IPM Notebook Overview and Instructions
  This IPM Notebook Template was created by Safe Zone IPM Consultation Services for the use of the National IPM in Schools Coalition, and to be used by individual schools and school districts throughout the nation. The purpose of this notebook is twofold: a) to aid in the evaluation of the IPM evaluator for IPM program progress and potential IPM awards, b) to serve as an invaluable reference tool to compare, contrast, and track IPM progress for the school/district IPM Coordinator and other interested parties within the school community itself.
  When you open the E-COPY IPM NOTEBOOK FOLDER, this template will guide you through the completion of your own IPM Notebook by opening a series of 12 folders within. The first folder contains the instruction on creating your notebook (you are currently viewing this folder) and the second folder contains: the notebook cover and notebook spine label, the forward, and your table of contents. The next 10 folders are labeled with the title of that respective section of the notebook. When you open a section folder, there will be a word document containing instructions for items that should be placed in that section of your hard copy notebook. 
Instructs for using this template and creating your own IPM Notebook:

1. Purchase: a three ring notebook binder with spine and cover clear view pockets
       (recommended size 3”); 

· a box of clear page/sheet protectors;

· a box of pocket folders;

· one package of “Table of Contents”, 10 tab Reference Dividers 

       (recommended - Avery #11135).
2. Open the Covers and Index Folder: type in your school/district name on the spine label, cover, forward, and index and insert your school logo or emblem where prompted and print.
3. Slide your cover sheet and spine label in the appropriate notebook slots.

4. Place your printed notebook forward and the table of contents into the three ring binders.

               (Note: the forward should be the first item seen by the evaluator, then the table of contents).

5. Now that you have your notebook in a shell form, open the 10 Notebook Section Folders, then Click on the Word Document contained in each folder and print.
6. Take each printed document, place it in a sheet protector, and place it behind the appropriately labeled tab divider. Now you can start the process of gathering the documentation requested for each section and place it into your notebook. Once your binder is complete you may discard the Word Documents/Instructions in each section of your notebook or save for future reference.
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(Type District/School Name Here) IPM Notebook                
 Note to IPM Program Evaluator:
 This IPM Notebook has been developed to document Integrated Pest Management progress within the (Insert your school/district name here). In each section within this notebook, all items have been placed in chronological order when ever possible. 

· Large documents have been placed in labeled pocket folders for easy retrieval/replacement and viewing purposes. 

· Smaller documents, (Pest Press newsletters, news articles, and photographs etc.) have been placed in sheet protectors for faster viewing.

· Some items in sheet protectors are placed back to back in page sequence (Pest Press newsletters and various other communiqués). When you turn the page and that page is blank – that is the end of that particular document.

· Photographs, IPM posters, and building maps have been placed back to back in sheet protectors to conserve space. However, these items have been individually labeled for ease of comprehension.

· Some articles in sheet protectors will be highlighted in yellow so the evaluator views the most pertinent aspect of that article to save evaluation time. 

· Multiple page (news) articles that have been placed in sheet protectors have been condensed such that the header page of the publication appears on one side and the actual article appears on the opposite side to save evaluation time.

Note to school/district IPM Coordinator:

 This IPM Notebook is labeled “Volume 1” as it should be used as a model for your districts future IPM Notebooks. These notebooks will become a valuable informational resource tool and will reference your school district IPM programs progress. I recommend that you purchase additional binders and update each volume respectively for the years that come. You will find this notebook very useful in the future to compare, contrast, and track your IPM progress.
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(Type school/district name here)

Integrated Pest Management Program

Volume 1
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	(Insert your school/district name) 

District History and Pest Control Practices Pre-IPM Implementation

	

	(Insert your school/district name)

IPM Implementation

	

	(Insert your school/district name) 

IPM Policy and Guidelines

	

	(Insert your school/district name) 

IPM Procedures and Practices

	

	(Insert your school/district name)

