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1.
Hazardous Materials Program Supervisor

Overall supervision of the operation of all hazardous materials policies procedures within the district will be the responsibility of the superintendent who will serve as the hazardous materials program supervisor.  

The Superintendent will be responsible for all aspects of dealing with hazardous materials at the location and will comply with all district policies and procedures and local, state and federal laws and regulations dealing with hazardous materials.

2.
Initial Inventory and Material Identification
The Superintendent will cause an initial inventory of all hazardous materials to identify potentially hazardous substances.  The Superintendent will contract for a qualified hazardous materials person/firm to conduct the inventory of hazardous materials with the assistance of the superintendent.

The party conducting the inventory will work with and provide training in the proper process of identifying hazardous materials to at least one designated district employee.

3.
Tracking, Inventory and Material Safety Data Sheets
District personnel will be responsible for logging in the receipt of all hazardous materials received at his location.  They will track and keep complete written records of the storage, use and ultimate disposition of the hazardous materials.  

The superintendent will maintain a copy of inventory and documentation of all hazardous materials.  This information may be released to appropriate police, fire and emergency service authorities.

The district bookkeeper will be responsible for establishing and maintaining the material safety data sheets system for the district.

4.
Purchase of Hazardous Materials

In addition to following the district's regular purchasing procedures, an employee may purchase hazardous materials only with the approval of the superintendent for use at a specific location.  The purchasing department will not process any purchase order which does not include the appropriate approval.

The purchasing department will maintain a list of prohibited hazardous materials which will be updated at least once a year.

Hazardous materials will not be purchased through any mechanism other than a purchase order through the purchasing department.

Any unapproved purchase of hazardous materials is beyond the course and scope of the district employee's authority and is forbidden.  Such a purchase may be grounds for termination.

The above procedures also will apply to the acceptance of donated hazardous materials.

5.
Storage, Recycling or Transfer of Hazardous Materials
The superintendent shall designate an area or areas for storage of:

a.
Materials which might become or are hazardous  materials.

b.
Hazardous materials which have been declared waste and are being held for disposal.

When materials are not needed by a district location, operation or program, the materials may be declared as waste.  Only the superintendent will be authorized to declare a hazardous material as waste.

Storage of hazardous materials will be in compliance with federal, state and local law.  All hazardous materials will be separated according to physical properties and stored safely in storage areas appropriate to the risk posed by the materials.  For example, volatile substances such as petroleum distillates will be stored in approved safety cabinets.  Where appropriate, storage cabinets may be locked and access to students or non-authorized staff limited.

All containers for hazardous materials will be labeled to show date of receipt by the district, shelf life and expiration date.  Where space permits, materials will be stored so that the oldest materials are used first (first in first out).

6.
Transportation of Hazardous Materials
Transportation of hazardous materials will meet all state and federal requirements and will be coordinated by the superintendent.

Any unauthorized transportation of hazardous materials is beyond the course and scope of the district employee's or volunteer's authority and is forbidden.

7.
Emergency Response Plan
The superintendent will develop an emergency response plan that will enable any district employee aware of any incident involving hazardous material to take appropriate action to protect students, staff, and the general public and district property.

All information regarding a hazardous materials incident will be released to the media or the public only by the superintendent. No other district employee is authorized to release information regarding any such incident.

The superintendent will coordinate with the district's legal counsel any notification or reports to local, state and federal authorities as well as the district's appropriate insurance/risk management representative.

8.
Evacuation Plan

An evacuation plan will be developed and implemented at the school.  In developing the evacuation plan, consideration will be given to the location and the types of hazardous materials present at the location.

An evacuation drill will be held at least once each calendar year.  Where possible, this plan will be coordinated with existing fire drills, bomb threat evacuation plans and tornado drills and may be conducted in conjunction with any of these other drills.  Written records of the drill will be maintained.

As appropriate for the location, copies of the evacuation plan will be posted within the buildings.  Copies of the evacuation plan will be maintained by the building administrator.

9.
Training of Staff and Students
The administrator and staff members handling hazardous materials will receive training in responding to hazardous materials emergency incidents.

When hazardous materials are used in the classroom, both staff and students will be trained in the handling, storage and use techniques appropriate to the materials used as part of the curriculum.  The staff also will be instructed in emergency procedures, including evacuation, appropriate to the materials. 
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