


















 

Select either injury or an illness 
(choose only one): 

File: EBBB-E 

EMPLOYEE ACCIDENT/EXPOSURE REPORT 
(This form meets OSHA 301 requirements) 

Employer:           Case No:      

 

Please complete this form accurately and completely.  If you need more space, attach an additional sheet, clearly noting the item(s) you are continuing.  Completing 

this form will not necessarily initiate a claim for Workers’ Compensation insurance. 

 

Injured Employee Name:  F:   MI: L:    Job/Trade:      

 

Home Address (street & apt.):         Work Site/Building:      

 

Home Address (city, state, zip):         Social Security No:      

 

Home Telephone No.:     Work Tel. No.:     Date of Birth:    Sex:     M         F 

 

Date incident occurred:     Time occurred:     Date/time work began: Date:        Time:   

 

Date first reported:      Time reported:     To whom reported?      

 

Date last worked:          Date returned to work:     

 

Location and address of incident:              

 
1.                                                               

 

                

 

                

 

                

 

2.                                                                     

 

                

 

3.                                                          Injury:  �             Skin Disorder:  �                  Respiratory Condition:  �                    Poisoning: �              Other Illness:  � 

 

 

4. Did an object or substance cause injury? Yes No If yes, describe object/substance:        

 

If object, did it penetrate the body? Yes No 

 

If yes, was it removed from the body? Yes No If yes, who has the object?        

 

5.         Yes No If yes, describe equipment:        

 

 

Did the equipment fail?  Yes No If yes, describe failure:         

 

6. Classify incident (choose only one):  Slip, trip or fall:  � Assault, fight, or violent act:  � Hazardous/harmful substance:  � 

      Transportation accident:  �              Collision with object:  �   Human, animal, or insect bite:  � 

       Overexertion:  �             Collision with human:  �                        Other:  � 

 

 

 

 

 

 

 

 

 
 

Was first aid given in the field?  Yes No If yes, describe first aid given:         
 

      By whom:       Title:      

 

Did employee seek medical attention:  Yes No If yes, date of medical attention:     Admitted to hospital? Yes No 
 

If yes, doctor/clinic/hospital giving treatment:                  Treated in emergency room: Yes  No 
 

Employee current on Hepatitis B immunization? Yes         No          Employee current on Tetanus immunization?  Yes No 
 

Witnesses to the incident:  1.        3.      

 

    2.       4.      
 

Signature of injured employee:      Date signed:    Supervisor:       
 

Completed by (if not employee):      Title:      Date Completed:     

Describe in full how the incident 
happened (including what employee 
was doing before and at the time of 
the incident, and any tools, 
equipment or materials being used): 

Describe the injury or illness and the 
parts of the body affected: 

Select either injury or an illness 
(choose only one): 

IN ADDITION, FILL OUT THIS SECTION IS THE INCIDENT INVOLVED AN EXPOSURE TO SOMEBODY ELSE’S BLOOD OR BODY FLUIDS 

To what body fluid was employee exposed?         Due to a bite:    Yes    No 
 
What part(s) of the body became exposed?         For how long?  
 
Name of source individual(s):             

 
Name of guardian of source individual(s):            



File: EBBB-R 

EMPLOYEE ACCIDENT AND EXPOSURE REPORTING PROCEDURES 

 

The following procedures are applicable to all accidents, injuries, near misses and blood exposure incidents.  Adherence 

to these instructions will facilitate your care and return to work.  If you have any questions, call the Central Office at 549-

4777 option 3. 

 

Step 1:  Your health is the first priority!  Don’t hesitate to seek professional care for a medical emergency. 

 

A medical emergency is defined as: a) medical services required for the immediate diagnosis or treatment of a medical 

condition that if not immediately diagnosed or treated could lead to a serious physical or mental disability or death, or b) 

medical services that are immediately necessary to alleviate severe pain. 

 

Step 2:  IMMEDIATELY call 549-4777 option 3 (Central Office) AND fill out and submit the employee 

accident/exposure report. 

 

Fill out the paper form and fax (549-4744) the completed form immediately to the Central Office.  Paper forms are 

available in all school offices and online through the district website under EBBB-E. 

 

The employee accident/exposure report should be completed by the injured/affected employee, however, if necessary, 

another employee can complete the report with the assistance of the affected employee. 

