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INTRODUCTION
Every employer has a legal obligation to provide and maintain a safe and healthful workplace for employees, as required by the Occupational Safety and Health Act (OSHA) of 1973.  As of 1991, all California employers are required to have a written, effective Injury and Illness Prevention Program (IIPP).  The term “employer” as defined by Cal-OSHA includes any person or corporation, the State and every State Agency, every county or city or district and public agency therein, which has any person engaged in or permitted to work for hire.

The requirements for establishing, implementing and maintaining an effective, written IIPP are contained in Title 8 of the California Code of Regulations, Section 3203 (see appendix A) and consist of the following eight elements:
*Management  Commitment and Responsibility

*Employee Compliance

*Health and Safety Communications
*Hazard Assessment

*Accident/Exposure Investigation

*Hazard Correction

*Training and Instruction

*Recordkeeping and Documentation
The IIPP is a system to help ensure employees comply with safe and healthy work practices.  Substantial compliance includes recognition of employees who follow safe and healthful work practices, training and re-training programs, inspections, corrective actions, investigations, disciplinary actions or any other means that help to ensure employee compliance.

Substantial compliance under Cal-OSHA includes meetings, training programs, postings, written communications, safety inspections/corrective actions, a system of anonymous reporting by employees about hazards, labor/management safety and health committees, or any other means that ensures communications with employees.

This program must be presented to all employees in a language or form that is readily understandable by any/all employees.  The program must be updated and maintained by the employer and acted upon by the employees in order to be considered effective.
I.  MANAGEMENT COMMITMENT AND
 REPONSIBILITY
A.  PLACER COUNTY HEALTH AND SAFETY POLICY
The County of Placer is committed to the protection of our employee's health and safety, promotion of their well being, protection of our environment, and protection from accidental loss of our resources and physical assets.  In fulfilling this commitment to protect people, environment, and property, we will provide and maintain a safe and healthful work environment through compliance with accepted standards including those contained within the California Code of Regulations, Title 8, Industrial Relations.  We will strive to identify and eliminate foreseeable hazards that may result in personal injuries or illnesses, property damage, fires, material releases and security losses.

Occupational injuries/illnesses and accidental losses are controlled through good management in combination with active employee involvement.  Maintaining a healthful and safe work environment is the direct responsibility of all managers, supervisors and employees alike.

All management functions will support Placer County's commitment to this policy as they apply to the design, operation, maintenance of facilities, equipment and work processes.  Job assignments and procedures will be clearly defined and managers, supervisors and employees will perform their jobs in accordance with established County procedures and Safety Philosophy.  All employees will be equally responsible for minimizing accidents within our facilities.

Please join us in a commitment to fully support this policy.

                    -PLACER COUNTY BOARD OF SUPERVISORS
B.  County Executive Office/Risk Management Division-
      MISSION STATEMENT 
"Our Mission is to provide a comprehensive, pro-active and cost effective Risk Management Program that promotes the health and safety of employees and the public and protects the assets of the County"

 C. Placer County Safety Philosophy
The philosophy behind our safety effort incorporates the County's attitude regarding the role, responsibility, and commitment expected from each and every person in our organization.

The County of Placer values its employees and clients.
We in the County organization care about workplace safety because we care about our employees and the clients we serve.  People work for the County because they choose a career in public service, and we take pride in providing services to our clients in a professional manner, with care and dignity.

We strive to provide healthy, safe, and secure County facilities for our employees and clients.
The safety and well being of our employees and clients is primary to our mission of providing quality services.  Our facilities will be environments where important public services can be conducted in a safe and healthful manner.  Employees will be provided appropriate equipment and training to ensure that they can perform their jobs safely.

Safety is everyone's responsibility.

Every County employee must recognize the need to care for their personal safety and the safety of their co-workers and clients.  As employees we must be diligent in following safety procedures and practices, wearing protective equipment when appropriate, helping co-workers when necessary to safely accomplish certain tasks, and in general keeping a watchful eye for hazardous or unsafe conditions. Hazards may never be totally eliminated in the workplace, but if each of us embraces safety as our personal responsibility, many injuries will be prevented.

The County supports and encourages employees to identify and resolve safety problems.

As part of assuming this individual responsibility for safety, every employee is empowered to both identify and seek solutions to safety problems in their workplace.  In our organization, employees are expected to act proactively to bring safety issues forward.  When they do so, they will be supported and not subject to retaliation.

Response to safety concerns will be given the highest priority at every level of County government.

