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Are your educators properly trained for an 
emergency?
The threat of violence, natural disasters, equipment breakdowns 
and acts of terror are realistic threats in today’s schools. We have 
the tools to help you plan for emergencies and implement 
business contingency action plans.

Have you implemented training to help your 
employees keep students safe and healthy?
Our full suite of GHS compliance and illness prevention resources 
will help bring your hazard communication program into 
compliance and minimize employee and student sick days.

Do your employees have the knowledge to handle 
chemicals and hazardous substances effectively?
Our employee communications toolbox talks and workplace 
posters will give your employees the skills necessary to work with 
chemicals safely and keep students safe.

(909) 466-7876
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Education Employee Safety Manual
 

An Employee Guide to Safety Policies & Procedures 
to Support a Safety-Conscious Work Environment

Provided by: TPG Insurance Services

Legal disclaimer to users of this form employee handbook:
The materials presented herein are for general reference only. Federal, state and/or local laws, or individual circumstances, may 
require the addition of policies, amendment of individual policies, and/or the entire manual to meet specific situations. These 
materials are intended to be used only as guides and should not be used, adopted, or modified without the advice of legal counsel. 
These materials are presented, therefore, with the understanding that  is not engaged in rendering legal, accounting, or other 
professional service. If legal advice or other expert assistance is required, the services of a competent professional should be sought.
© 2006-2012 Zywave, Inc. All rights reserved. 
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Commitment to Safety

 recognizes that our people drive the institution. As the most critical resource, employees will be safeguarded through 
training, provision of appropriate work surroundings and procedures that foster protection of health and safety. All 
work conducted by ’s employees will take into account the intent of this policy. No duty, no matter what its perceived 
result, will be deemed more important than employee health and safety.

 is firmly committed to the safety of our employees. We will do everything possible to prevent workplace accidents 
and we are committed to providing a safe working environment for all employees. 

We value our employees not only as employees but also as human beings critical to the success of their family, the 
local community and . 

Employees are encouraged to report any unsafe work practices or safety hazards encountered on the job. All 
accidents/incidents (no matter how slight) are to be immediately reported to the supervisor.

A key factor in implementing this policy will be the strict compliance to all applicable federal, state, local and  policies 
and procedures. Failure to comply with these policies may result in disciplinary actions.

Respecting this,  will make every reasonable effort to provide a safe and healthful workplace that is free from any 
recognized or known potential hazards. Additionally,  subscribes to these principles:

1. All accidents are preventable through implementation of effective Safety and Health Control policies and 
programs.

2. Safety and health controls are a major part of our work every day.

3. Accident prevention is good business. It minimizes human suffering, promotes better working conditions for 
everyone, holds  in higher regard with customers, and increases productivity. This is why we will comply with all 
safety and health regulations which apply to the course and scope of operations.

4. Management is responsible for providing the safest possible workplace for employees. Consequently, management 
of  is committed to allocating and providing all of the resources needed to promote and effectively implement this 
safety policy.

5. Employees are responsible for following safe work practices and rules, and for preventing accidents and injuries. 
Management will establish lines of communication to solicit and receive comments, information, suggestions and 
assistance from employees where safety and health are concerned.

6. Management and supervisors of  will set an exemplary example with good attitudes and strong commitment to 
safety and health in the workplace. Toward this end, management must monitor institution safety and health 
performance, working environment and conditions to ensure that program objectives are achieved.

7. Our safety program applies to all employees and persons affected or associated in any way by the scope of this 
institution. Everyone’s goal must be to constantly improve safety awareness and to prevent accidents and injuries.

Everyone at  must be involved and committed to safety. This must be a team effort. Together, we can prevent 
accidents and injuries. Together, we can keep each other safe and healthy in the workplace.

