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Washington County Schools Nutn ion
Feeding Our Students For A Brighter Future
Washington County, Tennesse

Director of Schools: Jerry Boyd
Director of Nutrition: Caitlin Kite

School Nutrition Team 2021/-2022

Special Programs Coordinator: Kimberly Head
Bookkeeper/Human Resources: Belinda Walls
Purchasing Agent/Field Supervisor: Kim Rivers
Summer Feeding Program Coordinator: Brenda Cicirello

"If we can conquer space, we can
conquer childhood hunger." - Buzz Aldrin
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Conditions for Employment
All individuals seeking employment within the Washington County Schools Nutrition department must file an
application in the district office. All who are offered employment must submit to a mandatory security review
to be paid for by the individual, costing approximately $50.
After approval, the new employee is required to complete the necessary paperwork which includes:
a.
b.
c.
d.
e.
f.

W-4
Personnel Records
Preliminary Retirement Papers
Board Life Insurance
Medical Insurance form - must be signed "yes" or "no"
Necessary documents for security clearance

Employment is probationary for a three month period. After that time, sick leave will begin to accumulate.
After six months retirement papers will be processed and deposits will be made.
Social Security
Each employee must have a valid social security number so that social security deductions can be made each
pay period. For more information, employees should contact the nearest social security office.
Tennessee Consolidated Retirement System
All employees are required to belong to the Tennessee Consolidated Retired System. This is a non
contributory system and all employed after July 1, 1984, cannot request withdrawal of contributions made to
this system upon termination of employment. All employed prior to this date may withdraw their
contributions upon termination. (Termination meaning quitting before retirement eligibility.) Retirement
benefits from the system are based on a formula determined by the state.
Health Insurance
During the first thirty (30) days of employment, employees are eligible for enrollment in the health/medical
insurance program approved by our board of education.
* Important: Employees interested in the health/medical insurance coverage MUST apply within the first 30 days
of Juli-time employment. Failure to apply within the first 30 days would make the employee ineligible until the
"open enrollment period". Food Service employees must pay their own premiums, except for the portion
approved by the board of education.
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Absence
Any day an employee is absent is to be documented by the manager and turned in to central office.
An employee who expects to be absent should notify their immediate supervisor as far in advance as possible.
Notification must be given EACH DAY of absence unless other specific arrangements have been made with the
supervisor. If a manager expects to be absent, the prep kitchen supervisor and central office should be
notified. An employee should present a doctor's excuse for 3 or more days missed.
Occasionally an employee asks for a leave of absence. The circumstances necessitating this request must be
fully disclosed to the manager and to central office, who will make the final decision as to whether the leave is
granted. An employee will receive no salary during this time unless the leave is due to sickness, and the
employee has accrued the necessary sick hours to cover any or all of the absence.
A pregnant employee may work as long as she can perform her duties and responsibilities of the assigned job.
A statement from the attending physician may be required. The employee may return to work following
confinement, after submitting a physician's statement verifying ability to perform normal duties without
restriction.
Sick Leave
Sick leave is absence due to the illness of an employee from natural causes, accident, or quarantine. It may
also be used due to the illness of an employee's immediate family; spouse, child, or parent.
Each employee is given 3 days leave for the death of a member of the immediate family; spouse, parents,
grandparents, children, grandchildren, siblings, mother-in-law, father-in-law, son-in-law, daughter-in-law,
brother-in-law, and sister-in-law. These days of leave will be used within 30 consecutive days of the event of
death or they will be considered forfeited by the employee.
Sick leave begins to accumulate for a new employee after 90 days. Sick leave is earned at the rate of one day
a month. You cannot receive benefits for a day that you have not previously earned. Employees earn and
may be paid for one day per month worked in the school year, not to exceed ten days. Only if an employee is
hospitalized will they be permitted to pull from banked sick hours. If an employee is absent more than the
allowed number of sick days per month or year then any sick day claimed will be denied. Any salaried
employee who uses more sick days than earned will be denied any sick days beyond those earned and the
time will be deducted from their salaried hours. A sick day includes the same number of hours an employee
is regularly scheduled to work. The employee will not be paid for sick days he or she has not used. Sick leave
cannot accumulate from one school year to the next but can accumulate for retirement purposes. An
employee may be required to provide a medical statement when it is deemed in the best interest of the
nutrition department. A medical statement is required for 3 or more consecutive absences, and in certain
cases, may be required for a 1-day absence. If you are a Washington County School Bus Driver and turn in a
sick day on the same day you have driven a bus, the sick day will be denied.
False or fraudulent use of sick leave may result in disciplinary action and discontinuance of the benefit for
the employee.
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Absentee forms must be signed by the employee and presented to their immediate supervisor on the day the
employee returns to work Absentee forms are the responsibility of the employee to ask for, fill out, and turn
in to the manager on the day the employee returns to work No sick leave will be paid if the absentee form is
presented after the last day of school.
Overtime
All requests for additional hours must adhere to the following procedure:
1.
2.
3.