When safety concerns are identified it is expected that resolution of those concerns will be a priority task at the appropriate level of the organization empowered to solve the problem. Safety is to be given the highest priority throughout the organization. When safety concerns are raised, a response is expected.
D.  Program Responsibility
1. The County Executive Officer (CEO) is responsible for overseeing the IIPP for Placer County Employees.  The CEO has designated the Risk Management/Safety Officer to direct the administration of the IIPP.  The responsibility for implementing this program is hereby delegated to each Department Head and shall be delineated in each department’s IIPP.
2.  [Department Head Name/Title] has oversight responsibility for the Injury and Illness Prevention Program in the [Department/Division Name].  The Department Head is the person responsible for implementing the IIPP and the methods for ensuring employees comply with safe and healthful work practices within their areas of responsibility.  
3.  [DSR Name] is the Department Safety Representative (DSR) and has been delegated authority by the Department Head and designated to coordinate the health and safety activities of the department’s Injury and Illness Prevention Program. The DSR is the liaison between Department Heads/Management and the Risk Management/Safety Office regarding all health and safety issues.  The DSR will need the support, involvement and timely decision making of the Department Head in order to fulfill this obligation.
4.   The Departmental Management Team is responsible for implementation of the IIPP.  Managers/Supervisors carry a great deal of influence.  They have a moral and professional responsibility to safeguard, educate, and respond to the health and safety concerns of those who have been placed under their direction.  They are generally responsible for creating a safe and healthy work environment and for integrating hazard recognition and control into all aspects of work related activities.  Managers/Supervisors are the eyes and ears of the workplace control system. They must be aware of what is happening in their respective areas, how tasks are being performed, under what conditions, and what corrective actions may be necessary.  Managers/Supervisors are also responsible for encouraging proper attitudes for safe job performance in their employees.  Their leadership and influence will help to assure that uniform safety and health standards are enforced and upheld throughout the work place.    
5.  The Risk Management/Safety Office is responsible for the administration of the overall Injury and Illness Prevention Program efforts in Placer County.  The Safety Officer works directly with Department Safety Representatives/Department Heads to assist with all aspects of the IIPP in order to keep Department Heads informed about their safety program responsibilities.
II. EMPLOYEE COMPLIANCE
Placer County employees are responsible to comply with all applicable health and safety regulations, county and department policies, and established work practices.  Employees are required to report any injuries, illnesses, unsafe conditions or unsafe acts to their Manager/Supervisor or Department Safety Representative without fear of reprisal.  Employees who bring safety issues to the attention of Management should expect to receive a timely response to their concerns.  Employee actions and performances that help to maintain a safe and healthy work environment and minimize or eliminate unsafe conditions and accidents should be recognized by Managers/Supervisors.  This could be in the form of a note to the employees file and recognition of this accomplishment in the employee’s performance review.

Standard progressive disciplinary measures in accordance with the applicable Personnel Policy will result when an employee fails to comply with applicable regulations, workplace policy, and/or departmental safety procedures.  All employees who violate health and safety standards will receive training or re-training on the subject and will be given an opportunity to correct unsafe behavior.  Repeated failure to comply or willful and intentional non-compliance may result in disciplinary action up to and including termination.
III. HEALTH AND SAFETY COMMUNICATIONS

This program includes a system for communicating with employees on health and safety matters.  All communications relating to occupational safety and health are presented in a form that is readily understandable by all affected employees.  This program includes provisions designed to encourage employees to inform management of hazards at the worksite, without fear of reprisal or retaliation.
Our Systems of Communication includes the following: 

1.  Employees are required to report any injuries, illnesses, unsafe conditions or unsafe acts directly to their Manager/Supervisor or Department Safety Representative without fear of reprisal.  Reports may be made verbally or in writing.
2.  Safety and health bulletin boards are established in each department, in an area that is frequented by employees.  Each bulletin board shall display at a minimum, the most recent copy of the following posters which can be obtained at, 

V: \Risk Management\Safety\Bulletin Board Postings.
· Placer County Health and Safety Policy Statement
· Safety and Health Protection on the Job/Cal-OSHA Poster, Rev. 11/09
· Poster – Notice to Employees on Workers’ Comp – York
· Approved WC Doctor List – Rev. 4/09
· Tip Line Poster - Rev. 7/04

· Safety Hazard Reporting Form
· Workplace Violence Incident Report Form

· Stop WC Fraud Poster – Rev.  4/06  
3.  Safety Hazard Report Forms (see appendix B) are made available to all employees.  Employees may use this form to report anonymously if they wish.  The form is available from each Supervisor/Manager and forms should also be available on safety bulletin boards.  Employees may use this form to communicate safety issues to management.
The four part Safety Hazard Report Form is available from Placer County Central Services, order # 615 82 58 095.  Each department shall ensure availability of this document to all employees.

