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Notice to Employees 

If a work injury occurs  

California law guarantees certain benefits to employees who are injured or become ill because 

of their jobs. Any job-related injury or illness is covered. Types of injuries and illnesses covered 

include, but may not be limited to, strains, sprains, cuts, cumulative or repetitive fractures, 

illnesses and aggravations. Some injuries from voluntary, off duty, recreational, social or 

athletic activity may not be covered. Check with your supervisor or claims administrator if you 

have questions. 

All work-related injuries must be reported to your supervisor immediately. If you wait too long, 

you may lose your right to benefits. Your employer is required to provide you a claim form 

within one working day after learning about your injury. 

It is a misdemeanor for an employer to discriminate against workers who are injured on the job 

or who testify in another employee’s case. Any such employee may be entitled to 

compensation, reinstatement and reimbursement for lost wages and benefits. 

In the event of a work injury 

1. Be sure first aid is given. 
2. If emergency medical treatment is needed call 911. 
3. See that the injured employee is taken to a doctor or hospital, if necessary. 
4. Report all injuries immediately to your supervisor. 
5. Contact your employer representative or claim administrator if you have questions 

about workers’ compensation. You may also contact an Information and Assistance 
Office at (866) 692-7487. 
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Workers’ Compensation 

Guidelines 
 

If the injury is life-threatening, call 911 and, after the employee has received medical attention, 

complete the follow-up procedures listed below. Please contact the Administrative Offices as soon as 

possible 

1) Employee notifies the supervisor immediately about the injury, and calls Injury Hotline (855) 
969-3441 to make a report. 

 
2) Injury Hotline nurse will advise the employee whether to seek medical treatment or not. 

 

3) If medical treatment is needed, Hazelrigg will fax the authorization for treatment to the 
medical facility to let them know the injured employee is on his/her way. (The closest 
facility to the district is U.S. HealthWorks Medical Group in El Monte). 

 
4) Hazelrigg will send all the injury incident reports to Business Services. The Certificated 

Payroll Account Clerk will receive a copy of the reports for certificated employees, and the 
Classified Payroll Account Clerk a copy for classified employees. 

 
5) The office manager will provide the Workers’ Compensation Claim Form (DWC 1) to the 

injured employee.  The DWC 1 form must be completed if the employee chooses to receive 
medical treatment.  Once the form is signed by the Principal/Supervisor please send it to 
Business Services via email or district mail. 

 

6) A Supervisor’s Report of Employee injury must be completed anytime an injury occurs and 
needs to be sent to Business Services 

 

7) If the injured employee is treated by a physician, a work status report will be sent to 
Business Services, Certificated Payroll Clerk will receive a copy for certificated employees, 
and Classified Payroll Clerk a copy for classified employees.  If the physician recommends 
work restrictions for the injured employee, Business Services will call the 
Principal/Supervisor to determine if they can accommodate the restrictions identified on 
the work status report. 

 

 
 

 

 

 



6 
 

 

PLEASE READ CAREFULLY 
 

        WORKERS’ COMPENSATION REPORTING PROCEDURE 
 Procedure for an employee reporting a work-related injury and  

DOES NOT NEED MEDICAL ATTENTION  

1. Provide the employee with an Incident Report Form. 
2. Employee needs to complete the top portion immediately. 
3. Employee needs to notify a supervisor or director if they feel they need to see a doctor. 
4. Report the incident to the district Workers’ Compensation Injury Hotline immediately at 

Phone (855) 969-3441.  (State law requires that all work-related injuries be reported within 24 hours) 
5. Supervisor must complete the bottom portion of the Incident Report Form immediately.   

                      Please be sure to complete each line. 
6. Please, do not fill out a DWC-1 Claim Form if the injured employee is not going or does not 

plan to go to a doctor.   
7. Complete Supervisor’s Report form an email it or send to Executive Assistant, in the 

Personnel Services. 
8. Please send the completed Incident Report form to the Workers’ Compensation Office. 

 

 Procedure for an employee reporting a work-related injury and  
NEEDS IMMEDIATE MEDICAL ATTENTION from a designated 

provider chosen from the list included in workers’ comp. packet. 

1. Provide the employee with the Facts for Injured Workers packet.   
2. Employee must call Injury Hotline at (855) 969-3441 to report the incident. If the Injury 

Hotline is busy please fill out an authorization form and send him/her to the US Health Works 
Clinic.  Employee must complete the top section of the DWC-1 Claim forms immediately.  
(State law requires that all work-related injuries be reported within 24 hours.) 

3. Notify the employee that they are responsible for reading and complying with the information 
in the packet. 

4. The injured employee may only see a doctor on the Designated Providers list or the doctor 
that they pre-designated prior to the injury. (Workers’ Comp. Coordinator keeps a record on 
file if one was completed.) 

5. Supervisor must complete the bottom section of the DCW-1 Claim form immediately.  Please 
be sure to complete each line. 

6. Email a copy of the completed Supervisor Report and DWC-1 Claim forms to the Workers’ 
Compensation Coordinator immediately to the Executive Assistant of Personnel Services.  (If 
claims are not filed in a timely manner, medical authorization will be denied.) 

7. Via District’s mail, please send the completed Supervisor’s Report and DWC-1 Claim forms to 
the Workers’ Compensation Coordinator. 

8. The employee must provide their site and Workers’ Compensation Coordinator a written 
work status report after each visit to the approved medical provider as well as before 
returning to work. 

 



7 
 

                                                          Date DWC1 claim form was provided to employee ________________ 
                                  DATE WellComp MPN brochure was provided to employee ________ 

   

Mountain View School District 

Business Services 

Supervisor’s Report of Employee Injury 

Name of Injured: ______________________________________________________________________ 

Age: _____________ Job Title: ___________________________________________________________ 

                

Date of Accident: _______________________________Hour: ________________________ (a.m. / p.m.) 

            

Date Reported: ________________________________Hour: ________________________ (a.m. / p.m.) 

Accident Location: _____________________________________________________________________ 

Nature of Injury: _______________________________________________________________________ 

_____________________________________________________________________________________ 

Name of Medical Facility: ________________________________________________________________ 

(If the employee does not want to seek medical treatment at this time please write it on the line.  

Did Injured Leave Work? ________________ Date: __________________ Time: ____________ (a.m. / 

p.m.)             

Did Injured Return to Work? ______________Date: __________________ Time: ____________ (a.m. / 

p.m.) 

Describe How Accident Occurred: _________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Names of Witnesses: ___________________________________________________________________ 

What steps have been taken to prevent similar accidents?  