                

 

KEY CONTACT INFORMATION 

COMPMANAGEMENT HEALTH SYSTEMS, INC. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                

 

ADDITIONAL REQUIREMENTS FOR BLOOD EXPOSURES 

 

If you are exposed to the body fluids of another person, the following documents must be given to the health care 

provider. 

 

1. A copy of the district Bloodborne Pathogens Exposure Control Plan. 

2. A copy of the OSHA Bloodborne Pathogens regulations (29 CFR 1910.1030). 

3. A copy of the completed Employee Accident/Exposure Report. 

4. Results of the source individual’s blood testing (if applicable). 

5. All medical records applicable to treatment of the employee, including vaccination status. 

 

For additional information regarding the procedures associated with an exposure to the body fluids of another person, the 

employee should read the district Bloodborne Pathogens Exposure Control Plan available on the district website under 

Policy EBBC. 

Medical Management 

Information 

 

FAX Medical Information: 

• 1-800-334-4229 

 

MAIL Medical Information: 

• CHS 

PO Box 1040 

Dublin, OH  43017 

 

Prior Authorization: 

• Fax C-9 form to  

1-800-334-4229 

Medical Bill Payment 

Information 

 

MAIL Medical Bills: 

• CHS 

PO Box 1040 

Dublin, OH  43017 

 

Billing Questions: 

• Call CHS 

Customer Service 

Toll free 1-888-247-7799 

 

 

Other Important 

 Information 
 

Prescriptions: 

• For questions regarding 

prescriptions, contact SXC 

Health Solutions, toll-free at 

1-800-OHIOBWC, press zero 

(0), select option three (3) 
 

Provider Search & Injury 

Reporting: 

Visit www.chsmco.com for 

online injury reporting and 

provider searches 













Manchester Local School District 

     File:  EBBC 

 

 

BLOODBORNE PATHOGENS 

 

 

Staff and students incur some risk of infection and illness each time they are exposed to bodily 

fluids or other potentially infectious materials.  While the risk to staff and students of exposure to 

body fluids due to casual contact with individuals in the school environment is very low, the 

Board regards any such risk as serious. 

 

Consequently, the Board directs adherence to universally recognized precautions.  Universally 

recognized precautions require that staff and students approach infection control as if all direct 

contact with human blood and body fluids is known to be infectious for HIV, HBV, HCV and/or 

other bloodborne pathogens.* 

 

To reduce the risk to staff and students by minimizing or eliminating staff exposure incidents to 

bloodborne pathogens, the Board directs the Superintendent to develop and implement an 

exposure control plan.  This plan must be reviewed and updated at least annually in accordance 

with Federal law. 

 

The plan includes annual in-service training for staff and students; first-aid kits in each school 

building and each student transportation vehicle; correct procedures for cleaning up body fluid 

spills and for personal cleanup. 

 

Training is followed by an offer of immunization with hepatitis B vaccine for all staff who are 

required to provide first aid to students and/or staff.  The vaccine is also offered to all staff who 

have occupational exposure as determined by the administrator. 

 

 

[Adoption date: June 29, 2005] 

(Revision date: May 18, 2011) 

 

LEGAL REFS.:  29 CFR 1910.1030 

 ORC 3707.26 

 Public Employment Risk Reduction Act; ORC 4167.01 et seq. 

 

CROSS REFS.: EBBA, First Aid 

 EBC, Emergency/Safety Plans 

 GBEA, HIV/AIDS (Human Immunodeficiency Virus/Acquired Immune   

  Deficiency Syndrome) (Also JHCCA)   

 JHCC, Communicable Diseases 

 

* Bloodborne pathogens are pathogenic microorganisms that are present in human blood and can 

cause disease in humans.  These include, but are not limited to, hepatitis B virus (HBV), hepatitis 

C virus (HCV) and human immunodeficiency virus (HIV). 
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Manchester Local School District 

     File:  EBBC 

 

 

     NOTE: In accordance with Federal law, a school district’s exposure control plan must 

contain the following elements: 

 

1. the exposure determination containing the following: 

 

A. a list of all job classifications in which all employees in those job 

classifications have occupational exposure; 

 

B. a list of job classifications in which some employees have occupational 

exposure and 

 

C  a list of all tasks and procedures or groups of closely related task and 

procedures in which occupational exposure occurs and that are 

performed by employees in job classifications listed in letter B above. 

