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Granville County Schools 
2010 Injury and Illness Prevention Program 
Injury and Illness Prevention Procedures
INDEX 
1. RESPONSIBILITY Pgs. 6-8 
The RESPONSIBLITY Section of the Injury and Illness Prevention Program (IIPP) explains the structure of Granville County Schools. The organization consists of the President, Safety and Health Manager, Supervisors, Managers and employees. 

2. COMPLIANCE Pgs. 8-9 
The COMPLIANCE Section of the IIPP describes how employees of Granville County Schools will follow safe work practices and procedures. Employees may be subject to appropriate action for not following established safety and health regulations and rules. 

3. COMMUNICATION Pgs. 9-10 
The COMMUNICATION Section of the IIPP describes how Granville County Schools employees will interact with other employees. There are quarterly Safety Committee meetings and weekly tailgate meetings involving Granville County Schools employees if they are located at various worksites. 

4. IDENTIFICATION, EVALUATION AND ABATEMENT OF WORKPLACE HAZARDS AND SAFE WORK PRACTICES Pgs. 10-12 
The IDENTIFICATION, EVALAUATION AND ABATEMENT OF WORKPLACE HAZARDS AND SAFE WORK PRACTICES Section of the IIPP describes how Granville County Schools focuses on hazard control and the procedures used to identify, evaluate and abate workplace hazards 
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Procedures: Index cont’d
5. ACCIDENT INVESTIGATION Pgs. 12-13 
The ACCIDENT INVESTIGATION Section of the IIPP describes how Granville County Schools handles accident investigations and prevents future occurrences and Granville County Schools’ Safety and Health Manager will be involved in all accident investigations. 

6. TRAINING Pgs. 13-15 
The TRAINING Section of the IIPP describes the commitment Granville County Schools has to their training programs for managers and employees for this OSHA requirement. Granville County Schools has made a commitment to provide continuing safety and health training. 

7. RECORD KEEPING Pgs. 15-16 
The RECORD KEEPING Section of the IIPP describes the regulatory requirements that Granville County Schools will follow for record keeping procedures. 

8. CODES OF SAFE PRACTICES Pgs.17-20 
The CODES OF SAFE PRACTICES Section of the IIPP describes the rules Granville County Schools’ Safety and Health Manager will implement in order to provide a safe and healthy work environment for employees. 

9. EMPLOYEE RIGHTS Pgs. 21-23 
The EMPLOYEE RIGHTS Section of the IIPP describes the rights that every employee has under the Occupational Safety and Health (OSH) Act of 1973 Section ll (c) that makes it illegal for employees to be discriminated against for exercising their rights and for participating in other job safety and health related employee activities. This section describes the rights for employees of Granville County Schools 
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10. EMPLOYEE RESPONSIBILITIES Pgs. 23-24 
The EMPLOYEE RESPONSIBLITIES Section of the IIPP describes the responsibilities that employees of Granville County Schools have in order to sustain and maintain a safe and healthy workplace environment. No employee has the right to endanger his or her own safety or the safety of another employee and/or the public. 

Granville County Schools believes that all employees can understand the benefits from a safe, healthy and secure workplace environment. Granville County Schools is committed to maintaining an injury and illness free workplace, and to complying with applicable laws and regulations governing workplace safety. 

To achieve this goal Granville County Schools has adopted an Injury and Illness Prevention Program that is a cornerstone of the overall GCS Safety & Health Plan.  Participation in and compliance with, these programs are the responsibility of each and every employee as Granville County Schools works together with employees to identify conditions and practices that improve the safety of our work environment and eliminate these hazards. 
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1. RESPONSIBILITY 
All employees are expected to work conscientiously to implement and maintain these programs. Granville County Schools’ Safety and Health Manager has the authority and the responsibility for implementing the provisions of these programs. 


A. Superintendent - has the responsibility to: 

1. Set policies and provide leadership by participation, example and a demonstrated interest in the program. 

2. Allocate resources and evaluate program results. 


B. Management Staff – Assistant Superintendents, Directors and other administrative staff   has the responsibility to: 

1. Enforce policies. 

2. Provide leadership by example. 

3. Ensure adequate time is allocated for program implementation. 

4.Ensure resources allocated for program compliance are utilized accordingly. 


C. Safety and Health Manager- The Safety and Health Manager is responsible to ensure that all provisions of the programs are implemented including: 

1. Advising management staff on safety and health policies issues. 

. 

2. Maintaining current information on local, state and federal safety and health regulations. 

3. Acting as liaison with other governmental agencies. 
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4. Planning, organizing and coordinating safety training. 

5. Preparing and distributing policies and procedures on safety and health issues. 

6. Implementing a code of safe practices and inspection guidelines. 

7. Arranging for safety and health inspections and follow up to insure necessary corrective action is completed. 

8. Identifying personal protective equipment requirements. 

9. Establishing accident investigation procedures. 

10. Establishing Safety Committees and arranging for the implementation of recommendations from the Committee. 

11. Establishing systems for the maintenance of inspection hazard abatement and training record keeping. 

12. Performing periodic audits on safety training documentation. 


D. Management – Principals, Assistant Principals, All administrative Staff, Teachers and Custodians are expected to do everything within their control to assure a safe, healthy and secure workplace environment and are responsible for the following: 

1. Ensuring that employees know and abide by Granville County Schools’ Safety policies and procedures. 

2. Keeping informed of safety and health regulations affecting the operations they supervise. 

3. Ensuring that each subordinate they directly supervise is able to and understands how to complete each assigned task safely. 

4. Conducting on-the-job training of those they supervise. 

5. Advising Safety and Health Manager of special training needs for employees. 
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6. Making sure equipment and machines are in safe operating condition. 

7. Ensuring that all employees under their direction follow safe work practices, and use all appropriate personal protective equipment correcting unsafe and unhealthy conditions within their power. 

8. Investigate accidents and identify corrective action to prevent future occurrences. 

9. Performing periodic safety and health inspections of their areas. 

2. COMPLIANCE 

1. Managers are required to ensure that Granville County Schools’ Safety and health procedures are clearly communicated and understood by all employees. 


2. Managers are expected to enforce the rules fairly and uniformly. All employees are responsible for utilizing safe work practices, for following all directives, and procedures and for assisting in maintaining a safe work environment. 


3. Employees are also expected to cooperate fully with the Safety and Health Manager by completing training documentation forms and records. Failure to comply with this necessary procedure may result in appropriate disciplinary action. 


4. As part of each employee's performance documented safety practices will be evaluated and rated. 


5. Employees who contribute to the maintenance of a safe workplace will be recognized by the Safety and Health Manager, and will be listed on a page on our web site as Safety Heroes for the following school year. They will also be nominated to receive the GCS A+ award.  Criteria for eligibility will be employment for the full calendar year without an accident. 
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6. Employees who fail to follow safe work practices and/or procedures or who violate Granville County Schools’ Safety rules or directives may be subject to appropriate progressive discipline. Depending on the severity of the situation, such action may include these steps: 


a) When a safety and/or health violation is recognized, the manager will informally discuss the behavior with the employee, stating the potentially dangerous result and outlining the correct procedures, then review the information with the employee to ensure understanding. 


b) With a formal written reprimand of the employee, the manager will continue to counsel the employee with regard to proper safety and health procedures. 


c) With possible suspension of the employee, the manager will continue to counsel the employee with regard to proper procedures. 


d) Acute, negligent, and continued safety violations without abatement will result in the termination of the employee. 

3. COMMUNICATION 
Granville County Schools recognizes that communication between management and staff on health and safety issues is essential to an injury free, productive workplace. The following system of communication is designed to keep safety and health information flowing between management and staff in a form that is readily understandable. 


1. New employee orientation will include a review given by the manager/supervisor of Granville County Schools Injury and Illness Prevention Program Safety and Health Plan, a review of the Employee Safety and Health Plan and a discussion of Granville County Schools’ procedures. 
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2. At employee meetings any safety issues of concern will be freely and openly discussed by all present and employee’s continued safety will be emphasized. 


3. The Safety and Health Manager will supervise the distribution and/or posting of Granville County Schools’ safety notices in a manner accessible and a language understandable to all employees. Safety related memos and documents will be posted. Managers will allow adequate opportunity for employees to review such notices and be available to answer questions. 


4. Other methods of communicating safety and health information include: 


a) Plan and Procedure Directives 


b) Safety Meetings and Training Seminars 


5. All employees are required to inform their Safety and Health Manager of any matter that is perceived to be a workplace hazard and/or a potential workplace hazard. Employees are also encouraged to make safety suggestions and/or safety training suggestions either verbally or using the regular Employee Suggestion form or memo. 


6. No employee will be retaliated against for reporting hazards or for making suggestions related to safety. 


7. All suggestions will be reviewed by the Safety and Health Manager and the Safety Committee. An investigation of each suggestion or report of a suspected hazard will be made in accordance with the procedures plan. 


8. Any directives issued as a result of the investigation will be available for review by all employees affected by the hazard. Employees can contact their site Safety Committee and/or the Safety and Health Manager to review the material. 
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4. IDENTIFICATION, EVALUATION AND ABATEMENT OF WORKPLACE HAZARDS AND SAFE WORK PRACTICES 
Hazard control is the focus of this program. Granville County Schools hazard control procedure is to identify hazards that exist or that may develop in the workplace and describe how to correct those hazards and initiate steps to prevent their recurrence. 


1. Hazard assessments will be made by workplace and job site suggestions, and some situations may require formal evaluation and documentation. The Safety and Health Manager will evaluate the severity of the hazard identified and if it will not be abated immediately, suggest priority for corrective action. 

2. The Safety and Health Manager will conduct an inspection at each job site according to the following guidelines whenever any of the following occurs in the work place

a. An injury, illness accident or near miss report is filed. 

b. The Safety and Health Manager become aware of any previously unrecognized hazard or new substance, equipment, process or procedure that may result in a new safety hazard is introduced. 

c. The Safety Committees, all Employees and the Safety and Health Manager are responsible for bringing this information to the attention of the Superintendent and /or the appropriate administrator. The Safety and Health Manager will include an evaluation of the potential that is deemed hazardous. 

d. Based on this report, the Safety and Health Manager will conduct any investigation and issue any necessary directive, and procedure, and at any time the Safety and Health Manager may conduct unannounced inspections. 


