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SUPPORT SERVICES GOALS

Support services are essential to the successful function of a school district. Management
of support service operations is therefore an important responsibility of the district
administration. It should be remembered, however, that education is the district’s central
function; all support services shall be provided, guided, and evaluated by this
requirement.
In order to provide services which are truly supportive of the education program, the
Board establishes these broad goals:
1.

To provide a physical environment for teaching and learning which is safe and
pleasant for students, staff, and public.

2.

To provide a safe, reliable transportation for students to and from school
including transportation for school-sponsored activities.

3.

To offer to students a nutritious meal program in a pleasant atmosphere.

4.

To provide an efficient and effective system for financial management and
accountability.

5.

To provide additional support services, resources, and assistance to fulfill
the needs of the educational program.

Adopted: 1/11/11
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SAFETY PROGRAM

Accidents are unexpected happenings causing loss or injury which may result in bodily
harm, loss of school time, property damage, legal action, or fatality. The district shall
guard against accidents by taking precautions to protect the safety of students, employees,
visitors, and others present on district property or at school-sponsored events.
The practice of safety shall also be considered a facet of the instructional program of the
district and shall include educational programs in traffic and pedestrian safety, fire
prevention, emergency procedures, and other programs appropriately geared to students
at different grade levels.
Each principal shall be responsible for the supervision of the safety program for his
school. General areas of emphasis shall include, but are not limited to, in-service
training, accident record keeping, plant inspection, driver and vehicle safety programs,
fire prevention, first aid training, and emergency procedures.

Adopted: 1/11/11
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NOTIFICATION OF PESTICIDE APPLICATION
ON OR WITHIN SCHOOL BUILDINGS
Pursuant to W.S. §35-7-375, if the School District receives notice from any commercial
applicator licensed under W.S. §35-7-359, or any other person providing notification that
such person will apply a pesticide under W.S. §35-7-354(d) on or within any building or
other real property used by the School District primarily for the education of students,
including any property used by the District for student activities or playground, the
School District shall notify students, teachers, and staff of the anticipated pesticide
application. The School District shall distribute a copy of the notice provided by the
applicator to each principal within the District, and each principal shall further distribute
that notice to students, teachers, and staff under his/her supervision at the time the notice
is received. If the School District receives notification pursuant to Wyoming Statute
during the summer vacation, the School District shall not be required to individually
notify teachers, staff and students, other than to post such signs and notices as are
appropriate on the school buildings and/or property as described below. The District
shall ensure that the notices distributed shall be marked with a distribution date, including
a distribution date when the notices were distributed to the principals and students,
teachers and staff, and that the notices also include information indicating the date of
application, location of application or treatment area, the pest to be controlled, name and
type of pesticide to be applied, and a contact for additional information. The School
District shall retain the notices distributed for two (2) years following the application of
the pesticide.
The School District shall, prior to application of the pesticide, contact the applicator and
coordinate with the applicator to ensure that signs are posted on the school building or
property stating the date of the application, the location of the application or treatment
area, the name and type of pesticide to be applied, and the contact for additional
information. The School District, upon request, shall provide information on how to
obtain additional information on the pesticide.
No less than twelve (12) hours before application of pesticides within school buildings,
signs shall be posted at main entrances to school buildings and at entrances to the specific
application areas within the buildings. If pesticide application is made outdoors to any
area adjacent to a school building or on property used by the District for student activities
or playgrounds, signs shall be posted immediately adjacent to the treated area and at the
entrance to the District property. The signs shall remain posted for seventy-two (72)
hours.
Anti-microbial pesticides, defined by W.S. §35-7-354(d) such as disinfects and sanitizers
used by school employees for cleaning purposes and insect or rodent-bait stations of the
type available for home use are exempted from the notification and posting requirements
described above.
Adopted: 9/11/01
Revised: 1/11/11
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HAZARDOUS MATERIALS
The Board of Trustees recognizes its responsibility for providing an environment which
is reasonably secure from known hazards. There are many areas of the school operation,
from science laboratories and art departments to custodial services and vehicle
maintenance, which use a variety of materials that are hazardous.
Hazardous materials include any substance or mixture of substances that poses a fire,
explosive, reactive, or health hazard as more fully defined by law.
The Board through the Superintendent has drafted and adopted a written hazard
communication program, which addresses matters relating to the purchase, storage,
handling, transportation, and disposal of hazardous materials for all school facilities and
operations including instructional areas (See EBAB-R).
The goals of the procedures will be to set into place an on-going process by which each
location in the district may begin a program of identifying and managing potentially
hazardous materials. District personnel will be encouraged to make less dangerous
substitutions for hazardous substances to the extent possible and to minimize the
quantities of such substances stored on school property. Appropriate school personnel
will be trained to take precautions to prevent accidents and handle them in the event they
do occur.
Appropriate school personnel will be trained to take precautions to prevent accidents and
to handle them in the event they do occur.
It is not the intent of the Board to expand or modify the district’s potential liability
exposure through the adoption of this policy. The district’s voluntary compliance with
any statute or regulation to which it is not otherwise subject will not be construed to
create or assume any potential liability under any local, state, or federal law or regulation.

Adopted: 9/11/01
Revised: 1/11/11
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HAZARDOUS COMMUNICATION PROGRAM
GENERAL
The following written hazard communication program has been established for Big Horn
County School District Number 3. This program, a listing of hazardous chemicals, and
Material Safety Data Sheets (MSDS), will be available at the superintendent’s office,
principal offices, and custodial closets for review by all employees.
POLICY
Education and training will be provided for all employees who may be or potentially may
be exposed to hazardous chemicals in the work place. The training will be conducted
prior to first exposure to the chemical (during on-the-job orientation and training) and
whenever a new hazardous chemical is introduced into the work place. All employees
will be informed of the location of the written hazard communication program, chemical
listing, and MSDSs.
CONTAINER LABELING
The maintenance supervisor will verify that all containers received for and used by this
district are clearly labeled as to the contents with the appropriate hazard warnings. No
containers will be released for use until the above data is verified. The maintenance
supervisor shall ensure that each container is labeled and tagged or marked with the
following information: identity of the hazardous chemicals contained therein; and
appropriate hazard warnings, or alternatively, words, pictures, symbols, or a combination
thereof, which provide at least general information regarding the hazards of the
chemicals, and which, in conjunction with the other information immediately available to
employees under the hazard communication program, will provide employees with the
specific information regarding the physical and health hazards of the hazardous chemical.
Existing labels on incoming containers of hazardous chemicals will not be removed or
defaced, unless the container is immediately marked with the required information. DOT
shipping labels on containers will not be removed until all residue has been removed
from the container. If a container of hazardous chemicals has no label or the label has
been removed or defaced, or is inadequate for any reason, the maintenance supervisor
shall contact the appropriate distributor, importer or manufacturer to obtain an accurate
label.
All employees who transfer hazardous chemicals into portable containers (such as bottles,
spray bottles, parts cleaning cans, etc.) will ensure the containers are appropriately
labeled and the contents identified. If the hazardous chemicals are transferred to a
portable container with the intent of using those chemicals immediately, employees need
not label that container.

Big Horn County School District #3, Greybull, Wyoming
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LIST OF HAZARDOUS CHEMICALS
The maintenance supervisor shall maintain, update and periodically review a list which
identifies current hazardous chemicals present in the work place. This list shall be crossreferenced to the MSDSs. It shall be kept with this program and MSDSs, and serves as
an index to aid employees in identifying and locating necessary information. The
maintenance supervisor shall periodically review and update the list at least once every
twelve (12) months.
MATERIAL SAFETY DATA SHEETS
It is the responsibility of the maintenance supervisor to obtain a Material Safety Data
Sheet (MSDS) for each hazardous chemical used. The maintenance supervisor shall
maintain a comprehensive and current MSDS file.
Copies of the MSDSs for all hazardous chemicals to which employees may be exposed
will be kept at the superintendent and principal offices and custodial closets and will be
readily available for review to all employees during each work shift. The MSDSs shall be
maintained in the same order as the list of hazardous materials which the maintenance
supervisor maintains.
Subcontractors working on the job site are required to bring copies of all MSDSs for
hazardous materials they are bringing on the job site to the employer’s office so the
information is accessible to all employees. It is preferable to have each subcontractor
bring their hazardous communication program and MSDSs in a binder labeled with the
contractor’s name and identified as a hazardous communication program. Upon leaving
the job site and the removal of all hazardous materials, they may take their information
with them.
A recommendation is for employees to take a copy of the applicable MSDSs to the
medical facility if emergency treatment is necessary due to exposure.
Laboratories
The school will follow the Wyoming Occupational Health and Safety General Rules and
Regulations. Chapter XXI Section 2-C applies to laboratories only as follows:
1. Each school shall ensure that labels on incoming containers of hazardous
chemicals are not removed or defaced.
2. Each school shall maintain any material safety data sheets that are received with
incoming shipments of hazardous chemicals and ensure that they are readily
accessible to laboratory employees.
3. Each school shall ensure that laboratory employees are apprised of the hazards of
the chemicals in their work place to include:
Big Horn County School District #3, Greybull, Wyoming
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a. Methods and observation that may be used to detect the presence or
release of a hazardous chemical in the work areas;
b. The physical and health hazards of the chemicals in the work area;
c. The measure employees can take to protect themselves from these
hazards;
d. The details of the hazardous communication program including an
explanation of the labeling system and the MSDS.
4. Substitute teachers or student teachers will not be allowed to use hazardous
chemicals unless training has been provided by certified members.
INFORMATION AND TRAINING
Employees will be provided information on these training requirements, any operations in
their work area where hazardous chemicals are present, and the location of the written
hazard communication program, chemical listing, and material safety data sheets.
Training may be either in the classroom or on-the-job, and shall be presented prior to first
exposure to the hazardous material. Information and training may be designed to cover
categories of hazards (flammability) or specific chemicals. Chemical-specific
information must always be available through labels and MSDSs. Attendance shall be
documented.
Employee training will include at least the following:
Methods and observations that are in place or may be used to detect the
presence or release of a hazardous chemical in the work area;
The physical and health hazards of the chemical in the work area;
The measures employees can take to protect themselves from the hazards, such
as in-place work practices, emergency procedures, and personal protective
equipment to be used;
Details of the hazard communication program, including the labeling system
Material Safety Data Sheets and how employees can obtain and use the
appropriate hazard information.

Big Horn County School District #3, Greybull, Wyoming
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If an employee is instructed to use a hazardous material for which he/she has
not been trained, it will be their responsibility to inform the employer prior to
handling such material, so proper training can be given.
NON-ROUTINE HAZARDOUS TASKS
Since many tasks are not done on a routine basis (for example, boiler cleanout or
replacing hazardous chemical piping), they will be handled through specific pre-task
actions and training. Before performing non-routine tasks, the supervisor in charge will
review applicable MSDSs; instruct employees in the associated hazards and
recommended first aid treatment; and assure all essential personal protective and
emergency equipment is available and operational. He or she will notify all other
employees working in this area that non-routine tasks are scheduled or being performed.
SUBCONTRACTORS AND OTHER EMPLOYEES
The maintenance supervisor shall inform any and all contractors working in the district’s
facilities or job site of the written hazardous material program and where to locate
MSDSs. It will be the responsibility of that employer to properly train his employees in
the avoidance or emergency procedures for these materials.

Adopted: 4/8/03
Revised: 1/11/11
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ACCIDENT PREVENTION AND PROCEDURES
When students or personnel are ill or injured, first aid shall be administered by the school
nurse, the teacher, the principal, or other district employees as soon as possible. In cases
of student illness or injury, parents shall be notified; and if injury or illness is serious
enough, the child shall be taken home. Under no circumstances may a child be taken
home if the parents are not at home. Children should never be sent home unattended.
It shall be the responsibility of each building principal to develop a procedure, within the
framework of district policy, for the handling of emergency care. Such procedures shall
include the following requirements:
1.

There shall be immediate arrangements for care beyond first aid, by the family or
its physician or by the first aid department of the fire department. In the event a
child is referred to the family physician or to the hospital emergency room due to
illness or accident occurring at school, the district will assume no financial
responsibility for doctor or hospital bills accrued from such action.