The employee provides information as requested on the form, and then makes two photo copies.  The employee keeps one copy and sends one copy to Risk Management, Attention: Safety Officer.  Then the four part form is given (or sent anonymously) to the employee’s Supervisor for response.

Within five working days of receipt of the Safety Hazard Report Form, the Supervisor adds his/her response to the Safety Hazard Report Form and sends the “white” copy to 
the Department Head, the “pink” copy to Risk Management and retains the “blue” copy for his/her files.  The Supervisor gives the yellow copy with response included back to the concerned employee.  If the report was made anonymously, the Supervisor will advise all employees who may be affected and post a copy of the response on the safety bulletin board.
4. A Safety Tip Line (see appendix C) is available to all employees.  The Safety and Accident Tip Line can be accessed by calling (530) 886-2610.  The Safety Tip Line can be used to report safety issues anonymously if you wish.  Employees are encouraged to give their name and stand behind their safety issues.  When leaving an anonymous message please be sure to provide enough information for Risk Management to be able to follow up.  Some of the suggested uses for the Safety Tip Line include:
· Reporting work related accidents and near misses to Risk Management.

· Reporting accidents and injuries after business hours.
· Reporting suspected hazards, concerns and / or unsafe practices.
· Offering safety suggestions, or requesting assistance on safety, or WC issues.
· Reporting suspected fraud/misuse of the Workers’ Compensation system.
The Safety and Accident Tip Line poster is posted on departmental safety bulletin boards and also includes a space to identify the Department Safety Representative including that person’s office phone number.

5. A Department Safety Representative has been designated in all departments/divisions by each Department Head to act as liaison between employees and Risk Management regarding all health and safety issues.  Employees may report safety/health issues to the Department Safety Representative in their respective departments.

6.  Departmental Labor-Management Safety and Health Committees are not required by code but are highly encouraged as an effective form of communication.  Departments who elect to use a Labor-Management Safety and Health Committee to comply with the communications requirements are presumed to be in substantial compliance if the committee:
· Meets regularly but not less than quarterly. 
· Prepares and makes available to affected employees written records of the safety and health issues discussed at the committee meetings, and maintained for review by the Division upon request. 

· Review results of the periodic scheduled worksite inspections.
· Reviews investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness or exposure to hazardous substances, and where appropriate, submits suggestions to management for the prevention of future incidents. 

· Reviews investigations of alleged hazardous conditions brought to the attention of any committee member. When determined necessary by the committee, it may conduct its own inspection and investigation to assist in remedial solutions. 

· Submits recommendations to assist in the evaluation of employee safety suggestions. 

· Upon request of the Division, verifies abatement action taken by the employer to abate citations issued by the Division.
7.  Other Safety and Health Information is available on the Placer County Website at:

      http://www.placer.ca.gov/Departments/CEO/Risk%20Management.aspx  and click on    Gary Schell – Safety Officer. 
IV. HAZARD ASSESSMENT AND CONTROL
Periodic inspections and procedures for correction and control provide a method of identifying existing or potential hazards in the workplace, and eliminating or controlling them. Hazard control is the heart of an effective Injury and Illness Prevention Program.
If hazards occur or recur, this reflects a breakdown in the hazard control system. The hazard control system is also the basis for developing safe work procedures and injury/illness prevention program training.
The Placer County Injury and Illness Prevention Program (IIPP) requires managers/supervisors to conduct regular safety inspections of areas under their control.  An inspection checklist for Office Work Environments is available from your Department Safety Representative or at V:\ Risk Management\Safety\SAFETY-HEALTH INSPECTION CHECKLIST revised 2010.   Departments are encouraged to modify and customize this form to fit their operations.  
Office safety inspections should be conducted and documented at least quarterly or more often as necessary to ensure a safe and healthful work environment.  If your worksite/environment has operations, equipment, or processes (i.e., hand tools, machinery, hazardous materials, forklifts, confined spaces, compressed gases, hoists, etc.) not covered by this checklist, Risk Management can assist you in developing an inspection checklist tool for your department/division.
After completion of the inspection, all safety inspection checklists and corrective action documentation (i.e., notes, work orders, training sign-in sheets, etc.) should be kept on file by the department for at least five (5) years.
V.  ACCIDENT/EXPOSURE INVESTIGATION AND 
      HAZARD CORRECTION 
The primary tool supervisors will use in an effort to identify and recognize the areas/reasons for accidents/incidents occurring in their area(s) of responsibility is a thorough, timely and properly completed Injury and Illness-Investigation Report. (See Appendix D) The Injury and Illness-Investigation Report form is available at V:/Risk Management/Forms/INJURY AND ILLNESS Rept..  The form shall be completed by the injured employee’s immediate supervisor and shall adequately identify the cause(s) of the accidents and/or illnesses as well as corrective actions to prevent reoccurrence.  
Corrective actions may include changing procedures, training/retraining programs, disciplinary actions, engineering controls (changing tools and equipment), administrative controls (changing the way we do the work, i.e., shorter shifts, rotating work between different employees), personal protective equipment (i.e., gloves, hearing protection, respiratory protection, boots, safety glasses, etc.), or any other corrective measure  that may help to prevent reoccurrence of the incident being investigated.
Reporting General Injuries and Illnesses 
Employees shall report any work-related injury or illness immediately (as soon as possible once any necessary medical treatment has been provided) to their supervisor or higher level management representative, if the immediate supervisor is not available.  For serious injuries/illnesses, see below.  The supervisor will conduct the accident investigation.  The investigation process should begin as soon as possible so the events of the injury are still fresh in the minds of the injured and any witnesses and so the injury scene has not been disturbed. 
For each report of injury/illness, hand deliver or mail a Workers’ Compensation Claim Form, “DWC 1” to the injured worker within 24 hours of your first knowledge of the accident.  Make a copy of the “DWC 1” and notify Risk Management immediately. (See Appendix E, Procedures for Reporting Job Related Injuries and Illnesses)   Then complete the Injury and Illness-Investigation Report and fax a preliminary copy to Risk Management at (530)886-2609.  Submit the Injury and Illness-Investigation Report to your Department Head for final signature and then send a copy to Risk Management and keep a copy for your records.  
Reporting Serious Injuries/Illnesses or Fatalities
Serious injuries/illnesses or fatalities shall be immediately (as soon as possible once any necessary medical treatment has been provided) reported to Risk Management at (530)886 -2600.
If a fatal or serious injury or illness to an employee occurs during normal business hours:
After first aid and emergency services have been provided, report to Risk Management at (530)886‑2600 and also report up your management chain to the Department Head.

If a fatal or serious injury or illness to an employee occurs after normal business hours, weekends/holidays:

After first aid and emergency services have been provided, if the incident meets the reporting requirements (defined below), report the incident to Cal‑OSHA at, Phone (916) 263‑2800, Fax (916) 263‑2798.  Provide Cal‑OSHA as much of the required information (see bottom of this section) as you can.  Also report up your management chain to the Department Head and also leave a message at the Risk Management Office at (530)886‑2600.

If a fatal or serious injury or illness to an employee occurs the employer must report by telephone or fax to the nearest district office of the Division (or refer to your Cal/OSHA poster) not longer than 8 hours after the employer knows or with diligent inquiry would have known of the incident. If the employer can demonstrate that exigent circumstances exist the time frame for the report may be made no longer than 24 hours after the incident.

Notifications made later than 8 hours following the incident could be subject to a minimum civil penalty of $5000.

Incidents requiring reporting to Cal-OSHA within 8 hours:

· Fatal injury to an employee

· Serious injury or illness to employee

A serious injury or illness is defined as:

· Loss of a member of the body (e.g., amputation); or

· Serious degree of permanent disfigurement (e.g., crushing or severe burn type injuries); 
· In‑patient hospitalization in excess of 24 hours for other than observation; or
· Death

Information required to be reported to Cal-OSHA:

1. Time and date of accident.

2. Employer’s name, address and telephone number.

3. Name and job title of person reporting the accident.

4. Address of site of accident or event.

5. Name of person to contact at site of accident.

6. Name and address of injured employee(s).

7. Nature of injury.

8. Location where injured employee(s) was (were) moved to.

9. List and identity of other law enforcement agencies present at the site of accident.

10. Description of accident and whether the accident scene or instrumentality has been altered.

If you do not have all of the information, contact Cal-OSHA and provide as much information as you have at the time and follow up with the missing information as soon as you obtain it.

VI. TRAINING AND INSTRUCTION  
Training is one of the most important elements of any Injury and Illness Prevention Program. It allows employees to learn their job properly, brings new ideas into the workplace, reinforces existing ideas and practices, and puts our safety programs into action.

Each department shall develop a training program to ensure that their employees receive adequate safety and health training.  Supervisors shall be knowledgeable and able to recognize the safety and health hazards to which employees under their immediate direction and control may be exposed.
For assistance in developing a hazard analysis and training plan, contact Placer County Risk Management – Safety Office.  
Each employee shall receive training as follows:

· General safe and healthy work practices as well as specific instruction for hazards unique to the employee’s job assignment.

