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Overviews of Safety Program

Overview of Safety Program

The Purpose of a Safety Program

The purpose of a safety program is to insure a safe environment exists in every Technology Lab.  The safety program is designed to prevent injuries to students and teachers.  

The Safety Program

The Technology Teacher is responsible for the training of safe practices in their Technology Lab.  A safety program, consists of more than lecturing and posting safety rules and regulations.  It includes instruction that actively involves the students in learning and choosing behaviors that promote the safe use of equipment that is used in the Technology Lab.  The implementation and promotion of safe practices in the Technology Lab to prevent incidents and injuries to students are a major responsibility of the Technology Teacher.

Safety Criteria for a Technology Lab

There are many factors that lead to incidents in the Technology Lab.   To help prevent incidents from happening the following standards must be met:

1. Ample space is provided for machines and other equipment.

2. Work tables are secured to the floor and table tops are secured to legs or bases.

3. Permanently placed machines are fastened to the floor or bench.

4. Safety zones are clearly marked around each piece of equipment.

5. Safety posters are posted around each piece of fixed equipment.

6. Approved eye protection equipment is worn by each person who enters a laboratory where material is being formed or separated.

7. Eye protection equipment is properly maintained.

8. Face shields are worn when working with hot metal or power driven machines.

9. Machine guards are utilized.
*Safety criteria from Quality Indicators for Technology Education Programs in Maryland, Maryland State Department of Education Division of Career Technology and Adult Learning.  September 1995

Promoting Safety in the Technology Lab

Developing a positive respect toward the tools and machines is the first step required of anyone using the tools and machines commonly found in a Technology Lab.  It is the responsibility of the Teacher for promoting the positive respect and attitudes of the students in allowing them to choose the correct behaviors needed to safely operate any tool or machine.  

Most incidents and injuries are caused by human error.  It is a common belief held by most people that an incident will not happen to them.  Many students feel that they are impervious from getting injured.  This belief in itself is extremely dangerous and must be changed.  

To change the belief that incidents only happen to the other person, students must be reminded that they are the other people to somebody else.  Many incidents that occur in the Technology Lab are a direct result from a lack of knowledge, of surroundings, the task at hand or a preoccupation with matters not related to safety.  Only by alerting people to these causes will incidents be reduced.  

Promoting safety in the Technology Lab requires the Teacher to know the safe operation of all tools and machines in their Lab.  Follow all the safety rules they require the students to follow all the time.  Constantly monitor the safe operation of all tools and machines.  Allow students to demonstrate the use of the tools and machines.  Finally allow the students to observe the teacher demonstrating a positive respect and attitude toward the tools and machines.

Teaching Safety
The aim of teaching safety in the Technology Lab is to develop in the students the ability and desire to use various tools and machines commonly needed to solve problems.  The instruction of safety is an ongoing process that must be constantly stressed in every day of class.  Safety lectures are the most common method of teaching about safety.  This method along with demonstrations, safety tests, and students performance tests create a solid base for safety instruction in the Technology Lab.  For any safety program to be fully effective, visual aids, class discussions, bulletin boards, posters and safety films should be incorporated.  Teaching students about safety and allowing them to demonstrate their understanding of safety is the responsibility of the Technology Teacher.

Safety Testing

Safety tests are used to assess how well the students have comprehended the safe rules, habits, respect and attitudes required for the safe operation of the tools and machines found in the Technology Lab.  There are two basic tests that will be given to all students using the tools and machines: written safety tests and performance-based safety tests.  Both of these safety tests will provide a positive record that safety instruction has been given.

It is recommended that a passing score of 100% be required for both the written safety tests and performance-based safety tests.  Any incorrect answer must be reviewed, discussed and retested.  Strict adherence to this high standard allows the student to see that safety is taken very seriously in Technology Education.

Safety tests by themselves are not the only items involved in incident prevention.  They are not intended to substitute information that must be given through lecture, demonstration and other safety techniques.  A safety test is only one part of a comprehensive safety program.

It should be noted that safety tests do not give total legal protection to the Teacher should an incident occur.  They may be used as one item to demonstrate that safety training has been taken place.  The most important function of the safety test is to aid in the instruction of safety for the students’ benefit.

Permission Forms

Having a parent or legal guardian sign, a permission form does not absolve the Teacher from the responsibility for the safety and welfare of the students.  It does however, provide written consent for the student to use the tools, machines and materials needed to participate in the Technology Lab.  A permission form informs the parent or guardian that safety instruction has been given.  It will also act as a public relations tool letting the parent or guardian know about some of the activities that are a normal part of any Technology Class.

Machine Guards
At no time is any student to operate a machine without a guard in place.  The guard is part of the machine that has been designed to protect the operator and observers from being injured.  A safe guard will not get in the way of the operation of the machine, or obstruct the vision of the operator.  All machine guards must be easy to use, simple in construction, reliable, and correctly attached to the machine.

Eye and Hearing Safety

Eye protection is required by law in the state in Maryland for all students involved in the cutting, shaping, and finishing of materials in a Technology Lab.  The Teacher will provide enough eye protection for an entire class.  In lower grades, smaller eye protection may be needed to insure proper fit.  

Any teacher that wears prescription eye wear can contact the Safety  Environmental & Risk Management Office for details regarding the prescription safety glasses’ program.   Under the program, employees can obtain prescription safety glasses at no to minimal cost.

If the lab is equipped with a plumbed stationary eyewash station, proper maintenance should be performed.  

· Insure that there is easy unblocked access to the station.

· Flush out once a week for three minutes.

Portable eyewash bottles and stations are not permitted.

A separate law addresses noise exposure.  Contact the Safety, Environmental & Risk Management Office if you have specific concerns about the noise level in your lab and the potential for the need of hearing protection being provided for each person operating a piece of powered equipment.  

Care and Maintenance of the Technology Lab

It is the responsibility of the Teacher to provide a safe learning environment.  This includes monitoring the tools and machines, safety equipment and physical condition of the Lab for any thing that may be unsafe. 

Summary

In most cases an incident can be prevented.  With proper respect and attitudes toward the safe use of tools, machines, and materials the likelihood of an incident will be greatly reduced.  Through proper instruction, supervision and implementation of a safety program Technology Education will be rewarding for all students.
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Implementation of Safety Program
Implementation of Safety Program
General Safety Practices

The following items are a list of general safety practices that should be followed.   They are intended as an aide in the implementation of a safety program.

· Check all machines and insure that they have proper guards in place.  

· Check all machines and insure that they are in proper working condition.

· Check all machine blades, drill bits, and grinding surfaces and insure that they are sharp, not bent, or clogged with material debris.

· Check the condition of all hand tools.  Layout tools work correctly, cutting tools are sharp and clean, shaping tools are properly handled and clean of material debris.

· Insure that work areas are clean and well lit.

· Insure that work area surfaces are clean, dry, and free of snagging edges.

· Insure that all table clamps are in correct working condition.

· Insure that the floor is non-skid.

· Mark safety zones around each machine.

· Require that every person cutting or processing materials wear proper eye protection.

Safety Inspections

Safety inspections are a vital part of keeping a Technology Lab safe.  While it is the responsibility of the Technology Teacher to keep the lab safe, it is a good idea to enlist the help of others in the school and community to inspect your lab for safety.  The following are some items that may help in the safety inspection program.

· Complete a safety inspection of the Technology Lab once a week. 
· Use a check list to make sure each area and item of the Technology Lab is properly inspected.

· Use an Advisory Committee to help with inspections.


Equipment Safety

 The following list should be used to help insure the safe use and operation of all tools and machines in the Technology Lab.