3. Abatement of Hazards - It is Granville County Schools’ intention to eliminate all unsafe work practices and preventable hazards immediately. Some corrective actions require more time. Priority will be given to severe and imminent hazards. 
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 Actions to abate hazards will include, but are not limited to: 


a. Repair or replacement of defective equipment. 

b. Implementing safer procedures and providing protective equipment. 

c. Installing guards or modification of equipment. 

d. Employee training. 

e. Posting warning notices. 
4. All action taken and the dates they are completed will be documented when corrective action involves multiple steps or cannot be completed promptly; an action plan will be developed. While corrective action is in progress, necessary precautions are to be taken to protect or remove employees from exposure to hazards. 

5. Employees will not enter an imminent hazard area without prior specific approval of the Safety and Health Manager. Employees expected to correct the imminent hazard will be properly trained and provided with necessary safeguards including personal protective equipment. 

5. ACCIDENT INVESTIGATION 
Granville County Schools’ staff will keep in mind the purpose of accident investigation is to find the cause of the accident and to make recommendations to prevent future occurrences, not to assign blame. A thorough and properly completed accident investigation is necessary to obtain facts. The investigation will focus on causes and hazards. The analysis of what happened is aimed at the prevention of future occurrences. 
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1. The occurrence of occupational injury/illness requires specific insurance forms to be completed within 24 hours of the occurrence and 8 hours for a fatal accident. In addition, the Safety and Health Manager and the Superintendent will be notified immediately of any fatalities, serious injuries to employees or private persons injured on the premises. Minor injuries or accidents can be reported during regular work hours. 


2. Managers/Supervisors, safety committees and/or the Safety & Health Manager will investigate the incident by site visits, interviews and any other means necessary to establish the facts of the situation and notify the appropriate investigative agency. 


3. Immediately report by phone or FAX to OSHA the particulars of any fatalities, serious injuries to employees or private persons injured on the premises. 


4. The majority of accidents do not cause injury or illness but result in property damage and/or lost time. These mishaps usually indicate an unsafe act, faulty procedure or hidden hazard. Supervisors and the Safety and Health Manager will conduct investigations of these occurrences. 

6. TRAINING 

1. Training is essential to maximize the skills and knowledge of all employees. 


2. Granville County Schools has a duty to incorporate safety as an integral part of the training program. 


3. The Safety and Health Manager is the essential link in ensuring safety and health programs. 


4. The Manager/Supervisor will know how to perform a designated job and be aware of the safety and health hazards facing the employees under their immediate supervision. 
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5. Managers/Supervisors are responsible for ensuring that their employees receive training on general workplace safety as well as on safety and health issues specific to each job. Training will be conducted with these considerations in mind. 



a) Managers/Supervisors 



1. Managers who recognize their own training needs are encouraged to submit a direct request to Granville County Schools’ Safety and Health Manager. 



2. Training will be determined according to work place hazards identified and by general industry needs. 



b) Employees 


Managers/Supervisors are expected to assess the training needs of employees under their direction. They are to train those they supervise in general workplace safety and give specific instructions with regard to hazards unique to any job assignment, to the extent that such items have not already been covered in other training. 



c) Granville County Schools recognizes that continuing safety and health training is needed for: 



1. All employees given a job assignment for that they have not previously received training. If the position is supervisory, such training will include a familiarization with hazards and risks faced by the employees under the manager's direction. 



2. Training will be provided whenever new substances, processes, procedures or equipment are introduced that pose a new hazard. 



3. Training will be addressed whenever the Safety and Health Manager becomes aware of a previously unrecognized hazard. 
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4. All employees will participate in periodic refresher safety training involving general workplace safety, job specific hazards, and/or hazardous materials as applicable. 

7. RECORD KEEPING 
The IIPP record keeping regulations require that records be kept documenting the establishment and maintenance of Granville County Schools’ Safety and Health Injury and Illness Prevention Program. The Safety and Health Manager will maintain an updated copy of the Injury and Illness Prevention Program.  The Safety and Health Manager will retain the following records on file for at least three (3) years as follows:

1. Master copy of IIPP (as well as updates and changes). 



a. Site based Safety Committees are required to document, Maintain a site file and forward copies of all activities included in the IIPP to the S&H Manager for central filing.



b. IIPP will be reviewed and modified as needed by the S&H Manager and the GCS System Wide Safety Committee at least Quarterly.

2. Documents that verify that Granville County Schools has maintained ongoing two-way communication with employees: 


a. Training certifications 


b. Memos, letters, handouts to employees on safety and health issues 


c. Employee safety orientation session acknowledgment form 


d. Employee suggestions and Granville County Schools response. 


e. Videos addressing safety and health training. 

3. All record of inspections or investigations: including date, name of person who performed investigation, the unsafe conditions and work practices identified, and corrective actions and date implemented. Forms covered under this section include: 



a. Hazard Abatement Record 



b. Accident Investigation Report 
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c. Injury/Illness Investigation Report 



d. Photos 



4. Records reflecting the safety and health training received by employees will contain the employee's name, training date, type of training and identification of the trainer. 

8. CODE OF SAFE PRACTICES 
EMPLOYEES WILL COMPLY WITH THE FOLLOWING 
CODE OF SAFE PRACTICES: 
1. Granville County Schools’ Safety and Health Manager accepts responsibility for leadership of the Injury and Illness Prevention Program, for its effectiveness and improvement, and for providing the safeguards required to ensure safe working conditions. 

2. Granville County Schools’ Safety and Health Manager is responsible for developing proper attitudes toward safety and health and for ensuring that all operations are performed with procedures protecting the safety and health of all personnel involved. 

3. Granville County Schools expects that all employees observe and obey rules, regulations and orders necessary to sustain safe behavior at the worksite. 

4. Granville County Schools’ Safety and Health Manager and employees are responsible for the operation of the Injury and Illness Prevention Program including compliance with all rules and regulations and for using safe work practices while performing all duties. 

5. Granville County Schools’ Safety and Health Manager and Managers/Supervisors will train employees about the Injury and Illness Prevention Program when: 

a. New employees are hired. 
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b. When employees are given a new job assignment. 

c. Whenever new substances, processes, procedures, or equipment are introduced to the workplace and they represent a new hazard. 

d. Whenever Granville County Schools receives notification of a new or previously unrecognized hazard, and all training will be done in the language understood by the employee and will be documented as part of the Injury and Illness Prevention Program. 

6. Granville County Schools’ Safety will provide physical and/or personal protective equipment through Managers/Supervisors.

7. Granville County Schools’ Safety and Health Manager with the Safety And Health Committee will conduct safety and health inspections to find and eliminate unsafe working conditions or practices, to control health hazards, and to comply fully with the safety and health standards for every job. 

8. Granville County Schools’ Safety and Health Manager with the Safety And Health Committee will keep appropriate records of steps taken to implement and maintain the Injury and Illness Prevention Program. 

9. Granville County Schools’ Safety and Health Manager will provide for employees training materials in areas of general safety and health work practices and provide safety instruction with respect to hazards specific to the appropriate employee's job assignment. 

10. Granville County Schools’ Safety and Health Manager will provide a system for communicating with employees on occupational safety and health matters, and it will include provisions designed to encourage employees to inform Granville County Schools of equipment and/or hazardous materials without fear of reprisal. 

11. Granville County Schools’  will correct unsafe and unhealthy conditions and work practices in a timely manner based the severity of the hazard with the commitment  of effort of all employees.
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12. Granville County Schools’ Safety and Health Manager will include awards for outstanding safety practices and/or performance in the staff recognition program. 

EMPLOYEES WILL COMPLY WITH THE FOLLOWING RULES: 
1. Horseplay or fighting and other acts that tend to have an adverse influence on the safety of employees will not be tolerated on Granville County Schools property or while on duty. 

2. Granville County Schools’ employees will refrain from running or jumping, except in extreme emergencies, or when authorized by Granville County Schools’ training activities or the performance of their duties. 

3. Employees known to be under the influence of drugs or intoxicating substances that impair the employee’s ability to safety perform their assigned duties will not be allowed on the job while in that condition and employees will not use intoxicating beverages while on duty, or at work. 

4. Employees will not have in their possession firearms, fireworks or explosives while on Granville County Schools’ property. 

5. Employees will wear assigned personal protective equipment while working on Granville County Schools’ job sites. 

6. Employees will not be permitted or required to work while their ability or alertness is so impaired by fatigue, illness, or other causes that it might unnecessarily expose the employee or others to injury. 

7. Granville County Schools is a tobacco free facility. The use of tobacco is forbidden on any GCS property including in vehicles and sport fields by anyone.

8. Employees will not crowd or push when boarding or leaving any vehicle or other conveyance. 
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9. Employees will use or wear appropriate safety equipment when and where required as provided by Granville County Schools 

10. Employees will wear appropriate attire (including footwear) as per Granville County Schools’ procedures for each job category. 

11. Employees will use eye protection in any area where there is any danger to the eyes (such as punctures, abrasions, contusions or burns). 

12. Only authorized employees under staff supervision will operate power equipment. 

13. Employees will observe safety rules for all power tools and equipment. 

14. Employees will obey posted safety rules, policies, and procedures. 

15. Employees working around moving machinery will not wear jewelry and loose clothing. Long hair will be secured as not to interfere with equipment operation. 

16. Employees spitting onto the floor, walls, sinks, bathrooms, kitchens, drinking fountains, wastebaskets, trashcans, etc., is strictly forbidden. 

17. Employees will leave washroom in a clean and orderly condition after using the facilities. Employees will practice good housekeeping at all times. 

18. Employees will promptly report unsafe and unsanitary conditions and injuries to their immediate manager. 

19. Employees will keep in safe working condition all tools and equipment and will not use defective tools or equipment. Employees will report any defective tools or equipment immediately to their supervisor. 

20. Employees will properly maintain and be responsible for all personal protective equipment and notify the personnel and training unit of any problem. 
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21. Employees will not leave materials and/or equipment in aisles, walkways, stairways, roads or other points of exit. 

22. Employees will not stand or sit on sides of moving equipment. 

23. Posed safety rules will not be removed except by management’s authorization. 

24. Employees will comply with all known federal, state and local safety laws and as well as Granville County Schools’ regulations and policies. 

VIOLATION OF THESE CODES OF SAFE PRACTICES WILL 
RESULT IN EMPLOYEE DISCIPLINARY ACTION 
9. EMPLOYEE RIGHTS 
The Occupational Safety and Health (OSH) Act of 1973 Section ll (c) makes it illegal for employees to be discriminated against for exercising their rights and for participating in other job safety and health related employee activities. Employees have the right to complain to their employers, OSHA or any other government agency about workplace safety and health hazards. These protected activities include: 

1. Complaining individually or with others directly to Granville County Schools’ Safety and Health Manager concerning job safety conditions. 

