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CODES OF SAFE PRACTICES – NOON-TIME AIDES 
 
General Safety Rules 

 
A. Be aware of your surroundings.  Be sure to check in at the office before going to your assigned 

location.  In case of emergency, someone should be able to find you.  Only enter areas where you 
have been authorized to visit. 

 
B. Carry a source of immediate communication.  Keep a walkie-talkie or cell phone on your 

person.  Make sure it is charged and ready to use at all times.  
 

C. Be aware of strangers.  Report unauthorized visitors immediately. 
 
D. Be aware of where you are walking.  Walk on walkways, pathways and designated routes and 

avoid un-level or cracked pathways, if possible.  
1. When assisting in the playground, watch for gopher holes, clumps of grass and muddy 

areas.  Wear good shoes with rubber soles and good traction. 
2. Trip and slip hazards are common in the kitchen.  Always put out “Caution, Wet Floor” 

signs before damp mopping a hard surface floor.  Always mop up liquid spills 
immediately. 

3. Walkways both outdoors and indoors should be kept free of standing water or sand to 
avoid slipping hazards and notify maintenance for corrections. 

 
E. Keep latex gloves on hand.  Gloves are required whenever contact with bodily fluids is possible. 

1. Wear latex gloves and other appropriate personal protective equipment. 
2. Remove visible soil with a detergent solution. Rinse in water. 
3. Wash area with or dip toys in a sanitizing solution, e.g., bleach water or EPA approved 

solution.  Bleach water is ¼ cup bleach to 1 gallon of water.  The solution must be mixed 
fresh daily to ensure the solution is not weakened by the evaporation of chlorine.  Air dry. 

4. Remove gloves and wash hands immediately. 
 

F. Noon aides are required to renew first aid certifications and CPR certifications on a regular 
basis.   
These certifications must be current.  

1. First aid assistance should be done using latex gloves and other appropriate personal 
protective equipment.   

2. After removing the gloves properly to ensure not to contaminate yourself or the 
surrounding areas, wash your hands.   

3. If clothes are contaminated, then remove clothing immediately and wash skin area with 
soap and water.   

4. Always report first aid assistance. 
 

G. Aides are encouraged to wear comfortable clothing and shoes with rubber soles.  
 
H. Report faulty equipment. If Aides become aware of a faulty piece of equipment, indoors or 

outdoors, it should be taken out of service immediately and reported to appropriate individuals.  
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I. Familiarize yourself with the emergency exit procedures.  An emergency plan should be posted 
near the evacuation emergency exit.  Ask what your role will be in assisting in assembly or evacuation.  
Learn your role in of how to exit the room, the evacuation route and where they are to assemble after.  

1. Watch out for other employees who may be daydreaming, in a hurry, or engaging in 
horseplay.  All of those behaviors jeopardize both their own safety and yours.  

2. Know the general layout of the area you have volunteered for and know the location of 
the nearest exit in case you have to leave the area in a hurry. 

 
J. Be aware of the location of the nearest fire extinguisher.  Know your responsibilities in case of 

emergency and only use if authorized.  Fire extinguishers should be located near the exit door used for 
evacuation. 

1. Assist in keeping this area clear from obstructions and should always be readily available. 
2. Don’t post notices and decorative paper that may obscure its location.  
3. Report discharged or expired fire extinguishers. 

 
 

Lifting Rules 
 
It is just as important to keep your body in shape for the task as it is any other tool you use for other jobs.  
You can injure yourself just as easily lifting light objects as you can lifting heavier ones if you don’t lift 
properly and your “tool” is not in shape for the job.  Lifting is a thinking person’s job. 
 
A. Before you lift something, prepare yourself and plan the move.  Make sure you are limber and 

physically fit enough to do the task safely.  Daily exercises will keep your body ready for lifting and 
help you feel better.  Size up the load to make sure you can handle it safely.  If you think the load is 
too bulky or too heavy, ask someone to help you or try to break it up into smaller, more manageable 
loads.  Use a hand truck or dolly if necessary.  Plan your route and make sure the path is clear of trip, 
slip, and fall hazards. 

 
B. Use proper body mechanics when lifting.  Stand close to the object with your feet about shoulder 

width apart.  Squat down, bending at the hips and knees.  Keep your back straight.  As you grip the 
load, arch your lower back inward by pulling your shoulders back and sticking your chest out with 
chin tucked in.  Be sure to keep the load close to your body.  When you set the load down, squat 
down, bending at the hips and knees, keeping your lower back arched in. 

 
C. Turn, don’t twist.  Twisting is not the thing to do.  Instead of twisting, turn your whole body in the 

direction that you want to go.  Twisting when carrying a load puts a lot of undo stress on your back. 
 
D. Push, don’t pull.  Whenever you have to move something that’s on a cart, a dolly, or a hand truck, 

push the load.  Pushing puts less strain on your back. 
 
E. Don’t store heavy objects higher than your waist.  If heavy objects aren’t stored higher than your 

waist than you won’t have to lift them higher than your waist.  Lifting objects overhead puts a lot of 
undue stress on your back.  It’s one of the surest ways to injure your back. 

 
F. Lift like a pro and avoid the pain.  Learning how to lift and carry safely is one of the most 

important things you can do for your back.  It’s not hard to put these suggestions to use, and the 
payoffs will be well worth the time and effort you put into it. 