· Require from all parents or guardians a signed letter of permission for their child to use the tools and machines in the Technology Lab.

· Allow students to use the tools and machines only after they have passed a written and performance safety test with 100%.

· Students may only use the tools and machines while the Technology Teacher is in the Technology Lab.

· Only the students that are currently enrolled in the Technology Class may use the tools and machines after passing all safety tests.

· Post the safety rules of each machine on or near each machine.

· Paint safety zones on the floor indicating areas that only one person is to be in while the machine is being operated.

· All drive belts, gears or other transmissions must be enclosed by a permanent safety guard.

· Disconnect the power from all machines while the Technology Teacher is out of the Technology Lab.

· Place warning signs on all machines that are unsafe to operate.

· Allow only one person to operate a machine at a time.

· Prohibit the machine operators from talking to others while using the machines.

· Keep all tools sharp, clean and in proper working condition.

· Remove all hand tools that are broken, or no longer safe to use.

· Maintain strict supervision of all students using tools and machines in the Technology Lab.

· Do not allow any student to operate a tool or a machine without its guard.  Special operations that require the removal of the safety guard are to be only done by the Technology Teacher.

Personal Safety

Personal protective equipment (i.e., safety glasses, gloves, etc.) should not be used as a substitute for engineering, work practice, and/or administrative controls.  Personal protective equipment should be used in conjunction with these controls to provide for student and teacher safety and health.

Spray Booth
A spray booth (engineering control) shall be utilized to control mist and vapor dispersion.  In addition, the use of the spray booth will reduce the potential for fire hazards as long as it is properly maintained. 

Eye Protection
Annotated Code of Maryland, Education Section (GED) Article 7‑407, covers the legal requirements for providing eye protection in the laboratory.  Eye protection is required by all students and staff involved with cutting, shaping, finishing, and mixing chemicals (splash concern) and projects involving projectiles.  In addition, all visitors shall be required to wear appropriate eye protection when entering a laboratory when activities are in process that require eye protection.

Eye and Face 

Eye and face hazards that would require protection include 1) splashes of toxic or corrosive chemicals, hot liquids, molten metals, 2) flying objects, 3) fumes, gases, vapors, and mists of toxic or corrosive chemicals, and 4) light radiation: comply with ANSI Z87.1‑1968.  Protective devices can include goggles, face shields, safety glasses, and welding goggles and shields.   

Eye protection with side protection (detachable side protectors are acceptable) will be worn when there is a hazard from flying objects.

HCPSS has a prescription program.  An employee who wears prescription lenses while engaged in operations that involve eye hazards will wear eye protection that incorporates the prescription in its design or will wear eye protection that can be worn over the prescription lenses without disturbing the proper position of the prescription lenses or protective lenses.   Contact the the Safety, Environmental & Risk Management Office for further details and/or to participate.

Hand Protection
Hand protection is required when individuals' hands are exposed to hazards such as those from skin absorption of harmful substances; severe cuts or lacerations;             punctures; thermal burns; and harmful temperature extremes.

Types of gloves may include vinyl, rubber, neoprene, and synthetic gloves when working chemicals;  leather, cotton knitted, wire mesh, and insulated gloves for sharp edged objects and/or extreme temperatures.  Gloves are to be selected on the basis of the material being handled, the particular hazard involved, and their suitability for the operation being conducted.  One type of glove will not work in all situations.

When selecting a type of glove, an individual can refer to a product's MSDS for the recommended glove, consult with a glove supplier, and/or contact the Safety, Environmental & Risk Management Office.  The following will be considered when selecting a glove: select most appropriate gloves for a particular application. Know the performance characteristics of gloves relative to the specific hazard.  Determine how long it can be worn and whether it can be reused.  The work activities should be reviewed to determine the degree of dexterity required, the duration, frequency, and degree of exposure of the hazard and the physical stresses that will be applied.

Gloves should be inspected before each use for discoloration, punctures, and tears.  Gloves should be replaced periodically, depending on frequency of use and permeability to the substance handled.  Do not wear gloves around moving machinery.

Respiratory Protection
A separate law and HCPSS program addresses the use of respirators.  Based on the current curriculum it is not likely that an employee will encounter exposures above permissible exposure levels where a respirator would be required.  

Respirators are meant to protect against gases, particles /dusts, fumes, vapors, and mists.  The Safety, Environmental & Risk Management Office will be contacted should an employee request the use of a respirator.  Respirators will be provided when such equipment is necessary to protect the health of the employee.  The respiratory program consists of the following components:

•Employees must request the use of a respirator so that an exposure   assessment can be conducted.  

•The components of the respiratory program consist of responsibilities, hazard assessment, medical screening, proper respirator selection, training, maintenance and care, fit testing, and issuance of respirators. 

If any part of this program that is not followed, an individual’s health may be at risk by the following examples:

· A respirator offers no protection if not properly selected, fitted, or properly maintained.

A filtering face piece or dust mask (does not consist of cartridge attachments) can be  worn voluntarily by employees to address nuisance/comfort concerns without following every component of the respiratory program.  Before an employee uses a dust mask, they will read instructions provided by manufacturer and be given OSHA's Appendix D, "Mandatory Information for Employees Using Respirators When Not Required Under Standard."  

Hearing Protection
A separate law and HCPSS program addresses noise exposures.  Contact the Safety, Environmental & Risk Management Office to perform a noise survey should you have concerns regarding noise exposure.  Noise that damages the hearing is based on intensity of the sound (decibels ‑ dB) and duration of exposure.  Listed below is OSHA's permissible noise exposures:

duration per day, hours


dB Level

8 .........................................  90

6 .........................................  92

4 .........................................  95

2 .........................................  97

1.5 ......................................  100

1 .........................................  105

.5 ........................................  110

When subjected to sound exceeding permissible limits administrative or engineering controls, hearing, protection will be utilized.  If such controls fail, hearing protective equipment is to be provided and used to reduce sound levels within levels listed above.  Employees exposed to an 8 ‑ hour time weighted average of 85 dB will be included in HCPSS's Hearing Conservation Program.  

Protective equipment includes ear muffs and earplugs (disposable/ form able preferred).  Read information regarding the protective device to ensure proper use and care.  Reusing or sharing disposable earplugs can cause possible ear infections.  If unsure on use contact the Safety and Insurance for further assistance. 

Clean up Practices

Keeping the Technology Lab clean is important for the safety of the students and Teacher.  When a Lab is allowed to be dirty, it is also allowed to be unsafe.
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General Safety Practices

General Safety Practices
The use of the Technology Lab is a privilege.  Therefore, the following safety practices must be followed at all times.  
10. Follow all directions first time given.

11. Be courteous in language and actions.

12. Be on time and prepared to participate.

13. Respect other people and their property.
14.  Eye protection must be worn while students are processing materials.

15. Running and playing is not allowed in the Technology Lab.

16. Throwing any object in the Technology Lab is not allowed.

17. Students will only be able to use tools and machines while the Technology Teacher is in the Lab.

18. Students should wear clothing that protects their arms, legs, and feet from injury.

19. Students must pass all tool and machine tests with 100% accuracy before they are allowed to use them.

20. Keep the floor and working surfaces clean and dry at all times.

21. Hair that presents a safety hazard must be tied back.

22. Respect all tools and machines.

23. When in doubt, ask your teacher.

24. Report any incident to the Teacher.
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Hand Tool Safety Practices

Hand Tool Safety Practices

General Safe Practices

When using any hand tool safety is the most important thing to keep in mind.  To prevent injury to the hands, arms, legs, feet, eyes, body, or head the following steps must always be followed.