Pesticide Application and Collection Records

	

	 (Insert your school/district name)

Material Safety Data Sheets 

for Grounds and Structures



	

	(Insert your school/district name)

District IPM Publications

	

	(Insert your school/district name)

IPM Promotion and Training



	

	(Insert your school/district name) 

Awards and Press Release Articles

	

	(Insert your school/district name) 

District Data and Building Maps




SECTION 1

School/District History and Pest Control Practices Pre- IPM Implementation

 In preparing this section of your IPM Notebook, you will want to show examples of your school/district pest management practices prior to IPM implementation. The purpose of this section is to include these “prior practices” to compare and contrast with your “post implementation practices”. In the future you will find that this section will prove to be one (of many) reference markers of your IPM progress.
Suggested Page Insert Examples

· Provide a brief history of your school/district. Suggestions: year founded number of schools, number of service/support buildings (Administration, Transportation, Maintenance Facilities, etc.), district size ranking, number of staff and student population. You may wish to include previous pest control examples and contractual pest control service examples.

· Copies of school/district purchase orders for “in-house” pesticide purchases for “in-house” use.

· Copies of service agreements/contract, service forms and/or remittance forms for out sourced pest control management.

· Copies of any other examples that you may have that will apply to this section category.

Note: The above items are suggested for examples but not limited solely to those particular examples.


SECTION 2
IPM Implementation

 In preparing this section of your IPM Notebook, you will want to provide examples of the IPM implementation phase pertaining to your school/district. The purpose of this section is to include documentation of the implementation phase.
Suggested Page Insert Examples

· Selected copies of initial contact emails, communiqués, and or memorandums from the National IPM Implementer, National IPM Implementation in Schools (Team Members), State Department of Agriculture and/or U.S.E.P.A. 

· All copies of initial school/district Assessment Forms.

· A copy of the Memorandum of Understanding statement (if applicable).

· All copies of school/district Progress Reports.

· Selected copies of Initial Inspection/Training Photographs.
· Selected copies of Initial IPM Meeting(s) Photographs. 

Note: The above items are suggested for examples but not limited solely to those particular examples. If you feel that you have other documentation that applies to this section or that provides examples of progress markers within the implementation phase, then you may wish to include them as well. 


SECTION 3
School/District IPM Policy and Guide Lines

 In preparing this section of your IPM Notebook, you will only need to include two documents. The purpose of this section is to provide proof to the IPM evaluator that your school/district has adopted an IPM Policy and IPM Guidelines.

 The Policy serves as a statement that your school/district has adopted and maintains a credible IPM program. The Guide Lines serve as your school/districts specific rules and regulations for pest control practices within your faculties in accordance with the policy that you have adopted.

Suggested Page Insert Examples

· IPM Policy

· IPM Guide Lines
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SECTION 4
IPM Procedures and Practices

 In preparing this section of your IPM Notebook, you will want to provide examples of how your school/district handles pest management within your facilities. The purpose of this section is to provide examples to the evaluator on your school/districts methods of pest control through: IPM communication, education, cultural controls and mechanical controls, and pest complaints versus pro-active pest control practices. 
Suggested Page Insert Examples

· Selected copies of emails regarding pest concerns/complaints and response for recommendations and/or actions.

· Selected copies of IPM Meeting Notes/Agendas.
· Copies of Monitoring Reports.
· Copies of Inspection Reports.
· Copies of IPM Summary Reports (If applicable. Example: reports that track one or more of the following: actual pest calls vs. proactive calls, yearly percent or graph of pesticide usage, yearly percent or graph of unauthorized pesticides collected/removed from rooms/schools/facilities, etc. 

· Selected Photographs of Before and After Exclusion Practices.
· Selected Photographs of Before and After Sanitation Practices.
· Selected Photographs of Before and After Clutter Control Practices.
Note: The above items are suggested for examples but not limited solely to those particular examples. You may include other examples that you feel may be applicable.


