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1.
Policy


It is the policy of the DEPARTMENT NAME to provide its employees with a safe and healthful workplace.  In order to achieve this goal, all levels of management and supervision are required to ensure that the guidelines of this Injury and Illness Prevention Program (IIPP) are followed.

2.
Purpose





This document is designed to:

1. Identify the person(s) with the authority and responsibility for implementing the Program,

2. Provide a system for communicating health and safety information with employees,

3. Provide employees with a system for access to health and safety information necessary for the safe execution of their job responsibilities,

4. Provide a method for identifying and evaluating workplace hazards, and ensuring that safety inspections are routinely conducted, 

5. Provide a protocol and procedure for correcting unsafe conditions and/or practices,

6. Provide employees with health and safety training,

7. Provide a method for record keeping and documenting in compliance with the required elements of this program,

8. Eliminate conditions that can lead to violations of regulatory requirements of Title 8 California Code of Regulations.

3.
Scope


This document applies to all personnel employed by DEPARTMENT NAME (i.e., Temporary Employees, Part time Employees, and Full time Employees).  All personnel shall comply with the provisions outlined in this document.

4.
Responsible Persons 

4.1            Director

The Director:

1. Approves new or revised employee health and safety programs and policies, and 

2. Authorizes allocation of physical and financial resources necessary to maintain an effective IIPP.

4.2
Managers
Managers will:

1. Provide support, leadership, and direction for the IIPP, and

2. Delegate authority, responsibility, and accountability to appropriate individuals to effectively implement and maintain all IIPP requirements.

3. Ensure that the IIPP and all other required written environmental health and safety programs have been implemented and are being followed in their divisions,

4. Request physical and financial resources necessary for the correction of environmental health and safety hazards,

5. Actively support the system implemented for communicating with employees on matters relating to employee health and safety any means that ensures communication with employees, and

6. Assist supervisors in pursuing disciplinary action against employees who violate environmental health and safety rules and guidelines.

4.3
Supervisors

Supervisors must:

1. Ensure that the IIPP and other safety programs are complied with in their section,

2. Assist employees in identifying and correcting actual and potential health and safety concerns,

3. Ensure that their employees are appropriately trained for the duties assigned to them, and
4. Ensure the use of any required personal protective equipment, safety programs or procedures necessary for the safe execution of an employee’s job responsibilities.
4.4
Program Administrator

(Insert Name or Title) is the Program Administrator.  Responsibilities of the Program Administrator are to:

1. Ensure that the IIPP is reviewed annually, and revised if necessary,         (every year review document, change the date and distribute)
2. Initiate and manage the development of comprehensive, written environmental health and safety programs designed to assist the employees in protecting themselves, and to comply with regulatory requirements,

3. Maintain and post occupational injury statistics (OSHA Form 300),

4. Advise management on Program policy and procedure issues, and
5. Manage and coordinate required safety training programs.

4.5
Employee Responsibilities


Employees must:


1. Follow the guidelines of the IIPP and any other environmental health and safety programs implemented by the Department,

2. Protect themselves from recognized and uncontrolled hazards,

3. Immediately inform supervisory staff of any known safety deficiencies or any potentially hazardous conditions that may lead to injury or illness.  If the employee’s direct supervisor is not available, hazards are to be reported to the next available person in the employee’s line of supervision (i.e., lead person, supervisor or section head),

4. Refrain from performing work tasks for which they have not received specialized training (e.g., electrical work, office equipment repair, heavy lifting, building maintenance, etc.),

5. Not interfere with the use of any method or process adopted for the protection of any employee, including himself/herself.

5.
Employee Recognition & Discipline 

5.1.
Employee Evaluations

Include method for employee evaluations here.
5.2. Recognition Procedure

Include method for recognizing employees here.

(P.I.E., Letter, certificate etc.)
5.3.
Disciplinary Action Procedure

Include method for discipline here.