· Always wear eye protection when using any tool.

· Remove all rings, watches or other items around your wrists.

· Wear shoes that have a covered toe and heel.

· Never carry any tool in your pocket.

· Always watch out for other people.

· Look at what you are doing before you do it.

· Treat all tools with respect.

· Do not use any tool as a weapon or toy.

Layout Tools
Layout tools are those tools that are used to determine the geometric properties of a piece of material.  These properties include the length, width, height, or center of an object.  Using the tools correctly will keep you safe from injury and provide for a better project.

· Carry all layout tools with sharp points toward the floor.  

· Be careful not to hit the blade of the layout tool against anything.

· Any adjusting screw should only be finger tight.

· Do not open any tool beyond its usable setting.

· Close all layout tools carefully.  Do not let them slam shut.

Cutting Tools

Cutting tools are those tools that are used to cut material to size.  

· Carry all cutting tools down and with the blade away from your leg.

· Before cutting, make sure your material is securely fastened to the table.

· Before cutting, make sure everyone is clear of the cutting stroke.

· Before cutting, be sure to check that you will not cut into the table top.

· Before cutting, be sure to have safety glasses on.

· While cutting, stand with your feet firmly on the floor.

· While cutting, do not talk to anyone.  Keep your mind focused on the task.

· After making a cut, place the saw on the table with the blade away from everyone.

· After cutting, pick up any scrap pieces off the floor.

· After cutting, un-clamp any material from the table.

· After cutting, carefully return the saw to the tool cabinet.

Drilling Tools
Drilling tools are used to drill a hole into or through a piece of material.

· Carry all drilling tools down and without a bit in the chuck.

· Before drilling, make sure your material is securely fastened to the table.

· Before drilling, make sure everyone is clear.

· Before drilling, be sure to check that you will not drill into the table top.

· Before drilling, be sure to have safety glasses on.

· While drilling, stand with your feet firmly on the floor.

· While drilling, do not talk to anyone.  Keep your mind focused on the task.

· After drilling, place the drill on the table with the bit away from everyone.

· After drilling, un-clamp any material from the table.

· After drilling, carefully return the drill and bit to the tool cabinet.

Shaping tools
Shaping tools are used to shape the material to its final desired shape.

· Carry all shaping tools down and away from your body.

· Before shaping, make sure your material is securely fastened to the table.

· Before shaping, make sure everyone is clear.

· Before shaping, be sure to check that you will not cut into the table top.

· Before shaping, be sure to have safety glasses on.

· While shaping, stand with your feet firmly on the floor or sitting on a stool.

· While shaping, do not talk to anyone.  Keep your mind focused on the task.

· After shaping, place the tool on the table with the cutting edge away from everyone.

· After shaping, un-clamp any material from the table.

· After shaping, carefully return the tool  to the tool cabinet.

Hand Tool Safety Practices Test

Name______________________________ Date_____________________

In the space provided, write true if the statement is true or false if the statement is false.

25. Always wear eye protection when using any tool.

26. Remove all rings, watches or other items around your wrists.

_________
3.
Wear shoes that have a covered toe and heel.

_________
4.
Carry tools in your pocket.

_________
5.
Treat all tools with respect.

_________
6.
Carry all tools down and with the blade away from your leg.

_________
7.
Hold material in your hand while cutting, drilling or shaping.

_________
8.
Before using a hand tool make sure everyone is clear.

_________
9.
It is ok to cut or drill in the table top.

_________
10.
You should cut or drill while standing with your feet firmly on the floor.

_________
11.
While using a tool, do not talk to anyone.

_________
12.
Place the tools on the table with the cutting edge away from everyone.

_________
13.
Be sure to clean up after you have finished using any tool.

_________
14.
After using a tool carefully return it to the tool cabinet.

_____________________________________________________________________

I have been given instruction on the safe use of the hand tools in this Technology Lab and I agree to follow all safety practices while using any hand tool.

Signature____________________________________

Hand Tool Safety Practices Test

Name_______ANSWER KEY______

In the space provided, write true if the statement is true or false if the statement is false.

27. Always wear eye protection, when using any tool.

28. Remove all rings, watches or other items around your wrists.

TRUE_____
3.
Wear shoes that have a covered toe and heel.

FALSE____
4.
Carry tools in your pocket.

TRUE_____
5.
Treat all tools with respect.

TRUE_____
6.
Carry all tools down and with the blade away from your leg.

FALSE____
7.
Hold material in your hand while cutting, drilling or shaping.

TRUE_____
8.
Before using a hand tool make sure everyone is clear.

FALSE____
9.
It is ok to cut or drill in the table top.

TRUE_____
10.
You should cut or drill while standing with your feet firmly on the floor.

TRUE_____
11.
While using a tool, do not talk to anyone.

TRUE_____
12.
Place the tools on the table with the cutting edge away from everyone.

TRUE_____
13.
Be sure to clean up after you have finished using any tool.

TRUE_____
14.
After using a tool carefully return it to the tool cabinet.

_____________________________________________________________________
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Machine Safety Practices
Machine Safety Practices
Lockout / Tagout
A separate law and Howard County Public School System program addresses this topic in more detail.  The program covers the servicing and maintenance of machines and equipment in which the unexpected start up of the machine or equipment, or release of stored energy can cause injury.  In addition, when stationary equipment is temporarily out of service (i.e. an inoperable, missing guard, bad belt), this program can assist within preventing incidental operation or tampering of equipment.

Technology Education personnel must be familiar with this program because individuals may come across another department's lockout / tagout device.  An example would be Building Services or even outside contractor servicing equipment (spray booth, dust collectors) within their laboratory.  Once a device is observed, personnel are not to tamper, remove or start up equipment tagged with a lockout / tagout device.  If not abided by, personnel working on equipment could be seriously injured.

Hazardous energies to be considered and controlled before servicing include electrical, gravity, mechanical, pneumatic, thermal, water pressure, hydraulic, gas, stored (springs, capacitors), steam.

General energy control procedure will be followed during servicing and/or maintenance of equipment.  The basic steps are:

1.
Prepare for equipment shutdowns by identifying the types of energies and 

methods to control energies involved with the job task. 

2.
Shutdown equipment.

3.
Isolate equipment from associated hazardous energies.

4.
Apply lockout / tagout devices.

5. 
Verify equipment energy sources are isolated before starting work on 

equipment.

6.
Control stored energy (relieve, disconnect, restrain, purge, block, bleed.)

7. 
Perform work activities.

8.
Remove lockout / tagout devices and restore energies.

Cord and plug equipment are excluded from coverage if they meet two requirements.  First, energy to the equipment must be completely removed by unplugging.  Second, the employee performing the service work must have the plug under their exclusive control.

Maintenance of Lab Equipment
The type and frequency of maintenance for the lab and its equipment are dependent upon the maintenance of tools, machines, and general lab safety concerns.   Daily and periodic inspections can be assisted by twice a year inspection. 

A lab should be well maintained in order to provide a safe learning environment.  In order to succeed an individual should know how and whom to contact for assistance in correcting items, how to identify deficiencies, and how to achieve this environment,  to work and maintain equipment within the laboratory. 

Building Services:

· Assist with mechanical deficiencies and preventive maintenance of equipment that are part of the physical structure of the building or classroom.  This includes dust collector systems and spray booths.

· Building Services Heating, Ventilation and Air Conditioning shop is to be contacted to collect debris from dust collector containers/drums.


· Submit a Maintenance Service Request form to Building Services in order to have work performed.  This is accomplished by obtaining form and signature from your school's administration.