SECTION 5
School/District Pesticide Records

 In preparing this section of your IPM Notebook, you will need to include up to seven types of documents depending on your school/district size and/or curriculum programs. The purpose of this section is to provide the IPM evaluator documentation of all pesticide products applied in the potential following areas: structural applications, general grounds applications, practice and game field applications, and green house/agricultural applications associated with agricultural/horticultural classes. All application records pertaining to your school/district pest management program should be submitted here. If your school/district tracks unauthorized pesticide collections (these are pesticide products that may be brought in by unlicensed faculty/staff members and found by the IPM Coordinator) then submit those records within this section along with your pesticide application records. 

Suggested Page Insert Examples
· Structural Application Records

· General Grounds Application Records

· Practice and Game Field Application Records

· Green House/Agricultural Application Records
· Any copies of Pesticide Applicators and Nuisance Pest Trapping License.
· Stored Pesticde List (a list of stored pesticides on site or on various sites). 
· Unauthorized Pesticide Product Collection Records (optional)

Note: although this is an optional category, it is highly recommended as collection records may further prove to the IPM evaluator another means that your IPM program is reducing amounts and various types of pesticides in your school/district and therefore, reducing pesticide risks and exposures. 


SECTION 6
School/District Material Safety Data Sheets

 In preparing this section of your IPM Notebook, you will need to include every Material Safety Data Sheet for each type of pesticide product that has been used within your school/district. The purpose of this section is to provide proof to the IPM evaluator that your school/district has provided MSDS information (within your school/district) for all products used, and so the evaluator can evaluate the types of products that you use.

 Note: you may wish to refer to section 5, Pesticide Records, as you will need to provide MSDS records for the same areas listed for pesticide applications.

Suggested Page Insert Examples

· Structural MSDS
· General Grounds MSDS

· Practice and Game Field MSDS

· Green House/Agricultural MSDS
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SECTION 7
School/District IPM Publications

 In preparing this section of your IPM Notebook, you will want to provide examples of school/district created IPM publications. The purpose of this section is to provide documentation to the IPM evaluator that you are providing on going communication and pest education within your school/district.
Suggested Page Insert Examples
· All issues of “in-house” created Pest Press Newsletters.
· All issues of National IPM Coalition Pest Press Newsletters.
· Any/all “in-house” created IPM Posters.
· Any/all National IPM Coalition created Posters.
· Any/all National IPM Coalition or “in-house” created: Pest Identification Booklets, IPM Manuals, Calendars (with IPM Events), etc.

Note: The above items are suggested for examples but not limited solely to those particular examples. You may include other examples that you feel may be applicable.
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SECTION 8
IPM Promotion and Training

 In preparing this section of your IPM Notebook, you will want to provide examples of how your school/district promotes IPM and offers training throughout your school/district, city, state, and/or the nation; as well as your school/district representative(s) participation in other district, state or national IPM conferences, workshops or seminars. The purpose of this section is to provide examples to the evaluator on how your school/district: a) serves as an IPM resource to other school districts, pre-schools/day cares, universities, and other institutions, b) receives training for the benefit of your own school/district.
Suggested Page Insert Examples

· Selected copies of emails pertaining to arrangements for hosting or attending:

      IPM Informational Seminars and IPM Workshops (hands on training).
· All copies of IPM Seminar/Workshop Announcements/ Invitations, or Agenda.
· All copies of IPM Seminar/Workshop Sign-in Lists. 
· One copy/printout of each type of IPM Power Point Presentation(s) (used for your presentation(s)). 

· Selected Photographs of the Presenter(s) Speaking at the event.
· Selected Photographs of the Presenter(s) working with Participants in one or more of the following: facility walk through/tour, inspection, monitoring, sanitation, clutter control, and/or exclusion practices, etc. 
· Selected Photographs of your School/District Representative(s) attending other school/district, state or national IPM conferences, workshops, and seminars.

