________

TIMING

When did your symptoms start?

When are they generally worse?

Do they go away?  If so, when?

Have you noticed any other events (such as weather events, temperature or humidity changes, or activities in the building) that have a tendency to trigger you symptoms?

General Comments

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Appendix B
Indoor Air Quality Building Walkthrough

Checklist
Client Name:


Performed By:




Building Name:




Date:




Instructions:  Walkthrough every room in building including store rooms, mech. rooms, etc.  Also inspect outside of building including roof.  When a concern is identified, place it in the appropriate category and use comment/solutions area to recommend corrections.

1.
Obvious Water Intrusion (interior and exterior) – Stained ceiling tiles, wet floor, cracks in walls, floors, roof leaks, standing water in tunnels.



Item

Location



Comments/Solutions

A.
















B.
















C.

















D.

















E.
















F.

















G.

















H.

















I.

















2.
Obvious Ventilation Failures and/or Problems – Outdoor Air (OA) intake obstructed, filters dirty wrong size, heating/cooling coils dirty, drain pan dirty, interior of unit and/or ductwork dirty, OA damper not working, airflow blocked, relief dampers (roof), transfer grates blocked not working, exhaust fans not working.



Item

Location



Comments/Solutions

A.
















B.
















C.

















D.

















E.
















F.

















G.

















3. Obvious Building/Structural Failures and/or Problems – Sagging roofs, cracks in walls and floors, missing   

     or loose mortar (tuckpointing).



Item

Location



Comments/Solutions

A.
















B.
















C.

















D.

















4. Overall Cleanliness of Buildings and Classrooms – Garbage cans not emptied, dirt mats not cleaned, floors not swept, carpets not vacuumed, animal cages not cleaned.


Item

Location



Comments/Solutions

A.
















B.
















C.

















D.

















E.
















F.

















5. Assess the Need for O&M Programs - (ex. ventilation, carpet, building compounds)



Item

Location



Comments/Solutions

A.
















B.
















C.

















D.

















E.
















F.

















6. Other Areas of Concern – Temperature concerns, odor concerns, etc.



Item

Location



Comments/Solutions

A.
















B.
















C.

















D.
















Appendix C

Indoor Air Quality (IAQ) Survey

The DCFL is requiring all teachers respond to an IAQ survey on an annual basis.

Please indicate with an X any items which you have a concern with. Please respond 

by February 8, 2003.  You may email this back to me as an attachment or print out and send back to me   Thank you for your cooperation   

Cheryl Malecha

Name:

Building:

Room:

Date:

____ 1. My classroom is not swept or vacuumed regularly.

____ 2. Trash is not removed regularly.

____ 3. Spills on carpet are not cleaned properly and dried within 24 hrs.

____ 4. Animal cages are not cleaned regularly.

____ 5. Animal cages are not located away from ventilation system vents.

____ 6. Fog or condensed water is found on windows or other cold surfaces.

____ 7. Roof leaks or stained ceiling tiles are present in my room.

____ 8. My classroom temperature is generally not between 68-76 during the heating season.

____ 9. There is direct sunlight shining on my students.

____10.There is  not continuous air flow coming from the ventilation system vents (use tissue 

              paper if unsure).

____11.Air flow is blocked in my classroom.

____12.There are odors (chemical, food, mold, vehicle exhaust) in my classroom.

____13.Fume hoods and local exhaust fans (if present) do not work properly.

____14.Chemical storage areas (chemistry, art, ind. arts.) are  not separate from my classroom.

____15.Locker rooms do not have adequate exhaust to remove odors and moisture.

____16.Locker rooms do not have wet towels removed regularly.

____17.Other:

____18.Other:

___  19.I have no IAQ concerns at this time.

Please respond no later than February 8, 2003

Thank you

Cheryl Malecha

Appendix B
New Prague Community Schools

Request for Animals in the Classroom
School _____________________________________

Date _____________

Staff Person _________________________________     Room # _____________________

Type of animal(s) to be used in classroom ______________________________________

Number of animals ______________

Date animal is to be brought into classroom __________________________________________

Date animal is to be removed from classroom _________________________________________

Are animal’s vaccinations up to date?  Yes _____     No_____    N/A ______  If no, animal will not be allowed into the building.

Who will be responsible for cleaning cages? __________________________________________

What is the educational purpose of having the animal in your classroom?

Request Approved ________

     Denied _________




Site Administrator Signature _______________________________
Date _____________

	AS DISTRICT POLICY STATES:
	 
	 
	 
	 
	 

	Use alternatives to animals if possible.  Request in writing permission from the building administrator.  Agree to clean cages daily (including vacations and holidays) dispose of waste properly (double bagged and removed to outside dumpster immediately).  Locate animals away from ventilation systems to avoid circulating allergens. Students sensitive to animals will be located away from animals and habitats.  If an administrator feels that the animals in the classroom are not in the best interest of the district the animal must be removed from the classroom.  Visiting animals are not allowed.


Staff Person Signature ______________________________________
Date _____________

THIS REQUEST FORM MUST BE POSTED NEXT TO ANIMAL CAGE

· Approve Strategic Plan: Technology

Technology Strategic Plan

Draft

	
	
	Desired Outcomes
	Action 2004-2005


	Action 2005-2006
	Action 2006-2007

	 CURRICULUM AND INSTRUCTION
	
	 
	 
	 
	

	
	INTEGRATION


	There will be a common definition and understanding of integration by all staff as developed by the district tech committee.
	· Develop the definition
	· Communicate definition to staff.

· Model teaching examples.
	· Encourage peer sharing of integration techniques.



	
	
	There will be a common definition and understanding of technology by all staff as developed by the district tech committee.
	· Develop the definition and list
	· Communicate definition and list to staff.