Safety, Environmental and Risk Management Office:
· Provides support to correct safety and environmental concerns.

· May assist or provide assessments such as airflow measurements.

Technology Education Office

· Teachers are to contact the Technology Education Office when they are not able to make repair and the situation hinders the safety and education of students.  

· The Technology Education Office will obtain the services of a contractor to service and repair equipment not addressed.
Spray Booth
Spray booths are to be inspected for proper operation at least quarterly.  The flow rate of air for the spray booths found in a technology laboratory must have corrective action if the air flow is less than 100 cubic feet per minute.  Flow rates under that may not be strong enough to collect the mist/spray and air flows greater may cause air currents to direct spray/mist back to the operator.

A quantitative testing procedure consist of using a velometer to measure points of airflow at the hood of the spray booth. 

A qualitative test consists of using smoke (i.e., smoke tubes) to visually see the smoke movement and to calculate an estimated flow rate through the face of the booth.  Release a puff of smoke two feet away from face of hood. Time how long plume takes to enter hood.  Calculate velocity in feet per minute.

An efficient motor, wires reversed, worn belt, clogged filters, or leaks in the duct are possible cause for flow rate reduction through the face of the booth.

Dust Collectors
There are a few types of dust collector systems within the school system and each may be maintained in differently.   Preventive maintenance or repairs can be reported to the Building Services Manager, especially maintenance of filters.  It is important for teachers to learn how the system operates and how they can assist to maintain its integrity.  When filters are damaged, it allows for debris to enter the classroom via the makeup air.  The damage may be a result of manually trying to clean the filters instead of using the automated filter shaker.

Hopper bins that collect the debris fallout from the system will be emptied as needed.  Not removing debris from containers will result in the backup of debris into the housing of the dust collector's blower and eventually into the duct work.  As a result, there is an increase risk of a fire, reduces efficiency of the system.

Dust collectors that have experienced a blockage due to large pieces of the debris entering the system may shorten the life of the system.

Machines ‑ 

Hand and Power Tools Properly maintain equipment by preventive performing maintenance activities and routine and/or periodic inspections.  Damaged equipment is to be tagged and removed from service.  Examples may include worn belts, dull bits or blades, electrical (frayed cords, ground wire on a plug), cracked hand tool handles.  Notify Technology Education office of repairs that cannot be made by teacher major repairs that require 

Scroll Saw

The following rules must be followed at all times while operating the Scroll Saw.

29. Read and understand all safety rules before operating the Scroll Saw.

30. Always wear safety glasses while operating the Scroll Saw.

31. Check to insure that all the safety guards are in place and working correctly.

32. Have all cut lines clearly marked before operating the Scroll Saw.

33. Stand directly in front of the Scroll Saw with both feet on the floor,

34. Hold the material away from the blade before you turn on the Scroll Saw.

35. Hold the material firmly on the table while cutting on the Scroll Saw.

36. Do not talk to others whiles operating the Scroll Saw.

37. Keep your fingers away from the cut line and blade.

38. When cutting a tight curve, push the work piece slowly without twisting or bending the blade.

39. Turn off the Scroll Saw when finished cutting.

40. Wait for the Scroll Saw to come to a complete stop before cleaning it.

41. Clean up all scraps and dust from the Scroll Saw before you leave it.

42. Never cut material that is round.

43. Check all material for foreign objects before cutting.

Drill Press

The following rules must be followed at all times while operating the Drill Press.

44. Read and understand all safety rules before operating the Drill Press.

45. Always wear safety glasses while operating the Drill Press.

46. Check to insure that all the safety guards are in place and working correctly.

47. Use the correct speed for the size of hole and hardness of material.

48. Center punch all holes before they are drilled.

49. Check the drill bit to insure that it is not bent, or broken.

50. Remove the chuck key from the chuck prior to operating the Drill Press.

51. Use a clamp to secure material on the table.

52. All material should extend to the left.

53. Use a scrap piece of wood underneath your work piece to avoid drilling into the table top.

54. Make all adjustments to the Drill Press with the power off.

55. Set the depth stop to the correct depth prior to operating the Drill Press.

56. Stand directly in front of the Drill Press.

57. Do not force the bit into the work piece.

58. Remove the drill bit from the chuck before you leave the Drill Press.

Sander

The following rules must be followed at all times while operating the Sander.
59. Read and understand all safety rules before operating the Sander.

60. Always wear safety glasses while operating the Sander.

61. Check to insure that all the safety guards are in place and working correctly.

62. Make sure the sanding belts and disks are not loose or torn.

63. Lock the table in place.

64. Keep hands and fingers away from sanding belts and disks to avoid abrasive burns.

65. Let the Sander come to full operating speed before place the work piece against the sanding surface.

66. Hold the material firmly against the table, not in the air.

67. Sand only pieces that are large enough to be held by two hands.

68. Stand directly in front of the sanding surface that you are using.

69. Turn off the Sander and wait for it to come to a complete stop before you clean it.

70. Clean the Sander of dust before you leave it.

Band Saw

The following rules must be followed at all times while operating the Band Saw.
71. Read and understand all safety rules before operating the Band Saw.

72. Always wear safety glasses while operating the Band Saw.

73. Have all cut lines clearly marked before operating the Band Saw.

74. Stand directly in front of the Band Saw with both feet on the floor,

75. Hold the material away from the blade before you turn on the Band Saw.

76. Hold the material firmly on the table while cutting on the Band Saw.

77. Do not talk to others whiles operating the Band Saw.

78. Keep your fingers away from the cut line and blade.

79. When cutting a tight curve, first cut relief cuts then push the work piece slowly without twisting or bending the blade.

80. Do not cut an inside radius larger than 4 times the blade width.

81. Turn off the Band Saw when finished cutting.

82. Wait for the Band Saw to come to a complete stop before cleaning it.

83. Clean up all scraps and dust from the Band Saw before you leave it.

84. Never cut material that is round.

85. Check all material for foreign objects before cutting.

86. Set the upper blade guide 1/8 of an inch above the piece to be cut.

87. Check to insure that all the safety guards are in place and working correctly.

Scroll Saw Safety Practices Test

Name______________________________ Date_____________________

In the space provided, write true if the statement is true or false if the statement is false.

88. Always wear safety glasses while operating the Scroll Saw.

89. The safety guards do not need to be in place.

_________
3.
Have all cut lines clearly marked before operating the Scroll Saw.

_________
4.
Stand directly in front of the Scroll Saw with both feet on the floor.

_________
5.
Hold the material against the blade before you turn on the Saw.

_________
6.
Hold the material firmly on the table while cutting on the Saw.

_________
7.
Talk to others while operating the Scroll Saw.

_________
8.
Check all material for foreign objects before cutting.

_________
9.
Keep your fingers near the cut line and blade.

_________
10.
When cutting a tight curve, push the work piece slowly while twisting and bending the blade.

_________
11.
Turn off the Scroll Saw when finished cutting.

_________
12.
Wait for the Scroll Saw to come to a complete stop before cleaning and removing scraps and dust from it.

_________
13.
Never cut material that is round.

_____________________________________________________________________

I have been given instruction on the safe use of the Scroll Saw in this Technology Lab and I agree to follow all safety practices while using it.

Signature____________________________________
Drill Press Safety Practices Test

Name______________________________ Date_____________________

In the space provided, write true if the statement is true or false if the statement is false.

