
Safety Coordinator Job Description 
Summary: Safety Coordinator is responsible for working with the Facilities Coordinator to maintain the 
safety of WTG.   
 
Time Commitment: 2 hours per month (the exception being before school when working on the 
Emergency Supplies Kit) 
 
Peak Busy Times: late summer, before start of year 
 
Detailed Description:  
The Facilities Coordinator maintains first aid kits, emergency supplies, checklist of emergency items, 
other required safety supplies, schedules/coordinates fire and earthquake drills with instructors, 
completes the quarterly Safety Checklist and works with the Facilities Coordinator to ensure a safe 
environment at WTG.    
 
Inventory and replenish emergency supplies.  The emergency supplies are located in the outdoor 
shed.  There are 3 Red Cross blue bins and 4 clear bins with additional supplies.  All items should be 
available prior to the start of the school year.  Any dated foods/materials may be donated to the church 
food bank.  Food supplies and water jugs (other than the Red Cross food bars and emergency water 
packets) should be replaced at the beginning of the school year.  Other items that expire are light sticks, 
heat packs and batteries.  Expiration dates for Red Cross materials are noted on the cover of the blue 
bins.  Other items should be periodically checked for expiration dates.  Check battery life/expiration dates 
for flashlights (kept in the tall cupboard in the blue room) for emergency use.  Assure extra batteries are 
available. 

 
Maintain a first aid kit for each classroom.  Each kit must include disposable gloves for any first aid 
where blood is involved.  Assure we have 2-3 cold packs available, and store in the top drawer of the sink 
area.  Assure that there is a poster above each first aid kit identifying where it is located. Instructors and 
the office administration have keys to the outdoor shed. 
 
Assure that exit plans are posted in each classroom and emergency phone numbers are posted 
by the phone in the kitchen.  Also post appropriate disaster/emergency preparedness flyers (ie.-flood, 
wind storms etc.) and any appropriate health reminder flyers (ie.-cover your sneeze) by exit plans.  The 
church is responsible to maintain the fire extinguishers.   

 
Establish safe diaper changing procedures in each restroom.  Create and laminate signs by the 
changing tables to remind parents that dirty diapers need to be taken home and the changing table needs 
to be wiped with the bleach solution after use. Potty seats should also be wiped clean of any 
contaminates after use. 
 
Assure that fire and earthquake drills are conducted quarterly in each class.  Coordinate the fire 
drills and earthquake drills with the teachers.  All drills should be documented and need to be turned in to 
the parenting education coordinator at LWIT at the end of the school year. 
 
Assure that procedures for hand washing, health reminders, or toy cleaning/sanitizing are posted 
or distributed as requested by instructors or board. 

 
Complete the Risk Management Safety Checklist on a quarterly basis (fall, winter, spring).  A copy 
needs to be sent to the Parenting Education Supervisor at Lake Washington Institute of Technology and 
one copy should be kept in the Facilities Coordinator’s notebook.   

 
Follow all guidelines as stated in the Risk Management Manual.  Become familiar with the manual 
and assure that the items are being followed.  Educate board members as needed as to relevant 
information from the Risk Management Manual. *Assure all procedures are implemented from the newly 
updated manual (2013). 


