4 Eugene School District 4J
' Risk Management
200 North Monroe Street

4 Eugene, OR 97402-4295

2022-23 - Site Safety Committee Requirements and Steps

If you are an incoming new site safety committee member, WELCOME! Please familiar
yourself with the team google drive’s documents that includes the requirements in
maintaining compliance. If you are a returning site safety committee member, please
re-familiarize yourself with this drive’s folders, documents, and requirements.

A team google drive was created last year:

Forms

Individual School Safety Committee Folder
Tool box - safety topic ideas

Training

OSHA rule 437-001-0765 - Safety Committees
Policy 4J - EBAC-AR - Safety Committee

Site - Safety Committee -Guidelines

Site Safety Committee Members - googlesheet
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Here is a screen shot of our team drive
The template Agenda and minutes are located in the Individual School Safety
Committee Folder
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https://drive.google.com/drive/folders/0ACJqUAYk21NKUk9PVA
https://drive.google.com/drive/folders/0ACJqUAYk21NKUk9PVA
https://drive.google.com/drive/folders/1MYBnR-ZObB2IxayuiHjWgcgxjV6LUKwS
https://drive.google.com/drive/folders/1uUNBgv3hBeSSNgkoMDkVuaEQqyGj6cf2?usp=sharing
https://drive.google.com/drive/folders/1NT57EG1lKHI8p9Ckl_bWNbO7dBSQCxYm
https://drive.google.com/drive/folders/1uTeWrALiE2aUu5RdbV_nhyzyqpm5CkM2?usp=sharing
https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view?usp=sharing
https://drive.google.com/drive/folders/0ACJqUAYk21NKUk9PVA
https://drive.google.com/file/d/1m59aydEPKWFSmd0CgEe7LKZV3I_L-ARv/view?usp=sharing
https://docs.google.com/spreadsheets/d/1O5jTqYj_qBoaZUYEmCpyZhnrg1ay-cT3v7j7zfm6h8M/edit?usp=sharing
https://drive.google.com/drive/folders/1uUNBgv3hBeSSNgkoMDkVuaEQqyGj6cf2
https://drive.google.com/drive/folders/1uUNBgv3hBeSSNgkoMDkVuaEQqyGj6cf2

Site Safety Committee Required Steps

1. Update Members List
e Email Scott Asbury the name of any new site safety committee member
AND any past member no longer on your team
- If you have more than 20 employees you must have at least 4 members.'
Your team is encouraged to have more than 4 members.
OSHA Rule: 437-001-0765 (2)

2. Monthly Meeting Date/Time
e Email Scott Asbury the date/time your school safety committee will be
conducting these required monthly meetings
- example: Adams (2:00, 3rd Thursday each month)
OSHA Rule: 437-001-0765 (5)

3. Annual Training

e Watch the training video with your team by clicking here
- Safety Committee Requirements
- Accident Investigation
- Hazard Identification
OSHA Rule: 437-001-0765 (4)

e Email Scott Asbury the name and date each member watched this
training

4. Agenda
e Create, distribute to members, and follow an agenda for each month's
safety committee meeting
- Reference Agenda - topics for each month - Site based Safety Committee
googledoc for additional safety topic ideas to discuss
e Save each month’s Agenda in your Individual School Safety Committee
Folder

5. Minutes (record & email site staff)

e Document each meeting’s minutes using the minute’s template.
(Designate member to document each meeting’s minutes.

OSHA Rule: 437-001-0765 (4)

e Email each month’s minutes to your school's staff & let them know both
minutes (District's & your Site's) have been posted and where your building’s
required poster bulletin board is located.

- Your school can be cited if OSHA asks one of your staff where safety
minutes are located and they do not know

6. Minutes (post)

e Print your safety committee’s minutes each month and post it on your
site’s required poster bulletin board (federal, state).

e Print and post the District Safety Committee last month's Minutes on
your site's required poster bulletin board (federal, state).
- Minutes need to be accessible for staff to be able to review. This includes

staff who may not use the email on a regular basis

OSHA Rule: 437-001-0765 (8)

page 2 of 3 (8/16/22sa)


https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view
https://docs.google.com/spreadsheets/d/1O5jTqYj_qBoaZUYEmCpyZhnrg1ay-cT3v7j7zfm6h8M/edit?usp=sharing
https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view
https://drive.google.com/drive/folders/1uTeWrALiE2aUu5RdbV_nhyzyqpm5CkM2
https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view
https://drive.google.com/drive/folders/1MYBnR-ZObB2IxayuiHjWgcgxjV6LUKwS
https://mail.4j.lane.edu/zimbra/Agenda%20-%20topics%20for%20each%20month%20-%20Site%20based%20Safety%20Committee
https://mail.4j.lane.edu/zimbra/Individual%20School%20Safety%20Committee%20Folder%20(download%20agenda,%20minutes,%20inspections,%20etc%20HERE)
https://mail.4j.lane.edu/zimbra/Individual%20School%20Safety%20Committee%20Folder%20(download%20agenda,%20minutes,%20inspections,%20etc%20HERE)
https://docs.google.com/document/d/1b-p9owWGrKI1s5i3jN6rk2GJZ78j1IOW/edit?rtpof=true
https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view
http://www.4j.lane.edu/hr/safety-committee-minutes/safety-committee/safety-committee-minutes/
http://www.4j.lane.edu/hr/safety-committee-minutes/safety-committee/safety-committee-minutes/
https://drive.google.com/file/d/18_z9uXJ40wiHMhXUhGtl_Eb19YFQnpIQ/view