President Risk Manager
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Day Care and Preschool Employee Safety Manual
 

An Employee Guide to Safety Policies & Procedures 
to Support a Safety-Conscious Work Environment

Provided by: TPG Insurance Services

Legal disclaimer to users of this form employee handbook:
The materials presented herein are for general reference only. Federal, state and/or local laws, or individual circumstances, may 
require the addition of policies, amendment of individual policies, and/or the entire Handbook to meet specific situations. These 
materials are intended to be used only as guides and should not be used, adopted, or modified without the advice of legal counsel. 
These materials are presented, therefore, with the understanding that the Company is not engaged in rendering legal, accounting, 
or other professional service. If legal advice or other expert assistance is required, the services of a competent professional should 
be sought. © 2008, 2012 Zywave, Inc. All rights reserved. 
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Commitment to Safety

 recognizes that employees drive our business. As the most critical resource, employees will be safeguarded through 
training, provision of appropriate work surroundings and procedures that foster protection of health and safety. All 
work conducted by ’s employees will take into account the intent of this policy. No duty, no matter what its perceived 
result, will be deemed more important than employee health and safety.

 is firmly committed to the safety of our employees.  We will do everything possible to prevent workplace accidents 
and we are committed to providing a safe working environment for all employees. 

We value our employees not only as employees but also as human beings critical to the success of their family, the 
local community and . 

Employees are encouraged to report any unsafe work practices or safety hazards encountered on the job. All 
accidents/incidents (no matter how slight) are to be immediately reported to the supervisor on duty.

A key factor in implementing this policy will be the strict compliance to all applicable federal, state and local policies 
and procedures.  Failure to comply with these policies may result in disciplinary actions.

Respecting this,  will make every reasonable effort to provide a safe and healthful workplace that is free from any 
recognized or known potential hazards. Additionally,  subscribes to these principles:

8. All accidents are preventable through implementation of effective safety and health control policies and programs.

9. Safety and health controls are a major part of our work every day.

10. Accident prevention is good business.  It minimizes human suffering, promotes better working conditions for 
everyone, holds  in higher regard with customers and increases productivity.  This is why  will comply with all 
safety and health regulations which apply to the course and scope of operations.

11. Management is responsible for providing the safest possible workplace for employees. Consequently, management 
of  is committed to allocating and providing all of the resources needed to promote and effectively implement this 
safety policy.

12. Employees are responsible for following safe work practices and company rules, and for preventing accidents and 
injuries. Management will establish lines of communication to solicit and receive comments, information, 
suggestions and assistance from employees where safety and health are concerned.

13. Management and supervisors of  will set an exemplary example with good attitudes and strong commitment to 
safety and health in the workplace. Toward this end, management must monitor company safety and health 
performance, working environment and conditions to ensure that program objectives are achieved.

14. Our safety program applies to all employees and persons affected or associated in any way by the scope of this 
business. Everyone’s goal must be to constantly improve safety awareness and to prevent accidents and injuries.

Everyone at  must be involved and committed to safety. This must be a team effort. Together, we can prevent 
accidents and injuries. Together, we can keep each other safe and healthy in the workplace.

President Risk Manager
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Prepared by TPG Insurance Services
This return to work policy is a guideline to reduce substance abuse in the workplace. It does not address potential compliance issues with Federal, State or local OSHA or any other 
regulatory agency standards. Nor is it meant to be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty representative at TPG Insurance 
Services or legal counsel to address possible compliance requirements. © Zywave, 2001, 2013-2014 Inc. All rights reserved.

POLICY

Return to Work
 

PURPOSE
This policy is in place to ensure  provides meaningful work activity for employees who are temporarily unable to perform all, or 
portions, of their regular work assignments or duties. This policy applies to employees suffering from either work or non-work 
related injury or illness. The goal is to allow valued company employees to return to productive, regular work as quickly as 
possible. By providing temporary transitional or modified work activity, injured employees remain an active and vital part of the 
company. Studies show that a well-constructed Return to Work Policy reduces lost time days, allows workers to recover more 
quickly and makes for a more positive work environment.

SCOPE
All active employees who become temporarily unable to perform their regular job due to a compensable work related or non-
work related injury or illness may be eligible for transitory work duties within the provisions of this program. Return to work 
tasks may be in the form of:

- Changed duties within the scope of the employee’s current position

- Other available jobs for which the employee qualifies outside the scope of his or her current position

- An altered schedule of work hours

DEFINITIONS
- Transitional duty is a therapeutic tool used to accelerate injured employees’ return to work by addressing the physical, 

emotional, attitudinal and environmental factors that otherwise inhibit a prompt return to work. These assignments are 
meant to be temporary and may not last longer than 90 days, though  permits multiple 90-day assignments back-to-back if 
it is medically warranted.

- Alternate duty is a part of ’s Return to Work Policy that is designed as a placement service for individuals who have 
reached maximum  medical improvement and are still unable to perform the essential functions of their pre-injury job. 