2. Filing formal complaints with government agencies such as OSHA or state safety and health agencies, fire departments, etc. (An employee's name can be withheld from the complaint, if so requested.) 

3. Participating in workplace committees concerning safety and/or health matters or testifying before any panel, agency or court of law concerning job hazards. 
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4. Participating in walk-around on-site inspections. 

5. Employees cannot be punished for refusing a work assignment if they have a reasonable belief that it will put them in real danger of death or serious physical injury, provided that, if possible, they have requested the employer to remove the danger and the employer has refused; and provided that the danger cannot be eliminated quickly enough through normal OSHA enforcement procedures. 

6. If an employee is punished or discriminated against in any way for exercising his or her rights under the OSH Act of 1973, the employee will report it to OSHA within 30 days. OSHA will investigate and, if the employee has been illegally punished, OSHA will seek appropriate relief for the employee with OSHA intervention. If necessary, OSHA will go to court to protect the rights of the employee. 

Granville County Schools contains provisions designed to protect the rights of their employees to safe and healthful working conditions. 

The law gives employees the right to: 
1. Work in safe and healthy conditions and participate in a “Right to Know” training program. 

2. Receive training in general safe work practices and specific training with regard to hazards unique to any job assignment. 

3. Receive (upon request) copies of Material Safety Data Sheets (MSDS), and training about the potential health hazards of materials and chemicals an employee uses or to that an employee may be exposed. 

4. Refuse to perform work that will violate the Labor Code or occupational safety and health standard or order where such violation will pose a real and apparent hazard to his/her safety and health. 

5. Granville County Schools employees are encouraged to monitor and measure harmful substances in the workplace that is subject to OSHA standards. 
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7. Be told by Granville County Schools if the employee is being, or has been exposed to concentrations of harmful substances higher than the exposure limits allowed by OSHA standards. 

8. See, and copy, if desired, Granville County Schools records of the employee’s exposure to toxic substances, harmful physical agents and medical records and any records of exposure to toxic substances, harmful physical agents and medical records of employees with similar past or present jobs or working conditions. 

9. Request an inspection of the worksite by making a complaint about unsafe and/or unhealthful working conditions to Granville County Schools’ Safety and Health Manager. 

10. Have an employee accompany Granville County Schools’ Safety and Health Manager, management and the OSHA inspector during an inspection. Any employee will be able to talk privately with the OSHA inspector 

11. See that any citation Granville County Schools receives is posted, at or near, where the violation occurred. 

12. Review log of Occupational Injuries and Illness OSHA Forms 300, 300A & 301 reports for the past 5 years. 

13. Petition for necessary changes in occupational safety and health standards and is notified of, and participates in, any OSHA appeal proceedings. 

14. Be informed of any variance application and take part in any permanent variance hearings. 

15. Be informed of any Safety Committee meetings and have the opportunity to attend these open meetings as an observer. 

16. Be represented at a permit safety conference. 
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17. Employees who have questions about, or need help concerning these rights can receive information by contacting Granville County Schools’ Personnel Department and the Safety and Health Manager. By law, it is required to keep their names confidential unless other wise directed by the employee. 

18. Employees cannot be laid off or discharged for refusing to work where any safety and health standard is violated and the violation creates a hazard to the employee or fellow employees. No employee is required to work at a job that is unsafe or unhealthful. 

19. Granville County Schools may not discharge, suspend, demote or discriminate against employees who exercise their right to complain about safety and health matters. The state labor commissioner administers anti-discrimination provisions of the law. 

10. EMPLOYEE RESPONSIBILITIES 
Granville County Schools organization contains provisions designed to protect the rights of Granville County Schools employees to safe and healthful working conditions. The law also gives responsibilities to employees and these include the following: 

1. Obey all occupational safety and health standards, rules, regulations and orders issued according to the law. Wear appropriate personal protective equipment and keep this equipment clean and in working condition. 

2. Do not undertake a job that you are not trained to do properly and safely. 

3. Do not undertake a job that appears to be unsafe and do not use hazardous material without knowing and understanding the hazards, the proper way to handle the material, and the emergency procedures. 

4. Do not remove, displace, damage, destroy, tamper with or carry off safety devices, safeguards, notices or warnings. 

5. Do not interfere with the use of safeguards by others and report all unsafe conditions observed or encountered so they can be promptly investigated. 
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6. Use all equipment, safety devices, and methods or processes adopted for employee protection. 

7. Always report any injuries and/or illnesses; even slight ones, so that Granville County Schools’ Safety and Health Manager and/or the Safety Committee can investigate them. 

8. Granville County Schools’ Safety and Health Manager reserves the right to recommend discipline to the Manager/Supervisor of progressive discipline up to and including termination if an employee fails to follow safe practices or engages in activities that endanger the safety of any employee or member of the public and/or if an employee fails to immediately report any injury, illness, hazard or unsafe condition. Any write up will be in writing and copies sent to the Manager/Supervisor, the Personnel Department, and the Superintendent.

9. Granville County Schools’ Safety and Health Manager can demonstrate an employee’s compliance through training records and documented warning and discipline policy. These records can usually help avoid, or successfully appeal, citations. These defenses will not avoid payment of worker's compensation recovery to an employee injured due to his/her own misconduct. 

10. Granville County Schools’ Safety and Health Manager will guarantee the right of the employee to report any hazardous working condition and this report may be anonymous if the employee desires. No employee will be disciplined, discriminated against or discharged for reporting any such condition. 
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Granville County Schools 
2010 SAFETY AND HEALTH PLAN 
Procedures: 
Here is a summary of the sixteen sections of the Injury and Illness Prevention Program’s Safety and Health Plan: 
1. PURPOSES, MANAGEMENT, AND ACTION PLAN Pgs. 29-32 
The IIPP Safety and Health Plan have an outline of the job safety and health legislation and the OSHA requirements. There is a detailed description of the responsibilities of Safety and Health Manager. The Action Plan section describes the processes and procedures that will be followed. 

2. PLAN/FORMS AND REVIEW/REVISION Pgs. 32-34 
The IIPP Safety and Health Plan will meet all current requirements of safety and health laws. As these requirements change, this section details the procedures for updating, reviewing and revising the IIPP Safety and Health Plan and forms. 

3. RECORD REVIEW AND ACTION PLAN Pgs. 34-37 
Meeting the requirements of OSHA record keeping is described in the IIPP Safety and Health Plan. This section gives detailed procedures to follow for completion of the review process for accurate record keeping. 

4. SAFETY AND HEALTH PROGRAMS Pgs. 37-39 
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Proceedures cont’d:
This section contains procedures for establishing safety measures and environmental monitoring in order to maintain a safe working environment. 

5. DOCUMENTATION Pgs. 39-41 
This section contains documentation processes and procedures for written plans, inventories, records of inspections and training files for Granville County Schools. The Action Plan gives a detailed accounting of the length of time required for Granville County Schools to retain records of safety and health documentation. 

6. SAFETY AND HEALTH TRAINING Pgs. 41-45 
A documented training program for Granville County Schools supervisors and employees is an OSHA requirement. The training procedures in this section provide guidelines to educate employees and maintain important training records. This section details the “Right to Know” program and includes an outline of the training procedures needed to meet these requirements. 

7. SAFETY AND HEALTH COMMUNICATION Pgs 46-48 
A safety and health communication system will provide Granville County Schools employee’s communication materials in a form readily understandable to all employees. This section provides guidelines to make sure that safety and health messages reach all employees. Communication systems include Safety Committee meetings with employees, posting of required and optional safety posters and notices, suggestions boxes, etc. and are necessary to complete Granville County Schools’ Safety and health program. 

8. HAZARDOUS EQUIPMENT Pgs 48-50 
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Procedures cont’d:
Control procedures for hazardous equipment are established and Granville County Schools employees are trained to understand and follow safety rules before they begin work with hazardous equipment. 

9. HAZARDOUS ASSESSMENT & CONTROL Pgs. 50-54 
This section identifies and provides a method of identifying existing and potential hazards in the workplace and establishes strict safety procedures when handling hazardous materials. Appropriate Material Safety Data Sheets (MSDS) are mandated for all hazardous materials at the worksite. This data is an important part of the “Right to Know” program. 

10. JOB HAZARDOUS IDENTIFICATION AND ANALYSIS 
PROCESS Pgs. 54-59 
Job hazardous identification and analysis process and procedure controls include identifying workplace hazards in an orderly process. Safety rules for hazardous process and procedures are provided for all Granville County Schools employees and supervisors that perform potentially hazardous tasks. This section includes a detailed job hazardous analysis procedure. 

11. CODE OF SAFE PRACTICES Pgs. 59-60 
Code of Safe Practices is provided for every job classification where tasks will be potentially hazardous for all Granville County Schools employees and supervisors. The procedures covered in this section detail Code of Safe Practices for all job tasks 

and facilities. 

12. ACCIDENT INVESTIGATION Pgs. 60-61 
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Procedures cont’d:
In the event of an accident, investigation and documentation procedures are provided to meet these requirements of OSHA. This section details the implementation of the accident investigations and the corrective action plan for Granville County Schools 

13. CORRECTIVE ACTION Pgs. 63-64 
This section covers establishing and documenting corrective action procedures for Granville County Schools. Corrective actions are used to prevent occurrence or recurrence of conditions or operations that pose a hazard. 

14. SAFETY INSPECTIONS AND AUDITS Pgs. 65-66 
Safety and health inspections and audits are conducted and documented. Records are maintained to verify compliance with these OSHA regulations. Procedures for safety inspections and audits are established for Granville County Schools’ Safety and health program. 

15. EMERGENCY EVACUATION AND FIRE PROTECTION 
PLANS Pgs.66-70 
In the event of a fire or other emergency situations, the safety of the employees will depend on the evacuation plan that describes the emergency procedures and fire protection plan. Detailed procedures for planning an emergency evacuation plan as well as training and notification are covered in this section. 

16. SAFETY COMMITTEE Pgs. 70-72 
In this section, a Safety Committee is established with procedures, duties and responsibilities for each department in Granville County Schools 

17. IIPP SELF AUDIT QUESTIONS Pgs. 73-76 
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1. PURPOSES, MANAGEMENT, AND ACTION PLAN 

A. Purpose 


1. This Safety and Health Plan has been developed to establish Granville County Schools’ Safety and health policies and procedures with respect to job practices. 



2. This Safety and Health Plan establishes Granville County Schools relationship between the Facilities Manager, management and all personnel. 



3. Granville County Schools’ Safety and Health Plan provides documentation, data handling and maintenance of safety and health policies and procedures. 



4. Granville County Schools will establish safety and health training and communication systems and “Right to Know” programs as defined in this Safety and Health Plan. 