The kitchen manager will notify the field supervisor so they can determine the need.
The field supervisor will gain approval from the director.
The payroll clerk will be notified immediately.

Termination
Notice of resignation should be given in writing at least ten working days prior to the last day of work The
notice should include the date submitted, the reason for the resignation, and the effective date of resignation.
Each employee should notify their immediate supervisor and is responsible for notifying Central Office of
their resignation as soon as possible.
Holiday Pay
After a worker is hired following the 90 day probation period, he (she) is eligible for Holiday Pay. The five
paid holidays are Labor Day, Thanksgiving Day, Christmas Day, New Year's Day, and Easter.
* An employee must work (full schedule) the last day before the Holiday and the next day after the Holiday in
order to be granted Holiday pay.
Unemployment
Employees are not eligible for unemployment benefits during any breaks, including summer.
Employee Evaluations
Formal Evaluations of each employee will be conducted by Supervisors or managers as needed during the
school year. Year-End evaluations should be completed on all employees.
The final evaluation for the school year will be conducted in mid-April and turned in to the Central Office the
last week of April.
All employees will be evaluated. The evaluations are confidential, as well as the conference with the
employee.
Supervisors/Managers will use this procedure as recognition of (including but not limited to) any employee's
failure to adhere to any rules and regulations in the annual "Food Service Handbook" or those of State and
Federal Government. Displaying a bad and/or careless attitude, not using time wisely (example: needless
conversation and gossip) will be considered violations, and should be penalized as such. All of the Reasons for
Termination are also included as part of this procedure.
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*Any recommendation by a Supervisor/Manager to terminate an employee will not be recognized if it is
indicated that the above procedures have not been followed. The Supervisor/Manager must make an
employee aware of and must see that the employee begins correcting any breach immediately, and document
such action on the evaluation sheet.
Disciplinary Actions
Prior to the dismissal of a food service employee, the following steps should be taken:
1.

The employee whose work is less than satisfactory must be evaluated on a continuing basis and
written records kept.
2. Conferences should be held with the employee with notations of how his or her work may be
improved. A written summary of the conference is required. When the conference has ended, the
manager should date and sign the summary. If the employee's work continues to be below the level
expected, or violation of rules continues, the manager should schedule a conference with the
employee, make a written summary of the conference, and both the manager and employee must
date and sign the document.
3. When an individual is placed on probation, a letter should be sent stating the length of probation,
specific weakness, and suggestions for improvement.
4. The employee should be evaluated prior to the end of the probation or at any time when his or her
job performance is less than satisfactory.
Employee Complaints
Any employee who has a personal grievance or complaint should report such to their immediate supervisor.
If a satellite manager (see Ref. #8 under Responsibilities of a Manager) cannot solve or satisfy the complaint,
the particulars of the complaint/situation should be reported to the prep kitchen supervisor. If the supervisor
cannot satisfactorily remedy the situation, it will be turned over to the central office staff human resources
department to be handled on a case by case basis. They can be reached at 423-753-1107.
Reasons For Termination
1.