90. Always wear safety glasses while operating the Drill Press.

91. Check to insure that all the safety guards are in place.

_________
3.
Use the correct speed for the size of the hole.

_________
4.
Leave the drill bit in the chuck as you leave the Drill Press.

_________
5.
Center punch all holes before they are drilled.

_________
6.
Check the drill bit to insure that it is not bent, or broken.

_________
7.
Remove the chuck key from the chuck prior to starting the Drill Press.

_________
8.
Use a clamp to secure material on the table.

_________
9.
All material should extend to the left.

_________
10.
Use a scrap piece of wood underneath your work piece to avoid drilling into the table top.

_________
11.
Make  adjustments to the Drill Press with the power on.

_________
12.
Set the depth stop to the correct depth prior to operating the Drill Press.

_________
13.
Stand directly in front of the Drill Press.

_________
14.
Do not force the bit into the work piece.

_____________________________________________________________________

I have been given instruction on the safe use of the Drill Press in this Technology Lab and I agree to follow all safety practices while using it.

Signature____________________________________
Sander Safety Practices Test

Name______________________________ Date_____________________

In the space provided, write true if the statement is true or false if the statement is false.

_________      1.Always wear eye protection when using any tool.

_________      2. Check to insure that all the safety guards are near the machine.

_________
3.
You may use the Sander if the sanding belt or disk is loose or torn.

_________
4.
Lock the table in place.

_________
5.
Keep hands and fingers away from sanding belts and disks to avoid abrasive burns.

_________
6.
Let the Sander come to full operating speed before place the work piece against the sanding surface.

_________
7.
Hold the material firmly against the table, not in the air. 

_________
8.
Sand only pieces that are large enough to be held by two hands.

_________
9.
Stand to the side of the sanding surface that you are using.

_________
10.
Turn off the Sander and wait for it to come to a complete stop before you clean it.

_________
11.
While using the sander, do not talk to anyone.

_________
12.
Clean the Sander of dust before you leave it.

.

_____________________________________________________________________

I have been given instruction on the safe use of the Sander in this Technology Lab and I agree to follow all safety practices while using it.

Signature____________________________________
Band Saw Safety Practices Test

Name______________________________ Date_____________________

In the space provided, write true if the statement is true or false if the statement is false.

92. Always wear eye protection when using any tool.

93. Have all cut lines clearly marked before operating the Band Saw.

_________
3.
Stand directly in front of the Band Saw with both feet on the floor.

_________
4.
Hold the material on the blade before you turn on the Band Saw.

_________
5.
Hold the material loosely on the table while making a  cut.

_________
6.
Do not talk to others whiles operating the Band Saw.

_________
7.
Keep your fingers away from the cut line and blade.

_________
8.
When cutting a tight curve, first cut relief cuts then push the work piece slowly without twisting or bending the blade.

_________
9.
Do not cut an inside radius larger than 2 times the blade width.

_________
10.
Wait for the Band Saw to come to a complete stop before removing all scraps and dust from it.

_________
11.
Set the upper blade guide 8 inches above the piece to be cut.

_________
12.
Never cut material that is round.

_________
13.
Check all material for foreign objects before cutting.

__________________________________________________________________

I have been given instruction on the safe use of the Band Saw in this Technology Lab and I agree to follow all safety practices while using it.

Signature____________________________________
Scroll Saw Safety Practices Test

Name_______ANSWER KEY_________

In the space provided, write true if the statement is true or false if the statement is false.

94. Always wear safety glasses while operating the Scroll Saw.

95. The safety guards do not need to be in place.

TRUE_____
3.
Have all cut lines clearly marked before operating the Scroll Saw.

TRUE_____
4.
Stand directly in front of the Scroll Saw with both feet on the floor.

FALSE____
5.
Hold the material against the blade before you turn on the Saw.

TRUE_____
6.
Hold the material firmly on the table while cutting on the Saw.

FALSE____
7.
Talk to others while operating the Scroll Saw.

TRUE_____
8.
Check all material for foreign objects before cutting.

FALSE____
9.
Keep your fingers near the cut line and blade.

FALSE____
10.
When cutting a tight curve, push the work piece slowly while twisting and bending the blade.

TRUE_____
11.
Turn off the Scroll Saw when finished cutting.

TRUE_____
12.
Wait for the Scroll Saw to come to a complete stop before cleaning and removing scraps and dust from it.

TRUE_____
13.
Never cut material that is round.

_____________________________________________________________________

Drill Press Safety Practices Test

Name________ANSWER KEY_______

In the space provided, write true if the statement is true or false if the statement is false.

96. Always wear safety glasses while operating the Drill Press.

97. Check to insure that all the safety guards are in place.

TRUE_____
3.
Use the correct speed for the size of the hole.

FALSE____
4.
Leave the drill bit in the chuck as you leave the Drill Press.

TRUE_____
5.
Center punch all holes before they are drilled.

TRUE_____
6.
Check the drill bit to insure that it is not bent, or broken.

TRUE_____
7.
Remove the chuck key from the chuck prior to starting the Drill Press.

TRUE_____
8.
Use a clamp to secure material on the table.

TRUE_____
9.
All material should extend to the left.

TRUE_____
10.
Use a scrap piece of wood underneath your work piece to avoid drilling into the table top.

FALSE____
11.
Make  adjustments to the Drill Press with the power on.

TRUE_____
12.
Set the depth stop to the correct depth prior to operating the Drill Press.

TRUE_____
13.
Stand directly in front of the Drill Press.

TRUE_____
14.
Do not force the bit into the work piece.

_____________________________________________________________________

Sander Safety Practices Test

Name_______ANSWER KEY______

In the space provided, write true if the statement is true or false if the statement is false.

98. Always wear eye protection when using the Sander.

99. Check to insure that all the safety guards are near the machine.

FALSE____
3.
You may use the Sander if the sanding belt or disk is loose or torn.

TRUE_____
4.
Lock the table in place.

TRUE_____
5.
Keep hands and fingers away from sanding belts and disks to avoid abrasive burns.

TRUE_____
6.
Let the Sander come to full operating speed before place the work piece against the sanding surface.

TRUE_____
7.
Hold the material firmly against the table, not in the air. 

TRUE_____
8.
Sand only pieces that are large enough to be held by two hands.

FALSE____
9.
Stand to the side of the sanding surface that you are using.

TRUE_____
10.
Turn off the Sander and wait for it to come to a complete stop before you clean it.

TRUE_____
11.
While using the sander, do not talk to anyone.

TRUE_____
12.
Clean the Sander of dust before you leave it.

.

_____________________________________________________________________

Band Saw Safety Practices Test

Name_______ANSWER KEY______

In the space provided, write true if the statement is true or false if the statement is false.

100. Always wear eye protection when using the Band Saw.

101. Have all cut lines clearly marked before operating the Band Saw.

TRUE_____
3.
Stand directly in front of the Band Saw with both feet on the floor.

FALSE____
4.
Hold the material on the blade before you turn on the Band Saw.

FALSE____
5.
Hold the material loosely on the table while making a  cut.

TRUE_____
6.
Do not talk to others whiles operating the Band Saw.

TRUE_____
7.
Keep your fingers away from the cut line and blade.

TRUE_____
8.
When cutting a tight curve, first cut relief cuts then push the work piece slowly without twisting or bending the blade.

FALSE____
9.
Do not cut an inside radius larger than 2 times the blade width.

TRUE_____
10.
Wait for the Band Saw to come to a complete stop before removing all scraps and dust from it.

FALSE____
11.
Set the upper blade guide 8 inches above the piece to be cut.

TRUE_____
12.
Never cut material that is round.

TRUE_____
13.
Check all material for foreign objects before cutting.