APPLICABILITY
Length of Duty

- If work is available that meets the limitations or restrictions set forth by the employee’s attending practitioner, that 
employee may be assigned transitional or modified work for a period not to exceed 90 days. Transitional or light duty is a 
temporary program, and an employee’s eligibility in these reduced assignments will be based strictly on medical 
documentation and recovery progress.

Daily Application

- An employee’s limitations and restrictions are effective 24 hours a day. Any employee who fails to follow his or her 
restrictions may cause a delay in healing or may further aggravate the condition. Employees who disregard their 
established restrictions, whether they are at work or not, may be subject to disciplinary action up to and including 
termination.

Qualification

- Transitional or modified duty will be available to all employees on a fair and equitable basis with temporary assignments 
based on skill and abilities. Eligibility will be based upon completion of the Return to Work Evaluation Form by the

This is a sample document provided by TPG Insurance Services
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Prepared by TPG Insurance Services
This drug-free workplace policy is a guideline to reduce substance abuse in the workplace. It may not prevent substance abuse from occurring. It does not address potential compliance issues with 
Federal, State or local OSHA or any other regulatory agency standards. Nor is it meant to be exhaustive or construed as legal advice. Consult your licensed commercial Property and Casualty 
representative at TPG Insurance Services or legal counsel to address possible compliance requirements. © Zywave, 2001, 2013-2014 Inc. All rights reserved.

POLICY

Drug-free Workplace
 

Purpose
 recognizes that employees are our most valuable asset, and the most important contributors to our continued growth and success. We 
are firmly committed to the safety of our employees.  will do everything possible to prevent workplace accidents and is committed to 
providing a safe working environment for all employees.

To further this goal,  has developed a Drug-free Workplace Policy effective . The program will consist of three components: Post-Offer 
Drug/Alcohol Screen, Reasonable Cause Drug/Alcohol Screen and Post-Incident Drug/Alcohol Screen. This policy applies to all 
candidates for employment as well as all current employees. This policy also serves to reinforce the ’s intolerance for illegal drug use 
and working under the influence of alcohol.

Post-Offer Testing  
 believes accident prevention and a safe work environment begin with hiring. As such, all applicants offered employment will be 
required to undergo a Drug/Alcohol Screening. Employment is conditional on the results of the Drug/Alcohol Screen.

Procedure  
Any applicant the Company hires will be directed to the proper clinic, at Company expense, to undergo a Post-Offer Drug/Alcohol 
Screen. The clinic will release the results to the Human Resources Manager, who in turn will notify the candidate of the results.

The test will consist of a breath alcohol test along with a urine analysis test for any non-prescribed illegal substances listed in Exhibit ‘A’ 
below.

Consequence  
In the event the drug test comes back positive, the Medical Review Officer (MRO) will review the report and contact the applicant to 
determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive. The MRO will 
determine if the applicant will be re-tested. If any applicant tests positive with a blood alcohol level exceeding .02 or any non-prescribed 
illegal substance listed in Exhibit ‘A’,  will withdraw their offer of employment. If any applicant refuses to submit to the tests, the offer will 
be withdrawn.

Reasonable Cause
 reserves the right under all applicable laws to test any employee for alcohol and illegal drugs if the employee shows cause. 
Management, supervisors and lead personnel have been trained to identify symptoms of being under the influence of illegal drugs or 
alcohol.

Procedure  
If a supervisor, manager or lead person identifies a problem, they will ask another supervisor/manager/lead person to confirm the 
reasonable cause. Both persons will then individually fill out a Reasonable Suspicion Report. After filling out the report and it is decided 
jointly that reasonable suspicion still exists, the employee will be escorted to a private area where the supervisor/manager/lead person 
will speak to the person confidentially. The employee will be given a chance to explain. If, after the explanation the supervisor/ 
manager/lead person believes the employee is unfit to perform his or her duties and reasonable suspicion for use of illegal drugs or 
alcohol still exists, the employee will be asked to go for a test. They will then be transported by  to our designated testing facility.

The clinic or hospital will perform a breath alcohol test along with a urine analysis for the non-prescribed illegal drugs listed in Exhibit ‘A’ 
below.