_____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Date _______________ 20 ___  Supervisor’s Signature _________________________________ 
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Incident Report Details  
When should a school incident report be completed? 

A school incident report should be prepared for any event or mishap which results or is like to 

result in injury to a person or damage to or loss of property that occurs on school premises or 

during school activities that are not minor. “School activities” includes, but is not limited to, 

school-provided transportation, excursions and events conducted by Boosters and organized 

school sports events, and use of a school facility by a community group. A commonsense 

approach should be taken to determining whether or not an incident is minor. As a guide, an 

incident is not minor, and a report should generally be prepared when: 

 There is an observed or reported incident which involves death, injury or 

hospitalizations; or 

 A person sustains an injury to the head or loses consciousness; or 

 A person sustains an injury to the eyes or where teeth are broken or dislodged; or 

 A person sustains broken bones or lacerations requiring suture; or 

 It is necessary to transport an injured person to the hospital; (please see ASCIP’s Guide:  

“Student Emergency Transport Guidelines; or 

 Medical attention is provided on site by an ambulance officer or health care 

professional; or 

 A student has to leave school early as a consequence of an incident; or 

 A parent, caregiver or relative is summoned to the school as a consequence of an 

incident; or 

 Parents or caregivers are advised to take a student to a doctor for precautionary 

reasons; or 

 Any person observes or reports inappropriate contact or conduct by or between staff, 

students or persons, such as but not limited to, inappropriate touching, harassment, 

fighting, bullying or similar incidents; 

 When emergency services (i.e. 9-1-1-), the police, the fire department, child protective 

services or any other such professionals are called to respond to or investigate an 

incident; or 

 The principal or his or her delegate has determined, at his or her own discretion, that 

there is any potential for legal proceedings (whether civil or criminal) to result from the 

incident/injury. 

The school incident report should be prepared as close as possible to the time of the incident – 

preferably on the same day. In the event any non-minor incident is reported by the student, 

visitor, or parent after the event has occurred, a report should be still be prepared as soon as 

possible.  
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Who should prepare the documentation? 

The nature and gravity of the incident should be considered before determining who is best to 

investigate and prepare the report. A serious event should be immediately reported to District 

risk management or legal counsel for guidance, while at the same time identifying witnesses 

and preserving all evidence (including campus video), as necessary. For a routine incident, the 

school incident report should be prepared by the principal, administrator or other delegated 

school staff. It is preferable, wherever possible, that the collation of school incident reports and 

related witness statement or other documentation should be undertaken by a senior member 

of staff who is not a witness and who has not been directly involved in the incident. Students 

participate in a variety of sporting and other activities endorsed by the District which are not 

arranged or supervised by a particular school. In these situations, the senior District officer 

appointed to manage or coordinate the activity should prepare the school incident report and 

forward it to the school principal of the student concerned. A template for preparing school 

incident reports is attached. In relation to incidents arising out of the community use of school 

facilities, all relevant information should be prepared and collated in accordance with the terms 

of the District’s use of school facilities policy.  

What information should be provided in the school incident report? 

When completing the school incident report details identifying the person who was injured or 

property which was damaged or lost, should be provided together with the date and location of 

the incident, a description of the injuries sustained and a brief factual account of how the 

incident occurred. Sample forms for witness statements are attached. Witness statements 

should be obtained from any person, including a student or affected individual, who has direct 

knowledge of the incident. Where there are large numbers of witnesses to an event, witness 

statements may be obtained from a representative sample of witnesses, and the names and 

contact details of all remaining witnesses should be recorded. The report should include the 

inquiry, identification and preservation of any evidence related to the incident. This includes 

physical evidence and electronic evidence such as surveillance video, cell phone video, social 

media posts, etc. Such evidence must be preserved in a way such that it cannot be 

inadvertently overwritten, deleted or destroyed. Assistance from the District IT department is 

useful. It is easy today to use a cell phone to video and/or photograph a scene or injury. Do it 

and download the data into a secure server. When witness statements are being obtained 

please note: 

 The form should be completed in pen not pencil 

 The witness should write about the incident in his or her own words and sign and date 

the form when finished. In no circumstances is the witness to consult with another 

witness before preparing his or her witness statement 

 If the witness is too young or otherwise unable to write about what he or she has seen, 

an adult who has not been involved in the incident can assist. In such circumstances the 
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adult should read back to the student what has been written and seek confirmation that 

that is what they saw. The fact that this step has been taken should be noted on the 

form by the adult. Any statement from the adult should also confirm that this step has 

been taken. 

 If the witness is from a non-English speaking background the witness should be given 

the option of writing his or her account in the witness’ preferred language. This account 

is to be kept together with the subsequent translation of the witness statement into 

English. 

 If completed by a minor or any student, the age of the student should be written on the 

form 

 If possible, ask the witness to draw a sketch of the location where the incident occurred 

to accompany his or her statement. The location of the witness and all persons who 

were involved in the incident should be noted on the sketch. 

 If a staff member is completing the form, the staff member should write his or her staff 

serial number on the form. This is so the staff member can be more easily located if 

legal proceedings are initiated several years after the incident; 

 The attention of the person completing the form should be drawn to the privacy notice 

that appears on each form.  

Should any other documentation be collected at the time of the incident?  

In circumstances where a school incident report is completed, copies of the following 

documentation, where relevant, should be kept with the report: 

 All releases and permission slips related to the incident; 

 class, field trip, excursion, transportation rosters, or sports rosters of the relevant 

participating students; 

 student and staff list and rosters (for example a playground duty roster where an 

incident occurs on a school playground)’ 

 if school property or equipment contributed to the cause of the incident, make sure that 

the equipment is secured, not disturbed and available for inspection; 

 first aid register or its equivalent; 

 supervision rosters; 

 community use agreements; 

 photographs/video of the incident scene; 

 screen-shots of social media posts, text message, etc., pertaining to the incident which 

are accessible to school staff; 

 details of any previous incidents of a similar nature; 

 internal and external correspondence in relation to the incident; and  

 school welfare and/or discipline policies (where appropriate). In cases of incidents 

arising from the conflict between students, a copy of welfare reports, discipline notices 
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and/or the punishment register or any equivalent documents maintained by the school, 

as well as the student records of the students involved should be retained. 

If as a result of an incident at school or during school activities, the school counselor 

subsequently offers counseling to any student, a note that such support has been provided 

should be included with the relevant incident documentation. 