Failure to follow instructions or perform duties necessary to efficiently operate the school feeding
program.
2. Failure to work well with other people and be a constructive team member.
3. Failure to receive a satisfactory evaluation.
4. Discourtesy to the public (students and faculty, etc.)
5. Insubordination, (willful refusal to comply) with the proper order of an authorized supervisor.
6. Theft or destruction of school property.
7. Falsification of records.
8. Habitual tardiness or unauthorized or excessive absences.
9. Use of intoxicants or drugs, or disorderly conduct while on duty.
10. Conviction of a crime.
11. Other improper conduct.
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Responsibilities of all Washington County School Nutrition Employees
1.
2.
3.
4.

5.
6.
7.

8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

All food service employees must show evidence as to their training, experience, and ability to
perform assigned duties.
All food service employees will work cooperatively with all other employees and perform any
assigned duties connected with the operation of the program.
Each worker must show evidence of the knowledge of approved principles of food preparation.
Each worker must be neat in appearance and willing to maintain the highest standards of personal
sanitation while on duty. These standards inclu�e, but are not limited to:
a. wearing a clean, pressed uniform
b. socks & clean non-skid shoes (no open toes shoes)
c. daily bath
d. clean hair that is appropriately restrained (if necessary)
e. use of antiperspirant /deodorant
f. regular care of fingernails (including trimming & smoothing the edges)
g. no false fingernails or nail polish
h. clean teeth
No jackets, hoodies, sweatshirts, coats, etc. are allowed while on duty inside the kitchen. They are
permitted during jobs that demand you go outside in cold and/or inclement weather, such as trash
removal.
Visible tattoos are not allowed.
jewelry and lanyards are not permitted. The following items are the exception:
a. wedding band
b. small earrings, a half inch or less in length
c. wristwatch
No headphones or ear buds are allowed while on duty.
Each worker must be willing to occasionally work after regular hours.
Each worker must report to work on time.
The cafeteria phone is to be used strictly for business purposes. Workers are not to use the phone or
be called to the phone except in cases of emergency. The site manager will not take phone messages
for employees. Cell phones are prohibited for use while an employee is on duty.
Per BOE policy, our schools are tobacco-free properties. School administrators may assign an area for
tobacco use and managers, along with their kitchen staff, will be in cooperation with this designation.
Tobacco, in any form, should not be used while on duty but is allowable during specified break times.
Food service workers shall not eat or drink while on duty, except to taste food (in the proper
manner) or on official break time.
All personnel is to attend training classes, conferences, and workshops when instructed to do so.
Preferential treatment is not to be given to any student or teacher.
Family members of workers are not to be entertained in the kitchen.
All employees must follow all state and local health regulations.
Report to work in good health. Follow the employee illness policy from the Tennessee Department Of
Health included with this manual. Contact your manager as soon as possible if you are too ill to work.
Wear an approved apron and change it when it becomes soiled or if you change jobs. Do not wear
your apron to use the restroom or to take trash to the dumpster. If you do it must be changed
immediately after.
Treat and bandage sores immediately. Wear single-use gloves and change them when they become
soiled, tear, or if you change jobs.
Do not use your work hours in long chats with fellow employees or any member of the school staff.
Any question that an outside party might have, should be directed to the cafeteria manager.
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22. Absolutely no unscheduled interviews with insurance salesmen or distractions of this type will be
tolerated.
23. As employees of Washington County Schools, we should conduct ourselves in an appropriate manner
regarding incidents that may occur in our schools. There should be no posting of information or
photographs regarding such incidents on any social media sites and any violation of this may result
in dismissal.
24. Wash your hands immediately after clocking in and when changing food stations. Wear gloves when
necessary, keeping your workstation clean and sanitized.
25. If you are observed breaking any of these aforementioned rules, your manager is instructed to issue a
written disciplinary memo that will be placed in your permanent personnel file that could result in
other censures.
Functional Requirements:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.