· Before going on the job – whether the employee is a new hire, a transfer, a temporary or receiving a new job assignment.  Employees who receive a new job assignment, but are performing the same tasks, do not need to be retrained.

· At a minimum of annually.

· When a new substance, process, procedure or equipment which represents a new hazard is introduced to the workplace.

· When the department receives notification of a new or previously unrecognized hazard.

All staff, including managers and supervisors, shall have training and instruction on general and job-specific safety and health practices. 

Training and instruction is provided: 

1. When the IIPP is first established; 

2. To all staff given new job assignments for which training has not been previously provided; 

3. Whenever new substances, processes, procedures or equipment are introduced to the workplace that represent a new hazard; 

4. Whenever the employer is made aware of a new or previously unrecognized hazard; 

5. To supervisors to familiarize them with the safety and health hazards to which staff under their immediate direction and control may be exposed; and 

6. To all staff with respect to hazards specific to each employee's job assignment. 

General workplace safety and health practices include, but are not limited to, the following: 

1. Implementation and maintenance of the IIPP. 

2. Emergency action and fire prevention plan. 

3. Provisions for medical services and first-aid including emergency procedures. 

4. Ergonomics for prevention of musculoskeletal disorders, including proper lifting techniques. 

5. Proper housekeeping, such as keeping stairways and aisles clear, work areas neat and orderly, and promptly cleaning up spills. 

6. Prohibiting horseplay, scuffling, or other acts that adversely influence safety. 

7. Proper storage to prevent stacking goods in an unstable manner and storing goods against doors, exits, fire extinguishing equipment and electrical panels. 

8. Proper reporting of hazards and accidents to supervisors. 

9. Hazard communication, including worker awareness of potential chemical hazards, and proper labeling of containers. 

10. Proper storage and handling of toxic and hazardous substances including prohibiting eating or storing food and beverages in areas where they can become contaminated.
11. Some of the other required training subjects are as follows:

· Injury and Illness Prevention Program

· Emergency Evacuation  Plan

· Fire Prevention Plan

· Office Safety

· Workplace Violence

· Accident Investigation

· Blood-borne Pathogens

· Hazard Communication (Employee Right to Know)
· Ergonomics

· Hearing Conservation

· Asbestos Awareness

· Indoor Air Quality

· First Aid/CPR

· Confined Space Entry

· Respiratory Protection 

· Tuberculosis Control 

· Lockout/Block out/Tagout (Control of hazardous energy)
· Personal Protective Equipment

· Chemical Hygiene Plan

· Driver Improvement

· Machine Guarding

· Traffic Control/Flagger 

· Workplace Security

· Fall Protection

· Harassment (AB 1825)
· Powered Tools

· Machinery and Equipment
· Accident Prevention Signs and Tags

· Acetylene and Fuel Gas Safety

· Battery Handling, Changing and Charging

· Cranes and Other Hoisting Equipment

· Emergency Shower/Eyewash

· Elevating Work Platforms and Arial Devices

· Excavation, Trenching and Shoring

· Hazardous Waste Operations and Emergency Response
· Heat Stress

· Industrial/Lift Trucks (Forklifts) and Tractors
· Lead Exposure Awareness

· Employee Access to Medical and Exposure Records

· Pesticide Safety

· Scaffolds

· Tree Work

· Welding and Cutting (Hot Work) Safety

· Servicing Rims and Wheels
· Housekeeping

· Any Other Hazards in Employee’s Work Environment
Employee Health and Safety Training

Employee safety training is conducted during the employee’s normal working hours. Safety training may be presented by a manager/supervisor, department staff member, Placer County Safety Office, department safety representatives, Cal-OSHA Consultation Services, insurance carriers, representatives from other agencies safety personnel, private consultants and safety vendor representatives or any other qualified person.  
A “qualified person”, as defined by Cal-OSHA is a person designated by the employer; and by reason of training, experience, or instruction has demonstrated the ability to perform safely all assigned duties; and, when required is properly licensed in accordance with federal, state, or local laws and regulations.

Outside trainers should be considered temporary. Eventually you will need your own in-house training capabilities so you can provide training that is timely and specific to the needs of your workplace and your employees.

Regardless of the instructor, all safety training must be documented using the “Training Sign-in Sheet” (See Appendix F) or an equivalent record that includes all the information required on that form.  