Location:

Effective Date: 

Revision Number:1
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Provided by: TPG Insurance Services  10373 Trademark Street  Rancho Cucamonga, CA  91730
(909) 466-7876  ■  www.MyTPG.com

Educational Services (NAICS 61)
The Occupational Safety and Health Administration (OSHA) keeps records not only of the most frequently cited 
standards overall, but also within particular industries. The most recent statistics from OSHA reveal the top standards 
cited in the fiscal year 201X for the educational services industry. This top 10 list comprises establishments that 
provide instruction and training in a wide variety of subjects. This instruction and training is provided by specialized 
establishments, such as schools, colleges, universities and training centers. These establishments may be privately 
owned and operated for profit or not for profit, or they may be publicly owned and operated. They may also offer food 
and/or accommodation services to their students.

DESCRIPTION OF VIOLATION
CITED 

STANDARD 
NUMBER

ACV*

1. Hazard Communication - Properly transmitting information on chemical hazards through a 
comprehensive program, container labeling, SDS and training.

29 CFR 
1910.1200 $1,437 

2. Asbestos - Closely following all asbestos exposure regulations and protections to keep 
employees safe from hazard. Non-construction.

29 CFR 
1910.1001 $1,889 

3. Control of Hazardous Energy (Lockout/Tagout) - Servicing and maintenance of machines 
and equipment to control hazardous energy.

29 CFR 
1910.147 $2,929 

4. Bloodborne Pathogens - Protection against occupational exposure to blood or other potentially 
infectious materials.

29 CFR 
1910.1030 $1,214 

5. Respiratory Protection - Properly administering a respiratory protection program, selecting 
correct respirators, completing medical evaluations to determine which employees are required 
to use respirators and providing tight-fitting equipment.

29 CFR 
1910.134 $500 

6. Occupational Noise Exposure – Requirements for noise protection when sound levels exceed 
certain permissible exposure limits (PEL).

29 CFR 
1910.95 $775 

7. Guarding Floor and Wall Openings and Holes - Ensuring every stairway floor opening has 
proper railings and other protection.

29 CFR 
1910.23 $3,433 

8. Maintenance, Safeguards and Operational Features for Exit Routes - Exit routes must be 
kept free of explosive or highly flammable furnishings or other decorations.

29 CFR 
1910.37 $1,283 

9. General Personal Protective Equipment (PPE) Requirements - Selecting the correct PPE, 
providing instruction, monitoring its use and maintaining the PPE to standards.

29 CFR 
1910.132 $1,333 

10. General Requirements for All Machines - Providing proper machine guarding to protect the 
operator and other employees from hazards.

29 CFR 
1910.212 $10,500

*ACV (Average Cost per Violation) - The dollar amount represents the average cost per violation that employers in this industry paid in 2014. To understand the full capacity 
and scope of each standard, click on the standard number to visit www.osha.gov and view the language in its entirety. Source: OSHA.gov   

Design © 2013, 2015 Zywave, Inc.
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https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10099
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http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9725
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http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9777
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9836
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9836
http://www.osha.gov/


Provided by TPG Insurance Services

This Risk Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. 
© 2012 Zywave, Inc. All rights reserved.

Schools must balance keeping 
playgrounds safe, while still allowing 
for important developmental play, 
and protecting the liability that comes 
with operating a playground.

Playground Liabilities and Safety
Playgrounds are an important part of young children’s 
educational environment. They allow kids to exercise and 
expel excess energy so they can better focus in the 
classroom. However, playgrounds are commonly the site 
of many injuries, ranging in severity from minor to 
serious. As an educational institution, you need to 
balance keeping playground facilities safe, while still 
facilitating important developmental play, and protect 
the liabilities that you’re exposed to by having a 
playground on your property.

Duty of Care
Some lawsuits related to school playground injury have 
centered on negligence due to lack of proper supervision. 
While not practical that a teacher or playground monitor 
can keep his or her eyes on every single student at every 
moment the students are on the playground, they are 
expected to exhibit a reasonable level of adequate 
supervision. The duty to provide safe play areas and 
proper supervision should be placed on those 
responsible for operating playgrounds.

The duty of care owed by a playground operator is the 
degree of care that a person of ordinary prudence 
charged with similar duties would exercise in the same 
circumstances. The law requires the school to exercise 
the same standard of care toward its students as would a 
reasonably prudent parent under comparable 
circumstances. Further, in providing the highest duty of 
care to students, schools must exercise due care to 
prevent unreasonable risk of harm to the child from 
playground equipment and other playground site 
hazards. 