6.
Information Exchange 

6.1.
Employee Bulletin Board Postings or Distributed Safety Information

Include location and content of bulletin boards.
6.2.      Anonymous Hazard Notification by Employees

Include method (written, voice mail, etc.) for anonymous hazard notifications 

6.3.      New Worker Orientation including discussion of safety and health policies and procedures

6.4.      Review of IIPP

6.5.      Regularly scheduled safety meetings

7.
Health and Safety Inspections 

7.1.
Objectives

List specific objectives of the department’s health and safety inspections here. (reviewing accidents, categorizing safety deficiencies, identifying hazards etc.)
7.2. Inspections

Formal inspections will be conducted on a regular basis (annual, quarterly, etc.).
7.2.1.
Inspection Procedure


Certain types of safety equipment (fire extinguishers, emergency lighting, exit signs, etc.) and work areas must be inspected.  

A.
(Insert Safety Officer/Supervisor responsible for inspection) shall ensure that the inspection is completed by either completing a checklist personally or by assigning the responsibility to an employee under his/her supervision.

B.
Upon completion of the inspection, (Safety Officer/Supervisor responsible for inspection) ensures that all deficiencies identified are corrected, and any uncorrected safety deficiencies are appropriately addressed in a timely manner.  

C.
Safety Inspection Checklists must be maintained for one (1) year.

8.
Occupational Injury & Illness Investigation 
8.1. Reporting Requirements

Employees must:

1.
Immediately report all work-related injuries or illnesses to their supervisor or to the manager on duty, unless the employee is unable to do so.  In this case, the notification must be made by the lead worker or a coworker.

2.
Review and complete the “Employee Packet” section of the Early Return-to -Work Program if the injury requires lost work-time beyond the date of the injury and/or medical treatment beyond first aid, and forward copies of the required Early Return–to-Work Program forms to the Department’s Return-to-Work Coordinator.
3.
The Safety Officer/Supervisor keeps the Employer’s Report of Industrial Injury on file for employee’s length of employment plus five (5) years.

8.2.
Injury and Illness Investigation

1.
For each injury or illness reported, the Safety Officer/Supervisor must investigate the accident or exposure using an investigation form to determine the cause and implement the corrective action needed to prevent recurrence.

2.
The Safety Officer/Supervisor must complete an Employer’s Report of Industrial Injury (Form 5020) clearly indicating the nature of the injury or illness, the cause, and the corrective action taken. 

9.
Hazard Correction 
9.1           Hazard Correction Procedure
Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely manner based on the severity of the hazards. Hazards shall be corrected according to the following procedures:
1.     When observed or discovered.

2.      When an imminent hazard exists that cannot be immediately abated without endangering employee(s) and/or property, remove all exposed employees from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition shall be provided with the necessary protection.
10.
Training 

10.1.
Training


1.       Lesson plans are to be followed when providing employee training on health and safety subjects.

2.       Health and safety training is to be provided to all employees of the County of Los Angeles, as outlined in Section 10.1.1 of this document.
10.1.1.
New Employee Training

A.
Before beginning their job assignment, all new employees shall receive information about the requirements of the following courses:

· Injury and Illness Prevention Program

· Hazard Communication/Office Safety

· Other (Respiratory Protection)
· Other (Hearing Conservation)
· Other (Fall Protection)
B.
New employees must also receive training in accordance with the requirements of their department before participating in work operations where specialized training is required (i.e., electrical, computer, or building repairs, etc.).  New employees are not to be assigned duties exposing them to hazardous conditions for which they have not been trained.

C.
The need to provide specific training to temporary employees must be evaluated on a case-by-case basis.  Specific training is dependent on the hazards the temporary employee will be exposed to, and must be equal to the level of training that would reasonably be provided to department employees.

D.
Communicate the procedure and the employee’s right to access the IIPP and Health and Safety Manual.
10.1.2.
Comprehensive Subject Study (Initial Training)

A.
Under the direction the Safety Officer/Supervisor, comprehensive lectures/courses may be provided by any employee who meets the minimum instructor qualifications as defined by the Safety Officer/Supervisor.  