5. This Safety and Health Plan establishes The Second Biggest Cloudy Companion-site safety and health inspection policies and procedures. 



6. This Safety and Health Plan establishes Granville County Schools ability to identify the hazardous equipment, and materials and define the appropriate policies and procedures. 



7. This Safety and Health Plan defines Granville County Schools Code of Safe Practices and develops procedures for safe work sites. 



8. This Safety and Health Plan establishes Granville County Schools accident investigations and corrective action policies and procedures. 
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This Safety and Health Plan are available for OSHA inspectors including documents generated by Granville County Schools .

B. Management 


1. Safety and Health Manager has the authority to prohibit any employee from using equipment, materials, processes or procedures for that they have not received appropriate documented safety training. 



2. Safety and Health Manager will require appropriate use in handling hazardous equipment, materials, processes or procedures. 



3. Granville County Schools will ensure that adequate financial, material and personnel resources are available for a functional safety and health program. 



4. Safety and Health Manager will prohibit employees from using any equipment, materials, or other items that do not meet required safety and health specifications. 



5. Safety and Health Manager has the responsibility to take appropriate action, including halting operations, to prevent actual or potential health and safety problems in all areas of operations and services. 



6. Safety and Health Manager will ensure that each department has the authority to carry out their responsibilities and encourage participation by all employees in maintaining and improving the GCS Safety and Health Plan. 



7. Granville County Schools will purchase personal protective equipment for all employees exposed to hazards. 
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8. Safety and Health Manager and Safety Committees will recognize and evaluate hazards and/or conduct inspections in order to identify workplace hazards and ways to lessen them. 



9. Safety and Health Manager will train all departments in the requirements of OSHA requirements (and all current updates). This program will enable the Safety and Health Manager and managers to recognize the hazards that may apply to employees under their direct supervision and to train and supervise those employees. 



10. Safety and Health Manager will monitor the development, abatement and documentation of identified workplace hazards. 


C. Action Plan 


1. Granville County Schools and Safety and Health Manager will provide adequate training resources in all areas of safety and health activities to meet OSHA requirements. 



2. Safety and Health Manager will review with employees the safety and health requirements (including the "Right to Know" training program) as suggested in this Safety and Health Plan. 



3. Safety and Health Manager will make available training and documentation of training for all employees exposed to hazardous equipment, materials, processes, procedures, and jobs. 



4. Safety and Health Manager will establish a Safety Committees at each school and give the employees a method to anonymously make safety suggestions. . Employees will be encouraged to work together to identify and evaluate existing and potential safety and health problems and will be asked to recommend and/or implement solutions. 



5. Safety and Health Manager will maintain employee training and certification documentation and other safety and health communication activities and will review and update this Safety and Health Plan with the help  of the District Safety Committee as new safety and health situations and hazards are identified. 
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6. In the event that Safety and Health Manager is unavailable the responsibility can be assumed, or delegated in writing to another department manager by Granville County Schools Administration. 



7. Safety and Health Manager will maintain documentation of hazardous equipment, materials, work processes and procedures, Material Safety Data Sheets (MSDS), and employee training. 



8. Safety and Health Manager will establish and maintain documentation of accident investigations and corrective actions, on-site inspections and audits that are required by OSHA as reflected in this Safety and Health Plan. 



9. Safety and Health Manager will provide appropriate safety training and evaluate the comprehension level of the employee’s understanding of the training material. 



10. Granville County Schools employees are encouraged to identify safety and health hazards and report such hazards to Safety and Health Manager and/or management. 



11. Granville County Schools contractors and subcontractors are required to maintain an effective safety and health program that meets or exceeds all OSHA requirements. The contractors and subcontractors will be asked to submit a copy of their IIPP to Safety and Health Manager. 

2. PLAN/FORMS AND REVIEW/REVISION 

A. Purpose 


1. Safety and Health Plan is revised, as needed, to meet and maintain compliance with current safety and health OSHA requirements. 
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2. Safety and health forms are reviewed to meet compliance with current and/or anticipated OSHA requirements. 

B. Management 


1. Safety and Health Manager will review, as needed, employee’s existing safety and health records. 
These records include: 


a. Worker’s Compensation Reports and Claims. 



b. Absenteeism records. 



c. Accident or Incident Report. 



d. Industry studies of safety issues. 



e. OSHA Log 200 and Forms 300, 300A & 301 for the past 5 years. 



f. List of the hazards and/or potential hazards that will result or have resulted in illness or injury to employees. 



2. Safety and Health Manager is responsible for annual review and modification of forms (if necessary). 



3. Safety and Health Manager will inform employees of all revisions of policies, procedure and forms of the Safety and Health Plan. 

C. Action Plan 


1. Safety and Health Manager will review the Safety and Health Plan at least annually for compliance with OSHA requirements. Granville County Schools’ Administration will review changes in the Plan before the Safety and Health Manager may take any action. 
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2. All revisions to the Safety and Health Plan will indicate the date of change and signature of Safety and Health Manager and be appended to the master copy of Granville County Schools’ Safety and Health Plan. 



3. New forms may be instituted for compliance with new OSHA requirements or improved safety and health practices. The Safety and Health Manager will approve all proposed forms before any action may be taken. 

3. RECORD REVIEW AND ACTION PLAN 

A. Purpose 


1. Training records will be reviewed and maintained in accordance with OSHA requirements to assure that important documents are maintained and are accessible to both Safety and Health Manager and OSHA inspectors. 



2. Training and personnel documentation are maintained to assure that these documents are kept for the appropriate length of time to meet all OSHA requirements. 


B. Management 


1. The maintenance of Granville County Schools’ Safety and Health training records are the responsibility of the Safety and Health Manager. 


C. Action Plan 


1. Granville County Schools’ safety and health files will be maintained by the Safety and Health Manager as follows: 
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a. Employee safety training and corrective action plans. 



b. Hazardous equipment, materials, processes, procedures and job safety training. 



c. Material Safety Data Sheets, industrial and other safety orders, and Code of Safe Practices. 



d. Safety committee minutes, on-site inspections, accident investigations, corrective actions and other items pertaining to employee safety and health issues. 



2. All training files will be updated as required by Safety and Health Manager. 



3. A review of the Equipment, Hazardous Materials, and Employee Personnel Files will be conducted once a year. Reviews may be done more often if Safety and Health Manager determines it is necessary based on employee safety and health records. 



4. There will be an annual audit of all safety and health training documentation. This may be done more often if Safety and Health Manager determines it is necessary based on the employee safety and health records. 



5. All employee’s personnel and safety and health training records will be maintained for a minimum of 7 years (except hazardous exposure records that are kept 30 years). When determined necessary based on documentation regulations, only Safety and Health Manager will perform any destruction of files 


D. Review Process 


1. Granville County Schools’ Safety and Health Manager will review, on a regular basis, Worker's Compensation Claims and other Injury and Illness records such as: 
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a. OSHA Forms 300, 300A & 301 for the past 5 years. 



b. Employee absenteeism reports 



c. Accident reports. 



2. Safety and Health Manager will investigate each reported occupational illness and/or work related injury, accident and incident. These accidents and/or incidents will be investigated whether the result in significant injuries, property damage or merely hold the potential for serious accidents. These accidents and/or incidents will be documented, in writing, and the results of each investigation and any steps taken to prevent its reoccurrence in the future. All records will be maintained for 3 years. 



3. Safety and Health Manager will inventory all hazardous materials used in the workplace. A copy will be filed in the Hazardous Materials File. Information for each hazardous material can be found on the Material Safety Data Sheets, labels, package inserts and other references. Each time a new product is received, it will be added to the inventory. 



4. Safety and Health Manager will review for safety measures operating instructions for all equipment and tools. 



5. Safety and Health Manager will review Material Safety Data Sheets (MSDS) for significant health and safety information and see that new information is passed on to the appropriate employees through the “Right to Know” program. The Safety and Health Manager will verify that each department has received an updated MSDS for each product. If an MSDS is missing or incomplete, a new MSDS will be requested from the manufacturer. 



6. Safety and Health Manager will conduct a job hazard analysis for each job classification. The assessment will identify hazards, potential hazards and steps to be taken to abate the hazard, all employees will have input to this process. 
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7. This assessment will be reviewed whenever a new job hazard, equipment, materials or procedures are introduced but no less than annually. Safety and Health Manager will ask employees to submit safety and health suggestions at least annually and will review employee reports and respond to these suggestions 

4. SAFETY AND HEALTH PROGRAMS 

A. Purpose 


1. Safety and health programs provide for the safety of workers in the work environment and reduce the risk of accidents involving hazardous equipment and materials. 



2. Safety planning provides for the safety of workers and the environment and reduces the risk of accidents involving hazardous waste processes, materials or procedures. 


B. Management 


1. Safety and Health Manager will establish appropriate safety measures before any changes are made in application for hazardous equipment, materials, processes, procedures, and jobs. 



2. Safety and Health Manager will incorporate appropriate safety measures that have been developed for all hazardous equipment, materials, processes, procedures, and jobs. 



3. Safety and Health Manager will incorporate appropriate environmental monitoring in compliance with established safety and health measures. 
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C. Action Plan 


1. Safety and Health Manager will review all new to the workplace incoming hazardous equipment, materials and products for possible safety and health implications. 



2. Safety and Health Manager will be actively involved in the safety and health planning process, when hazardous equipment or materials with special health and/or safety requirements are to be used in the performance of a job. 



3. Hazardous equipment or materials with special safety requirements will not be received and/or placed into operation until safety planning is completed and in effect. 



4. Safety and Health Manager and the Managers/Supervisors will establish procedures to ensure that instructions are effectively communicated to all personnel coming into contact with dangerous, hazardous and unusual items. 



5. Safety and Health Manager and the Managers/Supervisors will monitor the training that has been provided and documented in the training file for all personnel involved with hazardous equipment, materials, processes, and procedures before such processes, and procedures are put into operation. 



6. Safety and Health Manager and the Managers/Supervisors will approve safety and health training programs, when hazardous equipment or equipment with special health and/or safety requirements are to be used in the performance of a job. 



7. Safety and Health Manager and the Managers/Supervisors will monitor that safety orders and Codes of Safe Practices are prepared before permitting personnel to work with hazardous equipment, materials, processes, and procedures. 
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8. Consultants will be hired to test and evaluate air quality in order to meet industry standards 

5. DOCUMENTATION 

A. Purpose 


1. As both a legal requirement and good management practice, it is critical to document employee safety and health training compliance and retain these records. Training documentation is maintained to provide records of personnel training for on-the job safety, skills, procedures, operations, and management. 