2.

School personnel may not administer any form of drug to students unless
authorized to do so. (Refer to policy JHCD, Administering Medicines to
Students.)

3.

Every case of injury or illness shall be reported to the principal and the
Superintendent in writing on the proper form (see EBB-E).

Adopted: 7/13/76
Revised: 1/11/11
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Bloodborne Pathogens
The Board of Trustees are committed to providing a healthful environment for all
students and employees. Actions taken with respect to students or employees found to
have a communicable disease will be consistent with rights afforded individuals under
state and federal statutory, regulatory and constitutional provisions. Each case of said
student or staff member will be treated on an individual basis.
The Superintendent or Designee will be responsible for determining the information to be
disseminated to staff, parents and community when a communicable disease is identified
or suspected in the school setting.
The District will continue to use information from available resources, which may
include the National Center for Disease Control and the Wyoming State Department of
Health to revise and adopt its policies and procedures. In that regard, the District will
adopt a bloodborne pathogen exposure control plan consistent with OSHA standards and
provide training to staff regarding the bloodborne pathogen exposure control plan
consistent with the risk of exposure which the staff are subject to. The bloodborne
pathogen exposure control plan does not incorporate all the OSHA regulations applicable
to bloodborne pathogens and the exposure control and training consultant referenced in
EBBA-R shall be familiar with the applicable OSHA regulations and provide appropriate
training to comply with the OSHA regulations and changes to those regulations as may
hereafter be implemented by OSHA.

Adopted: 12/10/13

Big Horn County School District #3, Greybull, Wyoming

File:

BIG COUNTY SCHOOL DISTRICT #3
EXPOSURE CONTROL PLAN

EBBA-R
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BLOOD BORNE PATHOGEN EXPOSURE CONTROL
To promote safe work practices in an effort to minimize the
incident of illness and injury experienced by employees, and to be
compliant with OSHA Standard 1910.1030, the following policy and
procedures shall be followed by the district. The purpose of this
is to reduce occupational exposure to Hepatitis B Virus (HBV),
Human Immunodeficiency Virus (HIV) and other bloodborne pathogens
that employees may encounter in the workplace.
Big Horn County School District #3 believes that:
*It is prudent
pathogens.

to

minimize

all

exposure

to

bloodborne

*Risk of exposure to bloodborne pathogens should never be
under estimated.
*We will institute as many work practice controls as possible
to eliminate or minimize employee exposure to bloodborne
pathogens.
Therefore, the objective of this policy and procedures are to:
*Protect (to the extent mandated by the law and good practice)
our employees from the health hazards associated with
bloodborne pathogens.
*Provide appropriate treatment and counseling
employee be exposed to bloodborne pathogens.

1

should

an

I.

BLOODBORNE PATHOGEN EXPOSURE CONTROL -- PROCEDURES
A.

B.

The purpose of these procedures is to:
1.

Eliminate or minimize employee occupational
exposure to blood or certain other body fluids.

2.

Comply with the OSHA Bloodborne
Standard, 29 CFR 1910.1030

Pathogens

Definitions:
1.

Potential Exposure Incident:
When potentially
contaminated blood or other fluids have been allowed to enter the body of the employee.
For
instance, through an open wound on the employee, or
through the mouth, nose, or eyes.

2.

Fluids that may potentially be contaminated that
are subject to these regulations:
Semen
Vaginal Secretions
Cerebrospinal Fluid
Synovial Fluid
Pleural Fluid
Pericardial Fluid
Peritoneal Fluid
Amniotic Fluid
Saliva
Blood

3.
C.

Coverage of these regulations:
Horn County School District #3

Employees of Big

General Program Management
There are three major categories of responsibility that
are central to the effective implementation of the
exposure control plan.
1.

The Exposure Control and Training Coordinator.

2

D.

2.

Administrators and Supervisors.

3.

Employees.

Exposure Control and Training Coordinator:
1.

E.

The Exposure Control and Training Coordinator will
be responsible for overall management and support
of the district's Bloodborne Pathogens Compliance
Program. These include, but are not limited to:
(a)

*

Overall responsibility for implementing
the Exposure Control Procedures.

(b)

*

The development of any other procedures
needed to support this plan.

(c)

*

Improvement of these procedures to meet
the changing needs of the district.

(d)

*

Knowing and
requirements
pathogens.

(e)

*

Conducting periodic audits to maintain
and verify these procedures.

(f)

*

Maintain a list of personnel requiring
training and those who have been trained.

(g)

*

Developing
programs.

enforcing current legal
concerning
bloodborne

and

implementing

training

Administrators and Supervisors:
1.

Administrators and supervisors are responsible for
exposure control in their respective areas. They
work directly with the Exposure Control Coordinator
and the employees to ensure that exposure control
procedures are followed:
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F.

Employees:
1.

G.

Employees that must or may deal with bloodborne
pathogens have the most important role. They are
responsible for:
(a)

*

Knowing what tasks they
occupational exposure.

(b)

*

Implementing these procedures as they
perform tasks concerning blood pathogens.

(c)

*

Attend bloodborne
sessions.

(d)

*

Planning and conducting all tasks
accordance with these procedures.

Availability
Employees:
1.

of

the

Exposure

perform

pathogens

Control

have

training

Procedures

in
to

The Exposure Control Plan is available to our
employees during regular working hours. Employees
shall be advised of availability and location of
these policies and procedures during their training
sessions. Copies are maintained in the following
locations:
(a)

*

Superintendent's Office.

(b)

*

Business Office.

(c)

*

Administrative Offices of each School.

(d)

*

The Bus Garage.

(e)

*

The District Kitchen.

(f)

*

Other?
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H.

Employee Exposure Determination
1.

CATEGORY 1:
Tasks that potentially involve
exposure to blood, body fluids or tissues at the
greatest rates in the district. This includes all
task that may contain potential for mucous membrane
or skin contact with blood, body fluids or tissues,
or potential spills or splashes of them. Use of
appropriate protective measures is required for
every employee involved in these tasks, as
necessitated by the incident, and every employee
must have completed the district's training
program.
(a)

This Category consists of:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)

2.

Custodians and Maintenance
Bus Drivers
Coaches
Nurse
Building Secretaries
Playground Aides and Supervisors
Aides with special duties of care
for disabled children.

CATEGORY II:
Tasks that may involve exposure to
blood, body fluids and tissues at a rate
substantially less than those identified in
Category I.
Appropriate protective measures are
readily available when needed. Every employee in
Category II must complete the district's training
program.
(a)

This category consists of:
(i) Building Administrative Staff
(ii) All personnel dealing directly with
children including teachers and aides.

3.

CATEGORY III. Tasks that involve very little or no
exposure to blood, body fluids, or tissue. These
tasks require no protective equipment.
(a)

This category consists of:
5

(i)

I.

Central
Administration
Clerical.

and

Central

Work Activities (Tasks), Categories and Titles:
1.

CATEGORY I:

Job Classification
(a) Custodians and
Maintenance

Tasks
Cleaning and disinfecting
the pool, dressing rooms,
locker
rooms,
nurse's
office, rest rooms, and
specific areas of blood
and other fluid spills.
Working on equipment with
moving parts in collaboration with other
employees.

(b)

Bus Drivers

Transporting students
which may involve
fighting, accidents
internal to the bus and
accidents involving the
bus -- all of which may
produce injury to
students and adult
supervisors.

(c)

Coaches and Sponsors

While
students
are
involved
in
physical
activities
there
is
always
the
danger
of
injury to competitors.
This is during practice
and competition.
While
supervising students on
over-night
activities
there is the danger of

6

exposure to injury for
the coach or sponsor.
(d)

Nurse

The nurse is constantly
on call to care for
students and employees
that are sick or injured.

(e)

Building Secretaries

During the normal course
of
duties,
building
secretaries are often the
first adults encountered
by
sick
or
injured
students.

(f)

Playground Aides and
Supervisors

Playgrounds are the areas
in elementary schools in
which most injuries occur.
These employees are the
direct supervisors of
students on the
playgrounds.

(g)

Physical Education
teachers

Physical exertion in
physical education classes may be a cause of
injury.
This is during
the
normal
course
of
instruction.

2.

CATEGORY II:

(a)

Building Administrative
Staff

During normal duties the
building administrator is
continually on call to
assist in any of the cases
in all areas of the
building listed above.

(b)

All personnel dealing
directly with children

Supervisory responsibilities over classes of

7

including teachers and
aides
3.

CATEGORY III:

(a)

Central Administration
and Clerical

young people present some
natural risk of exposure.

There is little occasion
for any injury during
normal business hours.

II. COMPLIANCE METHODS
A.

Universal Precautions
1.

Universal precautions will be observed in order to
prevent contact with blood or other potentially
infectious materials.
All blood or other
potentially infectious material will be considered
infectious regardless of the source individual.

2.

Engineering and work practice controls will be
utilized to eliminate or minimize exposure to
employees.
Where occupational exposure remains
after institution of these controls, personal
protective equipment shall also be utilized. The
following maintenance controls will be utilized.

8

Control Equipment

Location

Sharps Containers with
Biohazard Labels

All Science rooms, Home
Economics Areas.

Red bags for disposal of
contaminated trash. These
will be placed in a
covered trash can with a
biohazard label.

Available in all offices.
Science rooms.
Coaches
and locker rooms, and also
available in school buses.
Gymnasiums.

Handwashing facilities

Throughout each facility.

Gloves

Provided to employees in
Category I. Available in
each office.

Disinfectant

Changed when outdated and
properly labeled.

Incinerator for incineration of contaminated
waste and sharps.

Hospital.

Biohazard Labels

Used on any item that is
contaminated with blood
or body fluids or cannot
be totally decontaminated
before being transported.

3.

The above listed controls will be examined and
maintained on a regular schedule.
The Exposure
Control Coordinator shall check all controls on a
quarterly basis during the year.
It is the
responsibility of the building administrator to
ensure the placement and operations of the controls
on a regular and operational basis.

4.

Universal precautions will be observed in this
district in order to prevent contact with blood or
other potentially infectious materials. All blood
or other potentially infectious material will be
considered infectious regardless of the perceived
status of the source individual. Procedures, work
9

practices, controls and custodial activities will
be utilized to eliminate or minimize exposure to
employees.
5.

Hand washing facilities are available to employees
who incur exposure to blood or other potentially
infectious materials.
In areas such as the
football field or isolated topography visited by
field trips, where hand washing facilities are not
readily available, an antiseptic cleanser in
conjunction with clean cloth/paper towels or
antiseptic towelettes are provided. These towelettes shall be provided with the coaching supplies
and transported to each practice and contest. They
are available on each bus for every transportation
activity.

6.

Building administrators, the bus supervisor, the
athletic director, and head coaches are responsible
to ensure that gloves are worn each time an
employee has occasion to contact any blood or
potentially infectious materials.
(a)

*

They are responsible to ensure that after
the removal of personal protective
gloves, employees shall wash hands and
any other potentially contaminated skin
area immediately or as soon as feasible
with soap and water.

(b)

*

They are responsible to ensure that any
facility areas possibly contaminated by
potentially infectious materials are
properly cleaned using the correct
methods and disinfectants.

(c)

*

They are responsible to ensure that any
potentially infectious materials and
supplies used for cleaning are placed
into
properly
labeled
bags
for
incineration disposal and the Exposure
Control Coordinator is notified so that
they may be transported to the hospital
for disposal.
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7.

B.

All employees shall:
(a)

*

Use district provided gloves each time an
employee has occasion to contact any
blood or potentially infectious materials
including vomit in the classroom.

(b)

*

Wash hands and any other potentially
contaminated skin area immediately or as
soon as feasible with soap and water.

(c)

*

Have
the
appropriate
personnel
immediately clean and disinfect any
portion
of
the
facility
that
is
potentially contaminated.

(d)

*

Properly bag and label all materials
possibly contaminated.
Notify the
administrator or supervisor of their
storage.

Needles and Glass Disposal.
1.