Initial IIPP Training

When the IIPP is first implemented, all personnel will be trained on the structure of the IIPP, including individual responsibilities under the program, and the availability of the written program. Training will also be provided on how to report unsafe conditions, and where to obtain information on workplace safety and health issues.  Personnel hired after the initial training session will be oriented on this material as soon as possible (but not later than 10 working days after employee start date) by the appropriate supervisor, manager or department safety representative.
VII. DOCUMENTATION AND RECORDKEEPING
No operation can be successful without adequate recordkeeping, which enables you to learn from past experience and make corrections for future operations. Records of accidents, work-related injuries, illnesses, property losses, training logs, and inspection checklists serve a valuable purpose.
All Placer County Agencies/departments will review their safety and health documentation regularly and make improvements where necessary.  Upon review, causes can be identified and control procedures instituted to prevent illnesses or injuries from recurring.  

In Placer County, each Agency/department will review and update the department specific Injury and Illness Prevention Program on an annual basis or more often if necessary to keep the program “effective”.
Documentation and records to be maintained at the department level include:

1. Copies of safety and health inspections, which will include the unsafe and unhealthy conditions and work practices found and records pertaining to the corrective action that was taken.  These records shall be maintained for a period of three years.

2. Training records for each employee, to include employee's name or other identifier, training dates, types of training, training providers, and a description of the training program.  These records must be maintained for three years.

3. Work injury illness records to include the Supervisor's Injury and Illness Report Form.  These records must be maintained for three years.

4. Cal/OSHA 300 Log of Occupational Injury and Illness.  This log records all of the work related injuries and illnesses that result in time lost from work, medical treatment other than first aid, and limited duty time.  The Cal-OSHA 300A log shall be posted in each department from February 1 through April 30th each year.  The "Master 300 and 300A" log shall be maintained by Risk Management for the current calendar year and retained for the prior five years.

5. Copies of Hazard Reporting Forms that have been submitted by employees with corrective action documentation.  These forms shall be maintained for three years.

6. Copies of documentation associated with any Cal-OSHA compliance program such as the Blood Borne Pathogens, Personal Protective Equipment, Ergonomics, Respiratory Protection, Hearing Conservation, Hazard Communication, etc.
7. Cal-OSHA inspection records (if a Cal-OSHA inspection was conducted)
8. Any other communications related to health and safety
Maintain Your Program
Schedule a review-quarterly, semiannually or annually-to look at each critical component in your Injury and Illness Prevention Program, to determine what is working well and what changes, if any, are needed. When you identify needs that should be addressed, you have the basis for new safety and health objectives for program improvement.

For assistance in the review of your IIPP and the development of program objectives please contact Placer County Risk Management at (530)886-2617. 
APPENDICIES
Appendix A

Cal-OSHA

Subchapter 7. General Industry Safety Orders
Group 1. General Physical Conditions and Structures Orders
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(a) Effective July 1, 1991, every employer shall establish, implement and maintain an effective Injury and Illness Prevention Program (Program). The Program shall be in writing and, shall, at a minimum: 

(1) Identify the person or persons with authority and responsibility for implementing the Program. 

(2) Include a system for ensuring that employees comply with safe and healthy work practices. Substantial compliance with this provision includes recognition of employees who follow safe and healthful work practices, training and retraining programs, disciplinary actions, or any other such means that ensures employee compliance with safe and healthful work practices. 

(3) Include a system for communicating with employees in a form readily understandable by all affected employees on matters relating to occupational safety and health, including provisions designed to encourage employees to inform the employer of hazards at the worksite without fear of reprisal. Substantial compliance with this provision includes meetings, training programs, posting, written communications, a system of anonymous notification by employees about hazards, labor/management safety and health committees, or any other means that ensures communication with employees. 

EXCEPTION: Employers having fewer than 10 employees shall be permitted to communicate to and instruct employees orally in general safe work practices with specific instructions with respect to hazards unique to the employees' job assignments as compliance with subsection (a)(3). 

(4) Include procedures for identifying and evaluating work place hazards including scheduled periodic inspections to identify unsafe conditions and work practices. Inspections shall be made to identify and evaluate hazards. 

(A) When the Program is first established; 

EXCEPTION: Those employers having in place on July 1, 1991, a written Injury and Illness Prevention Program complying with previously existing section 3203. 

(B) Whenever new substances, processes, procedures, or equipment are introduced to the workplace that represent a new occupational safety and health hazard; and 

(C) Whenever the employer is made aware of a new or previously unrecognized hazard. 

(5) Include a procedure to investigate occupational injury or occupational illness. 