__________________________________________________________________
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Type of Incidents
Type of Incidents
Blood Borne Pathogens
Many incidents cause a person to bleed.  Even the smallest amount of blood should be treated with great care.  Positions specifically trainined under Howard County Public School System Board of Education Policy to address such incidents are health assistants, custodians, and coaches.  It is recommended that students having incidents involving body fluids be sent to the health room for treatment and clean-up preformed by custodial staff.  This is Howard County Public School System Policy 4113.

Struck Against
A person that is involved in this type of incident was in motion.  The object that they strike is usually solid and fixed in place.  This does not include striking against something resulting from a fall.  

Struck By

A person that is involved in this type of incident is struck by something moving.  The person is usually sitting or standing.  It is the object that is moving that causes the incident.  

Pinched or Caught in or Between

A person that is involved in this type of incident has had a part of the body pinched or crushed between two objects.  This is a nonimpact injury.  The objects that caused the injury may or may not be moving.  

Puncture of the Skin or Eye

A person that is involved in this type of incident has had a piece of material penetrate the skin or eye.  This is a nonimpact injury.  The material enters the skin or eye by stepping, kneeling, or getting too, close to a sharp object.

Fall of a Person
The first type of fall involves a person falling from the same level.  A person that is involved in this type of incident has tripped or stumbled and has come in contact with another object.  Note that this type of fall as the root cause of incidents when more than one event has occurred.  This excludes falls as a result from overexertion.

The second type of fall involves a person falling from a different level.  A person that is involved in this type of incident has fallen to a lower level.  This type of fall is to be noted as the root cause of incidents when more than one event has occurred.

Bodily Reaction of Person
A person that is involved in this type of incident has sprained, strained, ruptured or caused other internal injuries as a result from overexertion, unsafe posture, sudden noise, fright, pulling, pushing, lifting or other efforts to regain balance.  

Contact with Electrical Current

A person that is involved in this type of incident has come in contact with electrical current.  This is a nonimpact injury.  This covers cases where electrical shock, electrocution, or burning has resulted from contact with live electrical conductors.

Contact with Temperature Extremes

A person that is involved in this type of incident has come in contact with molten metal, hot or cold surfaces, or fluids.  This is a nonimpact injury.  This covers cases where a person has sustained a burn or frostbite as a result of contact with  molten metal, hot or cold surfaces, or fluids.  It does not cover injury as a result from sun burns or other burns caused by radiation or toxic or caustic substances.

Contact with Radiation, Toxic, Caustic, and Noxious Substances

A person that is involved in this type of incident has inhaled, ingested, or absorbed a harmful substance.  This is a nonimpact injury.  This includes asphyxiation, infection, exposure to sun’s rays or other forms of radiation.  This does not include burning or freezing as a result of contact from extreme temperatures of contact from a live electrical conductor.

Information in this part is taken from: State of Maryland, Department of Labor and Industry, Safety Engineering and Education Division, Baltimore, Maryland
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Incident Reporting
Incident Investigation

Incidents that result in injury or as near misses are to be reviewed in order to correct concerns and prevent a future incident.  The extent of the review depends on the severity of the incident, expertise, and personnel involved with corrective action.  This can include Technology Education staff, school administration, the Safety, Environmental & Risk Management Office and Building Services.

Key things to remember when conducting an incident investigation:

102. Do not place blame.

103. Conduct as soon as possible before facts become vague.

104. Collect information from other people that may have witnessed the incident.  Ask who, what, where, when, and how.

105. If a machine is involved, do not touch the machine until the investigation is over.

106. Keep and maintain a copy of all items related to the incident.

Student Injury

Report student incidents that result in injury to the Safety and Insurance Office and school principal.  Use the Howard County Public School System Standard Accident Report for Students form.  The form is to be completed and forwarded within 48 hours of the incident.  Forms can be obtained from the school’s front office.

Students having injuries requiring first aid or medical evaluation are to be sent to the health room.

Employee Injury
For complete details, employees are to be aware of Howard County Public School System’s incident reporting and worker compensation procedures.  These procedures are found in the Procedures for Workers Compensation and Employee Incident Reports located in the front office of your school.

An Howard County Public School System employee will complete and submit an Employee Incident Report Form if injured or have an incident that may result in future complications needing medical attention.  A Workers Compensation First Report of Injury Form will be completed and submitted when incidents involve medical attention and lost time.

The above forms will be submitted to the the Safety, Environmental & Risk Management Office within 48 hours and are available through the school’s front office.
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House Keeping

General House Keeping

Keeping the Technology Lab clean is an important factor in protecting the safety and health of students and staff.  When a lab is allowed to be dirty, it is also allowed to be unsafe.  Proper housekeeping will assist with reducing potential fire hazards, exposures to contaminants, and injuries due to trips, slips, and falls.

The ten DO’s of good house keeping:

107. Do keep all flammable materials such as paints and thinners in as Underwriters Laboratory (UL) approved flammable storage cabinet.

108. Do place all oily or paint soaked rags into a non-combustible self closing waste can.  Have contents emptied daily.

109. Do use dust collectors for small dust when cleaning lab floors.  

110. Do use a vacuum to clean equipment and clothing.  The use of compressed air to clean equipment and clothing is prohibited.

111. Do use a clean-up chart and daily routines to keep the lab clean.

112. Do clean-up spills as soon as they happen.  

113. Do keep lids on all containers closed tightly when not in use.

114. Do clean out bins and motor housings of machines.

115. Do let your custodians know when the dust collector is full.

116. Do dust the walls, and all horizontal surfaces.

TECHNOLOGY EDUCATION 

STUDENT ORGANIZATION AND DAILY ROUTINES
STUDENT 

SUPERINTENDENT

Classroom Foreman

Lab Foreman

Materials

Work Surfaces

Hand Tools

Production Foreman

Substitutes

Vacuum

Sinks

Computers

Safety Glasses

Dust Pans

Finishes/Brushes

Glue

Drafting Tools

Desks

Information

Drill Press

Floors Sweepers

Scroll Saws

Stools

\

Job Descriptions

SUPERINTENDENT


117. Responsible for the completion daily routines.

118. Assigns substitutes for those that are absent.

119. Reports any problem to the Teacher.

120. Reports to the teacher when clean-up is finished.

Classroom Foreman


121. Helps in the clean-up process.

122. Responsible for assigned crew.

123. Reports to the Superintendent when area is clean.

124. Reports crew member absent from duties to Superintendent.

Materials


125. At the start of class, pass out materials to group leaders.

126. At the end of class, collect all materials that are being used on projects and puts it in appropriate place.

127. Gathers all usable scrap and places it in appropriate places.

Information


128. At the start of class, pass out Activity Packets and other handouts.

129. At the end of class, collect all Activity Packets.

Desks


130. Aligns students desks.

131. Cleans out any trash or paper from inside desks.

Drafting Tools



132. At the start of class, take inventory of drafting tools.  Report missing items to Classroom Foreman.

133. At the end of class, take inventory of drafting tools.  Insure all tools are arranged neatly.  Report any missing tool to the Classroom Foreman.

Safety Glasses


134. At the start of class, take inventory of safety glasses.  Report any missing glasses to the Classroom Foreman.

135. At the end of class, take inventory of safety glasses.  Report any missing or damaged glasses to the Classroom Foreman.