Contaminated needles and other contaminated sharps
will not be bent, recapped, removed, sheared or
purposely broken.
The recapping of needles and
scalpels is not permitted.
(a)

*

All sharps will be disposed of in Red
needle boxes marked with a biohazard
symbol.

(b)

*

Containers shall be taped shut when full.

(c)

*

Custodians will collect the boxes and
provide
for
transportation
to
the
hospital for incineration.

(d)

*

(e)

*

Custodians will replace needle boxes as
needed.
Large glass items will be removed from
the area by custodians.
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C.

Containers for Reusable Sharps.
1.

D.

E.

Contaminated sharps that are reusable are to be
placed immediately, or as soon as possible, after
use into appropriate containers. These containers
shall be puncture resistant, leak proof and labeled
with a biohazard label.
These containers are
located in the science and home economics rooms.

Other Work Practice Controls.
1.

Eating, drinking, applying cosmetics or lip balm
and handling contact lenses is prohibited in work
areas where there is real potential for exposure to
bloodborne pathogens.

2.

Food and drink is not kept in refrigerators,
freezers, on counter tops or in other storage areas
where potentially infectious material is kept.
Procedures should be used which minimize splashing,
spraying and other actions which generate droplets.

3.

If contamination of a primary container occurs,
that container is placed within a second leak-proof
container appropriately labeled, for handling and
disposal.

4.

The Exposure Control Coordinator is responsible to
examine all materials stored for transportation to
disposal and to ensure their correct and proper
transportation and disposal.

Personal Protective Equipment:
1.

All personal protective equipment used will be
provided without cost to employees. Hypo-allergenic
gloves, glove liners, powderless gloves, or other
similar alternatives shall be readily accessible to
those employees who are allergic to the gloves
normally provided.

2.

All personal protective equipment will be cleaned,
laundered and disposed of by the district at no
cost
to
the
employees.
All
repairs
and
12

replacements will be made at no cost to the
employees.
All garments which are penetrated by
blood shall be removed immediately or as soon as
feasible. All PPE will be removed prior to leaving
the scene of utilization. When PPE is removed, it
shall be placed in an appropriately designated area
or container for storage, washing, decontamination
or disposal.

F.

3.

Disposable gloves are not to be washed
decontaminated for re-use and are to be replaced
soon as practical when they become contaminated
as soon as feasible if they are torn, punctured,
when their ability to function as a barrier
compromised.

or
as
or
or
is

4.

Masks and eye protection (such as goggles, face
shields, etc.) are used whenever splashes or sprays
may generate droplets of infectious materials.

Housekeeping:
1.

The school district maintains a written schedule
for cleaning and decontamination of each facility.
Using these schedules the custodial staff utilizes
the following practices:
(a)

All equipment and surfaces are cleaned and
decontaminated after contact with blood or
other potentially infectious materials:
(i) Immediately (or as soon as feasible) when
surfaces are overtly contaminated.
(ii) After the spill of blood or infectious
material.

(b)

All pails, bins, cans and other receptacles
intended for use routinely are inspected,
cleaned and decontaminated as soon as possible
if visibly contaminated.

(c)

Potentially contaminated broken glassware is
picked up using mechanical means such as dust
pan and brush, tongs, forceps, etc.
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2.

The building principal is responsible for setting
the custodial cleaning schedule and ensuring its
completion.
The following procedures shall be used with all
types of potentially infectious wastes:

G.

They are discarded in containers that are red,
closable, puncture resistant, leak-proof, and
labeled.

(b)

Containers are located throughout the district
and within easy access.

(c)

Containers of regulated waste to be moved are
closed and placed inside an appropriate
secondary container if leakage is possible
from the first container.

(d)

The
Exposure
Control
Coordinator
is
responsible for supervising the transportation
of all such waste materials. Hospital shall
be utilized for disposal.

Laundry Procedures:
1.

H.

(a)

Laundry contaminated with blood or other potentially infectious materials will be handled as little
as possible.
Such laundry will be placed in
appropriately marked bags at the location where it
was used. Such laundry bags will not be sorted or
rinsed in the area of use.

Hepatitis B Vaccine:
1.
Big Horn County School District #3 shall make
available the Hepatitis B vaccine and vaccination
series to all employees who have occupational
exposure and post-exposure follow-up to employees
who have had an exposure incident.
For the
purposes of this policy and procedures this
concerns all positions listed in Category I.
2.

All vaccinations concerning these policy and
procedures shall be provided through Hospital or
14

Public Health.
The Exposure Control Coordinator
shall be responsible for scheduling and ensuring
the provision of all vaccinations. The Coordinator
will maintain records of all vaccinations in the
employee's file in the Superintendent's office.
The Coordinator shall also maintain a list of all
employees who have refused the vaccination.
I.

Post Exposure Evaluation and Follow-Up:
1.

All exposure incidents shall be reported, investigated, and documented. When the employee incurs an
exposure incident, it shall be reported to the
Exposure
Control
and
Training
Coordinator.
Initially, the Coordinator shall gather the
following information:
a.

Date, time and location of the incident.

b.

What potentially infectious materials (blood,
etc.) were involved?

c.

Under
what
circumstances
the
incident
occurred.
What type of work was being
performed?

d.

How the incident was caused.

e.

Personal protective equipment being used at
the time of the incident.

f.
2.

3.

Actions taken as a result of the incident.
Decontamination, cleanup and notification.
After this information is gathered, a written
summary of the incident and causation shall be
prepared along with recommendations for avoiding
similar incidents in the future.
The Incident
Investigation Form following this section shall be
used.
In the event of an exposure the Exposure Control
and Training Coordinator shall ensure that all
medical evaluations and procedures including the
Hepatitis B vaccine and vaccinations series and

15

post-exposure follow-up, including prophylaxis are:

4.
J.

a.

Made available at no cost to the employee.

b.

Made available to the employee at a reasonable
time and place.

c.

Performed by or under the supervision of a
licensed physician or by or under the supervision of another licensed health care
professional.

d.

Provided according to the recommendations of
the U.S. Public Health Service.

All laboratory tests shall be conducted by an
accredited laboratory at no cost to the employee.

Procedures for Post Exposure Evaluation:
1.

Following a report of an exposure incident the
exposed employee shall immediately receive a
confidential medical evaluation and follow-up,
including at least the following elements:
a.

Documentation of the route of exposure, and
the circumstances under which the exposure
incident occurred.

b.

Identification and documentation of the source
individual unless it can be established that
identification is infeasible or prohibited by
state or local law.

c.

The source individual's blood shall be tested
as soon as feasible and after consent is
obtained in order to determine HBV and HIV
infectivity. If consent is not obtained, the
Control Exposure Coordinator shall establish
that legally required consent cannot be
obtained.
When the source individual's
consent is not required by law, the source
individual's blood, if available, shall be
tested and the results documented.

16

2.

3.

K.

d.

When the source individual is already known to
be infected with HBV or HIV, testing for the
source individual's known HBV or HIV status
need not be repeated.

e.

Results of the source individual's testing
shall be made available to the exposed
employee, and the employee shall be informed
of applicable laws and regulations concerning
disclosure of the identity and infectious
status of the source individual.

Collection and testing of blood for HBV and HIV
serological status will comply with the following:
a.

The
exposed
employee's
blood
shall
be
collected as soon as feasible and tested after
consent is obtained.

b.

The employee will be offered the option of
having their blood collected for testing of
the employee's HIV/HBV serological status.
The blood sample will be preserved for up to
90 days to allow the employee to decide if the
blood should be tested for HIV serological
status.

All employees who incur an exposure incident will
be offered post-exposure evaluation and follow-up
in accordance with the OSHA standard. All postexposure follow-up will be performed by the
Hospital.

Information Provided to the Health Care Professional:
1.

The Exposure Control and Training Consultant shall
ensure
that
the
health
care
professional
responsible
for
the
employee's
Hepatitis
B
vaccination is provided with the following:
a.

A copy of 29 CFR 1910.1030 (while the standard
outlines the confidentiality requirements of
the health care professional, it might be
helpful for the employer to remind that
individual of these requirements);
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L.

b.

A written description of the exposed employee's duties as they relate to the exposure
incident;

c.

Written documentation of the route of exposure
and
circumstances
under
which
exposure
occurred;

d.

Results of the source individual's
testing, if available; and

e.

All
medical
records
relevant
appropriate
treatment
of
the
including vaccination status.

blood

to
the
employee

Health care Professional's Written Opinion:
1.

The Exposure Control and Training Consultant shall
obtain and provide the employee with a copy of the
evaluating health care professional's written
opinion within 15 days of the completion of the
evaluation.

2.

The health care professional's written opinion for
HBV vaccination shall be limited to whether HBV
vaccination is indicated for an employee, and if
the employee has received such vaccination.

3.

The health care professional's written opinion for
post-exposure follow-up shall be limited to the
following information:
a.

A statement that the employee has been
informed of the results of the evaluation; and

b.

A statement that the employee has been told
about any medical conditions resulting from
exposure to blood or other potentially
infectious materials which require further
evaluation or treatment.

NOTE:
All other findings or diagnosis shall remain
confidential and shall not be included in the written report.
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III. LABELS AND SIGNS
A.

The Exposure Control and Training Consultant shall ensure
that biohazard labels shall be affixed to containers of
regulated waste, refrigerators and freezers containing
blood or other potentially infectious materials, and
other containers used to store, transport or ship blood
or other potentially infectious materials.
1.

The universal biohazard symbol shall be used. The
label shall be fluorescent orange or orange-red.

2.

Red bags or containers may be substituted for
labels. However, regulated wastes must be handled
in accordance with the rules and regulations of the
organization having jurisdiction.

3.

Blood products that have been released for transfusions or other clinical use are exempted from
these labeling requirements.

IV. INFORMATION AND TRAINING
A.

The Exposure Control and Training Consultant shall ensure
that training is provided at the time of initial
assignment to tasks where occupational exposure may
occur, and that it shall be repeated within twelve months
of the previous training. Training shall be tailored to
the education and language level of the employee, and
offered during the normal work shift. The training will
be interactive and cover the following:
1.

A copy of the standard and an explanation of its
contents;

2.

A discussion of the epidemiology and symptoms of
bloodborne diseases;

3.

An explanation of the modes of transmission of
bloodborne pathogens;

4.

The recognition of tasks that may involve exposure;

19

5.

An explanation of the use and limitation of methods
to reduce exposure, for example engineering
controls, work practices and personal protective
equipment (PPE);

6.

Information on the types, uses, location, removal,
handling, decontamination, and disposal of PPE's;

7.

An explanation of the basis of selection of PPE's;

8.

Information on the Hepatitis B vaccination,
including
efficacy,
safety,
method
of
administration, benefits, and that it will be
offered free of charge;

9.

Information on the appropriate actions to take and
persons to contact in an emergency involving blood
or other potentially infectious materials;

10.

An explanation of the procedures to follow if an
exposure incident occurs, including the method of
reporting and medical follow-up;

11.

Information on the evaluation and follow-up
required after an employee exposure incident;

12.

An explanation of the signs, labels, and color
coding systems.

B.

The person conducting the training shall be knowledgeable
in the subject matter.

C.

Employees who have received training on bloodborne
pathogens in the twelve months preceding the effective
date of this policy shall only receive training in
provisions of the policy that were not covered.

D.

Additional training shall be provided to employees when
there are any changes of tasks or procedures affecting
the employee's occupational exposure.

V. RECORD KEEPING
A.

Medical Records:
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B.

1.

The Exposure Control and Training Consultant is
responsible for maintaining medical records as
indicated below. These records will be kept by the
consultant.
(If you contract for post-exposure
follow-up and Hepatitis B vaccination evaluation,
make sure that your contract language includes
provisions for record keeping which are consistent
with the requirements of 1910.20).

2.

Medical records shall be maintained in accordance
with OSHA Standard 29 CFR 1910.20. These records
shall be kept confidential, and must be maintained
for at least the duration of employment plus 30
years. The records shall include the following:
a.

The name and social security number of the
employee.

b.