(6) Include methods and/or procedures for correcting unsafe or unhealthy conditions, work practices and work procedures in a timely manner based on the severity of the hazard: 

(A) When observed or discovered; and, 

(B) When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and/or property, remove all exposed personnel from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition shall be provided the necessary safeguards. 

(7) Provide training and instruction: 
(A) When the program is first established; 

EXCEPTION: Employers having in place on July 1, 1991, a written Injury and Illness Prevention Program complying with the previously existing Accident Prevention Program in Section 3203. 

(B) To all new employees; 

(C) To all employees given new job assignments for which training has not previously been received; 

(D) Whenever new substances, processes, procedures or equipment are introduced to the workplace and represent a new hazard; 

(E) Whenever the employer is made aware of a new or previously unrecognized hazard; and, 

(F) For supervisors to familiarize themselves with the safety and health hazards to which employees under their immediate direction and control may be exposed. 

(b) Records of the steps taken to implement and maintain the Program shall include: 

(1) Records of scheduled and periodic inspections required by subsection (a)(4) to identify unsafe conditions and work practices, including person(s) conducting the inspection, the unsafe conditions and work practices that have been identified and action taken to correct the identified unsafe conditions and work practices. These records shall be maintained for at least one (1) year; and 

EXCEPTION: Employers with fewer than 10 employees may elect to maintain the inspection records only until the hazard is corrected. 

(2) Documentation of safety and health training required by subsection (a)(7) for each employee, including employee name or other identifier, training dates, type(s) of training, and training providers. This documentation shall be maintained for at least one (1) year. 

EXCEPTION NO. 1: Employers with fewer than 10 employees can substantially comply with the documentation provision by maintaining a log of instructions provided to the employee with respect to the hazards unique to the employees' job assignment when first hired or assigned new duties. 

EXCEPTION NO. 2: Training records of employees who have worked for less than one (1) year for the employer need not be retained beyond the term of employment if they are provided to the employee upon termination of employment. 

Exception No. 3: For Employers with fewer than 20 employees who are in industries that are not on a designated list of high-hazard industries established by the Department of Industrial Relations (Department) and who have a Workers' Compensation Experience Modification Rate of 1.1 or less, and for any employers with fewer than 20 employees who are in industries on a designated list of low-hazard industries established by the Department, written documentation of the Program may be limited to the following requirements: 

A. Written documentation of the identity of the person or persons with authority and responsibility for implementing the program as required by subsection (a)(1). 

B. Written documentation of scheduled periodic inspections to identify unsafe conditions and work practices as required by subsection (a)(4). 

C. Written documentation of training and instruction as required by subsection (a)(7). 

Exception No. 4: Local governmental entities (any county, city, city and county, or district, or any public or quasi-public corporation or public agency therein, including any public entity, other than a state agency, that is a member of, or created by, a joint powers agreement) are not required to keep records concerning the steps taken to implement and maintain the Program. 

Note 1: Employers determined by the Division to have historically utilized seasonal or intermittent employees shall be deemed in compliance with respect to the requirements for a written Program if the employer adopts the Model Program prepared by the Division and complies with the requirements set forth therein. 

Note 2: Employers in the construction industry who are required to be licensed under Chapter 9 (commencing with Section 7000) of Division 3 of the Business and Professions Code may use records relating to employee training provided to the employer in connection with an occupational safety and health training program approved by the Division, and shall only be required to keep records of those steps taken to implement and maintain the program with respect to hazards specific to the employee's job duties. 

(c) Employers who elect to use a labor/management safety and health committee to comply with the communication requirements of subsection (a)(3) of this section shall be presumed to be in substantial compliance with subsection (a)(3) if the committee: 

(1) Meets regularly, but not less than quarterly; 

(2) Prepares and makes available to the affected employees, written records of the safety and health issues discussed at the committee meetings and, maintained for review by the Division upon request. The committee meeting records shall be maintained for at least one (1) year; 

(3) Reviews results of the periodic, scheduled worksite inspections; 

(4) Reviews investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness, or exposure to hazardous substances and, where appropriate, submits suggestions to management for the prevention of future incidents; 

(5) Reviews investigations of alleged hazardous conditions brought to the attention of any committee member. When determined necessary by the committee, the committee may conduct its own inspection and investigation to assist in remedial solutions; 

(6) Submits recommendations to assist in the evaluation of employee safety suggestions; and 

(7) Upon request from the Division, verifies abatement action taken by the employer to abate citations issued by the Division. 

NOTE: Authority cited: Sections 142.3 and 6401.7, Labor Code. Reference: Sections 142.3 and 6401.7, Labor Code. 