2. All records will be retained according to the legal requirements that may be from 2 to 30 years. Retaining the records will protect Granville County Schools from later legal action by employees or their representatives. 


B. Management 


1. Safety and Health Manager will be responsible for assuring that safety and health training of employees is documented and retained for the appropriate number of years. 



2. Safety and Health Manager will designate a location for employee files for regulatory compliance record keeping. If an inspector comes, Granville County Schools will be able to provide written plans, inventories, and records of inspections and training files. 
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3. Safety and Health Manager will update the Safety and Health Plan whenever there is a change in materials, equipment, processes or procedures and will focus on safety and health issues on a regular basis. 


C. Action Plan 


1. Safety and Health Manager will retain records of safety and health training for each employee for at least three (3) years. (Exception: if the person is employed for less than one year, the training record will be provided to the employee at termination of employment.). The record will include the employee's name, date of hire, type(s) of training and the name of the person(s) providing the training and date of termination. 



2. Safety and Health Manager will maintain full written documentation of training sessions with respect to the hazards unique to the employee's job assignment when first hired or assigned to new duties. 



3. Safety and Health Manager will assure that copies of all on-site inspections, checklists, equipment tags, and suggestions are retained for at least three (3) years. Include the date of the inspection, name of the person(s) conducting it, conditions found and action taken to correct any identified unsafe conditions 



4. Granville County Schools will retain air quality monitoring and environmental hazard records for thirty (30) years from date of discovery. 



5. Granville County Schools will retain injury and illness records for a minimum of five (5) years. Any records relating to accidents, incidents, job hazard analysis or other reports that identify a potential hazard will be retained for at least three (3) years with information about action taken. 



6. Granville County Schools will retain hazard abatement documentation for three (3) years. A current and complete inventory of hazardous materials and associated MSDS will be retained for each product. While not required, retain copies of out of date MSDS sheets and inventories as protection against any future OSHA or legal action. 
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7. Granville County Schools will retain the OSHA Forms 300, 300A & 301 for the past 5 years, and if new information becomes available, they will be updated including new information about prior years. 

6. SAFETY AND HEALTH TRAINING 

A. Purpose 


1. Training is provided to increase safety and health awareness for all employees. All employees will receive “Right to Know” instruction. 



2. Personnel training will be provided in the understandable language of the employee to improve safety and health skills with respect to hazardous equipment, materials, processes, and procedures. 



3. Training documentation is maintained to provide records of personnel training pertaining to on-the job safety, work skills, procedures, certifications that are relevant to planning, production, operations, and management. 



4. Training for the Safety and Health Manager is provided in order to increase safety and health awareness in the working environment. 



5. Granville County Schools employees will benefit from safety and health training through fewer work related injuries and illnesses and reduced stress and worry caused by exposure to hazards. 



6. Granville County Schools will benefit from reduced workplace injuries and illnesses, increased productivity, lower operating costs and a more cohesive and dependable work force. 


B. Management 


1. Safety and Health Manager will be responsible for monitoring and/or providing continuous safety and health training to affected employees. 
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2. Safety and Health Manager will be responsible for establishing and/or monitoring training of affected employees exposed to hazardous equipment, materials, processes or procedures. 



3. Safety and Health Manager will provide training to affected employees when there are changes in the application or use of hazardous equipment, materials, processes or procedures. 



4. Safety and Health Manager will provide training to all appropriate employees when there are new work assignments involving the application or use of hazardous equipment, materials, processes or procedures. 



5. Safety and Health Manager will provide training to all appropriate employees when there are new supervisory assignments involving the management, application or use of hazardous equipment, materials, processes or procedures. 



6. Safety and Health Manager will establish training programs for all affected employees in a form and language that is understandable to the employee. 



7. Safety and Health Manager will be responsible for maintaining files of training certifications and other related reports containing the following: 



a. Copy of the safety and health training material. 



b. Employee attendance records. 



c. Evaluation of employee’s comprehension of training materials 


C. Action Plan 


1. Safety and Health Manager will schedule and document appropriate safety-training sessions for all employees at necessary intervals (depending on the materials presented during the training sessions). 
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2. Safety and Health Manager will schedule and document appropriate safety training sessions for employees reassigned to jobs and/or supervisory functions with safety and health risks for that training has not been previously provided. 



3. An entry in Granville County Schools Employee Personnel Training File will be made when an employee completes a training module in a specific safety technique, operation, or function. This entry will include any applicable expiration dates. 



4. Training may require outside professionals to help develop and conduct the required Granville County Schools training programs. Training of applicable employees will begin immediately when working on new hazardous equipment, procedures, processes, and materials. 



5. Training will include safe working practices, safety and health protection, and training in emergency situations and procedures. 



6. Safety and Health Manager will ensure that affected employees are knowledgeable about the materials and equipment they are working with, what known, hazards are present, and how they are controlled; therefore, all employees need to understand that: 



a. No employee is expected to undertake a job until he/she has received instructions on how to do it properly and safely, and is authorized to perform the job. 



b. No employee will undertake a job that appears to be unsafe. 



c. No employee will use chemicals without fully understanding their toxic properties and without the knowledge required to work with them safely. 



d. Mechanical safeguards will always be in place and kept in place. 



e. Employees are to report to management and/or a supervisor of all unsafe conditions encountered during the work task. 
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f. Any work related injury or illness suffered, however slight, will be reported to management at once. 



g. Personal protective equipment will be used when and where required and properly maintained. 


D. ‘Right to Know’ Program 


1. Granville County Schools employees “Right to Know” training will be provided: 



a. For all new employees. 



b. Whenever employees are given new job assignments for that training has not been previously received. 



c. Whenever new substances, processes, procedures or equipment are introduced to the workplace and present a new hazard. 



d. Whenever Granville County Schools becomes aware of a new or previously unrecognized hazard or believes additional training is desirable or necessary. Refresher training will be conducted as needed. 



e. For all Granville County Schools supervisors to assure that they are familiar with the safety and health hazards to those employees under their immediate direction and control may be exposed. 



2. Granville County Schools employees “Right to Know” training program will be provided to affected employees who might potentially be exposed to hazardous materials or conditions. The employees' right to know how to protect themselves from hazards and to report unsafe or unhealthy working conditions without fear of reprisal. Employees will attend health and safety training sessions using Plans, videos, cassette tapes, lectures and demonstrations. 
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The training will cover these topics: 


a. General and job specific safety rules, and procedures. 



b. Safety incentive programs and disciplinary procedures. 



c. Use, cleaning, maintenance and storage of protective equipment. 



d. Emergency response procedures and evacuation routes. 



e. Safe handling procedures for tools and equipment. 



f. Lock out and tag out devices and procedures for authorized personnel. 



g. Use, interpretation, location of labels and MSDS’s and inventory. 



h. Physical and health risks of bloodborne pathogens and other hazardous materials. 



i. Universal precaution identification and procedures. 



j. Detection of hazardous materials release and exposure. 



k. Cleanup of spills and disposal of hazardous materials. 



l. Storage and mixing of hazardous materials. 



3. Granville County Schools training program will train all appropriate employees in the requirements of the law and the “Right to Know” program, and the hazards to that the affected employees under their management may be exposed. 
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7. SAFETY AND HEALTH COMMUNICATION 

A. Purpose 


1. Safety and health communication will include the posting of required and optional OSHA safety and health posters, Federal Labor Law posters and Granville County Schools notices to employees. 



2. Safety and health communication will provide safety and health meetings to discuss and review employee safety and health issues. 



3. Safety and health communication will be used to improve employee motivation with respect to safety and health issues. 



4. Safety and health communication will inform employees that no reprisals will occur with respect to suggestions and concerns about safety and health issues. 



5. A safety and health communication system will be designed to include mechanisms for obtaining and evaluating employee suggestions regarding safety and health issues. 



6. A safety and health communication system will provide employee communications in a form "readily understandable to all affected employees". The safety and health communication system will consider both employees who do not read or speak English and employees who cannot read at all. Training will be provided in a language and way understandable to all employees. This may require oral communications or translation of spoken or written material. 



7. Safety and Health Manager will post all OSHA safety and health posters, Federal Labor Law posters and Granville County Schools notices. 
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B. Management 


1. Safety and Health Manager is responsible for the distribution of all required safety and health bulletins and notices to all appropriate employees. 



2. Safety and Health Manager will ensure that industry safety orders are issued to all appropriate employees and will be responsible for arranging for regular Safety Committee meetings. 



3. Safety and Health Manager will obtain and review employee safety and health suggestions and direct the suggestions to the appropriate department manager. 



4. Safety and Health Manager will work with other personnel to develop motivational programs to improve employee awareness of safety and health issues. 



5. Safety and Health Manager will encourage safe and healthy work practices and provide positive reinforcement such as awards, safety contests, and recognition of good safety records. 


C. Action Plan 


1. Safety and Health Manager will schedule specific safety and health meetings and training sessions as appropriate and will meet regularly but not less that quarterly. 



2. Safety and Health Manager will work to include safety communication in newsletters, bulletins, and notices to all employees and plan safety and health motivation programs for employees. 
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3. Employees can offer suggestions (anonymously if desired) to Safety and Health Manager. They will review the suggestions submitted and direct them to the appropriate parties. All suggestions and actions will be documented, placed in the Suggestion File and get a timely response. 



4. Safety and Health Manager will schedule general employee meetings at that safety is discussed by all employees present. These meetings will be regular, scheduled, and announced to all employees so that maximum employee attendance can be achieved. 

The meetings will follow this agenda: 


a. Review occupational accident and injury history or the particular job site. 



b. Encourage feedback from all employee groups. 



c. Invite guest speakers from Granville County Schools worker’s compensation insurance carrier or other agencies concerned with safety. 



d. Provide brief audio-visual material that relate to issues concerning Granville County Schools employees. 



5. Safety and Health Manager will document all communication efforts, since compliance to the program requires that a system of effective communication be in place. 

8. HAZARDOUS EQUIPMENT 

A. Purpose 


1. Safe work control procedures for hazardous equipment will be established and employees trained in operating any equipment that will be potentially hazardous. 
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2. Inspection control procedures for hazardous equipment will be established to assure that any equipment that will be potentially hazardous is in conformance to all safety maintenance requirements for that equipment. 


B. Management 


1. Safety and Health Manager and provide training in the use of hazardous equipment. 



2. Safety and Health Manager will monitor the safety of hazardous equipment. 


C. Action Plan 


1. Any piece of hazardous equipment will be monitored on a separate equipment inspection record sheet. Safety and Health Manager will note on the inspection sheet the required frequency of inspections based on the experience of safety hazards. 