 

  The exposure determination must be made without regard to the use of 

personal protective equipment. 

 

2. the schedule and method of implementation for: 

 

A. methods of compliance; 

 

B. HIV and HBV research laboratories and production facilities; 

 

C  hepatitis B vaccination and post-exposure evaluation and follow-up; 

 

D. communication of hazards to employees and 

 

E.  record-keeping; and 

 

3. the procedure for the evaluation of circumstances surrounding exposure 

incidents. 

 

 In addition, the exposure control plan must be reviewed and updated at least 

annually and whenever necessary to reflect new or modified tasks and procedures 

which affect occupational exposure and to reflect new or revised employee 

positions with occupational exposure. 

 

 THIS IS A REQUIRED POLICY 
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Manchester Local School District 

File:  EBC-R 

 

 

EMERGENCY/SAFETY PLANS 

(Administrative Rules/Protocols) 

 

 

The Board directs the Superintendent/designee to prepare and maintain comprehensive 

emergency/safety plans and administrative rules/protocols regarding the topics listed below.  The 

rules/protocols are kept in the central office and produced during board of health inspections.  

 

Administrative Rules/Protocols 

 

 1. A list of dangerous or recalled products.  

 

 2. Radon rules or protocols including evidence that each school has been built radon 

resistant or has been tested for radon within the past five years. 

 

 3. An asbestos management plan including evidence of inspection for asbestos within 

three years, evidence of periodic surveillance within the past six months and a copy of 

the yearly written notice to the public referencing asbestos inspection and the 

availability of the asbestos management plan for review. 

  

 4. A school-wide safety or crisis management plan, which provides a protocol for 

responding to any emergency events and a protocol providing for immediate 

notification to the appropriate fire department and board of health in the event of any 

spill or release of a hazardous substance on school grounds. 

 

 5. Guidance regarding bloodborne pathogen risk reduction.  

 

 6. Procedures for administering medications to students. 

 

 7. A written comprehensive safety plan addressing:  

 

 A. safety management accountabilities and strategies;  

 

 B. safe work practices; 

 

 C. accident analysis procedures;  

 

 D. job safety analysis procedures; 

 

 E. safety committees and employee involvement strategies; 
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Manchester Local School District 

File:  EBC-R 

 

  

 F. employee safety and health training; 

  

 G. treatment of sick or injured workers;  

 

 H. safety and health hazard audits; 

 

 I. ergonomics; 

 

 J. transportation safety;  

 

 K. identification and control of physical hazards;  

 

 L. substance abuse; 

 

 M. school violence prevention and 

 

 N. personal  protective equipment. 

 

 8.  A written chemical hygiene plan, which sets forth procedures, equipment, personal 

protective equipment and work practices that are capable of protecting employees and 

students from the health hazards of chemicals in the school.  

 

 9. Material safety data sheets for every hazardous chemical used in each school building 

or on the school grounds for cleaning, maintenance or instruction. (These must be kept 

where the chemicals are stored in addition to the main office of each building.) 

 

 10. Protocols on staff and student hand washing. 

 

 11. No-smoking signs.  

 

 12. The District’s integrated pest management policy.   

 

 13. Protocols for using automated external defibrillators (AEDs). 

 

 14. Protocols for responding to in-school crises, including student crime, suicide, death of a 

student or employee, acts of violence (including bomb threats and school intruders), 

trauma, accidents and/or terrorism.  

 

 15. Protocols for the management of students with life-threatening allergies.  

 

 

(Approval date: May 18, 2011) 
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Manchester Local School District 

File:  ECD 

 

 

TRAFFIC AND PARKING CONTROLS 

 

 

Although District grounds are public property, the Board has the responsibility for protecting 

District property and for assuring the safety of all persons on the grounds.  Therefore, the Board 

directs the Superintendent/designee to set up controls related to driving and parking on District 

property, as well as the use of District grounds and facilities by the public.  

 

Parking is prohibited on school property without the appropriate parking sticker for any purpose 

other than for attendance at school activities or for employees while performing their assigned 

duties.  Parking space is limited; therefore, rules are promulgated to permit maximum utilization 

of space and safe traffic flow and provide for appropriate fire lanes.  Parking areas will be 

designated and maintained for handicapped persons as mandated by law. 