While it is acknowledged that collecting this information may be time-consuming at the time of 

the incident, it is less onerous than collecting it months or years after the incident. 
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Liability and Property Claims Process 

 

Property Claims 

It is essential in claims management, that claims be reported within 24 hours regardless of the 
severity of a claim.  There are many situations in which early intervention in handling a claim 
can significantly reduce the cost.  As a member of ASCIP, your district has a vast number of 
resources available to assist with investigations, litigation, and claims management.  Regardless 
of the retention levels selected, these services are provided at no additional cost since they are 
already provided for as a part of your basic premium. 
 
In the event that a serious incident occurs at a district that may draw media attention, we 
recommend that the district have a policy for dealing with the media and a trained dedicated 
spokesperson.  In the event of a major incident, please contact ASCIP immediately.  When 
dealing with the media or potential claimants, always remain calm and courteous.  Do not 
admit liability or commit to payment of medical or damage expenses. 
 
Never withhold or delay reporting a loss if all the information is not yet available.  Complete the 
incident report to the best of your ability immediately after the incident occurs.  All serious 
claims should be reported immediately to ASCIP.  All personnel who may be filling out claim 
forms should be trained and should realize that their comments may appear in a lawsuit and 
create potential liability for your district. 
 
If a claimant or a claimant’s attorney calls the district directly, always refer them to your claims 
administrator. 
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MOUNTAIN VIEW SCHOOL DISTRICT 

CLAIM FOR DAMAGES  

DIRECTIONS: Complete and send an original and one copy to: Mountain View School District, 3320 Gilman Road, El 
Monte, CA 91732 Attn: Business Services 
 

Name of Claimant: 

_____________________________________________________________________________________ 
(Injured or damaged party)                      (Last)                                             (First)                                       (Middle) 

_____________________________________________________________________________________ 
                         (Date of Birth) *                              (Social Security No.)*                              (CA Driver’s License No.)  

 Home Address: 
_____________________________________________________________________________________________ 
                              (Number/Street)                    (City/State/Zip Code)                            (Area Code & Phone No.) 

Business Address: 
_____________________________________________________________________________________________ 
                              (Number/Street)                    (City/State/Zip Code)                            (Area Code & Phone No.) 

Claimant receives or is eligible for SSDI or Medicare*      ______________ Yes   _______________ No 
Directions: Indicate to which address you wish notices sent.       Home __________    Business__________ 
When Did Injury or Damage occur? 

____________________________________________________________________________________________                                                                                                                                     
                                                                        (Month/Day/Year)              (Day of Week)                      (Time of Day) 

Where Did Injury or Damage Occur? 
____________________________________________________________________________________________ 
                                                     (School site, street address, intersecting streets, or other locations) 

How Did Injury or Damage Occur?  -
____________________________________________________________________________________________ 
(Describe accident or occurrence in complete detail/attach additional pages if needed) 

_____________________________________________________________________________________ 
_____________________________________________________________________________________
Names, Addresses and Phone Numbers of Witnesses, Doctors, Hospitals or persons who may have 
information regarding your Injury or Damages: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________________
Names of School Employees Involved:______________________________________________________________                                                                            
Police Report Number:___________________________________________________________________________                                     
What Action or Inaction of District Employee(s) Caused Your Injury or Damages?____________________________ 
_____________________________________________________________________________________________           

What Injuries or Damages Did You Suffer?______________________________________________________ 
_____________________________________________________________________________________
State the amount of the claim if it is less than $10,000 _____________________________.                                 
Include the estimated amount of any prospective injury, damage or loss insofar as it may be known at the time the 
claim is presented and list the basis for the computation of the amount claimed:________  

____________________________________________________________________________________ 
If the dollar amount of the claim is more than $10,000, no dollar amount will be stated but please indicate whether 
the claim is a limited civil claim (total dollar amount less than $25,000):   Limited Civil Case:  _____ Yes     _____  No 

Directions: Sign and date this Form below.  If the signer is not the Claimant, indicate the relationship of 
the signer to the Claimant (parent, attorney etc.) and address. 
_____________________________________________________________________________________________ 

(Signature)                                  (Date)                          (Relationship if not Claimant and address) 

                           Directions: Attach and include, with this Form, any bills for medical treatment or expenses/estimates for personal property 

damage.*RESPONSES REQUIRED FOR FEDERAL MEDICARE SECONDARY PAYER REPORTING                                                                                                    

Note: PRESENTATION OF A FALSE CLAIM IS A FELONY (Refer to CA Penal Code Sec 72) 
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Mountain View School District 
 

Property Loss/Damage Claim Report 

 

1. Use this form to first report potential or actual loss or damage of District-owned property to Risk     

Management. Resubmit updated form as additional information is obtained; 

2. Each School or Department must complete this form as soon as they are made aware of an 

incident. 

3. Please attach other pertinent information that will facilitate claim processing i.e. photos, 

estimates of damage, inventory of damaged/missing items, copies of estimates copies of the 

bills/invoices for repairs/replacement, and proof of payment. 

 

Street Address of Incident:  

School       Dept.     Building Name:  

Other details of exact location:  

Department Head Name:  

Claim Contact Name:  

Claim Contact Phone Number:  

Claim Contact Email Address:  

Date & proximate time of loss: Mm/dd/yyyy – 00:00 AM/PM 

Is this the first report of loss? Yes          NO         If no, date of last submittal:____________ 

 

 

  

CAUSE OF LOSS 
(Mark all that apply) 

Fire and/or smoke  Roof Leak  Theft or vandalism  

Lightning  Pipe leakage  Transit/during shipment  

Wind  Backup of sewers or 
drains 

 Vehicle  

Flood      
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Use of Facilities 
 

An “Application and Agreement for the Use of Facilities” form, Exhibit N, Page 18, is to be executed 

whenever an outside group is granted permission to use District facilities. Along with completing the 

Agreement, all organizations or groups using District’s premises are required to show proof of insurance. 

The minimum limit of coverage acceptable is $1,000,000. The organization is to furnish an endorsement 

naming the District as an additional insured. 

If the user organization does not carry its own liability insurance, and is not a booster or auxiliary club, 

the organization may obtain insurance through the Tenant User’s Liability Insurance Program (TULIP). 

All boosters and auxiliary clubs are covered through the districts liability insurance under the ASCIP-B 

Program. 

 

Board Rooms 

Use of the large (LBR) and/or small (SBR) must be scheduled through the District Receptionist. 