2. Safety and Health Manager will inspect all equipment at required intervals based on safety experience and record its condition on the inspection record. Equipment found defective or hazardous will be so designated and withdrawn from use until defects and hazards have been remedied. The equipment will be locked out and tagged out until repaired. 



3. Safety and Health Manager will ensure that each operator of hazardous equipment will be trained certified and this certification will be documented in the Employee Personnel Training File. 



4. Employees who operate Granville County Schools hazardous equipment in an unsafe manner will be warned and be provided additional training. Additional measures such as increased supervision and training will be instituted as appropriate. 
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5. Employees who continue operating Granville County Schools equipment in an unsafe manner will have their authorization to operate such equipment curtailed by Safety and Health Manager. This action will be noted in Granville County Schools Personnel Training File. Reinstatement will be based on actions documented in the Employee Personnel Training File by Safety and Health Manager. 

A. HAZARDOUS ASSESSMENT & CONTROL 

A. Purpose 


1. 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 basis of Granville County Schools’ Safety and Health Injury and Illness Prevention Program. 



2. Safe work control procedures for hazardous materials are established for handling any materials that will be potentially hazardous. 



3. Hazardous materials control procedures are established so that only trained employees will participate in handling of any materials that will be potentially hazardous. 



4. Hazardous materials are chemicals that, due to their toxic effects, physical properties like flammability, explosive and reactive or potential to adversely affect the environment, have been identified as requiring special precautions during their use. 



5. Hazardous materials most often encountered in workplaces are acids, bases, solvents, fuels, oils, and other substances that may be present as solids, liquids, gases, vapors, fumes, mists or smokes. 
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6. Hazardous material controls will be correctly documented including Material Safety Data Sheets (MSDS) for hazardous items. These MSDS contain information about exposure limits and symptoms, personal protective equipment, fire fighting equipment and first aid. These sheets will be available for employees at all times. 



7. Safety and emergency procedures are established for all hazardous or potentially hazardous materials. 


B. Management 


1. Safety and Health Manager will monitor and control the handling of hazardous materials. 



2. Safety and Health Manager will monitor through the “Right to Know” program employees exposed to hazardous materials. Employees will be made aware of these materials and be trained in the handling of potential emergencies related to these materials. 



3. Safety and Health Manager, with the help of each department Safety and Health Manager, will be responsible for maintaining records of hazardous materials, all appropriate Material Safety Data Sheets (MSDS), and training employee’s handling these items. 



4. Safety and Health Manager will be responsible for maintenance of workplace equipment and personal protective equipment and keeping them in good working condition. 


C. Action Plan 


1. When any hazardous material is used or received, a Material Safety Data Sheet (MSDS) or a hazardous material control record will be maintained by Safety and Health Manager and placed in the Material Safety Data Sheet File at the worksite. The information will be available to all employees. 
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2. These hazardous material records will reflect on a quarterly basis the quantity of on site hazardous materials. 



3. Labeling, packaging, and handling instructions will be prepared by the manufacturing company of the hazardous materials and verified by Safety and Health Manager. 



4. Safety and Health Manager will assure that all current Material Safety Data Sheets (MSDS) are available for all hazardous materials. 



5. Training and notification procedures will be implemented through the “Right to Know” program so that employees in contact with hazardous materials are aware of the nature of the items and risks involved and with emergency procedures in the event of a potential accident. 



6. The Hazardous Materials Inventory Form establishes a list of all the hazardous materials at the work site. The CAS control number comes from the Material Safety Data Sheet (MSDS) for the product. The CAS control number and the Maximum Quantity of hazardous materials on site are required for Granville County Schools’ Hazardous Materials Business Plan. (This plan is needed if there are more than 55 gallons, 500 pounds or 200 cubic feet of a single hazardous material on site during the year.) 



7. Safety and Health Manager will monitor the flow of hazardous materials that are coming in and out of Granville County Schools and document the labeling and disposal of any generated hazardous waste. 



8. Safety and Health Manager will update the documentation of the disposal of hazardous waste to indicate any changes in frequency of inspection and verification of storage and condition. This documentation will be reviewed at least quarterly. 



9. Hazardous wastes will be handled and disposed of in an appropriate manner as defined by disposal waste regulations and Safety and Health Manager will follow these requirements. 
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10. Granville County Schools hazardous chemicals will be identified and maintained in approved and appropriately marked containers at all times. 



11. Prior to use of hazardous materials, Safety and Health Manager will review the date at that their useful life expires. Appropriate tests will be performed to assure that degradation of the materials, as per the manufacturer’s recommendations, has not occurred. 



12. Safety and Health Manager and Managers/Supervisors will correct hazards as soon as they are identified. If for some reason they can’t be immediately corrected, a target date will be set for correction based on such considerations as to the probability and severity of an injury or illness resulting from the hazard, the availability of needed equipment, materials and/or personnel, time for delivery, installation, modification or construction, and training period. 



13. When an imminent hazard exists that cannot be immediately abated without endangering employees and/or property, Safety and Health Manager will remove all exposed personnel from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition will be provided the necessary protective equipment. 


D. The MSDS has eight basic sections. 



These sections include: 


1. Chemical Identity: This section defines the manufacturer and how they can be reached. It usually states when the MSDS was prepared. 



2. Hazards Ingredients/Identity: This section defines the chemical by common names. Any safe exposure limits that have been defined are given. These include permissible exposure and threshold limit values. 



3. Physical Characteristics: This may include boiling point, melting point, vapor pressure, vapor density, evaporation rate, solubility in water and specific gravity. 
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4. Fire and Explosion Hazards: This section includes flash point, flammable limits, lower and upper explosive limits. It also defines what types of fire fighting procedures are appropriate. 



5. Reactivity: This includes information on stable or unstable, incompatibilities, hazardous decomposition and polymerization by-products. 



6. Health Hazard: This includes hazards from inhaling, ingestion, contact through the skin, etc. It explains whether the effects are acute or chronic or both. Signs, symptoms and first aid procedures are defined. 



7. Precautions for Safe Handling and Use: This includes handling of spills, leaks and other accidental releases. It defines disposal precautions and other handling precautions. 



8. Control Measures: This includes things such as types of respirators, ventilation, protective gloves, eye protection, protective clothing, etc. Work hygiene practices such as washing after handling and decontamination are included. 

10. JOB HAZARDOUS IDENTIFICATION AND ANALYSIS PROCESS 

A. Purpose 


1. Job hazardous identification and analysis process and procedure controls will include identifying workplace hazards in an orderly, step-by-step process. 



2. Job hazardous identification and analysis process and procedure controls, in a large or complex operation will include enlisting the assistance of consultants such as industrial safety engineers and/or hygienists. In a smaller department, the Safety and Health Manager, assisted by employees, and supervisors will be able to complete the identification of hazards. 
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3. Job hazardous identification and analysis process and procedure will include controls to identify workplace hazards with checklists, rules and procedures. These checklists will be used in future routine and surprise inspections. Investigation of future accidents (both near misses and "completed accidents"), and illnesses and injuries will result in measures that will lessen the likelihood of the same problem occurring in the future. 



4. Job hazardous identification and analysis processes and procedures will include identifying hazards that may not have already resulted in reports of injuries or illness. Employees will be asked to submit questions and suggestions. Hazard analysis results will be kept and used in the future to train employees and support disciplinary and recognition programs. 



5. Job hazardous identification and analysis processes and procedures will include breaking a job into individual steps, identifying potential hazards associated with each task and formally stating the method for avoiding injury and illness when performing that specific task. 



6. Job hazardous identification and analysis processes and procedures will include reviewing internal records. The analysis will not only include routine hazards but will look at those hazards that may result from emergencies such as fire, earthquake, floods, catastrophic equipment failure and chemical spills. 



7. Job hazardous identification and analysis processes and procedures will include collecting safety, operating and maintenance instructions for all equipment, tools and personal protective equipment and establish safety procedures for use and maintenance of the equipment. 



8. Job hazardous identification and analysis processes and procedures will include monitoring air quality health problems that involve critical concentrations in the air, and will monitor sound levels in areas where noise is an issue for the employees. 
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B. Management 


1. Safety and Health Manager is responsible for monitoring all job hazardous identification and analysis processes and procedures. 



2. Safety and Health Manager will monitor employees involved in or exposed to hazardous processes and procedures and verify that they are trained in all safety and health requirements related to those processes and procedures. 



3. Safety and Health Manager will maintain records of hazardous processes and procedures and disseminate the information to all employees involved with or exposed to the processes and procedures. 



4. Safety and Health Manager will develop emergency action plans for all hazardous processes and procedures. 


C. Action Plan 


1. When any hazardous process or procedure is instituted, it will be documented by Safety and Health Manager and placed in the Material Safety Data Sheet File. This report will define the process or procedure, implementation of the changes, and any employer’s responses to the actions taken. 



2. Site labeling and posted warnings will be prepared Safety and Health Manager. 



3. Training and notification procedures through the “Right to Know” program will be established to make sure Granville County Schools employees contacting hazardous processes or procedures are aware of the risks involved. 
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4. Training will be established to make sure Granville County Schools employees contacting hazardous processes and procedures are capable of handling any potential emergency due to a potentially hazardous accident. 



5. Monitoring of the operation of hazardous processes and procedures will be documented by Safety and Health Manager with an established safety inspection schedule. 



6. Granville County Schools’ hazardous emergency procedures and action plans will be reviewed by employees as part of their employment-training program. 



7. The Hazardous Condition Report Files will be reviewed quarterly by Safety and Health Manager. 


D. Job Hazard Analysis Procedures 


U. S. Department of Labor Occupational Safety and Health 


Administration 1988 OSHA 3071 


1. The job hazardous analysis and its purpose will be discussed with the employee performing the job. The job analysis will study the job itself, not checking up on the employee's job performance. The employee will be involved in many of the phases of the hazardous job analysis—from reviewing the job steps to discussing potential hazards and recommended solutions. 



2. Before beginning the job hazardous analysis, the Safety and Health Manager will evaluate the general conditions under that the job is performed and use a checklist to evaluate the situation. 



3. Every job will be broken down into steps. Each step of the job will be listed in order of occurrence as the employee is observed performing the job. The steps will be recorded for each job action, and the job steps will be reviewed with the employee. 
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4. After recording the job steps, each task of the job process will be examined to determine the hazards that exist or that might occur. Repeat the job observation as often as necessary until all hazards have been identified 



5. After listing each hazard or potential hazards, the Safety and Health Manager will review them with the employee performing the job, and determine whether the job will be performed in another way to reduce or eliminate the hazards. 