Moderate light lifting, 30 pounds, with some lifting up to 50 pounds.
The repetitive motion of the upper body and limbs (8 hours).
Reaching above shoulders.
Use of fingers - dexterity and normal sensation required.
Both hands required.
Walking (8 hours).
Standing (8 hours), in limited space (2 x 4 feet).
Climbing stairs and vertical ladders.
Both legs required (prosthesis acceptable if the full range of mobility is allowed).
Near vision using appropriate vision screening device.
Far vision correctable to 20 / 40.
Normal depth perception.
Normal peripheral vision (85 degrees temporally in each eye).
Normal color vision.
Normal hearing (without aid).
Ability to detect odors.
Clear speech.

Environmental Factors:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Working indoors and outdoors.
Excessive heat.
Excessive cold.
Excessive humidity.
Excessive dampness or chilling.
Excessive noise, continuous.
Slippery and uneven walking surfaces.
Working around machinery with moving parts.
Working around moving objects or vehicles.
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10.
11.
12.
13.
14.
15.
16.

Working with hands in water.
Working in close proximity to others.
Protracted or irregular hours of work.
Working with knives or other tools.
Exposure to offensive odors such as manure, blood, etc.
Possible exposure to noxious fumes.
Will be required to wear appropriate safety protection.

Professional Code ofEthics
Rules of ethics are primarily rules of behavior in society and are established for the greatest benefit to the
greatest number. In recognition of your present and future responsibilities to the public, the following
principles are set down.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

Conduct yourself in such a manner as to gain the respect of fellow employees.
Use tact and diplomacy in dealing with employees.
Keep in mind that some employees have had more experience in instructional work and much may
be learned from them.
Treat all fellow employees with the same degree of fairness regardless of personal friendships.
Strive to maintain standards set up by the organization in which you are working.
Be loyal to the organization by keeping its affairs private.
Uphold standards of your profession to the best of your ability.
Make an effort to keep informed concerning new developments in your field.
Show a deep concern for all that pertains to the welfare of the community and contribute as much as
possible in your field.
Stay informed of new laws relating to labor, food, and sanitation.
Maintain self-respect and reputation.
Keep physically fit and mentally alert.
Keep all appointments and be prompt at all times.
Realize that your prime responsibility is to give at all times the best possible service to the public.
Realize the objectives and purposes of the institution.
Maintain a high standard of personal appearance, cleanliness, and neatness.
Any time spent on interests/business opportunities other than your duties in your cafeteria during
work hours is strictly prohibited.
If an employee has a child attending the school where they work, the employee is expected to follow
all rules and regulations that parents of other children are required to follow.

Responsibilities of a Production Supervisor and Satellite Manager
1.
2.
3.
4.
5.
6.

Coordinate food service with school activities by cooperating with the principal, faculty, students,
and staff to make the food service program an integral part of the total school program.
Strive for good public relations with customers, co-workers, and the community.
Endeavor to increase participation in school food service and strive to improve the program.
Train, supervise, direct, and evaluate each employee on the staff.
Prepare and post a daily production schedule.
Instruct staff in accepted food service practices.
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7.
8.
9.
10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

Establish and enforce standards for personal appearance and cleanliness.
Strive to resolve staff grievances.
Evaluate employee performance and discipline employees.
Maintain an efficient, well-organized food service program.
Supervise and assist in food preparation and serving, ensuring that food is tasty, served attractively
and at the correct temperature, prepared economically, and portioned properly in the production
kitchen and satellites.
Use correct quantity cookery techniques and establish published menus.
Demonstrate use and care of all equipment.
Practice and instruct staff in safety precautions.
Use recommended sanitation measures.
Issue, extend, and use only USDA or local tested recipes.
Supervise proper handling, storing, and use of leftover food.
Prepare orders for food, supplies, and equipment according to schedule and submit to Central Office
for placement.
Operate the food service program within the budget and take steps necessary to ensure that the
program maintains a positive balance.
Supervise the counting and the depositing of all monies.
Distribute and inform staff of all memos and announcements.
Prepare accurate reports and submit them on time.
Notify supervisor and principal when it is necessary to be absent from work.
Participate in all food service meetings.
Notify supervisor of all problems and situations that might be controversial.
Visit satellite schools served by Production Kitchen whenever time permits.
Provide meals for special functions as required and perform related work as required.
Keep employees focused on their tasks. Any employee observed breaking rules or policies should be
issued a disciplinary memo- one copy should be filed in the personnel folder.
All managers must give employee training on a monthly basis.
Report to work at satellite or production kitchen, district-wide, if required.
Receive and verify deliveries and storage of all food according to federal HACCP requirements.