The room setup form, Exhibit N-1, Page 19, is required when the room(s) is reserved. Identify equipment 

needed for presentation such as overhead projector. 
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Bids –Formal and Informal 
Formal bidding procedures are required for the purchase of materials and/or services 

exceeding amounts specified by law which is currently $86,000 or more for materials and 

supplies and $15,000 for public works services. Formal bids are advertised in the San Gabriel 

Valley Tribune. Contractors and sub-contractors must submit a bid for this Project, and in 

accordance with California Public Contract Code Section 20111.6, prospective bidders that 

possess an A or B license are required to submit to the District a completed set of 

prequalification documents on forms provided by the District. These documents will be the 

basis for determining which bidders are qualified to bid on this Project. 

Bids will not be accepted if a contractor has not been prequalified where prequalification is 

required. Prequalification documents are available from the website at WWW.pqbids.com and 

at the Mountain View School District, 3320 Gilman Road, El Monte, CA 91732, or call 626-652-

4000. Prequalification documents must be submitted on that date and time stated on the bid 

advertisement. Contractors will be notified by telephone, fax, or by mail of their 

prequalification rating within a reasonable period of time after submission of their 

prequalification documents, but not less than five business days prior to the bid opening date. 

If this project includes work that will be performed by mechanical, electrical or plumbing 

(“MEP”) subcontractors (contractors that hold a C-4, C-7, C-10, C-16, C-20, C-34, C36. C-38, C-

42, C-43 or C-46 licenses), such MEP subcontractors must also be prequalified. A list of 

prequalified MEP subcontractors will be made available by the District to all bidders at least 10 

business days prior to the bid opening date. It is the responsibility of the bidder to ensure that 

all MEP subcontractors holding any of the licenses listed above are properly prequalified before 

submitting a bid. 

Basis of Award 

It is the District’s desire to develop maximum competition for all purchases. The Board of 

Education of the Mountain View School District awards bids to the lowest, responsible bidder 

and reserves the right to waive any informalities and reject any and all bids offered. The 

evaluation of award may be based upon price, specifications, past performance of vendor, 

compatibility, quality and, where appropriate, delivery or completion time.  

 

 

 
 

 

 

 

http://www.pqbids.com/
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NUTRITION SERVICES 
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Food Allergies and Dietary Adjustments 

We are proud to be able to provide students, parents, and community partners with information that will 

allow our students to make educated choices regarding their school meals.  The information provided is 

based on current information from manufacturers and the Mountain View School District recipes.                                                                                                                                                                        

Please be aware that there are factors that may affect a product’s actual nutritional value and/or ingredient 

composition at any given time—a cafeteria may make a dietitian-approved menu substitution, 

manufacturers’ formulations may change without notice; USDA products may become available at any time 

during the year and may replace a purchased item; products brans may change during the year as new bids 

are approved; schools may be using inventory from a previous bid or manufacture; and recipes may change 

during the school year. 

Special Diets                                                                                                                                                                                     

If your child requires a special diet provided daily by the school cafeteria, a prescription written in English by 

a U.S. licensed physician indicating the medical necessity must be sent to Mountain View school District.  All 

special diet requests must be filled out in English and signed by a U.S. licensed physician, physician’s 

assistant, or nurse practitioner.  If a student has a disability, please check the disability box.  If a student 

changes schools, Nutrition Services must be notified.  Please be sure that all forms are filled out in their 

entirety before sending to your school site Health Clerk and Nutrition Services to ensure special diets are 

written and implemented in a timely manner.  Special meal accommodations and milk substitution requests 

must be turned in every school year, they do not roll over from the previous school year.                                                                                                                                            

To request a milk substitution due to a medical or other dietary need, a parent or guardian can complete the 

“parental request for a fluid milk substitution for school-age children’ form (provided below).  Please note 

this form is not intended to accommodate students who drink fluid milk substitutions such as soy milk due to 

taste preference.  Send all forms/prescriptions to your school site Health Clerk. The forms will be forwarded 

to the Mountain View School District Dietitian. 

Students with Special Dietary Needs:                                                                                                                                 

Mountain View School District will, when possible, provide food substitutions or accommodations on a case-

by-case basis for children with medically certified special dietary needs. The student must have a medical 

statement on the file defining their certified special needs. 

Students with Disabilities:                                                                                                                                           

Mountain View School District will make food substitutions or accommodations for students with disabilities.  

Substitutions for these students must be prescribed by a *state licensed healthcare professional. 

*For this purpose, a state licensed healthcare professional in California is a licensed physician, a physician 

assistant, or a nurse practitioner. 

Students with Food Allergies                                                                                                                                              

Mountain View School District will not make food substitutions for student with allergies unless a 

documented physician’s assessment is on file. 

*Important notice to parents and guardians:  Please have the Medical statement Form completed entirely 

by a California licensed health care provider and return the form to the Health Clerk in your school sites 

office. 

This institution is an equal opportunity provider. 
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Nutrition Services Catering 

We are interested in enhancing our service to the school sites, as the staff incorporates the catering 

assignments into the daily menu production schedule.  Please help us improve the efficiency of the 

operation by following these few guidelines.  Our students remain our top priority. 

CATERING ORDER PROCESS 

1. ORDER – Place your order on-line or by email to the Nutrition Services Department Secretary. 

AT LEAST TEN (10) FULL WORKING DATES BEFORE YOUR CATERING EVENT. 

In order to provide quality food products, all catering menu items require ten days (10) notice, to 

help provide adequate time to order food products, assign staff, prepare your menu, and meet 

budget guidelines. 

2. CONFIRMATION MEMO – You must receive the confirmation memo, usually within 24 hours 

after you place your order, to be assure that your order has been scheduled with the central 

kitchen manager (and/or manager of your site).  For your convenience, Confirmation Memos are 

sent via email to the individual placing the order, the Principal and Office Manager. 

Please verify the following information provided on the memo: 
 Date of event 

 Event Name 

 Delivery Time and Location 

 Confirmation Number 

 Menu 

 Total number of participants – Meal Count 

 Approximate Cost 

3. REQUISITION PROCEDURE – No Purchase Order requisition is required, however the Catering 

Confirmation form becomes your authorization for payment: 

a.   Copy the Catering Confirmation. 

b.   Enter Budget information:  Resource/Function on the Catering Confirmation. 

c.   Send the signed copy (Principal signature) to Nutrition Service    

      department. 

d.   Your order may not be delivered if the requisition form is not received by the Nutrition  

 Service Department at least ten (10) days PRIOR to the catering event. 

e.  A few days PRIOR to your scheduled catering. Nutrition Service will call you to confirm  

 your catering order. 