A copy of the employee's HBV vaccination
status, including the dates of vaccinations.

c.

A copy of all results of examinations, medical
testing, and follow-up procedures.

d.

A copy of the information provided to the
health care professional, including a description of the employee's duties as they relate
to the exposure incident, and documentation of
the routes of exposure and circumstances of
the exposure.

Training Records:
1.

The Exposure Control and Training Consultant is
responsible for maintaining the following training
records.

2.

Training records shall be maintained for three
years from the date of training.
The following
information shall be documented:
a.

The dates of the training sessions;

b.

An outline describing the materials presented;
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C.

D.

The names and qualifications
conducting the training;

of

persons

d.

The names and job titles of all
attending the training sessions.

persons

Availability:
1.

All employee records shall be made available to the
employee in accordance with 29 CFR 1910.20.

2.

All employee records shall be made available to the
Assistant Secretary of Labor for the Occupational
Safety and Health Administration and the Director
of the National Institute for Occupational Safety
and Health upon request.

Transfer of Records:
1.

VI.

c.

If this facility is closed or there is no successor
employer to receive and retain the records for the
prescribed period, the Director of the NIOSH shall be
contracted for final disposition.

EVALUATION AND REVIEW
A.

The Exposure Control and Training Consultant is
responsible for annually reviewing this program, and its
effectiveness, and for updating this program as needed.

VII. OUTSIDE CONTRACTORS
A.

While the written exposure control plan does not have to
address information obtained from and provided to outside
contractors, you may wish to establish standard operating
procedures for these situations and append them to this
document.
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BIG HORN COUNTY SCHOOL DISTRICT #3
INFECTION CONTROL GENERAL OUTLINE
I. INTRODUCTION
A.

Job Definition

B.

How It Works:
Surveillance

C.

Why It Works:

Explain

Infection

Control

Program/

Infectious Disease Control/Employee Role

II. DISEASE TRANSMISSION:
A.

Chain of Transmission

B.

Types of Transmission:
1.
Direct,
2.
Indirect,
3.
Airborne, and
4.
Vector.

C.

HBV/HIV:
1.
2.
3.
4.

Precautionary Measures,
Epidemiology,
Modes of Transmission, and
Prevention.

III. INFECTION CONTROL PRACTICES
A.

Body Substance or Disease Specific Isolation (not used
here)

B.

Universal Precautions

C.

OSHA Guidelines:
1.
2.

Bloodborne disease epidemiology,
Location, use of personal protective equipment:
a.
gloves,
b.
gowns,
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c.
d.
e.
3.

masks,
eye protection, and
resuscitative device.

Proper Work Practices:
a.
b.
c.
d.
e.
f.

cleaning and decontamination,
equipment,
hand washing,
handling of sharps,
housekeeping, and
linen.

4.

Understand Universal Precautions

5.

Exposure Control Plan

D.

Infectious Waste

E.

Hazardous Waste

F.

Confidentiality/School Protocol

IV. EMPLOYEE HEALTH:
A.

Health History

B.

Illness

C.

Injury Reporting

D.

Injury Exposure - needle sticks, mucous membrane, eyes

E.

Immunizations/Tests

F.

TB, Rubella Titre

G.

HBV for Category I Employees
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BIG HORN COUNTY SCHOOL DISTRICT #3
BLOOD/BODY FLUIDS EXPOSURE CHECK LIST
Date Incident Occurred __________________________________________
Employee ________________________________ Department ____________
Where did incident occur? _______________________________________
Employee's Physician ____________________________________________
Check each step when completed.
_____
_____
_____
_____
_____

1.
2.
3.
4.
5.

_____
_____

6.
7.

_____

8.

_____

9.

_____
_____
_____

10.
11.
12.

_____

13.

ALL steps must be complete.

First aid administered.
Type of first aid _______________________________.
Supervisor notified.
Employee initiates exposure reporting.
Employee reports to nurse's office with incident
report.
Nurse completes report.
Nurse or patient's physician will inform the source
patient of the incident and obtain consent for HIV
and Hepatitis B surface antigen testing.
Consent for HIV and Hepatitis B surface antigen for
employee obtained.
Consents or refusals given to Infection Control
Nurse notified.
Lab complete: Source Patient ______ Refusal _____
Lab complete: Employee __________ Refusal _______
Incident report to Infection Control Nurse within
the first 12 hours.
Physician's written evaluation with recommendations
15 days after initial evaluation.

___________________________________
Supervisor's Signature

_________________________
Date

___________________________________
Infection Control Nurse's
Signature

_________________________
Date
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BIG HORN COUNTY SCHOOL DISTRICT #3
BLOOD/BODY FLUID EXPOSURE INCIDENT REPORT
Date of Incident _____________
1.

Supervisor _________________________________________________
Notified __________________
Time _________ Date _________

2.

_______________________
Employee Name

5.

____________________________________
Address

7.

_____________________
Occupation

10.

__________________________________ 11. _____________________
Type of exposure
Type of body fluid/s
(i.e., stock, splash)

12.

________________________________
Source

14.

Source diagnosis ___________________________________________
____________________________________________________________
____________________________________________________________

15.

Brief description of incident _______________________________
_____________________________________________________________
_____________________________________________________________

16.

How could this incident have been avoided? __________________
_____________________________________________________________
_____________________________________________________________

17.

First aid measures __________________________________________
_____________________________________________________________
_____________________________________________________________

18.

Have you had a Hepatitis B vaccine series ___________________
Date completed ______________________________________________

19.

Last tetanus date ___________________________________________

3. _______________
Social Security #

4. ___________
Phone No.

6. _________________
Birth Date

8. ________________ 9. ______________
Department
Incident Location

________________________________
Employee's Signature
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13. _____________________
Attending Physician

_____________________
Date

BIG HORN COUNTY SCHOOL DISTRICT #3
EMPLOYEE CRITICAL CONTACT TO
BLOOD/BODY FLUIDS
PATIENT HIV CONSENT FORM
An employee has been exposed to your blood or body fluids through
an accidental needle stick injury to blood or body fluid splashing.
It is the policy of Big Horn County School District #3 to protect
the employee by follow-up testing of your blood for antibodies to
the HIV virus.
Your approval for testing would allow us to start follow-up
promptly, if exposure to the virus occurred. There is no charge to
you for the HIV test.
Here are answers to some questions you might have:
Q.

What is the HIV virus?

A.

It is the virus that is associated with Acquired Immune
Deficiency Syndrome (AIDS).

Q.

What is the test?

A.

After obtaining a sample of your blood, a test is done in the
laboratory. If blood has been recently drawn from you and
enough has been saved, then you may not need to have more
blood drawn to do this test.

Q.

What does the test result mean?

A.

The test is helpful in identifying persons who have been
exposed to the AIDS virus. The test results, in some cases,
may indicate that a person has antibodies to the virus when
the person does not (a false positive), or fail to detect that
a person has antibodies (a false negative). A positive blood
test result does not necessarily mean that a person has AIDS
or will develop AIDS. In order to diagnose AIDS, a clinical
examination must be performed by your physician. Test results
may take two weeks. Your physician will discuss results of
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the test with you and arrange additional follow-up, if needed.
Q.

Who has access to the test results?

A.

The results of these tests will be maintained confidentially
in a separate file by Employee Health/Infection Control
Department.
Results of HIV testing, if negative, are not
reportable to the State of Wyoming.
Disclosure of test
results to physician of employee's choice will be by employee
permission only.

____ I have no further questions and agree to have the test done.
___ I do not agree to have the test done.
Employee/Student's Signature ______________________________________
Parent or Guardian ________________________________________________
Physician Signature _______________________________________________
Date ___________________________________
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Time _______________

BIG HORN COUNTY SCHOOL DISTRICT #3
Employee Consent for Communicable Disease Testing
Infection Control Department
I have been informed that blood drawn by ___________________
_____________________________ will be tested for the
following:
______________________________________________________________
______________________________________________________________
The results of these tests will be maintained confidentially
in a separate file by ______________________________________
Results of HIV testing, if positive, are required to be
reported to the State of Wyoming Health Department by name.
Results of HIV testing, if negative, are not reportable to
the State of Wyoming. Disclosure of test results to
physician of employee/student's choice will be by
employee/student's permission only.
Employee/Student's Signature _________________ Date ________
Parent or Guardian's Signature _______________ Date ________
FOLLOW-UP:

CHECK ONE OF THE FOLLOWING IF NECESSARY

Yes _______ No _______
Please initial your
choice.

I give my permission to release
test results for the following
tests ________________________
______________________________
To Dr.________________________

Employee/Student's Signature ____________________Date ________
Parent or Guardian's Signature __________________Date ________

If you refuse to be tested, your protection through Workman's
Compensation may be jeopardized. The testing helps to prove
your status regarding HIV and gives us the evidence that
exposure occurred in the work place. However, you have the
right to refuse testing, at your own risk.
_____

I do not agree to have the test/s done.

_______________________________________ _________________________
Employee Signature
Date
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BIG HORN COUNTY SCHOOL DISTRICT #3
Bloodborne Pathogens Training
SUMMARY OF TRAINING:
The topics covered in our training program include, but are not
limited to, the following:
1.
2.
3.
4.
5.
6.

7.
8.
9.
10.

The Bloodborne Pathogens Standard,
Epidemiology and symptoms of bloodborne diseases,
Modes of transmission of bloodborne pathogens,
Our facility's Exposure Control Plan (and where employees
can obtain a copy),
Tasks and other activities that may involve exposure to
blood and other potentially infectious materials,
Review of the use and limitations of methods that will
prevent or reduce exposure, including:
Engineering Controls
Work Practice Controls
Personal Protective Equipment,
Selection and use of personal protective equipment
including: Types available, proper use, location within
facility, removal, handling, decontamination, disposal,
Visual warnings of biohazard within our facility
including labels, signs and color-coded containers,
Hepatitis B vaccine program - efficiency, safety, method
of administration, benefits of vaccination, free program,
and
Blood/Body Fluid Exposure Policy.

INSTRUCTOR
QUALIFICATIONS
__________________________________________________________________
__________________________________________________________________
**********************************
ATTENDEE NAME

ATTENDEE JOB TITLE

________________________________
________________________________
________________________________
________________________________
________________________________
________________________________

______________________________
______________________________
______________________________
_______________________________
______________________________
______________________________
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File: EBB-E

BIG HORN COUNTY SCHOOL DISTRICT #3
STUDENT ACCIDENT REPORT FORM
INSTRUCTIONS
Use the STUDENT ACCIDENT REPORT FORM to record in your files each serious student accident coming under the
jurisdiction of the school’s authority. This form when completed should be filed in the school district office for future
reference in case litigation may result from the accident at some future date. Minor accidents such as scratches, bruises, etc.
need not necessarily be recorded.

1.

Name

Home Address

2.

School

Sex:

3.

Time accident occurred:

4.

Place of Accident:

5.

Nature of Injury
 Abrasion
 Dislocation
 Amputation
 Fracture
 Asphyxiation
 Poisoning
 Bruise (Serious)
 Puncture
 Burn (Serious)
 Scalds
 Concussion
 Shock (elec.)
 Cut (Serious)
 Sprain
 Other (specify)

6.

Degree of Injury

7.

Total number of days lost from school

8.

Teacher or person in charge when accident occurred (Enter name)
Was he present at scene of accident: No  Yes 
What was the student doing when injured?

9.

 First-aid treatment
 Sent to school nurse
 Sent Home
 Sent to physician
 Physician’s Name
 Sent to hospital: No 

Hour:

M 

A.M./ P.M.

F 

Age:

Grade:

Date:

School Building 
School Grounds 
School Bus 
Off school premises and Under School Jurisdiction 

Death

Part of Body Injured
 Abdomen
 Eye
 Leg
 Ankle
 Face
 Mouth
 Arm
 Finger
 Nose
 Back
 Foot
 Scalp
 Chest
 Hand
 Tooth
 Ear
 Head
 Wrist
 Elbow
 Knee
 Other (specify)

Permanent

Temporary (lost time)

Non-Disabling (no lost time)

IMMEDIATE ACTION TAKEN

10.