Responsibilities of a Production Supervisor (As Related to Satellite Program)
1.

2.
3.
4.
· 5.
6.
7.
8.

Keep the Principal at the satellite school and production school informed on the progress, problems,
or other needs affecting the program. Be prepared to observe lunch or breakfast service in the
satellite school.
Complete payroll for the satellite school.
Instruct school personnel on sanitation and safety practices.
Prepare daily food production schedule of each staff person in a department stating the amount of
food to prepare and the time to be ready for the satellite school.
Instruct satellite manager on how to prepare daily forms.
Prepare a monthly inventory of all food and supplies.
Report to work at satellite or production kitchen, district-wide, if required.
Inventory equipment yearly.
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Responsibilities of a Satellite Manager
Under the supervision and direction of the production school manager and the principal at the satellite
school, the satellite manager accepts the responsibility for the food service operation in one or more satellite
kitchens. The satellite manager acts as a liaison between the principal in the satellite school and the manager
in the production school.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

Inspect food and/or transport carts for planned menu items-entrees, vegetables, salad, and bread.
Check the temperatures of all food when it arrives at the receiving school. Adjust carts so that proper
temperatures may be maintained.
Check the quality and quantity of food when it arrives and alert the production manager if any
problems.
Check the quality of food prepared at the satellite school before it is put on the serving line.
Maintain pleasant working relations with students, faculty, and coworkers.
Serve as a liaison between production kitchen and receiving kitchen.
Train employees in all aspects of the program.
Post the daily work and cleaning instructions for employees in the receiving kitchen.
Inform the production kitchen manager of all leftovers for instruction as to their _disposition.
Complete the lunch and breakfast production records.
Safeguard free and reduced-price lunch and breakfast rosters.
Assume or delegate the responsibility for the operation of the cash registers in the satellite school.
Assume or delegate the responsibility for the preparation of cash register summaries and bank
deposits from the satellite school.
Assume responsibility for food and equipment inventories in the satellite school.
Inform the production manager of the food and supplies needed on a daily or weekly basis.
Keep the principal informed of all menu changes and problems pertaining to students and teachers.
Process time cards as instructed by the production kitchen manager.
Assume responsibility for the cleanliness of kitchen, storage, and dining areas.
Assume responsibility for cleanliness and orderliness of freezer, cooler, and stockroom.
Report to work at satellite or production kitchen, district-wide, if required.
Other duties as assigned.

Responsibilities of a Staff Employee
1.
2.

3.
4.

5.

6.

Report to work at the designated time, clock in and remain on the job until dismissed by the
manager.
Perform efficiently and to the best of his or her ability the duties assigned in relation to the
preparation of food, serving of food, cleaning of all areas of the kitchen, or other assigned duties in
the time allotted.
Notify the manager at the earliest possible time when unable to work.
Attend training meetings as required.
Maintain desirable relations between school and community.
Follow all the policies of the School Board and instructions of the manager relating to safety
measures, sanitation practices, personal standards, work techniques, and methods of performing
duties.
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7.