4.  CONFIRMATION / PACKING SLIP – Please sign the Confirmation form and returns to the 

Nutrition Service Site Manager immediately.  When the food is delivered, you will receive a copy 

of the Order Confirmation to be signed as a “packing slip”.  Whoever receives the delivery must 

sign the document as proof of delivery.  The Nutrition Service Manager will forward it to the 

Business Office to authorize payment on the invoice.  

Invoice will be processed by the Business Office based on the services received. 
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MAINTENANCE 
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Keeping MVSD in Pristine Condition 

Maintenance is a continuous operation to keep the school buildings, furniture, and equipment 
in the best form of normal use. The upkeep of school buildings is a daily activity of the district 
and its personnel. The Maintenance Department works together to maintain the cleanliness 
and safety of the entire district, striving to continuously improve our service process and to 
provide a safe, secure environment as we serve every student, with excellence as a standard. 
 

ENERGY CONSERVATION 
 

Heating, Ventilation, and Air Conditioning 
 
Timers should be turned off when classrooms are not in use. When air conditioning units are in 
use, please keep all doors and windows closed to conserve energy. 
 
Lights 
 
When not in use, please turn off all lights, office machines, and computers. This will make a 
tremendous difference in energy usage. 
 
Security 
 
For security reasons and to prevent false alarms, the following steps should be followed: 
 

1. No hanging of any items on overhead wiring in classrooms (it may cause motion 
detector to go off by movement). 

 
2. All air conditioning thermostats should only be set by the HVAC technicians to control 

timers on units. Unites left on overnight will cause motion sensors to detect movement 
in the room causing false alarms. 
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SAFETY 
 

For safety purposes the following steps should be followed: 
 
1. There should be no materials or boxes less than three (3) feet in front or around 

electrical panels in classrooms. 
 

2. In case of smoke coming from light fixtures, turn off lights immediately and report 
the incident to the office at once. 

 

3. All air conditioning units should be set at 72 degrees and running on the auto 
position to prevent constant running and to prevent the unit from freezing. 

 

4. Fire extinguishers should not be more than 36” from the door. They need to be 
visible and accessible at all times. 

 

5. Under no circumstances should a wall receptacle or light switch be covered by 
paper, decorations, or furniture. This is to prevent sparks from igniting paper or 
other objects in the classroom. 

 

6. School electrical rooms must be clear of flammable items for the safety of staff and 
students. 

 

7. Combustible Materials:  There shall not be combustible materials within 24” from 
the ceiling if placed on top of a cabinet. Combustible material should cover no more 
than twenty-five (25) percent of any wall space. Combustible material should not be 
hung from ceilings, light fixtures or strung across the classrooms with wires. 

 

8. Pull Station:  There shall be 36” clearance around all pull stations at all times.  
 

9. Doors:  There shall be a 36” clearance around all doors and they shall not be blocked 
at all times. 

 

10. Emergency Exit Windows:  Shall not be blocked at any time and should have a 36” 
clearance at all times. 

 

11. Electrical Panel: All electrical panels shall not be blocked or covered and should have 
a 36” clearance at all times. 
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Work Order Procedure 

 
 

The Work Order procedure is as follows: 
 

1. Emergencies – Any immediate health or safety situation. 
a. Call Maintenance 
b. Complete Work Order (School Dude) 
c. Retain Work Order number to provide to maintenance worker. 

 
 

2. Time Sensitive – any service which will take place on a specific date at a specific time 
(e.g. assisting a teacher move due to enrollment). As soon as possible: 

a. Complete Work Order (School Dude) 
b. E-mail the Director of Maintenance and Operations & Transportation 

including a description of request and work order number. 
 

3. Other Work Orders 
a. Complete Work Order (School Dude) 

 Work orders assigned in systematic, efficient order. 
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Distribution of Keys 
 
The Assistant Superintendent of Business Services shall be responsible for all keys; however, he 
may delegate the distribution and accountability for keys to the Maintenance Supervisor.  
 
The Assistant Superintendent of Business Services shall delegate to the principal of each school 
the responsibility for the distribution and recovery of all keys for his school. Only the principal 
shall make a recommendation regarding the distribution of masker keys to the Maintenance 
Supervisor. 
 
Between the close of each school year and July 1, all keys shall be called in and an inventory 
made by the principal. A written report of the inventory shall be submitted to the Maintenance 
Supervisor by July 1, listing the names of employees and the keys assigned to each. 
 
Keys will be issued only in accordance with specific need. The principal shall keep a file of 
proper forms signed by all individuals issued keys. The person accepting the key accepts full 
responsibility for the key. If he loans the key, he is responsible for the use of the key and the 
possible loss of duplication of the keys.   
 
Master keys may be issued by the Maintenance Supervisor only to principals, assistant 
principals, custodians, and such other persons as have a regular and specific need for them. The 
Maintenance Supervisor shall maintain a record of each master key issued indicating the key 
issued, the individual to whom issued, and that the principal has a signed form indicating that 
the individual in possession of the master key accepts responsibility for it. No master key may 
be loaned to another individual.  
 
In the event that any key is lost, the individual responsible shall report the loss to the principal 
immediately who, in turn, shall report the loss to the maintenance Supervisor. The inventories 
shall be adjusted accordingly and a new key may be issued. 
 
Under no circumstances may any employer have a duplicate made of district-owned keys. 
When necessary, keys will be duplicated and paid for by the district upon an order from the 
Maintenance Supervisor. 
 
Any deviation from these policies shall constitute a violation of the policy and may be reported 
to the Board and recorded in the personnel file of the violator. 
 
 
 
Legal Reference:   Penal Code 
   469 Unauthorized making, duplicating or possession of key 
    to public building 
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AFRICANIZED HONEY BEES 
 
Unless the bee swarms are in close proximity to people or pets, or they exhibit aggressive 
tendencies, they might best be kept under observation and allowed to move along at their own 
pace. In the spring and early summer it is common to find swarms resting in trees and in odd 
places as they search for a place to establish their hive. At times, the bees may attempt to 
establish a hive on a building or vehicle. 
 
Obviously, pupils and school staff should not be permitted to use the outdoor area where the 
bees are located until the swarm either moves along or is removed. Discontinue athletics, and 
other activity that produce noise or vibrations until the swarm leaves or is removed. 
 