6. List exactly what the employee needs to know in order to perform the job in a safer manner using a better or new method. No general statements about the procedure, such as "Be Careful" will be made. Recommendations will be specific for each job task. 



7. If no new procedure is developed, determine whether any physical changes, such as redesigning equipment, changing tools, adding machine guards, personal protective equipment or ventilation, will eliminate or reduce the danger. If the hazards are still present, reduce the necessity for performing the job or the frequency of performing it. 



8. Recommendations will be reviewed with all employees performing their job. Their ideas about the hazards and proposed recommendations will be evaluated in the solution process. Employees need to understand what they are required to do and the reasons for the changes in the job procedure. This will be accomplished with on site training programs. 



9. A job hazard analysis will help reduce accidents and injuries in the workplace, and will be effective if it is reviewed and updated periodically. If no changes have been made in a hazardous job, hazards that were not corrected in an earlier analysis will be detected. 



10. If an accident or injury occurs on a specific job, the job hazardous analysis will be reviewed to determine whether changes are needed in the job procedure. If an accident has resulted from an employee's failure to follow job procedures, it will be discussed with all employees performing the job. 
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11. Any time a job hazard analysis is revised, training in the new job methods or protective measures will be provided to all employees affected by the changes. A job hazardous analysis will be used to effectively train new employees on correction of job steps and hazards. 

11. CODES OF SAFE PRACTICES 

A. Purpose 


1. Code of Safe Practices is established to monitor safe work procedures for employees in all job tasks and work sites that will be potentially hazardous. 



2. Work control procedures are established so that only trained employees will participate in any operation that will be potentially hazardous. 



3. Safe work practices and job procedure controls are established so that safety and emergency procedures are understood and in effect for all hazardous or potentially hazardous operations. 


B. Management 


1. Safety and Health Manager will monitor that all hazardous operations are controlled. 



2. Safety and Health Manager will monitor all employees involved in or exposed to hazardous operations and employees will be trained in all safety and health requirements related to these operations. 



3. Safety and Health Manager will develop and maintain records of safe practices for work sites where hazards exist and disseminate information to employees who are involved with or exposed to these operations. 
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4. Safety and Health Manager (along with all personnel) will develop emergency action plans and procedures for all hazardous work site situations. 


C. Action Plan 


1. When any hazardous process or procedures are instituted, a Code of Safe Practices will be prepared by Safety and Health Manager. This Code of Safe Practices will define the frequency of inspection and verification of the hazardous process or procedure. 



2. Site labeling and posted warnings will be prepared and affixed by Safety and Health Manager, with the help of each department Safety and Health Manager. 



3. Granville County Schools employees involved with hazardous worksite operations will be made aware of the nature of the risks involved and will receive appropriate training and notification. 



4. Monitoring of the operation of hazardous worksite processes or procedures will be documented by the Safety and Health Manager. 

12. ACCIDENT INVESTIGATION 

A. Purpose 


1. Accident Investigation procedures establish a system for maintaining documentation of workplace accidents in conformance with OSHA and other Granville County Schools requirements. 



2. Accident Investigation procedures establish a system for identifying and preventing near misses, recurrence and/or potential workplace accidents. 
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3. Accident investigation report will be written adequately identify the causes of the accident or near-miss occurrence and conducted by trained individuals with the primary focus of understanding what occurred and what actions can be taken to prevent recurrence of workplace accidents. 


B. Management 


1. Safety and Health Manager, with the help of each department Safety and Health Manager, will investigate and document any workplace accidents. 



2. Safety and Health Manager will take prompt action to correct any conditions that have the potential or result in accidents and/or health or safety hazards to employees, and/or the public. 



3. Safety and Health Manager will initiate and follow-up on all accident reports and complete corrective action plans. 

4. Safety and Health Manager will implement the corrective action plan and maintain original and summary documentation of all accident reports. 


C. Action Plan 


1. When an accident occurs, Safety and Health Manager will take steps to determine causes. This will be documented in an accident report that will be filed in the Accident Investigation File. 



2. Safety and Health Manager Accident report will include: 




a. What happened? 
The investigation will describe what took place that prompted the investigation. Was it an injury to an employee, damaged material or any other conditions recognized as having a potential loss of money and damage to material and/or the delay of work stoppage as a result of both the injury and damage to material? 
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b. Why did the incident happen? 
The investigation will obtain all the facts surrounding the occurrence: what caused the situation to occur; who was involved; was/were the employee(s) qualified to perform the functions involved in the accident or near miss; were they properly trained; were proper operating procedures established for the task involved; were procedures followed and if not, why not; where else does this or a similar situation exist, and how it can be corrected. 




c. What will be done? 
Safety and Health Manager will determine which aspects of the equipment, operation process and/or procedure requires additional attention. It is important, to the purpose of the accident investigation, not to establish blame, but to determine what type of corrective action can eliminate the cause(s) of the accident or near miss. 



d. What action has been taken? 
Safety and Health Manager will take action to reduce or eliminate the exposures being investigated. Any interim or temporary precautions will be documented. Any pending corrective action and reason for delaying its implementation will be identified. 



e. What action will be identified? 
Safety and Health Manager will identify a corrective action in terms of how it will prevent a recurrence of the accident or near miss. It will assist the investigation by providing both accident and total operational control solutions to supervisors, management and employees. 


3. Accident reports will be reviewed by the Safety and Health Manager for cause and any identified faults corrected. Action taken to prevent recurrence will be filed in the Accident Investigation File. 


4. Accident reports and summaries as required by OSHA will be filed and maintained under the direction of Safety and Health Manager. 
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13. CORRECTIVE ACTION 

A. Purpose 


1. Corrective action procedures establish a system for the initiation and follow-up of the corrective action that Granville County Schools uses to prevent occurrence or recurrence of conditions or operations that pose safety or health hazards or risks. 



2. Initiation and follow-up of corrective action with Granville County Schools gives employees the opportunity to prevent occurrence or recurrence of conditions or operations that pose safety or health hazards or risks. 


B. Management 


1. Safety and Health Manager will take prompt action to correct recognized conditions that have or may result in health or safety hazards to employees, and/or the public. 



2. Safety and Health Manager will initiate and follow-up on Granville County Schools corrective action with affected employees, and/or the public. 


C. Action Plan 


1. Safety and Health Manager will take prompt action to correct any conditions that have or may result in health or safety hazards to employees, and/or the public: 
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a. When observed. 



b. In a timely manner. 



c. Based on severity. 



2. A corrective action plan will be prepared when any occurrence or recurrence of a condition or activity posing a safety or health hazard is identified. 



3. Safety and Health Manager will review all corrective actions. 



4. A copy of corrective actions will be maintained in Granville County Schools Corrective Action file. 



5. Safety and Health Manager will follow-up on corrective actions involving employee activities and define and make suggestions on the appropriate disciplinary action. 

14. SAFETY INSPECTIONS AND AUDITS 

A. Purpose 


1. Safety and Health safety inspections and audits are conducted to provide a mechanism to record and regularly evaluate Granville County Schools compliance with OSHA regulations and the Safety and Health Plan. 



2. Safety and Health safety inspections and audits are conducted at regular intervals in order to identify non-compliance problems as related to all safety and health OSHA regulations and requirements of new or previously identified hazards. 


B. Management 
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1. Safety and Health Manager (a consulting firm can be hired to complete this task) is responsible for performing on site inspections and evaluating acceptability of departments' handling of materials, processes, procedures and services. 



2. Safety and Health Manager will provide safety program audits and follow-up procedures for all new or previously identified hazards. 



3. Safety and Health Manager will evaluate the effectiveness of safety audit program procedures, enforcement and inspections as the results relate to compliance with OSHA and other requirements. 


C. Action Plan 


1. Safety and Health Manager will analyze trends in safety and health practices in order to prevent any hazardous conditions and eliminate causes. 



2. Safety and Health Manager will make sure that established safe work practices are being followed and that unsafe conditions or procedures are identified and corrected properly. Scheduled inspections will be an addition to the everyday safety and health checks that are part of the routine duties of manages and supervisors. 



3. Safety and Health Manager will expand safety and health provisions, inspections and safety audits in order to minimize and/or eliminate any new or previously identified safety and health hazards. 



4. When a potential safety or health hazard is identified, Safety and Health Manager will investigate the cause and take immediate corrective action. Training, planning, and procedures will be reviewed and the unsafe condition corrected. The action plan taken to prevent recurrence will be monitored and will be reviewed to evaluate the effectiveness of the correction action for the hazard. 
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5. Granville County Schools’ Safety and Health Plan will be audited as needed to maintain OSHA inspection compliance regulations. Conditions will be recorded and any deficiencies noted will be corrected utilizing corrective action procedures. 



6. Granville County Schools’ Safety and Health Hazardous Equipment, Hazardous Materials, Hazardous Job Analysis Program’s will be audited as required as needed. Audits may be done if results indicate lack of compliance or problems in a particular area. Conditions will be recorded and any deficiencies noted will be corrected utilizing corrective action procedures. 



7. Annual safety and health audit reports will be filed in Granville County Schools Inspection File and Correction Action File. 



8. Safety and Health Manager will review all written inspection reports. These reviews will assist in prioritizing actions and verify completion of previous corrective actions and will be reviewed for safety and health trends. Safety and Health Manager can contract for an outside consultant to complete on-site safety and health inspections. 

15. EMERGENCY EVACUATION AND FIRE PROTECTION PLANS 

A. Purpose 


1. Emergency evacuation and fire protection plans provide for the safety of workers and the environment and reduce the risk of accidents and fires involving hazardous equipment and materials. 



2. Emergency plans will be monitored to verify that Granville County Schools possible procedures are employed in handling any emergency such as fire, evacuation, bomb threat, and potential emergencies due to the nature of the workplace. 
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3. Emergency procedures will provide practice and training for all employees so that appropriate reactions are instinctive and employees do not experience endangering delays. 


B. Management 


1. Safety and Health Manager will develop documented emergency procedures for each department. A fire protection plan will be developed and implemented for all hazardous equipment and materials. 



2. Safety and Health Manager will notify employees that are responsible for implementation of emergency procedures. These employees will be trained in all appropriate emergency procedures. 



3. Safety and Health Manager will make sure that an appropriate emergency and fire protection plans are developed and implemented. 



4. Safety and Health Manager will maintain records of all emergency procedures. Training of these procedures will be provided in an understandable form and language to all employees. 



5. Safety and Health Manager will monitor the implementation of the environmental emergency evacuation and fire protection plans for each department. 