Perform duties involved in the safe preparation and handling of food, cleaning and sanitizing of
equipment and facilities, serving food, cashiering and record keeping.
8. Report to work at satellite or production kitchen, district-wide, if required.
9. Do not argue or defy instructions and comments by manager.
10. Always present a pleasant, kind attitude toward all children/students.
Responsibilities of Food Service Transporter
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Assemble, load, and deliver food in an efficient manner to designated satellite kitchens and return
empty food carriers to Production Kitchen.
Clean, sanitize, and maintain transporting equipment as needed to comply with health and safety
requirements.
Drive the assigned vehicle and have it serviced; ensure that the vehicle is reported and delivered for
scheduled maintenance and safety.
Wash, sanitize and clean vehicle as required.
Assist with serving, stocking, dishwashing and other food service assignments as required.
Transport bank deposit bags to the bank under the following conditions; accept bank deposits only if
money is in a standard sealed bag.
Drive at the posted speed limit.
Take special care to conserve fuel.
Record daily mileage that is driven and odometer reading each day vehicle is driven on mileage
sheets and turn them in monthly to your base kitchen manager.
Be mindful of accumulated mileage, so that service and regular maintenance can be performed in a
timely manner.
Keep your truck as clean as possible - inside and outside, and including the cab.
Report to work at satellite or production kitchen, district-wide, if required.
Perform other duties as assigned.

Responsibilities of Central Delivery Person
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Maintain central storage area.
Inventory at central freezer storage.
Pick up commodities at the point of dispersal, and deliver to schools on a timely basis.
Deliver and transfer equipment to schools.
Help to maintain satellite trucks, commodity trucks, and vans.
Assist with stock in the storage room, freezer, and cooler at Central Storage as needed.
Deliver central storage items to schools on a weekly basis.
Substitute for various drivers as needed.
Do errands for food service.
Report to work at satellite or production kitchen, district-wide, if required.
Other duties as assigned.

Security
Break-ins, theft, or property loss should be reported immediately to the principal and the School Food Service
office.
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Inventory Procedure
A physical inventory must be taken at all schools on a monthly basis.
All food stored in the freezers, coolers, storeroom, and kitchen are to be included in the inventory, except
foods "in process." Inventories should be taken on the last working day of the month and entered into the
file on the Google Drive no later than the 5th of the month.
All non-food supplies are to be inventoried under the proper categories. Inventories should be taken on the
last working day of the month and entered into the file on the Google Drive no later than the 5th of the month.
Procedures for Handling Cash
1.
2.

3.

4.

5.

6.

All money handlers are bonded under a blanket bond provided and paid for by the Board of
Education.
The money will be collected in each school for a deposit on a daily basis. At the end of each day, it will
be counted by two people (example: the cashier and the manager). Satellite schools will place their
deposit in a locked bag and send it to the Production Kitchen. The Production Kitchen Supervisor will
recount the monies from the Satellite Schools then combine all deposits for the day making one
deposit. It will then be placed in a locked bag and a deposit will be made by the production kitchen
manager within three business days.
Documents supporting deposits will be kept in each Production kitchen. Central Office will file a
record of deposits as evidence of the receipts of the school. The supporting documents are to be
retained for at least three years in the school and are subject to audit.
All checks will be prepared in the Central Office - signed by the Director of Schools and by Chairman
of the Board of Education. Documents requesting and supporting each payment must be presented
by the end of each month. Documents must be signed by the cafeteria manager.
Personal checks must not be cashed from lunch funds. (Internal School Financial Management, July
1977, P. 41) Checks may be received as payment for lunches or tickets, but they must be made
payable to the school cafeteria. All checks must be listed on the deposit form for each school.
Donation deposits should be submitted immediately to central office. Receipts will be issued and
student debt will be cleared accordingly by the Special Projects Coordinator.

Change Fund
Prior to the opening of school in the fall, The Production Kitchen Supervisor will receive a check for a change
fund. Designated amounts of money will be sent to each of the Satellite Schools from that fund. On the last day
of school, the Satellite Managers will send the designated amount of money back to the Production Kitchen
Supervisor. The Production Kitchen Supervisor will make a deposit of the exact amount that was sent in the
fall. This deposit will be made on a separate deposit form and kept separate from the daily deposit.
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General Safety Rules
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

12.