These swarms should not be disturbed nor should untrained school staff attempt to destroy 
them. Even European Honey Bees will defend themselves against such attacks and severely 
sting an attacker. If it appears that the bees have decided to stay where they are, it may be 
prudent to have them removed by a professional beekeeper. Please call the maintenance 
department immediately to handle the problem. Maintenance will keep the school informed. 
 
If a bee swarm appears aggressive the area should be evacuated and a call placed to 911 
immediately advising the Fire Department of the possibility of a swarm of Africanized Bees. 
Keep everyone away from the swarm. Summon medical aid as soon as possible if someone is 
stung. 
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OSHA COMPLIANCE 
 
PEST CONTROL  
 
When sending a work order for fumigation of rooms, the following procedures must be 
followed: 
 
 Roaches, spiders, termites 

o All plants, animals, need to be taken out of the classrooms 
o All drawers, cupboards, need to be cleared out in order for fumigation to work 

 Signs must be posted 24 hours in advance on the inside and outside of the rooms to be 
fumigated and at all entrances to the school. 

 At each school site or department, there needs to be a designated person on file who 
will be responsible for posting of signs. 

 Failure to have signs posted when Fumigation Company comes out will result in the 
company billing the district as if the work was completed, so please be sure to have 
signs posted, to avoid double billing. 
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CUSTODIAL 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



51 
 

 
 

Day Custodian Procedure 
 

 Pick up Direct Connect phone, turn on and carry with you during working hours. 
 

 Check in with the office before leaving and place the phone on the charger. 
 

 Conduct weekly inspections of school and fills out the Weekly Safety Checklist form. 
 

 Make sure all equipment is repaired on a regular basis. 
 

 Make sure that adequate supplies are available for the Afternoon custodians. 
 

 Attend all custodial meetings. 
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Afternoon custodian Procedure 
 

 Check in with office and pick up Direct Connect Phone, turn on 
and carry with you during working hours. 

 

 Go to the office before leaving and place the phone on the 
charger. 
 

 Report to the office any equipment that needs repair. 
 

 Schools should order ID badges for sub-custodians so they can be 
identified. 
 

 A pool of subs will be maintained during the year. 
 

 Any custodians that Principals do not want to work at their school 
will be forwarded to Custodial Supervisor. 
 

 Principals are to encourage Afternoon Custodians to attend the 
custodian meetings. 
 

 Make the custodial work performance form available to staff to 
praise good performance and correct poor performance. 
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Schedules 

 

 Schedules will be developed by each Principal in collaboration with the Day Custodian – 

copies are to be sent to Maintenance. 

 

 The Principal will handle vacation requests. 

 

 The Principal will check with Custodial Supervisor in Maintenance to see if subs are 

available before approving any vacation requests. 

 

 All sub-requests should be emailed to Custodial Supervisor so he has a hard copy for his 

files. 

 

 If Custodial Supervisor can schedule subs, he will notify Principal.  

 

 The Principal may then approve the vacation. 
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Principal’s Role 
 

 Evaluates and supervises all custodians. 

 

 Approves all overtime and extra duty requests by custodians (charged to school funds). 

 

 Each school has been allocated their own budget for custodial overtime/extra duty. 

 

 Excessive absences should be tracked by Maintenance and the school secretary on a 

daily basis. 

 

 Make sure the Day and Afternoon custodians meet regularly at 2:45 p.m. 

 

 Make sure all custodial orders are processed regularly by the office manager/clerk. 

 

 Account for all custodial and equipment by storing supplies in a locked area where there 

is security. 

 

 The custodial duties should be shared with each Afternoon Custodian and staff member. 
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DAILY CLASSROOM CLEANING (12 MINUTES PER ROOM) 

 

The following guidelines are designed to provide teachers and staff with information on the 

daily duties that are required of an afternoon custodian.  They are to be performed on a normal 

workday (Does not include special office or teacher requests.) 

 

1. Empty trash, replace the liner. 

 

2. Clean sink area including fountains and faucets. Use E-15 PEROXIDE GRAY bottle 

w/GREEN microfiber towel. 

 

3. Refill all dispensers as needed. 

 

4. Vacuum, sweep and/or mop floor. Use E-32 GREEN for mop solution w/white microfiber 

mop. 

 

5. Clean switch plates, door handles. Use E-15 PEROXIDE bottle w/GREEN microfiber towel. 

 

 

Waxing and shampooing of floors are to be done at least two times a year or as needed by 

request. 

Daily Restroom Cleaning 
 

 

 Empty trash, change the liner, wash trash cans as needed. 

 

 Remove litter, graffiti, & gum throughout the restroom. 

 

 Fill all dispensers as needed. 

 

 Clean mirrors, use E-12 GLASS w/BLUE microfiber towel. 

 

 Clean/disinfect sinks fixtures and toilets. Use E-23 GREEN w/BLUE microfiber towel. 

 

 Sweep and mop floors, use E-32 Green w/BLUE microfiber towel. 
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Weekly Check List 
 

School Site: __________________________________ Date: ______________________________ 
Please give a brief description of the repairs needed and room number.  All emergency items need to be 
reported to the school office and the maintenance office as soon as possible. 
 
____Playground Equipment___________________________________________________________ 

 

____Fences/Gates___________________________________________________________________ 

 

____Gophers/Potholes________________________________________________________________ 

 

____Sand/Sandboxes_________________________________________________________________ 

 

____Backstops_______________________________________________________________________ 

 

____Tree Limbs______________________________________________________________________ 

 

____Windows/Doors__________________________________________________________________ 

 

____Flag Poles_______________________________________________________________________ 

 

____Rain Gutters_____________________________________________________________________ 

 

____In/Outside Lights/Covers___________________________________________________________ 

 

____Elect. Panels/Breaker Panels________________________________________________________ 

 

____Ceiling Tiles______________________________________________________________________ 

 

____Drinking Fountains________________________________________________________________ 

 

____Overhead Wires__________________________________________________________________ 

 

____Broken Glass/Bottles Etc.___________________________________________________________ 

 

____Restroom Fixtures_________________________________________________________________ 

 

____Others__________________________________________________________________________ 

 

Employee Name______________________________________________________________________ 
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Vacuum Repair Procedures 
 

1. Once the custodian identifies the problem with their vacuum, the maintenance 
department office is to be notified as soon as possible. If a problem occurs after the 
maintenance department working hours, please leave a message for Maintenance 
Secretary at extension 4790.  She will assign staff to pick up and repair the vacuum. 