7. Upload minutes into Raptor

e Log into Raptor and upload your site's safety committee minutes into the
appropriate month's fire drill by clicking on the details icon to the

corresponding month

Here are the steps:

a. Click 'Details' in your school's appropriate month 'Evacuate (fire)' line in the Drill

Manager tab

- For example if you want to upload February minutes, click on the 'Details' icon in the
February Evacuate (Fire) - February 2022 line
b. Save/convert minutes filed to pdf format

- You will NOT be able to upload the minutes in .doc format

b. Click 'Select File'

c. Upload the appropriate month's minutes (pdf format)

Here are screen shots of these steps using Sheldon as an example:

Sheldon High School
TECHNOLOGIES

Scott Asbury

il Name '

:

Evacuate (Fire) - September 2021
Evacuate (Fire) - October 2021
Lockdown (Active Shooter) - #1
Modules "
Secure (Local Police Activity) - #1
Evacuate (Fire) - November 2021
Shelter (Earthquake) - #1
Evacuate (Fire) - December 2021
Evacuate uudvy 2022
mlev =revruary 2022

Evacuate (Fire) - March 2022
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Sheldon High School
TECHNOLOGIES

Evacuate {Fire) - February 2022

Scott Asbury

Drill Planning

Planned Date

Drill Completion

Drill Requirement Complete,

Start Date EndDate *

09/16/2021

10/01/2021

09/16/2021

09/16/2021

11/01/2021

09/16/2021

12/01/2021

01/01/2022

02/01/2022

03/01/2022

Actual Date

2/25/2022

Managed By

2.

upload February
minutes here

Kay Graham / Kristen Natt

Document File Name

Select File

09/30/2021

10/31/2021

11/17/2021

11/19/2021

11/30/2021

12/17/2021

12/31/2021

01/31/2022

02/28/2022

03/31/2022

Planned Date...

09/28/2021

10/21/2021

10/26/2021

11/24/2021

10/21/2021

12/16/2021

01/31/2022

03/28/2022

Actual Date

09/30/2021

10/21/2021

10/11/2021

10/21/2021

11/24/2021

10/21/2021

12/16/2021

01/31/2022

02/25/2022

00303000 [

Status Description

Complete

Complete

Complete

Complete

Complete

Complete

Complete

Complete

Complete

Planned
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https://login.raptortech.com/login?state=hKFo2SB1bnYtNUt3dWoyUXVhRkpaVEs3TjNhNG05Uy1LY28wQaFupWxvZ2luo3RpZNkgTUpISVctbVdOeFMwaUpESzlCQ1Z5Yms2ZkVKeUNuTDajY2lk2SBWMHA2MWNFTXJGMmg3QklWVmI2d3BJN1U3RVJEQ0FZRg&client=V0p61cEMrF2h7BIVVb6wpI7U7ERDCAYF&protocol=oauth2&redirect_uri=https%3A%2F%2Fapps.raptortech.com%2Fcallback&response_mode=form_post&response_type=code%20id_token&scope=openid%20profile%20email&nonce=637823586530690259.YTdmODllZWUtNmY0MS00N2RiLTgyZjktMmI5MDgyNGRhMzZhNDQyYjNmN2EtOTE2ZC00ZmJkLThjYTctNTUxMjA0MzhjYTM3&x-client-SKU=ID_NET461&x-client-ver=6.8.0.0
https://login.raptortech.com/login?state=hKFo2SB1bnYtNUt3dWoyUXVhRkpaVEs3TjNhNG05Uy1LY28wQaFupWxvZ2luo3RpZNkgTUpISVctbVdOeFMwaUpESzlCQ1Z5Yms2ZkVKeUNuTDajY2lk2SBWMHA2MWNFTXJGMmg3QklWVmI2d3BJN1U3RVJEQ0FZRg&client=V0p61cEMrF2h7BIVVb6wpI7U7ERDCAYF&protocol=oauth2&redirect_uri=https%3A%2F%2Fapps.raptortech.com%2Fcallback&response_mode=form_post&response_type=code%20id_token&scope=openid%20profile%20email&nonce=637823586530690259.YTdmODllZWUtNmY0MS00N2RiLTgyZjktMmI5MDgyNGRhMzZhNDQyYjNmN2EtOTE2ZC00ZmJkLThjYTctNTUxMjA0MzhjYTM3&x-client-SKU=ID_NET461&x-client-ver=6.8.0.0