Computers


136. At the start of class, check printer for paper.  If needed, add paper.

137. Collect any pages printed from previous class and place in a folder.

138. At the end of class, turn off any computer that is not printing.

139. Check the printer for paper.  If needed, add paper.

Lab Foreman


140. Helps in the clean-up process.

141. Responsible for assigned crews.

142. Reports to the Superintendent when area is clean

143. Reports crew member absent from duties to Superintendent.

Work Surfaces


144. Uses dust brush to clean off work surfaces and side tables.

145. Close all vises.

146. Washes off all glue from work surfaces. 

Stools


147. At the end of class, insure that all stools have been placed on top of the work surfaces.

Floors Sweepers


148. At the end of class, sweeps floor around work area.

149. Sweeps floor throughout desk area.

150. Sweeps floor around Drill Press,  and scroll saw.

151. Sweeps dust into a neat pile.

Dust Pans


152. Uses dust brush to sweep up debris as needed.

153. Keeps usable scraps out of trash.

Sinks


154. Rinses out sinks.

155. Throw away any soiled paper towel.

156. Insure the floor is dry.

157. Make sure all water is turned off.

158. Report any empty paper towel dispenser.



Production Foreman


159. Helps in the clean-up process.

160. Responsible for assigned crew.

161. Reports to the Superintendent when area is clean

162. Reports crew member absent from duties to Superintendent.

Hand Tools


163. At the start of class, take inventory of hand tools.

164. At the end of class, help place hand tools back into tool cabinet.

165. Take final inventory of hand tools.

Scroll Saws


166. At the start of class, check scroll saws for blades.

167. At the end of class, unplug Scroll Saws.

168. Use dust brush to clean around Scroll Saws.  

169. Report any broken blades to Production Foreman.

Drill Press


170. At the start of class, check Drill Press for any special set-ups.

171. At the end of class, take inventory of Drill Bits.

172. Use dust brush and brush all dust from the outside surfaces of the Drill Press.

Glue


173. At the end of class, check all glue bottles for glue.  Fill any empty bottles.

174. Clean off glue bottles from any drips.

175. Use a moist sponge and wipe up any spilled glue.



Finishes/Brushes


176. Wash any brush that has been left dirty with clean fresh water, set aside to dry.

177. Rinse out any container that had been used for paint.  Set aside to dry.

178. Wipe off paint bottles.  Make sure the top is on tight.

179. Replace any paint bottles back into paint locker.

Vacuum


180. Use the vacuum to sweep off scroll saws and drill press.

181. Use the vacuum to sweep the floor around the Drill Press and surrounding areas.

Substitutes



182. Accepts assignments from the Superintendent

183. Fills in for absent students.

184. Provides assistance where needed.
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Hazardous Materials

Hazard Communication / Right to Know

Like other Howard County Public School System departments and offices, the Technology Education has their own specific Hazard Communication Program (HCP).  A HCP is required by law in order to protect employee health and safety.  The law gives employees a way to learn about chemical hazards associated with products they work with and how to work safely with these materials.  The program consist of training and education, labeling, compiling a chemical inventory list, and collection of material safety data sheets (MSDSs).  MSDS’s consist of safety, health, chemical properties, and precaution information regarding the chemical product.

Chemical products shall be purchased from the Technology Education's supply list / contract. The Technology Education Office is to modify the list to keep current with the existing curriculum.  When an order is placed, the purchase order shall indicate for the supplier to submit an MSDS with the order.  Staff may copy the MSDS for their site file.  In any event, a copy of the MSDS shall be submitted to the Safety and Insurance Office.  The copy sent the Safety, Environmental & Risk Management Office is to be noted with department and school to assure proper maintenance of Howard County Public School System's overall  HCP.

It is discouraged for Technology Education staff to purchase products other than supply list / contract.  If this must be done, a MSDS must be obtained and sent to the Safety, Environmental & Risk Management Office.

Please refer to the Technology Education's HCP for further information.  A specific training and education session is required to fulfil the requirements of the law.  The session is offered during new teacher orientation or staff development day.

Waste Disposal
Improper chemical disposal may lead to incidents that negatively affect the safety, employees’ health, or the environment.  

In order to protect employee health and safety and the environment, unfinished chemicals will not be disposed of in the regular trash.  In the month of May, all Technology Education Teachers will receive a chemical inventory list to complete and submit to the Safety and Insurance Office.  The list will include all chemical products that need to be disposed of.  It is the responsibility of the teacher to box all materials in a safe and secure manner.  The materials will be collected and disposed of by an approved environmental company. 
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Safety Inspections
Safety inspections are a vital part of keeping a Technology Lab safe.  While it is the responsibility of the Technology Teacher to keep the lab safe, it is a good idea to enlist the help of others in the school and community to inspect your lab for safety.  The following are some items that may help in the safety inspection program.

· Complete a safety inspection of the Technology Lab once a week. 
· Use a check list to make sure each area and item of the Technology Lab is properly inspected.

· Use an Advisory Committee to help with inspections.  This includes an administrator, another teacher outside of Tech Ed, and a parent when possible.

· Conduct a formal safety inspection at least twice a year.

· Forward all formal safety inspection to the Technology Education Supervisor.

· Report all unsafe items to appropriate people.

Technology Education

Safety Evaluation Report

School________________________________________________________________

Technology Lab________________________________________________________

Teacher_________________________________________ Date:_________________

Advisory Committee_____________________________________________________

_____________________________________________________________________

It is the responsibility of the Teacher to provide a safe learning environment.  This includes monitoring the tools and machines, safety equipment and physical condition of the Lab for any thing that may be unsafe. 
Procedures:

· A safety evaluation will be conducted twice a year in all Technology Education Labs.  Each evaluation must be documented on this form.

· In September, teachers will evaluate the lab in which they teach.  

· In February, an Advisory Committee will evaluate each lab.  The Advisory Committee will be made up of two teachers, an administrator and a parent in the community.  One of the teachers should be the Technology Teacher.

· All completed safety evaluations must be forwarded to the Technology Education Supervisor.  A copy of the evaluation should be kept at the school.

· Teachers are responsible to immediately correct any housekeeping deficiencies.

· The Technology Education Supervisor is responsible for insuring that all non-housekeeping deficiencies are corrected in a timely manor.

· All evaluations will be kept on file for two years.  

Directions

In the space provided, place a check in the appropriate box.  

S = Safe, no attention at this time needed.

U = Unsafe.  Attention required.

N = Not Applicable for this lab.

Sept. = Evaluation in September.  Feb. = Evaluation in February.

	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	




Technology Lab
1.  Ample space is provided for machines and other equipment.
2.  Work tables are secured to the floor and table tops are secured to legs or bases.

3.  Permanently placed machines are fastened to the floor or bench.

4.  Safety zones are clearly marked around each piece of equipment.

5.  Safety posters are posted around each piece of fixed equipment.

	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


6.  Approved eye protection equipment is worn by each person who enters a laboratory where material is being formed or separated.

7. Eye protection equipment is properly maintained.
8.  Face shields are worn when working with hot metal or power driven machines.

9.  Machine guards are utilized.

Instruction and Supervision
1.  Safety instruction is a vital part of teaching in each instructional unit.

	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


2.  Safety tests are used to demonstrate students mastery of the safe practices taught in the Technology Lab.

3.  Students are taught emergency evacuation procedures in their first class meeting.

4.  Students are instructed on the procedures to follow in the event of an injury to themselves or others.

5.  First aid personnel are available in the school during school hours.

6. Each class has a student that serves as a safety foreman or inspector.  

7.  A general safe practice handout is given to each student.  This may include a letter to the parents.

8.  Reference to safety posters is made during safety instructions on tools and machines.

9.  Students are only able to use the tools and machines while the Teacher is in the Technology Lab.

	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


Hand Tool and Machine Safety
1.  Hand tools are kept clean, sharp, and in a safe condition free from defects.