Safe Playground Design
It's important for children to play on age-appropriate 
gear so that they do not injure themselves on improperly 
sized equipment. Playgrounds are ultimately safest when 
equipment is selected for the age of the children using it. 
When designing a playground for children of all ages, 
equipment should be separated into three distinct 
groups: for children under age 2, for 2- to 5-year-olds, 
and for 5- to 12-year olds.

Other safety considerations that should be taken into 
account when planning a playground area include:

 Items with moving parts (such as seesaws and 
swings) should be located in a separate area and 
allow for ample space for the moving parts.

 Minimize the number of spaces that could trap a 
child's head, arms or legs. All openings (such as 
rungs on a ladder) should be either less than 3.5 
inches or more than 9 inches.

 Wooden equipment should not be cracked or 
splintered. Any cracked or splintered equipment 
requires immediate attention for repair or 

This is a sample document provided by TPG Insurance Services
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For: Date: 

According to the Federal Emergency Management Agency (FEMA), there are a number of phases 
included in the creation of an effective emergency management program. The following checklist 
identifies those phases along with action steps associated with each.

Mitigation: Mitigation is any sustained action taken to reduce or eliminate long-term risk to life and 
property from a hazardous event. Mitigation action steps include: 

• Know the school building. Assess potential hazards on campus by conducting regular safety 
audits. Be sure to include driveways, parking lots, playgrounds, outside structures and fencing. 

• Know the community. Work with local emergency management directors to assess 
surrounding hazards. This includes the identification and assessment of the probability of natural 
disasters (tornadoes, hurricanes, earthquakes, etc.) and industrial and chemical incidents (water 
contamination or fuel spills). It is also wise to locate major transportation routes and 
installations, and address potential hazards related to terrorism.

• Bring together regional, local and school leaders. Leadership and support is necessary to 
ensure that the right people are at the planning table. 

• Make regular school safety and security efforts part of the mitigation process. Identify 
what incidents are common within your school and district.

• Establish clear lines of communication. Since mitigation requires agencies and organizations 
to work together and share information, communication among the planning team along with 
families and the larger community are important to convey a visible message that schools and 
local governments are working together to ensure public safety. 

Preparation:  Good planning will facilitate a rapid, coordinated, effective response when a crisis does 
occur. Preparing a crisis plan includes the following action steps: 

• Set up a planning committee. Identify those who should be involved in developing a crisis 
plan, and include training and drills into their orientation. Delegating responsibilities and 
breaking the process down into manageable steps will help committee members develop a plan.

• Identify and involve stakeholders. Figure out the stakeholders to be involved in developing 
the crisis management plan (those who are concerned about the safety of the school and the 
people who will call to assist when a crisis occurs). Ask stakeholders to provide feedback on 
sections of the plan that pertain to them specifically. 

o During this process, create working relationships with emergency responders to learn 
how these individuals function and how you will work with them in a crisis. Take the 
time to learn their vocabulary, command structure and culture. 

• Consider existing efforts. Investigate all existing plans and analyze the following: How do 
other agencies’ plans integrate with the school’s plan? Are there conflicts? Does the 
comprehensive school safety plan include a crisis plan? What information from the district’s crisis 
plan can be used in the school’s crisis plan?

EMERGENCY RESPONSE FOR 
SCHOOLS

Checklist 

This is a sample document provided by TPG Insurance Services
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Provided by TPG Insurance Services

This Risk Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. 
© 2010 Zywave, Inc. All rights reserved.

While school officials must protect 
students and prevent disruptions, 
they are also legally obligated to 
respect students’ right to free speech.

Your Liability When Responding to 
Cyberbullying
Among its many consequences, the diffusion of new 
means of electronic communication has given bullies 
new means for ridicule, harassment and belittlement. 
Being cruel to others by sending or posting harmful 
material or engaging in other forms of social aggression 
online or using other technology, also known as 
cyberbullying, is a serious concern for school 
administrators. While school officials must proactively 
protect students and prevent disruptions, they are also 
legally obligated to respect students’ right to free 
speech. Effectively maintaining this balance requires 
careful consideration of each specific case and 
cooperation with legal counsel. However, several general 
considerations apply.