Report every injury immediately, regardless of severity, to your supervisor/manager for first aid.
Report all unsafe conditions to your supervisor /manager immediately.
Understand the safe way to perform any task assigned to you. If you are in doubt, see your manager.
If you have to move heavy objects, ask for help. When lifting any heavy object, keep your back
straight, bend your knees, using your leg muscles.
Walk in halls, down ramps or stairs, or around work areas. Be careful when passing through
swinging doors.
Keep your locker clean and the top free from all loose or discarded materials.
Use proper ladders when necessary.
Horseplay or practical jokes on the job are forbidden.
Do not load tray carts unevenly as they will tip over.
Know the locations of and how to use the different types of fire extinguishers placed in your kitchen.
Each kitchen has been provided a notebook of SDS (Safety Data Sheet). This information is required
by OSHA. Each manager should ensure that this notebook is up-to-date and that each employee is
aware of the location and use of this book.
Each kitchen has been provided with an OSHA approved First-Aid Kit. Each manager should ensure
that the contents of this kit are maintained and kept up-to-date. Anything out of date and/or
otherwise unusable should be discarded. All employees should be aware of the location of the First
Aid Kit in each kitchen.

Accident prevention
Burns
1.
2.
3.
4.
5.

Cuts
1.
2.
3.
4.
5.

6.

Handles of pans on the stove need to be turned so that pans cannot be knocked off.
Use dry pot holders for lilting hot pans.
Warn fellow workers when pans are hot.
Steam equipment must be in proper working order to avoid burns from leaks.
Hot water must be regulated at the proper temperature so that it does not scald.
Broken dishes and glasses should be properly cleaned up and disposed of.
Knives should be stored in slotted cases.
Do not drop sharp knives into the sink.
Make sure proper instructions been given for the slicer and the safety hood is in proper position after
cleaning.
Check the can opener for proper repair so that it will cut sharply and leave no ragged edges.
Be sure that all safety devices are working on slicers and choppers.

Electricity
1. Electric cords should be in good repair.
2. Check to see if there are sufficient outlets provided.
3. Be sure hands are dry before touching electrical equipment.
4. Be sure extra fuses are available and that breakers are always checked.
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Falls
1. Clean up spilled food and water immediately.
2. Keep corridors and stairways free from debris.
3. Place articles on shelves securely so they will not fall.
4. Step ladders should be sturdy and in good repair.
5. Brooms, mops, and dustpans should be put away properly after use.
6. Hallways should be lighted and steps well marked.
Fires and Explosions
1. Gas pipes should be free from leaks and hot oil should be watched carefully.
2. Fire extinguishers should be in good working order and first-aid kits fully equipped.
Workers Compensation Procedures

CONTACT: KIM HEAD @ CO

Washington County School Worker Compensation plan is designed to provide the best possible medical
care for employees who are injured on the job. Employees must report all accidents to the manager and CO
within 24hrs of occurrence. To meet those goals the following procedures will be implemented. If any
employee should be injured while on duty, the following procedure shall be followed:

1.
2.

3.

4.

**DO NOT USE YOUR PERSONAL MEDICAL INSURANCE FOR ANY OF THIS.**
The immediate supervisor will contact Central Office immediately so arrangements can be made with
the Doctor's office chosen by the employee from the PANEL OF PHYSICIANS.
lf necessary the injured employee will be taken to the Doctor's office chosen from the WORKERS
COMPENSATION PANEL OF PHYSICIANS. For immediate care, call Virtual MD 1-866-687-0710 or
Spanish 1-866-787-2810
In the case of severe injuries, the employee will be taken to an approved hospital. The employee or
person accompanying the injured employee will inform the hospital that the injury is covered by
Workers Comp.
Serious injuries requiring immediate emergency medical treatment such as profuse bleeding, broken
bones, unconsciousness, shock, etc. shall warrant emergency treatment at a hospital. The injured shall
be transported to one of the following hospitals which provide 24-hour emergency medical
treatment:
• Johnson City Medical Center - 400 N. State of Franklin Rd.- Johnson City, TN
Phone:423-431-6111
• Holston Valley Hospital & Med. Center - 130 West Ravine Rd. - Kingsport, TN
Phone:423-246-3322
• Franklin Woods Community Hospital - 300 Med Tech Parkway - Johnson City, TN
Phone:423-302-1000
• Indian Path Medical Center - 2000 Brookside Drive - Kingsport, TN
Phone: 423-246-4311
• Johnson City Specialty Hospital*eye care only*- 203 E. Watauga Avenue - Johnson City, TN
Phone: 423-926-1111
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5.