 

Appropriate signs for accommodating the flow of traffic on school roadways are placed to 

facilitate traffic flow around buildings. “ No Overnight or Unauthorized Parking” signs will be 

placed at various building parking areas for security and safety reasons. 

 

Licensed vehicles with the exception of District and police vehicles may be operated only on 

areas designated for traffic and parking.  A maximum speed of 15 miles per hour, unless posted 

otherwise, will be observed at all times. 

 

 

[Adoption date: May 18, 2011] 

 

 

LEGAL REF.: ORC 3313.20 

 

 

CROSS REFS.: ECA, Buildings and Grounds Security 

 KGB, Public Conduct on District Property 

 KK, Visitors to the Schools 

 Staff Handbooks 

 Student Handbooks 

 

 





Manchester Local School District 

File:  EDE 

 

 

COMPUTER/ONLINE SERVICES 

(Acceptable Use and Internet Safety)  

 

 

Technology can greatly enhance the instructional program, as well as the efficiency of the 

District.  The Board recognizes that careful planning is essential to ensure the successful, 

equitable and cost-effective implementation of technology-based materials, equipment, systems 

and networks. 

 

Computers and use of the District network or online services support learning and enhance 

instruction, as well as assist in administration.  Computer networks allow people to interact with 

many computers; the Internet allows people to interact with hundreds of thousands of networks.   

 

All computers are to be used in a responsible, efficient, ethical and legal manner.  Failure to 

adhere to this policy and the guidelines below will result in the revocation of the user’s access 

privilege.  Unacceptable uses of the computer/network include but are not limited to: 

 

 1. violating the conditions of State and Federal law dealing with students’ and employees’ 

rights to privacy, including unauthorized disclosure, use and dissemination of personal 

information; 

 

 2. using profanity, obscenity or other language which may be offensive to another user or 

intended to harass, intimidate or bully other users; 

 

 3. accessing personal social networking websites for non-educational purposes; 

 

 4. reposting (forwarding) personal communication without the author’s prior consent; 

 

 5. copying commercial software and/or other material in violation of copyright law; 

 

 6. using the network for financial gain, for commercial activity or for any illegal activity; 

 

 7. “hacking” or gaining unauthorized access to other computers or computer systems, or 

attempting to gain such unauthorized access; 

 

 8. accessing and/or viewing inappropriate material and 

 

 9. downloading of freeware or shareware programs. 

 

The Superintendent/designee shall develop a plan to address the short- and long-term technology 

needs and provide for compatibility of resources among school sites, offices and other 

operations.  As a basis for this plan, he/she shall examine and compare the costs and benefits of 

various resources and shall identify the blend of technologies and level of service necessary to 

support the instructional program. 
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Manchester Local School District 

     File:  EDE 

 

 

Because access to online services provides connections to other computer systems located all 

over the world, users (and parents of users who are under 18 years old) must understand that 

neither the school nor the District can control the content of the information available on these 

systems.  Some of the information available is controversial and sometimes offensive. 

 

The Board does not condone the use of such materials.  Employees, students and parents of 

students must be aware that the privileges to access online services are withdrawn from users 

who do not respect the rights of others or who do not follow the rules and regulations established.  

A user’s agreement is signed to indicate the user’s acknowledgment of the risks and  

regulations for computer/online services use.  The District has implemented technology-blocking 

measures to prevent students from accessing inappropriate material or materials considered to be 

harmful to minors on school computers.  The District has also purchased monitoring devices 

which maintain a running log of Internet activity, recording which sites a particular user has 

visited. 

 

“Harmful to minors” is defined as any picture, image, graphic image file or other visual depiction 

that: 

 

 1. taken as a whole and with respect to minors appeals to a prurient interest in nudity, sex 

or excretion;  

 

 2. depicts, describes or represents, in a patently offensive way with respect to what is 

suitable for minors, an actual or simulated sexual act or sexual contact, actual or 

simulated normal or perverted sexual acts or lewd exhibition of genitals or  

 

 3. taken as a whole, lacks serious literary, artistic, political or scientific value as to minors. 

 

Annually, a student who wishes to have computer network and Internet access during the school 

year must read the acceptable use and Internet safety policy and submit a properly signed 

agreement form.  Students and staff are asked to sign a new agreement each year after reviewing 

the policies and regulations of the District. 