Person notified (required):
By Whom: (Enter name)

11.

Witnesses:
1. Name
2. Name

Yes 

Name of hospital

 Mother

 Father

Address
Address

 Other

When

 Apparatus (playground)
 Athletic field
 Auditorium
 Bus stop
 Cafeteria
 Classroom

LOCATION
 Fences and walls
 Field trips
 Gymnasium
 Laboratories
 Locker (room and/or corridor)
 Playrooms

 Corridor
 Driver Education (behind wheel)

 Pool
 School bus

PHYSICAL EDUCATION ACTIVITIES:
 Apparatus
 Football
 Baseball-Softball
 Hockey (field)
 Basketball
 Soccer and soccer type games

INTERSCHOLASTIC ATHLETICS:
 Baseball-Softball
 Golf
 Basketball
 Volleyball
 Football
 Swimming
 Soccer

 School crossings (patrolled)
 School ground
 Shop (Name)
 Showers and dressing rooms
 Steps and stairways (inside)
 Steps, stairways & walks
(outside)
 To & from bus stop
 To & from school
 Toilet and washrooms
 Other (specify)

 Swimming
 Track and Field events
 Volleyball and similar games
 Other organized games

 Tennis
 Track & Field/Cross Country
 Wrestling
 Other

UNORGANIZED ACTIVITIES:

DETAILED DESCRIPTION OF THE ACCIDENT
In completing this accident report it is essential that the accident be described in sufficient detail to show
conditions existing when the accident occurred. If unsafe acts or conditions are noted, steps should be taken
immediately for their correction.
All completed accident report forms should be filed for further reference until it is determined by the school
authorities that no civil action may be taken by the parents of student.

(use additional sheets if necessary)

SIGNED: Principal

Staff/Coach:

File: EBC
EMERGENCY/DISASTER PLANS

The district, in cooperation with state and local agencies, will have an emergency and
disaster operating plan designed to protect the safety of students in the event of natural
and man-made disasters. The plan will be administered by principals under the direction
of the Superintendent.

Adoption Date: 1/11/11

Big Horn County School District #3, Greybull, Wyoming

File: EBCD

EMERGENCY CLOSING
The Superintendent is empowered to close schools for the day in the event of hazardous
weather or other emergency which threatens the health or safety of students and
employees.
The Superintendent may take such action after consultation with transportation and
weather authorities, and after receiving information about conditions in the outlying areas
of the school district.
Parents, students, and employees shall be informed early in each school year of how they
will be notified in the event of school closing.
The Superintendent will advise which employees need to report to work in the event of a
school closing.

Adopted: 1/11/11

Big Horn County School District #3, Greybull, Wyoming

File: EBCD-R
EMERGENCY CLOSING OF SCHOOLS

In the event of an emergency school closing, the following procedures will be followed in order
to ensure the safety and welfare of each student in this district.
1.

Local radio stations will be utilized for the purpose of informing patrons of the
district about decisions relating to school closing.

2.

Dispersal of students:

3.

a.

All students will be kept at school if conditions such as blizzards or
snow storms warrant. The building will be supervised by all
available staff members under the direction of the building
principal.

b.

Rural children will be kept at school when weather or natural
conditions prohibit the safe operation of buses outside of town.
Rural children will be placed in designated city homes, if possible.
(Early in the school year rural parents will be asked to designate a
friend or relative willing to take this responsibility). If necessary,
the National Guard will be contacted for blankets. Food will be
supplied, if necessary, through the school lunch program.

Release of bus students:
In the event of early dismissal because of weather conditions or
some other cause, parents should arrange for children to have a key
to the house or to stay at a neighbor's home should parents work or
in the event parents cannot get home.

Adopted: 1/11/11

Big Horn County School District #3, Greybull, Wyoming

File: EBC-R
EMERGENCY PLANS
(Disaster Preparedness)
NUCLEAR ATTACK
Warning systems. The community warning system (siren) for a nuclear attack will be
through the fire siren. Radio stations in the area will immediately transform into
emergency broadcasting stations to announce emergency procedure.
Procedure. The Superintendent will immediately notify all school administrators and
other key personnel about the seriousness of the situation. An emergency situation will
call for any one of the three following actions:
Plan A: Evacuate the building immediately and bus pupils home. School will
then proceed on an emergency plan. Buses and bus drivers will be assigned under
the direct supervision of the community and civil defense authorities.
Plan B: Use the building for shelter purposes.
Plan C: If no warning whatsoever occurs, teachers will instruct pupils to drop to
the floor and seek protection.
Radio stations. Radio stations in Greybull, Worland, Cody and Powell will be informed
about school procedures to be followed.
Shelter protection. At this time, approved school and community shelter protection is
limited. Therefore, students will be sent home by usual means, if not in an anticipated
blast area and if they have time to get home before fallout arrives.
In case of nuclear attack in which time does not permit dispersal of students, school
buildings will be utilized as shelters.
(These conditions apply regarding rural children as well as city pupils attending schools
in School District #3.)
Protection in classrooms. Under immediate attack and with no warning, which does not
permit time to go to school shelter area, teachers will instruct pupils to drop to the floor
under anything that will offer protection, such as desks, chairs, or any available furniture.
FIRE
Warning systems. Each school building has an alarm system as designated. In addition,
a back-up manual alarm will be provided in case the primary fire alarm fails.
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Fire drill procedures (general regulations)
1.

Remove all persons immediately from the building.

2.

By law, it is the responsibility of the head teacher or school principal to conduct a
fire drill once a month.

3.

Each student will leave through the designated exit and go directly to the area
outside assigned his room.

4.

Teachers will close all doors and windows prior to leaving the room, if possible.

5.

A roll call of all students will be conducted and a messenger appointed to report
to the person in charge outside the building.

6.

A signal or bell will sound the “all-clear” signal and students may return to their
rooms.

7.

In the event of a blocked exit, students will go to the nearest exit.

8.

The principal will be responsible for timing the drill and reporting this to the
Superintendent’s office.

Fire equipment. Fire extinguishers have been placed in proper location as recommended
by the State Fire Marshal. Their use depends upon the seriousness of the situation.
Principals will be responsible for having themselves and employees instructed in the use
of such equipment.
Notifying fire department. The emergency number is 911.
TORNADO
Responsibility. If the Superintendent has been warned of a severe weather alert, he will
instruct school personnel as to specific action to be taken, such as:
1.

Immediate evacuation of the building.

2.

Use of the building for shelter purposes.

Warning systems. Radio stations mentioned previously will be informed of the school
procedure to evacuate students. This communication will inform parents. If no warning
is given, in case of sudden tornado, teachers will instruct students to drop to the floor and
seek protection.

Big Horn County School District #3, Greybull, Wyoming

Page 2 of 4

File: EBC-R

BLIZZARD
Responsibility. The authority to dismiss school early rests with the Superintendent. In
the event of his absence, authority is delegated through the normal line and staff
organization.
Suitable arrangements will be made for pupils who live in rural areas and cannot reach
home under the existing conditions.
Communications. The Superintendent will communicate by telephone with people in
Shell and Emblem and ask their advice about adverse weather conditions. Decisions will
be made after such reports are received. The radio stations will be used for the purpose
of informing residents of School District #3 about school decisions relating to adverse
weather conditions.
CIVIL DISTURBANCE
Responsibility. In the event of a civil disturbance, personnel will contact the local
authorities, such as police and fire department. If a civil disturbance should develop
during a school activity, the building principal’s responsibility is to notify the
Superintendent as well as the departments above.
EARTHQUAKE
Responsibility. Earthquakes strike without warning. With this in mind, teachers should
instruct students on general procedures and evacuation from the building. The
evacuation plan will be the same as for a fire drill or tornado, if time permits.
In the event of an earthquake, certain precautions should be taken in case the building
cannot be evacuated. Students should get away from all windows and get under desks or
next to bearing walls and partitions. Instructions given by the teacher should include
avoiding flying glass and falling objects.
Teachers are to instruct students, under evacuation plan, to remain as far away from the
building as possible.
FLOOD
Unless danger is immediate (less than one hour away), students and teachers will be
dismissed through the same procedures as a usual day with buses running their normal
routes. If flood danger appears immediate, buses will be used to transport children and
staff to the nearest safe area. The location of the safe area designated will be
communicated via the radio stations.
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RAILROAD TRAIN WRECK WITHIN CITY LIMITS
A wreck involving flammable and/or explosive materials would present a real danger to
all residences and buildings in the vicinity of the accident.
Procedure. Greybull law enforcement personnel will be involved. Building principals
will be directed as to what action to take, either by the Superintendent or, possibly,
directly by the police department.
If it is necessary to evacuate any of the school buildings, school buses will be used.
BOMB THREAT
Warning system Same signal, or back-up signal, will be used as for a fire drill.
1. If the Superintendent receives the phone call informing him that a bomb has been
placed in a building, he will immediately inform the building principal and local
authorities (police and fire departments).
2. If the principal receives the call, he will immediately contact the Superintendent and
the local authorities.
3. If a teacher or other school employee receives a bomb threat call, this person will
immediately notify the principal who then will follow the above procedures.
4. The Superintendent’s office must always be informed of a bomb threat.
Notification and action procedures
1. A building in which the bomb is supposedly located will be evacuated immediately.
Students and teachers will not re-enter until authorized personnel have made a
thorough search.
2. Inspection of the building will be by a special team composed of local authorities and
selected school personnel.
3. If a bomb threat call is received when school is not in session, or not occupied by an
activity, personnel will follow a procedure of immediately notifying the
Superintendent as to action on the situation.

Approved: 7/13/76
Revised: 12/10/85 1/11/11
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BUILDINGS AND GROUNDS MANAGEMENT
It shall be the policy of the Board to maintain school properties in good physical
condition: safe, clean, and sanitary, and as comfortable and convenient as the facilities
will permit.
The Superintendent shall have the general responsibility for the care, custody, and
safekeeping of all school property. He shall establish such procedures and employ such
means as may be necessary to discharge this responsibility.
At the building level, the principal shall be responsible for overseeing the school plant
and for the proper care of school property by the staff and students.

Adopted: 1/11/11
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SECURITY
The Superintendent will develop and implement procedures designed to ensure the
security of school property and for the protection of students, school personnel and
citizens. Security means not only keeping buildings locked and secure, but providing
protection from fire hazards and faulty equipment and the safe use of electrical,
plumbing, and heating equipment.
Building Inspection:
Buildings will be inspected regularly by principals, and the Maintenance Director seeking
conditions that may pose a hazard to students, staff and visitors that can be corrected or
isolated.
Key Control System:
The principal of each building will be responsible for issuing keys and maintaining an
accurate up-to-date list in the school office of all people who have been issued keys.
No person other than the Maintenance Director will have a key to a public school facility
duplicated.
Identification and the Right to Eject
School personnel may require identification of any person on school property. The
principal, or his designee, may refuse to allow persons with no legitimate business to
enter school grounds or may eject any undesirable person from school grounds if that
person refuses to leave peacefully upon request.
Persons who violate state law regarding trespass on school grounds or damage to school
property, or loitering will be subject to the full range of the criminal laws of the state.

Adopted: 1/11/11
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BUILDINGS AND GROUNDS MAINTENANCE
A continuing program of maintenance of all district-owned buildings and grounds will be
followed. The program will be administered in a manner that will preserve the capital
investment of the district and prevent deterioration due to lack of proper care.
The program will provide for:
1.

improvement and additions to buildings and grounds as approved by the
Board;

2.

an adequate custodial program for all buildings;

3.
4.

improvement and maintenance of school grounds and fields;
repairs (including repairs of equipment) and painting;

5.

designation and disposal of obsolete equipment.

Adopted: 1/11/11
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TRAFFIC AND PARKING PROCEDURES
Although school grounds are public property, the Board has the responsibility of
protecting school property and for assuring the safety of all persons on school grounds.
Thus, it has authority to set up controls related to driving and parking on school property
as well as the use of school grounds and facilities by the public. Students who fail to
follow the regulations shall be subject to disciplinary action including revocation of
driving and parking privileges on school property.