Note: The above items are suggested for examples but not limited solely to those particular examples. You may include other examples that you feel may be applicable.
SECTION 9
School/District Awards and Press Release Articles

 In preparing this section of your IPM Notebook, you will want to provide examples of awards received and press release articles pertaining to your school/districts IPM program.  The purpose of this section is to provide documentation to the IPM evaluator that your school/district has been recognized for their IPM program achievements and others (outside of your school/district) are learning about your program. 
Suggested Page Insert Examples
· All copies of EPA Press Release Articles.

· All copies of State Department of Agriculture Press Release Articles.

· All copies of Local or State Pest Management Association Articles.
· All Newspaper Articles.

· A printed copy of any or all Website Press Release Articles.
· Any copies of “in-house” school/district press release articles: Board Reports, District or Departmental Newsletters, or Communiqués.
· Any copies of State or National School Board Associations Press Articles.
· Photographs of Award Presentations.

Note: The above items are suggested for examples but not limited solely to those particular examples. You may include other examples that you feel may be applicable.
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SECTION 10
District Data and Building Maps

 In preparing this section of your IPM Notebook, you will need to include a building map copy of each school and facility and/or a spread sheet with district data. The purpose of this section is to provide the IPM evaluator a reference point for the evaluation overview. This section is also an invaluable reference tool for the IPM Coordinator as it will be referred to repeatedly for IPM inspections, inspection reports and pest control purposes for years to come.

Suggested Page Insert Examples

· Building Maps for Schools and Facilities
· District Structural and Grounds Data sheet(s) ((spread sheet(s) containing information on: school/facility (year built), school/facility square footage, remodeling or addition information, property acreage, asphalt square footage, lawn square footage, athletic and playground fields, etc.)).
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IPM Notebook Building Tips: 





Each notebook section’s Word Document/Instructions will have a boxed area with tips on helping you to create each particular section.





Size matters! However, be selective in the amount of content that you want to place in your notebook. By condensing materials in some articles and publications you will not be throwing needles information at the evaluator to sift through. The helpful tips in each section will help you condense lengthy items. A 3” ring binder should cover up to 2-3 years of you school/district IPM programs documentations.  





In the years to come, use your IPM Notebook as a model for future volumes as your IPM program progresses. 





Caution: Please do not include photographs of students in your notebook for safety and security reasons.











Insert School or District Emblem or


Logo


Here





�




















Insert Your School or School Districts 





Logo or Emblem





Here
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IPM Note Book Builders Tip:





Select and include only items that you feel are relevant to this section and be as concise and as precise as possible. 





Remember that while you want to include as much information as possible, you also do not want to over burden the IPM evaluator with needless information to sift through during the evaluation process. 





Keep in mind – notebook size, as this is only the first category and you will have more information content in the categories that follow.





IPM Note Book Builders Tip:





Label all photographs with brief captions to enable the IPM evaluator to comprehend what you attempting to convey with the picture.





Place stapled multipage documents in pocket folders for easy removal/replacement and viewing purposes.





Use sheet protectors for single page or double sided documents to conserve space and rapid viewing by the evaluator. 

















IPM Note Book Builders Tip:





Place IPM Policy and Guide Lines in sheet protectors.





Both documents should be in sequential or numerological order.








If either document has an uneven amount of pages then leave the back side of the sheet protector (last page of the first document) blank to represent the ending of that document. 





The next document should start in a new sheet protector.





IPM Note Book Builders Tip:





Label all photographs with brief captions to enable the IPM evaluator to comprehend what you attempting to convey with the picture.





Place stapled multipage documents in pocket folders for easy removal/replacement and viewing purposes.





Use sheet protectors for photographs, and single page or double sided documents to conserve space and rapid viewing by the evaluator. 

















IPM Note Book Builders Tip:


Assure that your records are in chronological order by yearly records.