 

 

[Adoption date: June 29, 2005] 

(Re-adoption date: August 24, 2005) 

(Revision date: May 18, 2011) 

 

LEGAL REFS.: U.S. Const. Art. I, Section 8 

 Family Educational Rights and Privacy Act; 20 USC 1232g et seq.  

 Children’s Internet Protection Act; 47 USC 254 (h)(5)(b)(iii); (P.L. 106-554,  

    HR 4577, 2000, 114 Stat 2763) 

 ORC 1329.54 through 1329.67 

  3313.20 

  3319.321 
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Manchester Local School District 

     File:  EDE 

 

 

CROSS REFS.: AC, Nondiscrimination 

 ACA, Nondiscrimination on the Basis of Sex 

 ACAA, Sexual Harassment 

 GBCB, Staff Conduct 

 GBH, Staff-Student Relations (Also JM) 

 IB, Academic Freedom 

 IIA, Instructional Materials 

 IIBG, Computer-Assisted Instruction 

 IIBH, District Websites 

 JFC, Student Conduct (Zero Tolerance) 

 JFCF, Hazing and Bullying (Harassment, Intimidation and Dating Violence) 

 Staff Handbooks 

 Student Handbooks 

 

 

     NOTE: The Children’s Internet Protection Act (CIPA) requires school districts that receive 

federal funds to purchase computers, direct access to the Internet under the 

Elementary and Secondary Education Act or receive federal universal e-rate service 

discounts and Internet connections services under the Communications Act to 

adopt, implement and maintain computer use policies that address these issues: 

 

1. access by minors to “inappropriate” material on the Internet and World Wide 

Web; 

 

2. safety and security of minors when using electronic mail, chat rooms and other 

forms of direct electronic communications; 

 

3. unauthorized access, including “hacking” and other unlawful activities by 

minors online; 

 

4. unauthorized disclosure, use and dissemination of personal information 

regarding minors and 

 

5. measures designed to restrict access to materials deemed “harmful to minors.” 

 

 

 

 

 

 

 

 

3 of 4 



Manchester Local School District 

     File:  EDE 

 

 

 In addition, the popularity of social networking websites has made it necessary for 

administrators to address the access of these sites on district property. Specific 

language restricting use, along with the disciplinary penalties imposed on offenders, 

should be placed in staff and student handbooks. 

 

 Additional policy language addressing social networking is found in GBH (Also 

JM), Staff-Student Relations and IIBH, District Websites. 

 

 

 THIS IS A REQUIRED POLICY 
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Manchester Local School District 

 

File:  EEAE 

 

 

STUDENT TRANSPORTATION IN PRIVATE VEHICLES 

 

 

School bus transportation is provided for all officially approved transportation requests to and 

from student programs and activities, including attending classes and programs at the JVS and 

ESC  The use of private vehicles for transportation of students, volunteers, teachers and other 

employees to and from student activities is discouraged.  If the need arises, transportation by 

private vehicles is permitted only if previously approved by the appropriate administrator.  

Students may be allowed to return home with their parents after a program or activity with prior 

written permission. 

 

If it is necessary to use private vehicles, evidence must be presented to the appropriate 

administrator that the vehicle and driver are covered for liability, medical payments, physical 

damage and uninsured motorist liability.   

 

The Board maintains excess insurance through a nonownership liability endorsement to its bus 

fleet insurance policy covering private vehicles driven by personnel under contract with the 

Board of Education used for transportation to and from student programs and activities.  This 

excess insurance provides compensation for injury or death to any student or authorized 

passenger caused by any accident arising out of or in connection with the operation of a private 

vehicle transporting students and other authorized passengers.  The amounts and terms must be 

agreed upon by the Board and the insurance company. 

 

 

[Adoption date:  June 29, 2005] 

[Revision date: January 26, 2011] 

 

 

LEGAL REFS.: ORC 3327.01; 3327.02; 3327.09 



Manchester Local School District 

 

     File:  EF/EFB 

 

 

FOOD SERVICES MANAGEMENT/ 

FREE AND REDUCED-PRICE FOOD SERVICES 

 

 

The Board operates a food services program in its schools.  Food preparation is centralized for 

elementary, intermediate and secondary schools when appropriate. 