Free Speech
According to a 1969 Court ruling, school officials can 
legally prohibit student speech only if it “would 
substantially interfere with the work of the school or 
impinge upon the rights of other students.” In the past, 
this has applied to off-campus student newspapers, 
slogans on clothing and off-campus online speech. 
Determining whether material posted on a website 
would cause substantial disruption requires careful 
evaluation of the situation, potentially with legal 
guidance, and any action taken must be fully 
documented. 

Your Responsibility
While it is important that school officials not overstep 
students’ right to free speech when monitoring 

cyberbullying, they also must not take a passive role. 
When cyberbullying takes place through the use of a 
district Internet system, school-owned computers or 
other school property, liability concerns arise. Since 
cyberbullying is a relatively recent issue, there is no legal 
precedent. To avoid negligence, schools must ensure that 
they exercise a reasonable standard of care. Adopting 
and proactively enforcing an official bullying policy using 
strategies such as the Olweus Bullying Prevention 
Program could be considered prudent. While officials 
should always contact legal counsel to discuss the extent 
of their liability, adequate precautions might include the 
following steps:

 Organize a planning effort to address current 

practices and implement an anti-cyberbullying 
program.

 Address policies on Internet use and management.

 Through policy, ensure adequate monitoring of 
student Internet use. 

 Educate faculty and students about the seriousness 
of cyberbullying and communicate related policies.

This is a sample document provided by TPG Insurance Services
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Education and training is the first step 
in preventing school violence, and a 
safe school plan is among the many 
solutions that will assist in curbing this 
national epidemic.

Violence Prevention in Schools
The violence that occurs in U.S. neighborhoods and 
communities has found its way inside the schoolhouse 
doors. While we can take solace in knowing that schools 
are among the safest places for young people, school 
officials, administrators and teachers must do more to 
prevent violence, as it is a preventable danger to 
children. Education and training is the first step in 
preventing school violence, and a safe school plan is 
among the many solutions that will assist in curbing this 
national epidemic. 

These plans address behavioral and property protection, 
and foster an environment where children can learn and 
teachers can educate without fear. As with all violence 
prevention initiatives, the best plans involve the entire 
school and the community at large.

Early Warning Signs of Violence
There are many early warning signs in most cases of 
violence – behavioral or emotional signs that, when 
taken in context, can signal a troubled child. Such signs 
may not indicate a serious problem or may not 
necessarily mean that a child is prone to violence toward 
themselves or others; however, they can provide school 
officials with the cue to check on the child further and 
address his or her needs. Early warning signs can also 
allow for school officials to assist a child before a 
situation becomes problematic. 

Teachers, administrators and other school staff members 
are not always trained to professionally analyze a child’s 
feelings and motives. Yet, these individuals are on the 
front lines when it comes to observing troublesome 
behavior and making referrals to the appropriate 

professionals. Therefore, it is not a surprise that effective 
schools take special care in training their entire staff on 
understanding and identifying early warning signs of 
violent behavior. 

Principles for Identifying the Early Warning 
Signs of School Violence
Educators and families can increase their ability to 
recognize early warning signs by establishing a close, 
caring and supportive relationship with students. This 
involves getting to know them well enough to be aware 
of their needs, feelings, attitudes and behavioral 
patterns. Then, educators and parents can review school 
records for patterns of behavior or sudden changes in 
behavior that may lead to violence. They can also ensure 
that early warning signs are not misinterpreted. The U.S. 
Department of Education recommends the following 
when analyzing early warning signs:

 Understand violence and aggression within its 
context. These are expressions of emotions that may 
exist within the school, home or larger social 
environment only. For those children who are at risk 
for aggression and violence, certain environments

This is a sample document provided by TPG Insurance Services
15



Provided by TPG Insurance Services

This Coverage Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal 
counsel or an insurance professional for appropriate advice.  © 2007-2010 Zywave, Inc. All rights reserved.

Pollution Liability 
Coverage for Schools
Any school administrator knows that educational 
facilities contain countless risks and liabilities to protect 
against with insurance coverage. But one hazard that 
many fail to recognize is that of pollution. Because of the 
unique environment of a school and the greater 
vulnerability that children have to pollutants, educational 
facilities actually face one of the largest pollution risks. 
Plus, many administrators don’t realize that their 
standard insurance coverage expressly excludes 
pollution-related claims. Unless you have a separate 
pollution policy, you are likely completely exposed to this 
risk.