 2.  Tool handles are firmly fastened and are free from dirt, oil and grease.

3.  Machine guards are utilized as provided by the manufacturer or purchased by the Technology Education Supervisor.

4.  Grinding wheels are kept in balance.

5.  Machines are adjusted with maximum safety in consideration.

6.  Push sticks are made available for use where appropriate.

7.  Unsafe tools and machines are immediately suspended from student use.

8.  Brushes or vacuums are used to clean equipment.

	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


	S   U  N

	Sept.
	
	
	

	Feb.
	
	
	


Personal Protection and Safety Equipment
1.  Approved eye protection is made available and worn by everyone in the while students are processing materials

2.  Eye protection is kept clean, and replaced when vision is impaired or glasses have been broken.

3.  Face shields are worn by the operator of all power driven machines.

4.  Personal protective equipment is provided and used where required.

5.  Students follow instructions relating to personal protection.  Removing rings, watches and other jewelry, correcting lose fitting clothes, rolling sleeves above elbows, wearing safe foot wear, tying back long hair.

Electrical Safety

1.  All machines and tools are properly grounded.
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2.  All outlets are properly grounded.

3.  All electrical control switches are within easy reach of the operator.

4.  All electrical boxes in the classroom are kept closed.

5.  All permanently wired machines are wired with magnetic starters.

6.  All permanently wired machines are connected through a circuit breaker or disconnect switches.

7.  Rooms where power tools are operated, have power safety cut switches clearly marked, and reset access by the teacher only.

8.  All extension cords are grounded and kept in a safe condition.  
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Fire Safety and Prevention

1.  Each lab has at least one fire extinguisher.

2.  Each fire extinguisher is of the correct type suitable for electrical fires.

3.  Fire extinguishers are serviced annually and checked monthly for broken seals.

4.  Flammable liquids are kept in a flame resistant cabinets provided by the Technology Education Supervisor.

5.  Oily rags and other materials subject to spontaneous combustion are kept separate in closed metal containers.  

6.  Containers with materials subject to spontaneous combustion are emptied daily.

7.  Fire evacuation plans are clearly posted and practiced.

8. The lab is in compliance with Fire Marshal inspections.

Recommendations and comments:        
Describe the plan of action that will take place to correct any items that have been checked unsafe.  Provide a date that items will be made safe.  Report corrections to the Technology Education Supervisor.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Appendix
Forms

Request for Change in Safety Resource Guide

Anyone that reads and uses this Safety Resource Guide may at any time request that a change be made to this document at any time.   All requests for a change in the Resource Guide will be reviewed during the first week of September and the First week of February each school year.  All changes will be forwarded to the teacher within one week of acceptance.  A committee of at least one Technology Teacher, Technology Education Supervisor (or the equivalent), and a representative the Safety, Environmental & Risk Management Office will review all requests, and determine whether or not the change is made.

Complete the following form and send it to the Office of Technology Education.

Name ________________________________________ Date ____________________

School ________________________________________________________________

What item do you feel needs changed? ______________________________________

______________________________________________________________________

______________________________________________________________________

How would you change it? (Be very specific) __________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Why will this change make this Resource Guide better? _________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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Appendix A

Lesson Plans

Developing Student Safety

Objectives:
185. Students will be able to identify the need for safety in the processing of materials.

186. Students will be able to recognize safe practices in the processing of materials.

187. Students will be able to demonstrate an understanding of safe practices in the processing of materials.

Lesson:
Introduction:

As a warm-up question, write the following on the board:

-Describe why it is important to be safe while processing materials.

Warm-up follow up:

Allow enough time for students to respond to the warm-up question.  After they have finished, ask for volunteers to read their response.  After the students have had enough time to volunteer their answers, lead a discussion related to the general safety practices.  It will be important that you talk about each of the practices, but not directly state the practice.

Developing a list of safe practices:

After the warm-up discussion, ask the students for suggestions regarding safe practices in the process of materials.  Lead the discussion by writing the following practice on the board:

-Eye protection must be worn while students are processing  materials.

As the students identify various safe practices, write them on the board.  You may reword their statements to match the general safety practices that are found on General Safety Practices posters. 

Closure:

Restate the need for safety.  Review the general safe practices that you lead the students to create.  Although the list of practices had already been created, the students will believe that they came up with the practices.  

Homework:


Based on one of the general safety practices, which we came up with today, design and create a safety poster.

· The poster must be on an 8 ½ x 11 sheet of paper.

· The poster must have the general safety practice written on it.

· The poster must have a drawing demonstrating the safety practice.

· The poster must be colored.

 *Teacher follow up:

· The next day of class, post the general safety practices near the front of the classroom.  (Generate them into a large poster)

· Collect the safety posters that the students did for homework.  Hang them on the bulletin board.

· Pass out the safety pamphlet.  Have the students take it home and discuss with their parents.

Teaching Safe Tool Practices
In most cases an accident can be prevented.  With proper respect and attitudes toward the safe use of tools, machines, and materials the likelihood of an accident will be greatly reduced. 

Objectives:

188. Students will be able to identify the need for safety while using tools and machines.

189. Students will be able to recognize safe practices while using tools and machines.

190. Students will be able to demonstrate an understanding of safe practices while using tools and machines.

Lesson:

Introduction:

(Depending on the type of tools or machine, which are going to be discussed, prepare all demonstration materials before class.)

As a warm-up question, write the following on the board:

-List three types of injuries that could happen if tool safety is not practiced.

Warm-up follow up:

Allow enough time for students to respond to the warm-up question.  After they have finished, ask for volunteers to read their response.  After the students have had enough time to volunteer their answers, lead a discussion related to the general safety practices.

Developing Tool Safety:

After the warm-up has been discussed, instruct the students that they are going to participate in a demonstration related to tool safety.  Pass out a copy of the safety practices for the tools or machines that will be demonstrated.  Have the students bring their safety glasses and safety practice’s handout as they move to the demonstration area.

Show the students the tools or machine.  Point out the various parts of the tool or machine.  As you demonstrate the safe use of the tool or machine, point out how you are following the stated safe practices found on their handout.

After you have demonstrated the tool or machine, ask for a volunteer to safely use that tool or machine as instructed.  Encourage the other students in the class to point out when a safe practice is not being followed.  When this happens, stop the student from proceeding with their demonstration and enlist suggestions on the appropriate course of action to follow to be safe.  Reassure the student volunteer that the other students are helping the entire class to be safe.

Closure:

After the demonstration of the safe use of the tools or machines, ask questions related to the safe practices found on the student’s handout.

Homework:

Study for a safety test.

*Teacher follow-up:

· The next day of class has the students take and pass the safety test related to the tool or machine that was demonstrated the day before.  

· By the end of class, have the safety tests graded.  Inform those that did not pass the safety test that may retake it at the earliest time possible.

· For those that did not pass the safety test provide the time for re-teaching safety.  

General Safety Practices
The use of the Technology Lab is a privilege.  Therefore, the following safety practices must be followed at all times.  
191. Follow all directions first time given.

192. Be courteous in language and actions.

193. Be on time and prepared to participate.

194. Respect other people and their property.
195.  Eye protection must be worn while students are processing materials.

196. Running and playing is not allowed in the Technology Lab.

197. Throwing any object in the Technology Lab is not allowed.

198. Students will only be able to use tools and machines while the Technology Teacher is in the Lab.

199. Students should wear clothing that protects their arms, legs, and feet from injury.

200. Students must pass all tool and machine tests with 100% accuracy before they are allowed to use them.

201. Keep the floor and working surfaces clean and dry at all times.

202. Hair that presents a safety hazard must be tied back.

203. Respect all tools and machines.

204. When in doubt, ask your teacher.

205. Report any incident to the Teacher.