 

Food services include breakfasts and lunches in all schools through participation in the National 

Child Nutrition Programs.  The food services supervisor reviews and recommends to the Board 

the types of foods to be sold. 

 

The food services staff cooperates with the principals of the schools in matters essential to the 

proper functioning of the food services program.  The responsibility for control of students using 

the cafeteria rests with the building principal. 

 

All prices set for school breakfasts, lunches and milk are subject to Board approval, except for  

a la carte food prices.  The food services supervisor sets these prices without Board approval. 

 

As required for participation in the National Child Nutrition Programs, the Board agrees that: 

 

 1. breakfast and a “Type A” lunch are made available to students, provided at least one- 

fifth of the students are eligible under Federal law for free meals; 

 

 2. breakfast is made available in every school in which the parents of at least one-half of 

the children enrolled have requested that the breakfast program be established; 

 

 3. students who qualify receive free or reduced-price meals; 

 

 4. all meals must meet USDA nutritional standards; 

 

 5. the management of food services complies with all federal, state and local regulations 

and 

 

 6. a summer meal program is provided to students attending a state-mandated summer 

remedial program. 

 

All students are expected to eat lunch at school and may not leave school grounds during the 

lunch hour, except when permission has been granted by the principal.  Students are permitted to 

bring their lunches from home and to purchase milk and incidental items. 

 

School lunch funds and other food service funds are kept in a special account. 
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Manchester Local School District 

     File:  EF/EFB 

 

 

The District provides for at least one employee, who has received instruction in methods to 

prevent choking and has demonstrated an ability to perform the Heimlich maneuver, to be 

present while students are being served.   

 

Students with Special Dietary Needs 

 

At the beginning of each school year, or at the time of enrollment, parents are responsible for 

communicating any special dietary needs of their child, including food allergies, to the District.  

Students with dietary needs that qualify as disabilities under law are provided reasonable 

accommodation. 

 

Substitutions to regular school meals provided by the District are made for students who are 

unable to eat regular school meals due to a qualifying dietary need when that need is certified in 

writing by the student’s physician.  Substitute meals are provided in the most integrated setting 

appropriate to the special needs of the student. 

 

The nature of the student’s qualifying dietary need, the reason this need prevents the student 

from eating regular school meals (including foods to be omitted from the student’s diet), the 

specific diet prescription along with the needed substitution must be specifically stated in the 

physician’s statement.  The District, in compliance with the USDA Child Nutrition Division 

guidelines, provides substitute meals to food-allergic students based upon the physician’s signed 

statement.  

 

The District develops and implements administrative regulations for the management of food-

allergic students.  Such regulations include, but are not limited to, school-wide training programs 

regarding food allergy education, staff development regarding food allergy identification and 

management, allergy emergency drills, strategies for the identification of students with life-

threatening food allergies and management skills including avoidance measures, designation of 

typical symptoms and dosing instructions for medications. 

 

[Adoption date: January 26, 2011] 

 

LEGAL REFS.: Child Nutrition and WIC Reauthorization Act; Pub. L. No. 108-265  

    (Title I, Section 204), 118 Stat. 729 

 National School Lunch Act; 42 USC 1751 et seq. 

 Child Nutrition Act of 1966; 42 USC 1771 et seq. 

Americans with Disabilities Act Amendments Act of 2008; 42 USC 12101 et  

   seq. 

 Rehabilitation Act of 1973; 29 USC 794 

 ORC 3313.719; 3313.81; 3313.812; 3313.813; 3313.815 

  3314.03 3314.18 

  3326.11 

 OAC 3301-91-01 through 3301-91-08 3301-91-09 
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Manchester Local School District 

 

     File:  EF/EFB 

 

 

CROSS REFS.: ACB, Nondiscrimination on the Basis of Disability 

 EFF, Food Sale Standards 

 EFG, Student Wellness Program 

 EFH, Food Allergies 

 JHCD, Administering Medicines to Students 

 

 

     NOTE: Each board of education participating in the National School Lunch Program shall 

report monthly the number of free lunches served by the district each month.  The 

monthly report shall be submitted not later than the 10th of each month following 

the month being reported. 

 

 House Bill (HB) 1 (2009) requires all school districts, community schools and 

STEM schools to establish a written policy with respect to protecting students with 

peanut or other food allergies.  In developing the policy, administrators must 

consult with parents, school nurses and other school employees, school volunteers, 

students and community members.  