C. Action Plan 


1. When a potential emergency is identified, an appropriate emergency procedure plan will be prepared by the Safety and Health Manager. 



2. Each emergency procedure will define that of Granville County Schools employees will actively participate in the environmental emergency evacuation and fire protection plans. 
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3. Granville County Schools emergency procedures will define the frequency of appropriate training. 



4. Training and notification procedures will be established for all of Granville County Schools employees regarding the potential emergencies and the risks involved. All employees training of potential emergencies will be provided in a form and language understandable to the employee. 


D. Emergency Evacuation Plan 


1. Safety and Health Manager will develop emergency escape routes and procedures for evacuation. 



2. Safety and Health Manager will identify employees who will remain to operate critical equipment before they can evacuate the department. 



3. Safety and Health Manager will develop emergency action procedures for all employees following the evacuation and identify employees who are involved with the rescue medical duties and capable to provide emergency first aid and CPR. 



4. Safety and Health Manager will develop a system of reporting fires and other types of emergencies to off-site emergency workers and obtaining medical assistance. 



5. Safety and Health Manager will develop a written emergency contingency action plans for the following situations: 



a. For any operation that have extremely hazardous substances. 



b. Larger quantities of hazardous materials (500 pounds or 55 gallons of a single material) or any hazardous waste. 
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c. These plans will outline the potential problems and actions required of both the emergency coordinator and all other employees. Procedures will be in place for large and small fires, explosions, floods or water line breaks, large and small chemical spills, catastrophic equipment failure, and earthquakes. 



d. Protective equipment will be in place and employees will know who will be notified, how to act and when to evacuate the building. 



e. Department evacuation maps will be posted along with emergency phone numbers and the location of emergency equipment. 


E. Fire Protection Plan 


1. Safety and Health Manager will identify potential fire hazards and proper procedures for handling and storing them, will identify potential ignition sources and procedures for controlling them, and identify the type of fire protection equipment or systems that can control these potential fires. 



2. Safety and Health Manager will identify employees responsible for maintaining equipment and systems installed to prevent or control the ignition of fires. 



3. Safety and Health Manager will control the accumulation of flammable and combustible waste materials and residues so that they do not cause a fire. 



4. Safety and Health Manager will provide training (with the help of outside consultants) for employees on the fire hazards of the materials and processes to that the employees are exposed and will review with each employee the part of the fire prevention plan that the employee will know to protect the employee in an emergency. 
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5. Safety and Health Manager will establish procedures to conduct regular maintenance review of equipment and systems in the workplace in order to prevent accidental ignition of combustible material. 



6. Safety and Health Manager will establish procedures to conduct regular training in the use of fire extinguishers in the workplace environment. 

16. SAFETY COMMITTEE 

A. Purpose 


1. The Safety Committee will be established and regular meetings (at least quarterly) will be held to discuss and review employee safety and health issues and programs. 



2. The Safety Committee will investigate the causes of incidents resulting in injury, illness, or exposure to hazardous substances and/or any alleged hazardous condition brought to the attention of any committee member. 



3. The Safety Committee will evaluate and review employee safety suggestions resulting in regular safety inspections, investigations of accidents causing injury, illness or exposure to hazardous materials, and investigations of hazardous conditions. 



4. The Safety Committee meetings will review and evaluate accident reports and corrective actions and prepare and make available information on issues discussed at the meeting to affected employees and representatives from OSHA. 



5. The Safety Committee will provide a mechanism to determine the effectiveness of all required disciplinary actions. 



6. The Safety Committee meetings will identify and provide suggestions for the correction of potential safety and health hazards. 
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B. Management 


1. Safety and Health Manager will conduct regular Safety Committee meetings. 



2. Safety and Health Manager will maintain a locked safety suggestion box. Employees may make safety and health suggestions without fear of reprisal by the employer. Suggestions will become part of the Safety Committee minutes. 



3. Safety and Health Manager will make available to the Safety Committee accident reports and corrective actions. 



4. Safety and Health Manager will present to the Safety Committee suggestions, issues, programs and procedures to identify hazards and improve safety and health. 



5. Safety and Health Manager will prepare and make available to affected employees written records of the safety and health issues discussed at the Safety Committee meetings and maintained for review by OSHA upon request. 


C. Action Plan 


1. Safety and Health Manager will establish a Safety Committee with members from both employees and management. 



2. Safety and Health Manager will schedule Safety Committee meetings quarterly or more often if indicated by employee safety health problems and concerns. 



3. Granville County Schools’ Safety Committee meetings will review safety and health issues and programs and document the results of these meetings. 
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4. Granville County Schools’ Safety Committee meetings will conduct and review results of department inspections and investigations, and review alleged hazards, and accidents. 



5. Granville County Schools’ Safety Committee will review all safety and health suggestions, actions taken and recommend safety education materials for training the employees. 



6. Granville County Schools’ Safety Committee meetings will be reviewed by the Safety and Health Manager and filed in the Safety Committee File. 



7. Granville County Schools’ Safety Committee meetings will review investigations of occupational accidents and causes of incidents resulting in occupational injury and illness or exposure to hazardous substances and where appropriate, submits suggestions to management of the prevention of future incidents. 



8. Granville County Schools’ Safety Committee meetings will review investigations of alleged hazardous conditions brought to the attention of any committee member. When determined necessary, the committee may conduct an inspection and investigation to assist in remedial solutions. 
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Employer Posting Self-Audit Safety Questions 
YES - NO Is the OSHA poster Safety and Health Protection on the Job displayed in a prominent location where all employees are likely to see it? 

YES - NO Are emergency telephone numbers posted where they can be readily found in case of emergency? 

YES - NO Where employees may be exposed to any toxic substances or harmful physical agents, has appropriate information concerning employee access to medical and exposure records and Material Safety Data Sheets been posted or otherwise made readily available to affected employees? 

YES - NO Are signs concerning exiting from buildings, room capacities, floor loading, exposures to x-ray, microwave, or other harmful radiation or substances posted where appropriate? 

YES - NO Are other OSHA related posters properly displayed, such as: Industrial Welfare Commission orders regulating wages, hours, and working conditions? 

YES - NO Is discrimination in employment prohibited by law? 

YES - NO Is notice to employees of unemployment and disability insurance offered to all employees? 

YES - NO Is the Payday notice and compensation carrier posted? 

YES - NO Is the summary of occupational injuries and illnesses posted in the month of February? 

GRANVILLE COUNTY SCHOOLS 
Medical Services & First Aid Self-Audit Safety Questions 
YES - NO Do you require each employee to have a pre-employment physical examination? 

YES - NO Is there a hospital, clinic, or infirmary for medical care in proximity of your work place? 

YES - NO If medical and first aid facilities are not in proximity of your work place, is at least one employee on each shift currently qualified to render first aid? 

YES - NO Are medical personnel readily available for advice and consultation on matters of employee health? 
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YES - NO Are emergency phone numbers posted? 

YES - NO Are first aid kits easily accessible to each work area, with necessary supplies available, periodically inspected and replenished as needed? 

YES - NO Have first aid kit supplies been approved by a physician, indicating they are adequate for a particular area or operation? 

YES - NO Are means provided for quick drenching or flushing of the eyes and body in areas where corrosive liquids or materials are handled? 

GRANVILLE COUNTY SCHOOLS 
Injury and Illness Prevention Program Self-Audit Safety Questions 
YES - NO Do you have a person who is responsible and has authority for overall activities of the injury and illness prevention program? 

YES - NO Is there a system for ensuring that employees comply with safe and healthy work practices? 

(a) Recognition of employees who follow safe and healthful work practices. 

(b) Disciplinary actions or any other means that ensures employee compliance with safe and healthful work practices. 

(c) Systematic correction of these hazards in a timely manner. 

YES - NO Is there a system for communicating with employees in a form readily understandable by all affected employees on matters relating to occupational safety and health that includes: 

(a) Safety and health training and instruction in both general and specific safe work practices and is provided: 

(b) When the Injury and Illness Prevention Program was first established. 

(c) To all new employees. 

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

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

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

(g) Safety and health training documentation that includes specific employee upon completion of training. A list of employees absent and verification of make-up training is included in the documentation. And the records are maintained for 3 years. 
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YES - NO Do you maintain an ongoing safety training program? 

YES - NO Do you provide training in both general and specific safe work practices? 

YES - NO Are employee safety and health training records maintained? 

YES - NO Is documentation of safety inspections and corrections maintained? 

YES - NO Are safety committee meeting records maintained? 

YES - NO If there is no safety committee, is there a system for communicating safety and health concerns to employees? 

YES - NO Do you encourage employee participation in health and safety matters? 

YES - NO Do you have a system in place that ensures employees will be recognized for safe and healthful work practices? 

YES - NO Will employees be disciplined for unsafe safety or health acts? 

YES – NO Is there a labor-management safety committee that includes? 

(a) Safety and health committee meets regularly, but not less than quarterly ("Toolbox" meetings are conducted every 10 days, or sooner when appropriate.). 

(b) 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 Cal/OSHA upon request. 

(c) Reviews results of the periodic scheduled worksite inspections. 

(d) 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. 

(e) Reviews investigations of alleged hazardous conditions brought to the attention of any committee member. 

(f) Submits recommendations to assist in the evaluation of employee safety suggestions. 

(g) Records are maintained for 3 years. 

YES - NO Are there procedures for identifying and evaluating workplace hazards including scheduled periodic inspections to identify unsafe conditions and work practices? 

(a) When the program is first established. 

(b) Whenever new substances, processes, procedures, or equipment are introduced to the workplace that represents a new occupational safety and health hazard. 
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10 (c) Whenever the employer is made aware of a new or a previously unrecognized hazard. 

YES - NO Do you systematically correct these hazards in a timely manner? 

YES - NO When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and /or property all exposed personnel are removed from the area except those necessary to correct the existing condition? 

YES - NO Are there established procedures for identifying security risks? 

YES - NO Do records of scheduled and periodic inspections identify unsafe conditions and work practices? 

(a) Records include person(s) conducting the inspection. 

(b) Records are maintained for 3 years. 

YES - NO Is there a procedure to investigate occupational injury and/or occupational illness and are accident investigation reports completed? 

YES - NO Are there methods and/or procedures for correcting unsafe and unhealthy conditions, work practices and work procedures in a timely manner based on the severity of the hazard? 

(a) When observed or discovered. 

(b) Action has been taken to correct the identified unsafe conditions and work practices. 

YES - NO Are materials available for a training safety program for employees, supervisors, and senior management 

GRANVILLE COUNTY SCHOOLS 
Reviewer’s Signature: ____________________________________________ 
Date Conducted: ________________________________________________ 
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