B.
All employees are required to complete comprehensive training courses:

· when their supervisor indicates a need, and

· prior to beginning an assignment where the exposure requiring training will occur

10.2      Training Tracking System

1. To assist the department in assessing training performance, the department must maintain a training tracking system.  This system must be designed to identify those employees who have not completed required training prior to beginning an assignment where specialized training is required, and employees who have not completed the Department’s core training requirements.
2. Periodically, the Safety Officer/Supervisor evaluates training requirements.  Reports should be used as a tool to identify employees who may need initial or refresher training.
11.
Employee access to the IIPP
11.1         Providing Access

1.       Employees or their designated representative must be provided access to the IIPP in a reasonable time, place, and manner, but no later than within five (5) business days after the request for access is received from an employee or designated representative.

2. Any copy provided to an employee or their designated representative need not include any of the records of the steps taken to implement and maintain the written IIPP.
3. Where there are distinctly different and separate operations and IIPPs, the Department may limit access to the IIPP applicable to the employee requesting it.

4.       A copy of the IIPP is located in/at (list location of copies).
5.       The IIPP is available for employee review during regular work hours, or as otherwise needed to perform work assignments safely.
6.      (Describe here how the Department will communicate the right and procedure to access the IIPP to all employees).
11.2         Methods of Providing Access
Employees or their designated representatives have the right to examine and receive a copy of our IIIPP. This will be accomplished by [Describe how this will be accomplished using either of the following two methods:

1. Whenever an employee or designated representative requests a copy of the Program, the Department will provide the requester a printed copy of the Program, unless the employee or designated representative agrees to receive an electronic copy of the Program.
2. One printed copy of the IIPP will be provided free of charge. If the employee or designated representative requests additional copies of the IIPP within one (1) year of the previous request and the IIPP has not been updated with new information since the prior copy was provided, the Department may charge reasonable, non-discriminatory reproduction costs for the additional copies. 
11.3         Providing Unobstructed Access
Provide unobstructed access through the Department’s online portal or website, to allow employees to review, print, and email the current version of the IIPP. Unobstructed access means that the employee, as part of their regular work duties, predictably and routinely uses the electronic means to communicate with management or coworkers.

11.4         Providing Access to Employee’s Designated Representative 
An employee must provide written authorization in order to make someone their “designated representative.” A recognized or certified collective bargaining agent will be treated automatically as a designated representative for the purpose of access to the IIPP. The written authorization must include the following information:

· The name and signature of the employee authorizing the designated representative.

· The date of the request.

· The name of the designated representative.

· The date upon which the written authorization will expire (if less than 1 year).

12.
Record Keeping 

12.1     Training Records

1.
Training records are maintained by the Safety Officer/Supervisor at the following Department location:


List address, location, and contact information of training records.
2.
Employees interested in obtaining a training history, or a hard copy of a particular training document, can request information through their supervisors.
3.
Hard copies of employee environmental health and safety training records are to be maintained for no less than one (1) year.

12.2.
Inspection Reports

1.
Safety inspections shall be maintained with the site safety records.

2.
All inspection reports are to be maintained at (provide location).
3.      Inspection reports are to be maintained for no less than one (1) year.

12.3.
Injury and Illness Reports

1.
Copies of the Employer’s Report of Industrial Injury (Form 5020) are forwarded to the Workers’ Compensation Third Party Administrator for review and the opening of a claim when the supervisor determines that a workers’ compensation claim must be filed.  A copy of the report must be maintained by the supervisor of the injured/ill employee.

2.
Employer’s Reports of Industrial Injury are maintained for the length of employment plus five (5) years.

12.4.
Medical Examinations & Records

1.
All medical examination records, safety exams, and environmental exams are maintained with Chief Administrative Office’s Occupational Health Programs (OHP) in the Risk Management Branch.
2.
Employee medical records must be maintained for the duration of employment plus six (6) years.  Safety and environmental exams are kept for the duration of employment plus thirty (30) years.
12.5.
Safety Meeting Agendas 
1.
Safety Meeting Agendas are to be maintained in the section files.

2.
Safety Meeting Minutes are maintained for one (1) year.
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