 
2. The custodian will fill out the assigned form, explaining to them the problem. 

 

3. The custodian must place the vacuum with the attached sheet in a designated area in 
the school office for pick up.  Vacuum will be returned to the area where it was picked 
up. 
 

4. The vacuum will be picked up, repaired, and delivered back to the school the same day. 
 

5. If the vacuum cannot be returned the same day, for unforeseen reasons, a spare 
vacuum will be delivered.  When the original is repaired, the spare will be picked up and 
the original delivered back to the office area. 
 

6. A spare vacuum for emergency purposes will be placed in a secure designated area of 
the school that will be the responsibility of the day custodian to distribute as needed.  
The day custodian will report a non-working vacuum to Maintenance Secretary at 4790 
when the spare is issued out. 
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Mountain View School District 
Custodial Department 

Vacuum, Extractors, Shampoo Machines 
 

 
Please explain in detail repairs and or parts needed for your machine. 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

_____Belts 
_____Brushes 
_____Switches 
_____Bags 
_____Hoses 
_____Cords 
_____Plugs 
_____Retaining Clips 
_____Handle 
_____Handle Socket 
_____Fan 
_____Motor 
_____Wheels 
_____Other____________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Employee:___________________________________ Date Reported:_________________ 
 
School: ___________________________________  Location of Equipment:___________ 
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WORK PERFORMANCE FORM 
 
The work performance form, attached, is designed as a tool to recognize the good performance 
and areas that may need improvement in order for the assigned custodian to improve and 
provide adequate services to the classroom. 
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TRANSPORTATION 
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TRANSPORTATION EMPLOYEES 2018-2019 

 

 

 

Name         Duties 

Hector Morales      Supervisor 

Kim Blakeley       Bus Driver/Trainer 

Mark Contreras      Bus Driver 

Laura Dillard       Bus Driver 

Evangelina Figueroa      Bus Driver 

Gerald Lara       Bus Driver 

Marina Martin Del Campo     Bus Driver 

Rose Ramirez       Bus Driver 

Yesenia Sandoval      Bus Driver 

Frances Serrano      Bus Driver 
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Transportation Policy 

 

Camp Training 

 

 

All drivers who apply for Summer Camp will be trained by or Driver Trainer in Bus #5 on the 

safety of maneuvering the bus up and down the dirt road to the campsite.  Since this road can 

be dangerous at times it is very important that all camp drivers before proficient in their driving 

skills for the safety of our students. 

 

Every year before Summer Camp starts a scheduled time will be set aside to take any new camp 

driver to train on Bus #5.  Those individuals who have not been trained will not be allowed to 

drive the camp bus that year.  
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MOUNTAIN VIEW TRANSPORTATION DEPARTMENT FIELD TRIP 

SCHEDULING PROCEDURE 
 

REMINDER 

 
Please be aware that in order to ensure the best possible service on field trips for the children 

of our district, the following procedures must be followed: 

 

1. In order to minimize the confusion of the field trip process, we are asking that 

there be only one field trip organizer at each school site who handles all field trip 

requests to transportation. 

 

2. As soon as the trip organizer has the approval of the site principal, he/she should 

contact the transportation department for the availability of district buses for their trip. 

Once the transportation department has accepted your trip, all paperwork must be 

sent to the Transportation Department first.  Once transportation has signed the field 

trip request form, we will then forward the request form to the District Office for the 

other required signatures. 

 

3. Due to the overwhelming demand for field trips during the school year, buses will only 

be assigned to field trips after we have received all appropriate paperwork from the 

school sites.  Any paperwork not received by transportation two weeks prior to the trip 

could result in the cancellation of the field trip. 

 

4. Our main concern is that the students of our district receive every opportunity to 

experience the thrill of learning that your field trips will provide.  To do this we need 

your full cooperation.  This enables us to research all possible options to ensure the 

availability of buses for your school site. 

 

5. I would like to thank you in advance for your cooperation and understanding. 

 

 

Note: Drivers are required by law to instruct all passengers on the proper procedures to be 

followed in case of an emergency prior to the trip. 
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REQUEST FOR FIELD TRIP PROCESS 

 

Teacher 

1. Decide on the location of the field trip 
 

2. Determine size, type (special education needs) and a number of 
buses required 

 

3. Have site organizer check with Transportation on the availability 
of buses for your field trip 

 

4. Site organizer must fill out a field trip request form, including 
requests for lunch.  

 

Principal 
1.        Receives the properly filled out field trip request form 

 
2.        Checks availability of funds 

 

3.        Signs to approve the field trip request 
 

4.         Forward field trip request form to the Transportation Department                                                   
 for verification and signature 

 
Transportation 1.          Once field trip has been verified, transportation will forward to  
                                                      Educational Services for required signatures. 
 
Educational Services 1.  Field trip request form is signed by Assistant Superintendent of   

Educational Services and/or Director of State and Federal  
Programs and Accountability for approval and disapproval.          

 
                            2.   Educational Services then returns signed forms to school sites,  
    transportation and food services.                                   
 

Any questions please call: 

Transportation 652-4140 

Food Services  652-4086 

Educational Services 652-4963 
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MOUNTAIN VIEW SCHOOL DISTRICT 

 STUDY TRIPS 

 

Field trips are a very important part of learning.  They offer experiences to our students that are not 

available in the classroom.  Please follow this procedure when planning a trip: 

1. Submit a request for a field trip to the principal at least three weeks prior to the trip. Cost for 

the bus is $325 for a regular five-hour field trip. The hourly rate is $65.  No entrance fee, nor 

any other costs shall be charged to students. 

2. Transportation – Once the principal approves the field trip, the secretary/designated 

employee will contact Transportation for availability of buses. 

3. Lunches - If children are going to be away from school at lunch, the cafeteria staff must be 

notified at least two weeks prior to the trip.  Complete a field trip lunch request form and 

submit it to the cafeteria’s manager. 

 

GUIDELINES –  

 

* Buses will leave between 8:15-8:30 a.m. and must return by 1:30 p.m. (Monday, Tuesday, 

and Wednesday) or 1:00 p.m. (Thursday/Friday). 

* Schedule field trips as early as possible.  May and June fill up quickly. 

* Supervision of students is the responsibility of a certificated employee. 

* Student/adult ratio is 10 students to 1 adult. 

* Students must wear a name tag which includes:  school's name, student's name, address, and 

phone number 

* Teachers must make sure that a student roll is taken before the bus leaves the school, and 

before the bus returns to school. 

* Chaperones must be at least 18 years old.  Teachers must provide chaperones with clear 

information regarding their responsibility. Every chaperone needs to fill out a Waiver of 

Liability form. 