Adopted: 1/11/11
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MATERIAL RESOURCES MANAGEMENT
Receiving, storing, and distributing supplies and equipment are responsibilities of the
central office staff under the direction of the Superintendent.
An inventory of all equipment in each building or department must be taken at the end of
each school year. Each employee shall be responsible for inventories of supplies and
equipment in his care. Principals shall send copies of all inventories to the
superintendent, who shall prescribe forms and procedures.
When responsibility for equipment is assigned to an employee (such as classroom
furniture to a teacher), the inventory of each assigned equipment shall be verified at the
beginning of each school year.

Adopted: 7/13/76
Revised: 1/11/11
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MAINTENANCE AND CONTROL OF INSTRUCTIONAL MATERIALS
In an effort to reduce educational costs and to promote individual responsibility for
public property, the Board shall establish the following policy:
1. All students shall be issued the necessary textbooks for their course work.
2. Adequate receipted records shall be kept on all textbooks issued to students and will
indicate the condition of the book at the time it was issued (new, good, fair).
3. Students who fail to return issued textbooks will be charged the cost of replacing
them.
4. Students who attempt to return a book in such condition as would make it unissuable
to another student will be instructed to retain the textbook and will be charged for it.
5. Parents of students using textbooks shall be notified of the student’s responsibility in
caring for textbooks properly and of the parents’ or guardians’ responsibility in paying
for any textbooks which are lost or appreciably damaged.

Adopted: 1/11/11
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AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT

The use of district equipment for personal purposes is prohibited. In addition, the district
does not encourage employees to take district equipment home for professional use.
However, there may be situations necessitated by district needs when it seems
appropriate to allow employees to do so. In such instances, employees will be required to
receive prior written approval from the employee's immediate supervisor. A signed copy
of the written approval must be on file prior to removing any equipment from district
property.
Occasionally employees will be required to use district equipment in presentations, etc.,
away from the district. The employee should in those instances, also acquire written
consent from his immediate supervisor prior to removing the equipment from the district
premises. In the instances when consent has properly been granted to the employee, the
district will assume responsibility for loss, damage, and vandalism.
The District has made available for staff use, computers, technology and software which
are intended to be utilized for educational purposes.
The computers, technology and software provided by the District are intended to be
utilized only for educationally-related purposes. The private or personal use of this
equipment, technology and software is prohibited. The District shall retain full control
over this equipment and the information contained therein. Staff do not have a right to
personal or private use of this equipment or the information they send or receive utilizing
the equipment and software

Adopted: 1/11/11
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STUDENT TRANSPORTATION
The Board of Trustees will furnish school bus transportation to all elementary and
secondary school pupils to the extent determined by the administration and approved by
the Board of Trustees. This may vary due to safety conditions which prevail on certain
areas.
Pupil transportation is a necessary service and an integral part of the total educational
program. Major objectives of the pupil transportation program are to:
1.

provide safe transportation;

2.

operate an efficient, economical transportation system;

3.

adapt transportation to the requirements of the instructional program;

4.

maintain conditions on the buses which are conducive to the best interests
of students including mental, moral, and physical considerations;

5.

furnish transportation to those students residing outside the city limits.

RESPONSIBILITIES AND DUTIES
Board of Trustees -- The Board of Trustees shall adopt policies governing transportation
and shall, upon the recommendation of the Superintendent, include adequate funds to
operate the transportation system.
Superintendent -- The Superintendent shall assign administrative and operational duties
and shall keep the Board informed as to the operation and needs of the transportation
program. The Superintendent shall recommend policies, funding, and bus routes/stops to
the Board of Trustees for approval.
Transportation Director -- The Transportation Director shall be responsible for the
supervision and coordination of all transportation vehicles and all personnel directly
related to pupil transportation. He/she shall recommend the scheduling and routing of all
buses and shall be responsible for the mechanical upkeep of all vehicles. He shall
arrange for bus driver training, supervised record-keeping, scheduling, and other related
assignments.
Principals -- Principals shall be responsible for pupil conduct while pupils are waiting on
the campuses for buses and shall cooperate fully with the transportation department on
any student behavior problems.
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BUS FLEET
All buses used to transport students shall conform fully to Wyoming State School Bus
Regulations and shall be inspected by State Highway Department officials prior to the
annual opening of school.

Adopted: 1/11/11
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WALKERS, RIDERS, and ISOLATED STUDENTS
The school bus transportation provided pupils shall be in accordance with a plan adopted
by the Board. Such a plan shall define the areas wherein pupils shall be eligible for
transportation. Reasonable temporary exceptions may be made by the Superintendent in
established routes and transportation areas when necessary. Under normal conditions,
bus services will be provided for elementary students living outside a one-mile radius,
middle school students living outside a 1.5-mile radius, and high school students who live
outside a 2-mile radius from the school attended, unless otherwise determined by the
Board.
Whenever feasible, bus routes shall be established so that an authorized bus stop is
available within a reasonable walking distance of the home of every pupil entitled to
transportation service. An exception to this may be made by the Board for those students
who live great distances from school and from established bus routes, and, because of
this, are considered “isolated.” Such action by the Board shall comply with regulations
of the State Department of Education. In order to receive isolation pay, state law requires
the student’s family or guardian to demonstrate to the local school board that their
residing in an isolated location is necessary for the family’s financial well being. The
burden of proof of this necessity rests on the parent or guardian, and the final decision for
isolation eligibility will be made by the district board of trustees.
Any special education pupil who requires particular assistance in traveling to and from
school may be granted special riding arrangements by the Board.

Adopted: 7/13/76
Revised: 8/10/99
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SCHOOL BUS SCHEDULING AND ROUTING

1.

Bus routes shall include specific predesignated stops for loading and unloading
students. Emergency requests to temporarily alter routes or stops shall be acted
upon by the Superintendent of schools.

2.

Bus drivers are not as a normal rule to accept requests to ride the bus from
individuals who are not listed on the daily report. However, parent/guardians
wishing their child to ride a school bus to a place other than their own residence,
or parents whose children who do not normally ride the school bus but who plan
an occasional overnight stay in a home served by a bus route must provide the
appropriate driver with a written request prior to the student boarding the bus.
The driver shall determine whether the request can be accommodated. If the
request cannot be accommodated, the driver shall refer the matter to the
transportation supervisor. In an emergency situation, if the parents are unable to
contact the driver or are unable to contact the transportation supervisor, they shall
contact the building principal who will provide a pass to be given to the driver
authorizing visiting riders. Bus drivers will convey all written requests or passes
to the transportation supervisor for record keeping.

Adopted: 11/11/97
Revised: 12/13/05

1/11/11

Big Horn County School District #3, Greybull, Wyoming

File: EEACA

BUS DRIVER EXAMINATIONS AND TRAINING
School bus drivers shall be selected by supervisory personnel on the basis of driving skill,
compatibility with students, mechanical ability, and successful completion of any other
entrance requirements set by the district. Drivers shall receive training annually in skills
necessary for safe transportation of children on buses.
Drug and Alcohol Testing
Drivers shall be instructed in abiding by local laws and state and federal regulations.
They shall receive all tests required for state and federal requirements. These include the
drug and alcohol tests as required by federal transportation codes for safety-sensitive
employees. Transportation employees must successfully complete all the required
training and testing in order to continue as a district employee. Drivers must also pass a
criminal background check prior to hiring.
Physical Examinations
Bus drivers shall be required to pass a physical examination annually. The cost of this
examination shall be paid by the district.

Adopted: 7/13/76
Revised: 12/10/05
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SPECIAL USE OF SCHOOL BUSES
In addition to bus routes, school transportation equipment may be used for field trips and
extracurricular activities insofar as such use does not interfere with the regular function
of transporting pupils to and from school. Subject to regulations regarding their use, a
school bus may occasionally be used by community groups or, in an emergency, a
business or other governmental agency. All special use of school transportation
equipment shall be subject to regulations established b the Superintendent for activity or
nonschool use of buses.
Only persons affiliated with the schools, or others as authorized by the Superintendent
which include sponsors and chaperones, shall be transported.
Use of School Buses by Community Groups
School buses may be used by a community organization or approved groups for cultural
or other education-related non-profit purposes, if:
1.

Length and time of trip are approved by the administration.

2.

The use of the bus does not interfere with school use or maintenance of the
bus.

3.

The users hire a regular school bus driver at their own expense or furnish a
driver with a commercial driver's license, background and experience
acceptable to the transportation supervisor and the school's insurance
company.

4.

Proof of trip insurance is furnished prior to the trip.

5.

Users agree to remit the established rate per mile to cover maintenance
expense. Fuel is in addition to the per mile charge. This fee schedule is
available in the Business or Transportation offices.

6.

Fuel tank on rented vehicle shall be filled by users before returning
bus to the bus garage.

No use will be approved which involves travel over roads or distances which are unduly
wearing or damaging to the equipment or for which the equipment construction is
inappropriate.
Any approval of use will be subject to cancellation in the event of adverse roads, weather,
or other conditions which could reasonably present a danger to passenger, drivers, or
equipment, or in the event of unexpected or emergency school needs.
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Use will only be approved when the group requesting such use submits a written request
not less than ten (10) days prior to the use, designating the number of riders, the dates and
hours of use, the pick-up and delivery points, and such other information as the
transportation director deems appropriate. Each such request will be accompanied by a
deposit for the approximate amount of reimbursement as determined by the
Transportation Director. Upon final determination of the reimbursement required, the
deposit will be supplemented by the users or a refund made by the district, as is
appropriate.
Use will not be approved if it is potentially disruptive or dangerous, and/or activity which
if uniformly extended would result in uses which would impinge upon school use or
activities of a similar nature which are inappropriate for school district participation.

Adopted: 7/13/76
Revised: 11/21/91

1/11/11
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SPECIAL USE OF SCHOOL BUSES
(And Special Drivers)

Teachers sponsoring field trips or excursions which make use of district buses may be
permitted to make special driving arrangements as follows:
1. If there is just one faculty sponsor accompanying a group of more than 12 students,
another qualified person will drive the bus.
2. When there are two or more faculty sponsors accompanying the students, the sponsor
with the major responsibility will not drive. One of the other sponsors may drive if
he or she wishes to do so and is qualified and approved by the Superintendent.
3. All bus drivers will be qualified and trained according to Wyoming state regulations
as set forth in the State Transportation Manual.

Adopted: 7/13/76
Revised: 1/11/11

Big Horn County School District #3, Greybull, Wyoming

File: EEAE
BUS SAFETY PROGRAM
The safety and welfare of student riders will be the first consideration in all matters
pertaining to transportation. Safety precautions will include the following:
1. School bus drivers will instruct children in the proper procedures for boarding
and exiting from a school bus and in proper and safe conduct while aboard.
2.

Emergency evacuation drills will be conducted at least twice a year to
acquaint student riders with procedures in emergency situations. Drivers
need to be sure that all student riders are included in a drill. Proper
documentation for each drill shall be maintained on file with the School
District.

3.

All vehicles used to transport students will be maintained in a condition
that will provide safe and efficient transportation. All vehicles will be
inspected periodically to be certain that they are in good mechanical
operating condition. This shall include the following:
(a)

All school buses shall undergo a safety inspection
not less than two (2) times each school year, with
one inspection conducted by a person not employed
by the School District. A copy of the inspection
report shall be on file with the School District.

(b)

School bus operators shall perform a daily pre-trip
inspection and report promptly any defect or
deficiency discovered. Documentation of the
inspection shall be submitted weekly and retained
on file with the School District for a period of not
less than one (1) year.