If you are adding the Unauthorized Pesticide Product Collection Records within this section, assure that you have both your Application and Collection Records distinctly labeled as such. 





If the yearly records are a large document then place them in pocket folders and label the pocket folder with the title that pertains to that particular document.





If yearly records are one page (excel spread sheet) then you may place them in a sheet protector separating sequential years by placing the papers back to back. If a record year requires two pages for that year then you may use the same method described above and start the next year’s records in a new sheet protector.





IPM Note Book Builders Tip:





Some MSDS can be as small as one to two pages in length and others can be a large as 10-17 pages. Staple multiple page MSDS pages together and place in a pocket folders.





Each MSDS page should be in sequential or numerological order.





Each pocket within the pocket folders should contain only one MSDS example.





Label each pocket folder for the type of MSDS example that it contains:


      Structural MSDS, General Grounds MSDS, Practice and Game Field 


      MSDS, and Green House/Agricultural MSDS.


      














 





IPM Note Book Builders Tip:


If your school/district utilizes a multiple page Pest Identification Booklet or IPM Manual you may wish to use a pocket folder. If the publication is too large for folder placement, you may wish to provide an additional copy of the publication itself for the IPM evaluator. 





Multiple pages of various individual posters may be placed back to back in sheet protectors. However, if the posters come out to an uneven number, leave the last page of the sheet protector blank to denote the end point of that particular poster section. 





Use sheet protectors for double sided Pest Press Newsletters and examples of IPM Calendar Events. Sheet protectors may be used for multiple page newsletters also and placed in numerical page order.

















Note on National IPM Coalition Created Posters & Publications


 Whenever you use a National IPM Coalition Publication you are free to modify that publication to make it “local friendly”. You may change the name of the publication to your own school or district, you may insert your own news articles and IPM Coordinators contact information, and you may revise it to make the pest issues apply to your area. These publications are provided to you to use within your school/district. The National IPM Coalition only asks that you give credit where credit is due; to cite the original author(s), informational sources, and picture credits. 


Websites where you can obtain National IPM Publications & Posters


         





West





University of Arizona


(Arizona Cooperative Extension)





Urban Integrated Pest Management





South





University of Florida





National School IPM Information Source





Midwest





Westerville City Schools


Westerville Ohio


Click on Departments, 


Click on Office of Facilities & Operations,


IPM information on the right. 








IPM Note Book Builders Tip:


Label all photographs with brief captions to enable the IPM evaluator to comprehend what you are attempting to convey with the picture.





Place stapled multipage sign-in sheets in pocket folders for easy removal/replacement and viewing purposes.





Use sheet protectors for photographs, announcements and invitations.





Place all items pertaining to each seminar/workshop in sequential order.





Place each series of seminars/workshops (hosted or attended) in 


            chronological order

















IPM Note Book Builders Tip:





Label all photographs with brief captions to enable the IPM evaluator to comprehend what you are attempting to convey with the picture.





If the press release appeared in a multipage document or magazine, then print a copy of the cover and the actual article itself and place back to back in a plastic sheet protector.





Place press release articles in chronological order. 





Place each series of award presentation photos in chronological order.

















IPM Note Book Builders Tip:





Place single page maps and district data sheets back to back in sheet protectors. 





Multiple floor level maps may be placed back to back in sheet protectors.





If any given map/data sheet has an uneven amount of pages then leave the back side of the sheet protector (last page of the first document) blank to represent the ending of that map before starting the next map sequence. 











CAUTION:





 Due to the heightened security of schools and facilities throughout the nation, building maps and structural and grounds data could be used in a manner adversely impacting the health, safety, and well being of the school community. Therefore, never share your school/district site information with unauthorized individuals or groups. Never display building maps or site information on websites. Keep your IPM Notebook stored in a secure manner. Remember safety first!








Allen Wilson
Safe Zone IPM

Consultation Services