HISTORY 

1. New section filed 4-1-77; effective thirtieth day thereafter (Register 77, No. 14). For former history, see Register 74, No. 43. 

2. Editorial correction of subsection (a)(1) (Register 77, No. 41). 

3. Amendment of subsection (a)(2) filed 4-12-83; effective thirtieth day thereafter (Register 83, No. 16). 

4. Amendment filed 1-16-91; operative 2-15-91 (Register 91, No. 8). 

5. Editorial correction of subsections (a), (a)(2), (a)(4)(A) and (a)(7) (Register 91, No. 31). 

6. Change without regulatory effect amending subsection (a)(7)(F) filed 10-2-92; operative 11-2-92 (Register 92, No. 40). 

7. Amendment of subsection (b)(2), Exception No. 1, new Exception No. 3 through Exception No. 4, Note 2, and amendment of subsection (c)(2) filed 9-13-94; operative 9-13-94 pursuant to Government Code section 11346.2 (Register 94, No. 37). 

8. Editorial correction of subsections (a)(6)(A) and (a)(7)(A) (Register 95, No. 22). 

9. Amendment of subsections (b)(1)-(2) and (c)(2) filed 6-1-95; operative 7-3-95 (Register 95, No. 22). 
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	The above information is provided free of charge by the Department of Industrial Relations from its web site at www.dir.ca.gov.
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PROCEDURES FOR REPORTING

JOB RELATED INJURIES AND ILLNESSES

( On the date of knowledge / notification of an injury - the injured worker’s  supervisor will contact the Risk Management Division to report it.   (
Main Number: (530) 886-2600
Radha Gold (530) 886-2611, or
Cindy Martin (530) 886-2606, or Safety Report Line:  (530) 886-2610
rgold@placer.ca.gov     
cmartin@placer.ca.gov 

· Name of Inured worker
· Date and time of injury – or date and time of your knowledge of the injury


· Injured worker’s normal work hours

· Is the injured worker losing time, or working reduced hours? Specify.

· Give a short specific description of the accident and nature of the injury. 

· Was medical treatment provided? If so, provide the name & phone number of the medical provider.

· Phone number(s) and dept. where the injured employee and his/her supervisor can be reached.
· INMATE WORKERS:  Provide social security number, date of birth, home address and phone number, booking date, and date of estimated release.

· VOLUNTEERS & WORK RELEASE: Provide social security number, date of birth, home address and phone number, any known earnings or secondary jobs, and the date they began their program.
· Provide a DWC-1 Form, “Employee’s Claim for Workers’ Compensation Benefits” to the injured worker within 24 hours of being noticed of injury.  Write the injured worker’s name on line 1, fill in Lines 11, 12, 16, 17, and 18, and FAX + SEND your copy to Risk Management immediately.

The "Injury and Illness Report" should be completed by the supervisor and routed to Risk Management within 2 working days. Retain the last two copies for the Safety Representative and Office file.  We ask that this report be preliminarily Faxed to (530) 886-2609 to ensure timely claim set up.

Notify the Risk Management Division of information pertaining to the injury in order to assist in the timely delivery of benefits. This includes: changes in work restrictions, time lost as a result of the injury (not including doctors appointments) whether modified duty can be provided, doctor/provider information or changes.  Please forward all original claim forms, work releases, doctor notes, or Accident Reports to Risk Management immediately.
Appendix E – continued
Placer County has a written Modified Duty Program. Please contact us to obtain a copy.
MOST IMPORTANTLY
1.
NOTIFY THE RISK MANAGEMENT DIVISION of all work related accidents /injuries/ illnesses including very serious injuries IMMEDIATELY.  

2.
PROVIDE EMPLOYEE WITH CLAIM FOR WORKERS’ COMPENSATION (DWC-1), and fax copy to Risk Management.

3.
COMPLETE THE INJURY AND ILLNESS INCIDENT REPORT, fax a preliminary copy, and route completed copy to Risk Management within five working days.
Appendix F
Training Sign In Sheet

Instructions:  Provide safety instruction at the beginning of the project, and insure each new participant signs their name after the training is provided. Document the type of training provided (i.e., woodworking, mowing), and instruction on use of any personal protective equipment (i.e. safety glasses/goggles, gloves, etc) or chemicals used if any.  Maintain the original at the Department level for at least 5 years, and provide a copy to Risk Management is case of injury to a participant or upon demand.

	Name of Instructor


	Training Date

	Subject of Training:




Class Trainees
	Print Last Name
	Print First Name
	Sign Name
	Department/Division
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