· 
	

	
	
	There will be no violations by students or staff of the School Board approved acceptable use policies related to technology. 


	· Research legal implications
	· Develop and conduct a student and staff survey about acceptable use with technology.
	· Educate staff

· Educate students

· Posted copies of policies

· Communicate parameters for use of available software/material

	
	
	Instructional staff will acquire varied instructional skills and approaches utilizing technology in order to meet learner needs.
	· Include in curriculum cycle process

· Discuss Intel training opportunity and reach consensus about:

· Desirability

· Cost impact

· Timeline for implementation

· Develop job description for integration specialist
	· Encourage peer sharing of examples

· Showcase and reward best practice

· Offer workshop opportunities

· Possible Intel Training of Int. Specialist and Planning Activities

· Hire integration specialist
	· Possible Intel Training

· Conduct a satisfaction survey amongst teachers relative to the integration specialist position

	
	STANDARDS


	All NP graduates will achieve a standard level of competency in technology use.
	
	Establish student outcomes for each course/grade level K-12 through the curriculum cycle process 

All curricular areas will identify technology standards within their scope & sequence for reinforcement or as a prerequisite.
	The standards, their reinforcement, and their mastery will be mapped.

	
	
	All instructional staff will achieve a standard level of competency in technology use.
	Establish staff outcomes.

Develop a technology competency assessment for the hiring process.
	Assess current skill levels and offer opportunity for growth.
	Same

	
	ENRICHMENT
	Students will have the opportunity to explore advanced technology skills.
	
	Prepare classes for registration.

Increase exploratory clubs/classes
	NPHS will offer programming, networking, hardware, etc.

	ACCESS AND ACQUISITION
	 ACCESS
	Students and staff will have increased physical access (time, home-school connection and equipment/person ratio) to resources.
	Decrease the student/Computer ratio: Purchase computers (lab replacement every 8 years)
	Online resources, laptops, etc.

Increased hours available in the computer lab.


	

	
	
	Resources will be allocated to provide for adequate storage needs including teacher and student files/portfolios.
	
	Conduct an audit of status and needs

Server space / hubs / bandwidth / etc.
	

	
	SUPPORT
	Reduce the negative impact of mechanical failure toward the users/computer ratio


	· Hire ¾ Technician 

· Educate staff basic do’s and don’ts/trouble shooting

· Create shelf stock to minimize down time

· Create technician handbook which includes regular maintenance and procedures

· Assess condition of equipment and replace as needed


	 Plan for effective support in new buildings.

Student technicians
	

	
	
	NP schools will have access to high quality technology tools.
	
	
	

	
	
	Access classroom technology needs
	
	Conduct survey (utilize Taglit Survey)
	

	
	
	Increase funding sources for technology so as to diminish the impact on the operating funds.
	· Research grants

· Consider a levy


	Is there a business partnership that can be developed
	Devote one day to searching for other alternatives

	
	
	
	· 
	
	

	
	COMMITTEE
	The district technology committee will be balanced with staff representation of intense and occasional users.
	· 
	
	

	ADMINISTRATION
	SYSTEMS MANAGEMENT
	All data management systems will be managed to minimize the use of resources, creating maximum efficiency.
	· Interoperability framework

· More paperless forms

· ILL

· 
	
	

	
	
	All staff will be trained as to the use of appropriate databases.
	· Skyward, etc.
	
	

	
	
	
	· 
	
	

	
	
	Increase instructional support for teachers toward integration of technology
	· Create staff development opportunities


	· Review & access technology training for new hires

· Seek new employees in the hiring process that have advanced technology skill

· Provide teaching assistance in lab settings as needed
	· Review & access technology training for new hires

· Seek new employees in the hiring process that have advanced technology skill

· Provide teaching assistance in lab settings as needed

	
	
	 Maximize the utilization of computer labs
	· Create computer labs schedule building by building
	 May need to add labs and look at total costs
	 

	
	
	
	· Provide opportunities for student to student assistance
	Continue/Utilize high school students of IS and PS.  HS students to go through interview process
	

	TECHNICAL SUPPORT
	 
	
	· Create 4-5 staff training opportunities per school year.


	
	

	
	
	All administrators  will achieve a standard level of competency in technology use.
	Establish administrator outcomes.
	
	

	
	
	Use technology best practices as it relates to security
	· Evaluate and maintain network security systems
	
	

	
	
	Determines a minimum level of access for students with respect to each media center and classroom
	· Establish a summer meeting to discuss media programs K-12
	
	

	
	
	Establish a forum for communication between the school district and other points of access to information.
	· Create a plan and report to administration
	
	

	
	
	Increase Data Storage capacity
	· Purchase hardward
	· Purchase hardward
	

	
	
	Increase availability to tech support.
	· Roles & responsibilities
	· Training student techs

· Compare to other districts (staffing)
	

	
	
	Insure that technology purchases are compatible with existing technologies.
	· Involvement in tech acquisitions

· Upgrades / planning / communicating / budgeting
	· 
	

	
	
	Maintain uniform hardware and software platforms.
	· Machine standards

· 
	· 
	

	POLICY AND PROCEDURE
	
	Maintain the student/computer ratio through district growth


	
	
	

	
	
	Administrators, teachers, staff, and students will understand and implement the policies, procedures, and philosophy of the NP Area Schools.
	Develop / revise PPP handbook
	
	

	COMMUNICATION
	 
	 Staff will utilize technology to increase communication with parents, students, and administration.
	 
	 
	

	
	
	NP schools will communicate and refine technology plan through staff development.
	
	
	

	INNOVATION
	
	The technology committee will stay current in technology trends and innovative programs.
	
	
	

	
	
	Alternative funding options will be sought.
	
	
	