What Constitutes “Pollution?”
The way insurance companies classify pollution may be 
different than your definition, and schools have many 
potential pollution sources. Pollution is often loosely 
defined for insurance purposes as any type of substance 
that may cause an adverse reaction to an individual, 
which means that many incidents you may think are 
covered under your general liability or property policy 
are actually excluded as pollution incidents. Here are just 
some of the possible pollution sources in a school:

 Fumes from fresh paint, new carpeting, cleaning 
chemicals or pesticides

 Faulty HVAC or ventilation systems

 Mold conditions

 Improperly stored or disposed of chemicals (art or 

science classrooms)

 Drinking water contaminated by lead, sidewalk salt 
or other chemicals

 Polluted air from nearby building or car emissions

Your Potential Liabilities
The first danger of a pollution incident is extensive bodily 
injury, which can occur not just to the students, but also 
to teachers, staff, visitors and others in the surrounding 
area. These costs alone can be very high, plus you would 
also be responsible for legal fees and cleanup costs. 
Good pollution liability coverage can not only cover those 
costs, but also offer you resources you need to handle 
the aftermath of such an incident. Pollution coverage 
may not seem necessary to you, especially if you’ve 
never had an incident, but the cost of not procuring this 
coverage for your school could be devastating.

Considerations When Buying Coverage
It is important to identify as many potential pollution 
sources as you can within your facility to ensure that 
your policy covers as much as possible. For instance, 
some policies will not cover retroactive or preexisting 
pollution conditions. Also, many pollution policies have 
exclusions that you should be aware of before 
purchasing.

In addition, you may want to consider purchasing an 
umbrella policy to help cover any exclusions or 
catastrophic claims that surpass the limits of your 
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Toolbox Talks for 

This Safety Matters flyer is for general 
informational purposes only, and is not intended as 
medical or legal advice. © 2010, 2014 Zywave, Inc. 
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Preventing Slips and Falls at School
Wet weather can be a nuisance, meaning 
being trapped inside and dealing with wet 
messes tracked in by students and faculty. 
Moreover, the wet walking surfaces this 
nuisance creates present a serious slipping 
hazard for you, your students and fellow 
faculty. 

In fact, surfaces that are wet for any 
reason—weather-related or not—are a 
workplace hazard. Water can come from 
rain, cleaning and accident spills, wet winter 
conditions or activities that require the use of 
water. Slipping on a wet surface can result in 
bruises, strains and sprains, lacerations, 
fractures, head trauma and even fatality. And 
those incidents can stack up to lost wages or 
a lawsuit. Fortunately, there are several 
steps you can take to keep your team and 
our customers safe.

Be Aware of Hazards
Each educational institution is different, so 
the ways you deal with wet surfaces may 
vary. However, following these general 
guidelines is a good start. 

 Clean up spills immediately.

 Use caution signs to clearly identify 
when a surface is wet or likely to 
become wet and remove the signs as 
soon as the surface is dry. 

 Barricade affected areas where 
possible.  

 Check for equipment and electrical 
currents that may not be grounded and 
wires that are not insulated near wet 

areas. Never use electrical equipment 
while standing on a wet surface.

 Place floor mats at all entrances to 
reduce tracking in water from outside. 

 Be sure to wear shoes with slip-resistant 
soles, and encourage your students to 
do the same.

 Report any spills or wet areas that you 
notice to your supervisor.

Anti-slip Tips
If you or your students do walk through a wet 
area, follow these tips to avoid slipping and 
falling. 

 Slow down! Rushing is not worth a 
serious injury and lost wages.

 Take small steps to keep your balance 
centered.

 Walk with your feet pointed slightly 
outward to form a stable base.

 Make wide turns at corners.

 Use handrails if present.

 Concentrate on the surface you are 
walking on.

 Be prepared for slippery patches.

 Keep your hands out for balance.

Communicate the danger of wet surfaces to 
your students and encourage them to use the 
same caution you do when the floors are

Slipping on a 
wet surface can 
cause serious 
injury. Protect 
yourself and 
your students 
by following 
these safety 
guidelines.
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Don’t risk it!
Don’t risk your life to stop 
an armed intruder. Seek 
cover as quickly as 
possible and care for 
those faculty members 
and students that are 
around you. If you are 
forced to engage an 
armed intruder, look him 
or her directly in the eyes. 

This flyer is for informational purposes only and is not intended 
as medical or legal advice.