* Chaperones may not bring other siblings of any age with them on the bus.  District liability 

for youngsters prohibits this practice. 

* While on a field trip, teachers must have in their possession the classroom’s first aid kit. 

* Children who are not students at MVSD are not allowed to participate in school-sponsored 

field trips. 
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MOUNTAIN VIEW TRANSPORTATION DEPARTMENT 

FIELD TRIP COSTS 

 

 

Currently the cost for using District transportation is as follow: 

 

1.  during school hours: 8:00 a.m. – 4:30 p.m. 

 $65 an hour to a maximum of $325 

 

2.  after school hours: (after 4:30 p.m.), Saturday, Sunday, and Holiday 

 $65 an hour, no maximum 

 

 

If there are no District buses available, here is a list of our current outside vendors that will 

provide transportation. 

 

1. A & D Transportation L.P. 

2. Four Winds, Inc. 

3. Southwinds School Activity Services, Inc. 

4. TLC Luxury 

 

 

 

 

We will continue to provide the best transportation available to this district. 
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MOUNTAIN VIEW SCHOOL DISTRICT 
TRANSPORTATION DEPARTMENT 

MVSD TRANSPORTATION BUS RULES 

Students being transported are under the authority of the school bus driver and the Mountain View 
School District.  To promote their safety and well-being, the following rules are to be followed. 
 

Students Shall: 
 

 Be at their bus stop and be ready for pick-up no sooner than five minutes before the bus is due. 

 Stand at a safe distance back from the curb or highway and line up in a single file, facing the street, when 

the bus approaches. 

 Wait for the driver to motion them across the street when it is safe to cross, and walk in front of the bus 

by at least ten feet. 

 Do as the bus driver says and obey the driver’s instructions. 

 Always use steps and handrails, and never crowd or push when getting on or off the bus. 

 Do not eat or drink anything while on the bus. 

 Never Stand, except to exit the bus at their stop and remain seated until the bus comes to a complete 

stop. 

 Never throw anything on the bus or out the bus window, or extend hands, arms, heads, or objects 

through bus windows. 

 Must have written permission, approved by the school, to ride another bus or get off at a stop other than 

their own. 

 Talk in normal tones; screaming and yelling are prohibited. 

 Never use vulgar or abusive language. 

 Do not tamper with safety devices or damage the interior or exterior of the bus. 

 Always treat the bus driver and fellow passengers with respect. 

 

Riding the school bus is a privilege and should be treated as such.  The bus rules are for the safety of all 

those who ride the bus.  Students who refuse to obey these stated rules shall forfeit their privilege to ride 

the school bus. 

BUS DISCIPLINARY ACTION 

Parental assistance in discussing appropriate and safe behavior is appreciated.  Unfortunately, failure to 

behave appropriately can result in loss of bus privileges. 

For a significant or recurring problem, the disciplinary procedure will be as follows: 

1. Student is required by the bus driver to comply with the rules. 

2. Student and driver discuss the problem (one time). 

3. Driver supplies a written report of any inappropriate misbehavior to the Transportation Department 

and the Principal of the student’s home-school.  The Principal then takes on of the following actions: 

 Principal and student discuss the problem and develop a plan to correct the behavior. In addition 

the Principal notifies the parents of the problem and of the possibility of forfeiting bus privileges. 

 Student loses bus privileges for a specific number of days. 

 Student forfeits bus privileges for the remainder of the school year. 
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GENERAL INFORMATION 
 

Bus Stops: 

Bus stops are arranged based on each student’s home address. Unless otherwise notified, 

this is the only address used. If there is a change, the Transportation Department must be 

notified immediately. This will allow the transportation department to assign the proper bus 

stop for that student. 

 

Discipline:  

Misbehavior is a serious violation on board the school bus. All bus riders must follow the 

instruction given to them by the bus driver. If a student does not follow the driver’s 

instructions, the student could lose the privilege to ride the bus. 

 

Lost and Found: 

Each driver turns over to the transportation office any items found on the bus. We will try 

to find the owner of the item. Parents looking for such items may call our office at 652-4140 

for lost and found information. 

 

First Week Assistance: 

Students should wear tags for the first few weeks indicating which bus stop they have been 

assigned and what school they attend. By doing this, it will allow the drivers to get to know 

them by sight and know which bus stop and school they attend. In addition, all kinder 

students should have tags at all times. 

 

During the first couple of weeks of school there is usually a lot of confusion, have patience; 

routes usually change during the first month to accommodate different schedules. 

 

Riding a Friends Bus: 

Occasionally a student may need to ride home with another student. The day the student is 

to ride a different bus the parent must send a note with the child indicating its okay for their 

child to board a different bus. This note must be given to the bus driver. 

 

Ice Chests for Field Trips: 

It is recommended that “wheeled” ice chests be used on field trips. Wheeled ice chests are 

much easier to move from one location to another. 
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WAREHOUSE 
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WAREHOUSE SUPPLIES 

 

When ordering custodial supplies from the District Warehouse, the following procedures 

should be followed: 

 

1. The Lead custodian or the assigned school custodian should fill out the warehouse 

requisition form found in the school office. They should specify the item and the 

amount needed for each item. 

2. The assigned custodian will give the filled out warehouse form to the assigned office 

personnel, who will then enter into Smarte and submit for Principal approval. 

3. The warehouse will deliver all supplies on the assigned delivery date. (Check with the 

warehouse for your delivery date.) 

4. Any non-warehouse items shall be submitted through Smarte with the approval of the 

principal. 

5. When you receive your warehouse order, if the order is not complete, please notify the 

warehouse and see when the items will be available and delivered. 
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SCHOOL DELIVERY DAYS   

 

 

MONDAY   La Primaria    Twin Lakes 
    Voorhis    Maintenance 
 
 
 

TUESDAY   District Office    Madrid 
        Payne 

 

 

WEDNESDAY  Baker     Parkview   

        Reprographics Department 

 

 

THURSDAY  Maxson    Monte Vista 

   Kranz     Children Center 

 

 

Friday    Cogswell    Transportation Department 
    Miramonte 
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Quality 

Teachers, if there is anything you don’t like about an item that comes from the Warehouse, 

please tell your principal or someone in the office. We need feedback – good or bad – from you. 

This is the only way we can keep good quality items in the Warehouse. Your principal or office 

staff can then call Purchasing at 652-4058 or the Warehouse at 652-4146 to let us know. 

 

 
 

 