Adopted: 1/11/11
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STUDENT TRANSPORTATION IN PRIVATE VEHICLES
A staff member may transport a student or a group of students in his own car for schoolrelated purposes only if he has standing authorization to do so or with special permission
covering the specific trip.
School administrators, the nurse, and other personnel designated by the Superintendent
are granted standing authorization by the Board. Other certificated staff members, such
as coaches, music teachers, and activity sponsors may, in exceptional cases, be granted
special permission by the Superintendent for providing such transportation. Exceptional
cases will be determined by review of the number of students traveling, relative costs,
safety factors, distance, etc.
Personnel with standing authorization or special permission to use their own cars for
transporting students must carry liability coverage. The private vehicle being used must
be insured in the amounts of $100,000-$300,000 personal injury liability.
Generally, the Board wishes to avoid transportation of students on school trips by parents
or other nonschool personnel. However, the Superintendent may grant parents or others
such permission in exceptional cases, provided the vehicle carries sufficient liability
coverage. Parents transporting students (other than their own children) for the purpose of
school trips shall be advised of the possibility of liability risks. No arrangements shall be
made for students to transport other students on school activity trips.

Adopted: 1/11/11
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FOOD SERVICES
The school lunch program is an integral part of the total school program and will be
governed by the same controls as any other division of the school program.
The Superintendent shall be in overall charge of the program for the District. Each
building principal shall be responsible for the general conduct and control of students
using the cafeteria. The Lunch Program Coordinator/Business Manager will be
responsible for fiscal operation of the program as well as for state and federal accounting
and reporting.
The food service program will be operated on a non-profit basis and will comply with all
rules and regulations pertaining to health, sanitation, internal accounting procedures and
service of foods. The district will meet state and federal requirements necessary for
participation in the National School Lunch Program.
Free or reduced priced lunches will be available to those students who cannot afford to
pay the price of a lunch. Students will also be permitted to bring their lunches from home
and to purchase allowable beverages to supplement home-prepared lunches.
Receipts from the food services program will be used only to pay regular food services
operating costs. When food services facilities are used by outside or community
organizations, a fee approved by the Board will be charged to cover costs. If facilities are
used by groups, no supplies provided for the regular school lunch program or USDA
commodities will be used.

Adopted: 1/11/11
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FOOD SERVICE PROCUREMENT POLICY AND
WRITTEN STANDARDS OF CONDUCT
The District will obtain competitive bids when purchasing any item costing more than ten
thousand dollars ($10,000.00) and less than twenty-five thousand dollars ($25,000.00) unless
precluded by other regulation or statute. If the amount exceeds twenty-five thousand dollars
($25,000.00), a contract must be awarded through a formal bid process and a call for bids shall
be published at least once in a newspaper of general circulation in the district, as well as
published in a newspaper generally circulated state-wide and posted on the district’s website.
The call for bids may also be published in a nationwide newspaper. The district shall reserve the
right to reject any and all bids if there is a sound documented reason. The district may waive
minor irregularities and informalities which do not give any bidder a competitive advantage
when reviewing bids. No contract shall be divided for the purpose of avoiding this paragraph.
Items for which bids must be obtained may be described in the published call for bids by stating
general requirements and making detailed specifications available to prospective bidders at the
district's administrative headquarters; anything below $10,000.00 would be a small purchase and
would not require a formal bid process, however, the small purchase shall be made on a
competitive basis. Federal regulations define a limit for a micro-purchase. Micro-purchases
may be awarded without soliciting competitive quotes if the price is considered reasonable. To
the extent feasible, however, the School District must distribute micro-purchases equitably
among qualified suppliers. The micro-purchase threshold currently ($3,500.00) is defined by 2
C.F.R. 200.67 and is periodically adjusted for inflation. Therefore, this amount will be adjusted
automatically as allowed by federal regulation.
Contracts cannot be awarded to potential vendors that wrote, any of the bid specifications, the
solicitation documents, or the Contract language. Potential bidders may provide information for
the specifications but cannot prepare documents.
Identical bid specifications or request for proposals must be provided to all potential vendors.
This must include all important information such as delivery schedules, quantities, product
specifications, and purchase conditions.
No Geographic Preferences (advantage based on location) is allowed with federal funds except
for documented Farm to School (Farm to Plate) efforts. Therefore, as part of Farm to School the
district may choose to apply a geographic preference when procuring unprocessed locally grown
or locally raised agricultural products.
The district will adhere to “Buy American” for the food service program. Therefore, Food
Service is required to purchase, to the maximum extent possible, domestic products for use in
meals served in our Child Nutrition Program. However, Exceptions are allowed when:
– Food preferences can only be met with foreign goods
– Insufficient quantity and/or quality is available in the USA
– Domestic cost is significantly higher
The district will verify that all food program contracts and procurements are net of all applicable
discounts, rebates, and credits. All contractors will maintain records and source documents in
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support of all costs, discounts, rebates, and credits.

The district will retain all program records for three years after final payments and/or three years
after any pending matters have been closed and completed.
Standards of Conduct
No employee, officer or agent of the district shall participate in the selection, award or
administration of a contract supported by federal funds if a real or apparent conflict of interest
would be involved. Such a conflict would arise when the employee, officer or agent, any member
of his/her immediate family, his/her business partner or associate, or an organization which
employs or is about to employ any of the persons referred to herein, has a financial or other
interest in the firm selected for an award. The officers, employees and agents of the district shall
neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or
organizations doing business with the district. An exception may be made for the receipt of an
unsolicited item of nominal value if approved by the Superintendent or his designee.
The district would like all employees to behave with the utmost integrity and never be selfserving, be fair in all aspects of the procurement process, be alert to conflicts of interest, and
avoid any compromising situations.
Any employee who violates the terms of this policy shall be subject to disciplinary action, up to
and including termination from employment. Non-employee agents or representatives may also
be sanctioned and removed from their position as agent or representative for the district for
violation of this policy.
Debarment and Suspension of a Vendor
For all food service contracts to be paid with Federal assistance, the vendor will be required to
fill out a certification regarding debarment and suspension and submit the signed certification
with the food service contract to the district. The district will keep this form on file.
The certification statement is intended to assure the district that neither the vendor nor its
principals are presently debarred, suspended, proposed for debarment, declared ineligible or
voluntarily excluded from participation in the contract by any Federal department or agency.
Bid Protest Procedure
Any vendor who desires to protest the award of a bid pursuant to this policy shall, within fifteen
(15) days after award of the bid, give notice of their protest. The notice shall state in detail the
basis of the claimant’s bid protest and the resolution requested. The bid protest shall be provided
to the Food Service Director or other person designated by the school district to handle bid
protests pursuant to the food service procurement policy. The Food Service Director or other
person so designated shall investigate the claim and issue a written decision within fifteen (15)
days after receipt. If the claimant is not satisfied with the decision of the Food Service Director,
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the claimant may appeal the decision to the board of trustees of the school district. The notice of
appeal shall be filed with the board of trustees at the office of the Superintendent of Schools
within fifteen (15) days after issuance of the decision being appealed from. The appeal shall
state the basis of the appeal and provide to the board the original bid protest, together with a
copy of the decision being appealed from. The specific grounds for the appeal shall be stated in
the appeal and shall not include additional claims or information not provided with the original
bid protest.
The board of trustees at the next regular board meeting following the receipt of the appeal shall
either hear the appeal or set a time to consider the appeal. The board may in its discretion render
a decision based upon the information and records before the board of trustees or, in the board’s
discretion, may request the claimant and a representative of the school district to each present
information pertaining to the bid protest. In the event the board chooses to hear from the bid
protester and a representative of the school district, each will be entitled to present or have
someone on their behalf present their position to the board.
Thereafter, the board shall render its decision either at that meeting or at the next regular board
meeting.
Contract Administration
The District will maintain a contract administration system which will ensure that contractors
perform in accordance with the terms, conditions and specifications of their contracts or purchase
orders. The business manager will review all aspects of any contractor bid documents,
expenditures, processes and procedural aspects to ensure compliance with all federal, state and
school district regulations. In any instance in which a contract or purchase order has been
breached or violated by the contractor, the District will reserve the right to collect any and all
damages that may arise from the breach of contract either through mediation or through an
appropriate court proceeding, all of which will be retained by the School District. In addition,
the District reserves the right to administer appropriate sanctions, including barring the
contractor from bidding on future contracts. In appropriate cases, the contract may include
liquidated damages for failure to timely and/or appropriately comply with the contract
provisions. All contracts in excess of $10,000.00 will address termination for cause and for
convenience, and include the manner by which it will be affected and the basis for settlement.
Contracts made under a federal award (such as with funding from USDA child nutrition
programs) will also contain all applicable federal provisions as referenced under Appendix II to
Part 200 - Contract Provisions for non-Federal Entity Contracts under Federal Awards.

Adopted: 2/11/2014
Revised: 4/12/2016
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Certification Regarding Debarment, Suspension, Ineligibility
And Voluntary Exclusion
This Certification is for any contract awarded by a grantee or subgrantee for federally-required
audit services, regardless of dollar amount, and for any other procurement contract expected to
equal or exceed $25,000.00.
(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS ON REVERSE.)
(1)

The prospective bidder or participant, by submission of this form, certifies that neither it
nor its principals are presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from participation in this transaction by any Federal
department or agency.

(2)

Where the prospective bidder or participant is unable to certify to any of the statements in
this Certification, such prospective bidder or participant shall attach an explanation to this
proposal.

Organization Name

PR/Award Number or Project Name

Name(s) and Title(s) of Authorized Representative(s)

Signature(s)

Date
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Instructions for Certification

1.
By signing and submitting this form, the prospective bidder or participant is providing the
certification set out on the reverse side in accordance with these instructions.
2.
The certification in this clause is a material representation of fact upon which reliance
was placed when this transaction was entered into. If it is later determined that the prospective
bidder or participant knowingly rendered an erroneous certification, in addition to other remedies
available, the School Food Authority (SFA) or agency with which this transaction originated
may pursue available remedies, including suspension and/or debarment.
3.
The prospective bidder or participant shall provide immediate written notice to the person
or SFA to which this proposal is submitted if at any time the prospective bidder or participant
learns that its certification was erroneous when submitted or has become erroneous by reason of
changed circumstances.
4.
The prospective bidder or participant agrees by submitting this form that, should the
proposed transaction be entered into, it shall not knowingly enter into any transaction with a
person who is debarred, suspended, declared ineligible, or voluntarily excluded from
participation in this transaction, unless authorized by the department or agency with which this
transaction originated.
5.
Nothing contained in the foregoing shall be construed to require establishment of a
system of records in order to render in good faith the certification required by this clause. The
knowledge and information of a bidder or participant is not required to exceed that which is
normally possessed by a prudent person in the ordinary course of business dealings.

Adopted: 2/11/2014
Revised: 4/12/2016
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FREE AND REDUCED PRICE FOOD SERVICES
The district shall take part in the National School Lunch Program and others which may
become available, to assure that all children in the district receive proper nourishment.
The Board shall adopt policy and take action as required for such participation, and shall
file required notices with the State Dept. of Education. Among the state and federal
guidelines are these, which the Board implements as follows:
1. The Board’s policy statement on free and reduced price meals is on file in the
administration office of Big Horn County School District #3 and with the State
Department of Education.
2. A free meal or reduced price meal is defined as a meal served to a child who is
predetermined as being unable to pay the full price.
3. In accordance with the guidelines for participation in these programs, and in
accordance with the wishes of the Board, no child who meets the criteria for eligibility
for free and reduced lunch benefits, will be denied a free lunch, milk, or other food,
simply because proper application has not been received from his/her parents or
guardian. The administrator of the building may complete an application for a student
known to be needy if the household fails to apply.
4. There shall be no discrimination in the furnishing of free meals because of race,
religion, or source of family income.
5. The system of collecting lunch money from paying students will protect the identity
of non-paying students.
a. Tickets shall be sold in all of the schools participating in the school lunch program.
These will be sold at times other than lunchtime, as well as during the serving time
in an area near the lunchroom.
b. A child receiving free or reduced price meals shall be issued a ticket by the office.
Monthly tickets will be issued to elementary, junior, and senior high school
students.
c. Tickets for the lunchroom shall be identical, whether paid, free, or reduced price,
except for the coding necessary for accounting purposes.
6. Initial applications for free or reduced price meals shall be solicited at the beginning
of the school year, but applications may be filed at any time during the year.
7. Verification of need will be made in all cases by a central office person who shall be
be the designated official. Verification will be made under guidelines established by
the State Department of Education.
Big Horn County School District #3, Greybull, Wyoming
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8. Eligibility standards for free and reduced price meals based on the Income Poverty
Guidelines prescribed by the Secretary of Agriculture will be used to determine the
eligibility of the applicant.
a. Specific criteria to be used will be gross family income, and number of individuals
in the household.
9. Applicants will be notified of the approval or denial of their requests and will be
informed of the procedures to be followed if approved.
10. In case an application is rejected, the reason will be stated and parents will be
informed of a hearing procedure. The designated hearing official is the
Superintendent of schools, School District #3.
11. School District #3 will use the hearing procedure filed with the County Clerk’s
office, in case of appeal by parents of the school’s decision on applications, or
in case of challenge of a child’s continued eligibility.