6.
7.
8.
9.

10.

Immediately contact central office, notify them of chosen physician's office and complete the TN
Employers First Report of Work Injury packet. ALERT TO MANAGERS-This report must have any
injury documented, even if the employee refuses to see a doctor, and MUST BE SIGNED BY
EMPLOYEE-(SEE BOTTOM OF FORM). Also, managers who send an employee to the school clinic (for
example: for dizziness, stomach discomfort, etc. during work hours) should request a copy of the
nurse's report to keep on file. A copy of this report should be faxed or sent to Central Office.
The Supervisor or manager will be responsible for educating the school staff in this procedure.
For all serious emergencies, call an ambulance. All of Washington County is served by 911
Emergency.
Non-emergency medical treatment shall be initially treated at Doctor's office chosen from the
"PANEL OF PHYSICIANS" page, or Web MD, or school nurse.
Doctors at these facilities are considered county physicians. It is mandatory that the initial
treatment is at this facility whenever a county employee is injured seriously enough on the job to
require a doctor. Failure to comply with these provisions shall result in the employee paying for this
initial visit him/herself when unauthorized medical service is utilized.
r

The Central Office must contact the doctor's office chosen from the "PANEL OF PHYSICIANS" page
when an employee requires treatment of a job-related injury or illness. The injured/ill employee
must be identified by name, department, place of work, and supervisor's name. Arrangements for
transportation to and from the medical facility will be the responsibility of the supervisor. If
additional appointments are required after the initial appointment, an employee may not make any
changes to those appointments. Any cancellations or rescheduling must be done by your employer. If
you need to return to the doctor sooner than the scheduled appointment, you must contact central
office and they must contact the physician's office to change the appointment.

11. If a prescription is given, the injured person must contact central office in order to use the correct
pharmacy as specified by Workers Comp. If a different pharmacy is used, the receipt from the
prescription must be given to the manager to be sent to Central Office for reimbursement.
12. The doctor's office will keep records of all visits and medical treatment and bill the county; therefore
payments should not be made at the time of the visit.

**DO NOT USE YOUR PERSONAL MEDICAL INSURANCE FOR ANY OF THIS.**
Important notes

1.

2.

A verbal claim or complaint made to a manager past the 24 hour period will be considered a direct
violation of policies and procedures. Example: "I believe I hurt my back in the kitchen a couple
of days ago when I lifted a case of peaches."
A refusal to see a physician from the approved panel of physicians immediately following an injury
will result in censure and a possible 3-day suspension without pay. Refusal is considered as
insubordination and a direct violation of the policies and procedures of the Washington County
School Food Service.
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WASHINGTON COUNTY BOARD OF EDUCATION - WORl<MAN'S COMPENSATION PANEL OF PHYSICIANS
DOCTOR'S CARE
Dr. Atif Atyia
2811 WEST MARKET STREET
JOHNSON CITY TN 37604

423-928-2135

BOONES CREEK URGENT CARE
4100 N. ROAN STREET
JOHNSON CITY, TN 37601

423-268-2606

MEDWORKS - JOHNSON CITY
MARILYN BISHOP
200 MED TECH PARKWAY
JOHNSON CITY TN 37604

423-915-5033

17