 

 Details on food services management may be included in the Support Services 

Manual, Food Service section. 

 

 When a policy covers two topics that appear consecutively in the classification 

system, the terms and codes can be combined as illustrated on this page. 

 

 

 THIS IS A REQUIRED POLICY 
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Manchester Local School District 

 

    File:  EFF 

 

 

FOOD SALE STANDARDS 

 

 

Through its food service program, the Board has a responsibility to encourage students to form 

healthful eating habits.  Many students tend to eat non-nutritious or “junk” foods, which 

contribute to tooth decay, poor health and childhood obesity.  The Board enforces standards 

governing the types of food sold in the schools and the time and place at which each type of food 

is sold.  These standards are based on the following guidelines. 

 

 1. The types of food sold in the schools are determined by their potential to contribute 

significantly to the: 

 

  A. daily nutritional needs of students consistent with the guidelines established by 

the U.S. Department of Agriculture and 

 

 B. provisions of the District’s student wellness program. 

 

 2. The time of day and place for the sale of food to students must be consistent with the 

nutrient intake needs and eating patterns of students and compatible with class 

schedules for schools within the District.  The following restrictions should be 

enforced: 

 

 A. Vending machines offering foods or beverages which do not meet the nutritional 

standards established by the District may not be operated during the school lunch 

period.  The Board reserves the right to totally restrict the sale of non-nutritional 

foods and beverages in vending machines. 

 

 B. Bake sales and other school fundraising activities, involving food items may not 

be held during the school lunch period. 

 

 3. Annually, the food services supervisor reviews and recommends to the Board the types 

of foods to be sold as part of the school breakfast and lunch programs. 

 

Separate standards may be established for the types of food to be sold to staff members and for 

special or extracurricular events. 

 

[Adoption date: January 26, 2011] 

 

 

LEGAL REFS.: ORC 3313.814 

 OAC 3301-91-09 
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Manchester Local School District 

    File:  EFF 

 

 

CROSS REFS.: EF, Food Services Management 

 EFG, Student Wellness Program 

 IGDF, Student Fund-Raising Activities 

 

 

     NOTE: In light of the national concerns with poor health and childhood obesity, school 

districts should be particularly vigilant of the types of foods sold in the schools.  

School wellness plans and programs must include nutrition guidelines equal to the 

guidelines issued by the U.S. Department of Agriculture.  In addition, (as of March 

2010) work is currently being done on the federal level to establish national 

standards for all foods sold on school campuses throughout the school day. 

 

 

 THIS IS A REQUIRED POLICY 
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File:  EGAAA 

 

 

COPYRIGHT 

 

 

The Board conforms to existing Federal copyright laws and maintains the highest ethical 

standards in the use of copyrighted materials for instructional purposes. 

 

The Board encourages its staff to enrich the learning programs by making proper use of 

supplementary materials.  It is the responsibility of the staff to abide by the copying procedures 

and obey the requirements of Federal law.  Under no circumstances may employees of the 

District violate copyright requirements in order to perform their duties properly.  The Board is 

not responsible for any violations of the Copyright Act by its employees. 

 

The Copyright Act affects all employees because it sets guidelines regarding the duplication and 

use of all copyrighted materials – print, nonprint, music, computer software and others.  The 

Superintendent is responsible for disseminating the guidelines for duplication and use of 

copyrighted materials to all employees. 

 

Any employee who is uncertain as to whether the use or reproducing of copyrighted materials 

complies with Federal guidelines or is permissible under Federal law shall contact the 

Superintendent/ designee. 

 

 

[Adoption date: June 29, 2005] 

(Revision date: May 18, 2011) 

 

 

LEGAL REFS.: U.S. Const. Art. I, Section 8 

 Copyright Act; Pub. L. No. 94-533; 17 USC101 et seq. 

 

 

CROSS REFS.: IIA, Instructional Materials 

 IIAC, Library Materials Selection and Adoption 

 

 

     NOTE:  The Federal Copyright Act sets forth the proper use of copyrighted materials for 

instructional purposes. An extensive exhibit follows this policy to assist the 

district’s instructional staff on how to apply the provisions to their work. 

 

 Boards of education may or may not want to include the exhibit in their policy 

manuals. 

 










































