Adopted: 7/13/76
Revised: 12/10/85
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FEES, COSTS, AND CHARGES FOR
INSPECTION, COPYING AND PRODUCING OF PUBLIC RECORDS
The School District hereby establishes uniform procedures, fees, costs, and charges for
inspection, copying, and production of public records.
1.

Definitions:
(a) “Applicant is the person that is making the public records request.
(b) “Clerical/support staff” are employees who generally perform office or administrative
support duties. Clerical/support staff employees include secretaries and administrative
assistants.
(c) “Electronic public record” is a public record that is primarily or solely stored in an
electronic format. Typically, the District will only be able to produce a copy of the
original electronic public record due to the native format, security, and integrity of the
original data or electronic record.
(d) “Information technology staff” are employees who perform duties relating to retrieving,
compiling, constructing, formatting, or extracting electronic public records located on
computer systems, software, servers, or networks. Information technology staff
employees may also perform computer programming or other computer services relating
to electronic public records.
(e) “Professional staff” are employees who are not clerical/support or information
technology staff as defined herein. Professional staff employees perform administrative,
managerial, or professional duties.
(f) “Supervise copying” occurs if someone other than the District is allowed under W.S. 164-204(b) to make copies, printouts, or photographs. Under W.S. 16-4-204(b), the District
is authorized to charge a reasonable fee to supervise the copying, printing out, or
photographing if someone other than the District makes the copies, printouts or
photographs. The supervision fee shall be the hourly rates stated in section 2(c) (i)
through (iii). For instance, if clerical/support staff is required to supervise the copying,
printing out or photographing, the hourly rate will be $15.50.

2. Electronic Public Records.
(a) Production and Construction Costs. Under W.S. 16-4-202(d) (i) the District shall
charge an applicant the reasonable costs of producing and constructing a copy of an
electronic public record for inspection and copying. This cost may include, but is not
limited to, the time spent retrieving, compiling, sorting, reviewing, redacting,
formatting, converting, or copying the electronic public record, as well as activities
required to create or construct a new electronic public record from existing sources
and all associated programming and computer services.
Big Horn County School District #3, Greybull, Wyoming
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(b) Minimum Requirements to Charge Costs. Production and construction costs will be
charged only if they exceed $5.00 (“the base”). If the costs exceed the base, only the
amount over the base will be charged to the applicant. If electronic production and/or
construction costs for a request are less than or equal to the base, the applicant will not
be charged any costs for production and/or construction of said electronic records. The
base is a credit upon the total amount charged for the production and/or construction
of electronic records. Applicants may not use multiple record requests to evade the
base threshold. The District has discretion to consolidate public records requests that
it reasonably believes have been drafted and submitted to evade the base threshold.
(c) Production and Construction Costs. Production and construction costs for electronic
public records shall be as follows:
(i)

$15.50/hour for clerical staff time.

(ii)

$30.00/hour for information technology staff time.

(iii)

$40.00/hour for professional staff time.

(iv)

Actual cost of programming and computer services.

(v)

Actual cost of necessary legal fees incurred to review documents to ensure
protection of information that is classified as confidential by law.

(d) Payment. The District must provide the applicant with an estimate of the reasonable
costs of production and construction of the electronic public records. The applicant
must pre-pay the estimated costs before the District produces or constructs the
electronic public records or provides any copies for inspection. Payment shall be
made to the District. If the District reaches the limit of the payment by the applicant,
the District will produce the records that are ready and available at that point and will
provide an additional estimate pursuant to this subsection prior to continuing with the
request.
(e) Refund. If the District estimates and receives costs exceeding the actual time required
to produce and construct the electronic public records, the District shall refund the
excess charge received at the same time that it allows the applicant to inspect the
electronic public records.
(f) Inspection. The District shall notify the applicant in writing when copies of the
electronic public records are produced and available for inspection. The applicant
shall have a month from the time the District provides notification to come to the
District’s designated location to inspect the records. After the one-month time period,
the request shall be officially closed.
(g) Request Priority. Requests that are at or below the $180.00 threshold will be handled
expeditiously by the District and will take priority over the other public record
Big Horn County School District #3, Greybull, Wyoming
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requests that are above the threshold.
(h) Costs for Producing Copies. The fee schedules described in Sections 3(b), (d), and (e)
apply to electronic public records.
3. Non-Electronic Public Records.
(a) Inspection. The District shall notify the applicant in writing when copies of the nonelectronic public records are produced and available for inspection. The applicant shall
have one month from the time the District provides notification to come to the District’s
designated location to inspect the records. After the one-month time period, the request
shall be officially closed.
(b) Fees for Copying Non-Electronic Public Records. Under W.S. 16-4-204, an applicant
may obtain a paper copy of a non-electronic public record upon payment as follows:
(i) Standard (8.5 x 11 inch) –
black and white copy
(ii) Standard (8.5 x 11 inch) – colored copy
(iii) Legal (8.5 x 14 inch) – black and white copy
(iv) Legal (8.5 x 14 inch) – colored copy
(v) Other sheet size
(vi) Photograph
(vii) Utilization of an outside vendor for copying
(viii) District’s fee to supervise copying
(ix) Special instances, i.e., film

$0.10/page
$0.60/page
$0.25/page
$1.00/page
actual cost
actual cost
actual cost
see Section
2(c) (i) – (iii)
actual cost

(c) Payment. The applicant shall pre-pay the fees in Section 3(b) before the District provides
the copies, if requested. Payment shall be made to the District.
(d) Costs for Producing Electronic Copies. An applicant may obtain an electronic copy of a
non-electronic public record upon payment as follows:
(i) Scanning non-electronic public records
(ii) Electronic Media (disk, thumb drive, etc.)

$0.10/page
actual cost

(e) Fees for Transmitting Public Records. The District may charge the following fees for
transmitting non-electronic public records:
(1) Mailing, including cost of the shipping container
(2) Facsimile

actual cost
actual cost

Adopted: 4/11/17
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WELLNESS POLICY
Big Horn County School District #3 is committed to creating a healthy school environment
that enhances the development of lifelong wellness practices to promote healthy eating and
physical activities that support student achievement.
The Local Wellness for Big Horn County School District #3 includes, but is not limited
to, the following USDA Wellness Policy requirements:


The involvement of students, parents, school food authority, school board
members, and the public in the development of the plan;



Goals for nutrition education, physical activity, and other school-based activities
that promote student wellness;



Nutrition guidelines for all foods available on each school campus during the school
day that promote student health and reduce childhood obesity;



A plan for measuring implementation of the policy;



Designation of one or more persons charged with the operational responsibility;



The plan includes PE teachers, school health professional, and school administrators
in the development, implementation, periodic review and update of the policy;



The Wellness policy includes a plan for nutrition promotion; and



Informs and updates the public (including parents, students, and community) about the
content and implementation of the policy.

Nutrition Education
Throughout each school year, all students, Pre-K-12, in the district shall receive nutrition
education that is aligned with the USDA Wellness Policy requirements, (Section 204 of the
Healthy, Hunger-Free Kids Act of 2010 (the Act), Public Law 111-296, added Section 9A
to the Richard B. Russell National School Lunch Act (NSLA) (42 U.S.C. 1758b), Local
School Wellness Policy Implementation) education that teaches the knowledge, skills, and
values needed to adopt healthy eating behaviors shall be integrated into the curriculum.
Nutrition education information shall be offered throughout the school campus including,
but not limited to, school dining areas and classrooms. Staff members who provide
nutrition education shall have the appropriate training.
Nutrition Standards
The district shall ensure that reimbursable school meals meet the program requirements and
nutrition standards found in federal regulations. (Title 7—United States Department of
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Agriculture, Chapter ii - Food and Nutrition Service, Department of Agriculture, Part 210 National School Lunch Program.
http://www.access.gpo.gov/nara/cfr/waisidx_04/7cfr210_04.html
The district shall encourage students to make nutritious food choices. The district shall monitor
all food and beverages sold or served to students, including those available outside the
federally regulated child nutrition programs.
The district shall continually evaluate vending policies and contracts. Vending contracts that do
not meet the intent and purpose of this policy shall be modified accordingly or not renewed.
Physical Education and Physical Activity Opportunities
The district/agency shall offer physical education opportunities that include the components
of a quality physical education program. Physical education shall equip students with the
knowledge, skills, and values necessary for lifelong physical activity. Physical education
instruction shall be aligned with the Wyoming Physical Education Content and
Performance Standards. http://edu.wyoming.gov/sfdocs/publications/Standards_2008_Physical_Education_PDF.pdf?sfvrsn=0
Every year, all students, Pre-K-12, shall have the opportunity to participate regularly in
supervised physical activities, either organized or unstructured, intended to maintain physical
fitness and to understand the short and long-term benefits of a physically active and healthy
lifestyle.
Other School-Based Activities Designed to Promote Student Wellness
The district may implement other appropriate programs that help create a school
environment that conveys consistent wellness messages and is conducive to healthy
eating and physical activity.
A. Educational Reinforcement
School instructional staff shall collaborate with agencies and groups conducting nutrition
education in the community to send consistent messages to students and their families.
B. Staff as Role Models
School staffs are encouraged to model healthy eating behaviors.
C. Coordination of Programs
The food service program shall be closely coordinated with nutrition instruction. The school
cafeteria shall serve as a laboratory to allow students to apply critical thinking skills taught in
the classroom. Food service staff shall also work closely with those responsible for other
components of the school health program to achieve common goals.
D. Nutrition-Related Health Problems
School counselors and school health services staff shall consistently promote healthy eating to
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students and other staff. These professionals shall be prepared to recognize conditions such as
obesity, eating disorders, and other nutrition- related health problems among students and
staff and be able to refer them to appropriate services.
Implementation and Measurement
The district shall implement this policy and measure how well it is being managed and
enforced. This same person shall develop and implement administrative rules consistent
with this policy. Input from teachers (including specialists in health and physical
education), school nurses, parents/guardians, students, representatives of the school food
service program, school board members, school administrators, and the public shall be
considered before implementing such rules. A sustained effort is necessary to implement
and enforce this policy. The Superintendent and Food Service Manager shall report to the
local school board, as requested, on the district’s programs and efforts to meet the purpose
and intent of this policy.
Wellness Policy Committee Members
Superintendent, Food Service Manager, School Nurse, HS-MS-EL PE/Health Teachers, School
Board Rep, Parent Rep from each Bldg., Student Rep from each Bldg.
Promoting Student Wellness








Provide student access to physical activity facilities outside school hours.
Schedule recess for elementary students before lunch.
Develop strategies for parents, school personnel and community members to serve
as role models.
Provide students with healthy rewards.
Apply for a Healthier US School Challenge award:
http://teamnutrition.usda.gov/healthy/wellnesspolicy.html
Drive your school’s performance with healthier foods and more physical activity.
Measure the academic success of your school and celebrate.

Resources:
http://www.fns.usda.gov/tn/Healthy/wellnesspolicy.html
http://www.emc.cmich.edu/BrainBreaks/TOC.htm
http://www.schoolnutrition.org/Search_better.aspx?searchtext=wellness
http://www.teamnutrition.usda.gov/healthierus/index.html
http://www.fns.usda.gov/tn/
http://www.fns.usda.gov/tn/Resources/healthiermiddleschools.htm
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