© 2010, 2012 Zywave, Inc. All rights reserved.

Encountering a Hostile Intruder
Responding in a way that keeps everyone safe

Your reaction and ability to 
communicate well in the event that you 
encounter a hostile intruder at the 
facility can mean saving lives. There 
are a few things you should consider 
carefully now so that if an incident 
does arise, you are fully prepared to 
protect yourself and your students. 

Escape or Hide
If you know the hostile intruder’s 
location and you can confidently 
escape the area, this is your safest 
option. If you run, do not run in a 
straight line; instead hide behind trees 
or other objects that might block the 
intruder’s view of you. When this is not 
possible, immediately gather other 
faculty and students into a classroom 
or office, lock the door and cover the 
windows. 

Above all, do not try to be a hero. 
Protect your students as best you can 
and always put their safety ahead of 
yours.

Alert Authorities
Call 9-1-1 from an office phone or a 
cell phone. If the operators are 
overwhelmed with other calls, try 
calling local police or other emergency 
numbers, as well. Report:
 Your specific location 
 The number of people you have 

with you
 Any injuries

 Any information you might have 
about the intruder

If you know what the assailant looks 
like, give the most accurate description 
possible. Try to stay as quiet as 
possible while doing this: silence all 
cell phones and keep everyone calm 
and out of sight, away from windows 
and doors.

Cooperate with Police
Do not leave your locked room until the 
police release you, and never enter 
into a hallway or open area. Before 
trying to rescue someone outside of 
the room, consider whether you might 
endanger the others in your group by 
doing so. When the first authorities 
arrive, they may not be able to tend 
immediately to any injured individuals – 
be patient and when you are able to 
speak with authorities, give them as 
much information about the situation 
as you can. 

Be Prepared
Memorize the phone numbers of local 
authorities in your phone so that they 
are easily accessible should an 
incident occur. Visualize the specific 
actions you would take in the event of 
an emergency so that you are able to 
react quickly and without hesitation 
when lives are on the line.  

Be safe and healthy on the job at  with these helpful tips provided by TPG 
Insurance Services.

This is a sample document provided by TPG Insurance Services
18



Don’t Rush It
We know that the kitchen 
can be hectic during food 
preparation, but never 
rush a cutting or chopping 
activity. Take your time 
and keep your mind on the 
task at hand to prevent 
injuries.

This flyer is for informational purposes only and is not intended 
as medical or legal advice.

© 2010 Zywave, Inc. All rights reserved.

Prevent Cuts in the Cafeteria Kitchen
Safety tips for using knives and other sharp utensils

Our cafeteria kitchen can be a hectic 
and hazardous working environment. 
You are at risk for cuts while 
preparing food, washing dishes and 
handling sharp utensils. However, 
there are many safety precautions 
that you can take to reduce your risk 
of getting cut at work. 

Knife Safety Tips
• Handle, use and store knives 

and other sharp utensils safely.

• Cut in the direction away from 
your body.

• Keep your fingers and thumbs 
out of the way of the cutting line.

• Wear protective clothing, such 
as steel mesh gloves.

• Use a knife only for its intended 
purpose and use the correct 
knife for each cutting or 
chopping job.

• Keep knives sharpened and in 
good condition. Let your 
supervisor know if you have 
concerns about the condition of 
any knife in the kitchen.

• Store knives and cleavers in a 
designated area when they are 
not in use, and never store them 
with the blades exposed.

• Let a falling knife fall to the 
ground—never try and catch it.

• Carry knives with the cutting 
edge angled slightly away from 
your body with tip pointed down 
to your side.

• Place a knife down on a clean 
surface for a co-worker to use 
rather than handing it to the 
individual.

• Avoid placing knives near the 
edge of a countertop.

• Never place a dirty knife in the 
sink after usage. You or a co-
worker may reach into the sink 
and get cut unknowingly. 
Instead, place them in the 
dishwasher or in a container 
labeled “knives only.”

• Do not interrupt or talk with co-
workers who are using knives or 
other sharp utensils. They may 
get distracted and hurt 
themselves accidentally.

Be Safety Smart
Your safety is our top priority at . It is 
your responsibility to follow all proper 
safety procedures when working with 
knives and other sharp objects, for 
your safety and the safety of others 
in the kitchen.

Be safe and healthy on the job at  with these helpful tips provided by TPG 
Insurance Services.
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