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HEALTH AND SAFETY POLICY

It is the policy of the Burbank Unified School District and the District Offices to provide a safe
and healthful work environment for all employees in order to minimize the risk of work-related
injuries and illnesses and the resulting human and economic loss. This shall be achieved
through the application of proper safeguards to processes, equipment, methods and
procedures, and by providing employees with the training necessary to perform their job safely.

It is also each site’s policy to take all necessary and responsible steps to comply with health
and safety standards set forth in Federal, State, and local laws and regulations. The passage
of California Senate Bill 198 (SB 198) into law mandates that all employers establish and
maintain a written Injury and lliness Prevention Program (lIPP). SB 198 also requires the
Cal/OSHA Standards Board fo develop regulations. These regulations can be found in Title
8 of the California Code of Regulations (CCR), Section 3203 (General Industry Safety
Orders). Therefore, to help ensure the health and safety of its employees and to comply with
Title 8 of the California Code of Regulations, Section 3203, the District Office has established
a written Injury and lliness Prevention Program (hereafter known as the "lIPP".)

A copy of the IIPP will be maintained on the District website and on each site’s website. The
IIPP is designed to prevent injuries, ilinesses and accidents in the workplace. The primary
purpose of the program is to ensure the health and safety of the site’s employees and to
provide a safe and healthful work environment. Documentation of specific elements of the
program (i.e. completed inspection checklists, safety training rosters, safety committee
meeting minutes, etc.) are implemented and maintained at the site.

Faculty and staff at every level have a special obligation to work safely and maintain a safe
and healthful work environment. Safe job performance is an integral part of overall job
performance. Each employee is fully responsible for implementing the provisions of this
program as it pertains to operations under his/her jurisdiction.

The authority and responsibility to implement and maintain this lIPP is delegated to the site
Principal/Director.

| am personally committed to the continued improvement of our safety performance, and will
authorize the necessary resources to achieve this objective wherever feasible. | will expect
your participation in our safety efforts and am confident | can count on every employee to help
in this important site program.

Watt-gel 8/18/2020

Matt Hill Date
IIPP Implementation Official




IIPP RESPONSIBILITIES

In order to ensure that the site maintains an effective IIPP, all management/supervisors and

employees will have, and be held accountable for specific responsibilities where safety is
concerned.

PP IMPLEMENTATION OFFICIAL: The IIPP Implementation Official is responsible for
overall implementation of lPP elements and the provision of resources to ensure effectiveness.

1) Establishes annual safety objectives, including plans of action and assignment
responsibilities for ensuring their effective implementation. -

2) Establishes safety responsibilities of site staff and management/supervisors and audits the
effectiveness of their performance.

3) Ensures that staff and management/supervisors receive education and training in health
and safety topics appropriate to their responsibilities.

4) Reviews accident investigation and safety inspection reports for quality and for assurance
that appropriate corrective action has been taken in a timely manner.

5) On notification of an imminent hazard, ensures that prompt corrective action is initiated,
exposed personnel are removed from the area, and that necessary safeguards are
provided for the employee(s) who are taking the corrective action.

6) Sets an example in matters of health and safety and stimulates interest and participation in
the 1IPP.

7) Wears and requires employees and visitors to wear protective equipment in mandatory
areas.

8) Routinely reports safety issues to District management with recommended corrective
action(s).

9) Knowledgeable of site rules and regulations and enforces them as they apply to respective
work area.

10)Responds to employee safety suggestions and concerns in a timely manner.
SITE SAFETY OFFICIAL: Implements, maintains, monitors and audits the site's IIPP.

1) Maintains a safety program, adopted by Cal/lOSHA that will incorporate the current
practices and policies for this location and are most effective in preventing injuries,
occupational diseases, vehicular collisions, liabilities, and damage to equipment and
material.

2) Consults directly with management/supervisors and employees on loss prevention
matters, providing the guidance necessary to ensure effective administration of this
program.

3) Periodically evaluates compliance with the program which may require periodic
inspections of worker compliance with Cal/OSHA standards. He/she has full authority to
stop jobs when safety precautions are not being enforced. The verbal notification to stop
a job must be followed by a report directly to the designated person.

4) Ensures that employees are trained in workplace safety and are familiar with the health
and safety hazards, as well as applicable laws, regulations, procedures and policies.
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5} Stays abreast of Federal, State and local standards and regulations, and recommends new
site programs to the site ||IPP Implementation Official.

6) Monitors effectiveness of site discipline and recognition programs as related to employee
safety.

7) Monitors effectiveness of site means for communicating health and safety matters to
employees and ensures that employee concerns and suggestions are being successfully
conveyed and responded to by management without fear of reprisal.

8) Is a member of the Site Safety Committee, and ensures that:

a) Records are maintained of all items discussed.

b) All employees (both management and labor) are fairly represented.
c) Meetings are held regularly and at least quarterly.

d) Mesting records are made available to site employees.

9) Ensures site procedures for identifying and evaluating workplace hazards and inspection
programs are being conducted as required, and monitors their effectiveness.

10)Reviews site accident investigation reports to ensure they are completed in a thorough and
timely manner.

11)Monitors effectiveness of site procedures for correcting hazardous conditions and work
practices, and that corrective action is completed in a timely manner.

12}When an imminent hazard exists, ensures exposed personnel are removed from the area
except those necessary to correct the existing condition, and that necessary safeguards
are provided for the employee(s) who are taking the corrective action.

13)Audits school site safety and training programs to ensure CalfOSHA required programs are
in place, and presented to employees as required. Ensures employee training records are
current and being properly maintained.

14)Routinely reports any safety issues {o site IIPP Implementation Official with recommended
corrective action(s).

15)Sets an example in matters of health and safety and stimulates interest and participation in
the IIPP.

16)Wears and requires employees and visitors to wear protective equipment when required.

17)Knowledgeable of site rules and regulations and enforces them as they apply to respective
work area.

18)Responds to employee safety suggestions and concerns in a timely manner,

MANAGEMENT/SUPERVISORS: management, at all levels, has the responsibility to
provide employees and students with a safe school and work environment by promoting
safe practices and maintaining safe facility conditions. Although personnel exposure varies
widely from site area to site area, it is expected that an unrelenting effort will be directed
toward controlling liabilities.

1) Assists employees in receiving adequate safety training to meet their responsibilities.

2) Monitors safety performance of subordinates and sees that they are held accountable for
their safety responsibilities.

3) When necessary, ensures that accident reports are completed with/by subordinates to
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ensure proper actions have been taken; reporting to Site Safety Official for further action.

4) Working in conjunction with [IPP Implementation Official and Site Safety Official, ensures
prompt corrective action is initiated to correct unsafe conditions and/or unsafe acts in a
timely manner based on the severity of the hazard, when feasible.

5) When made aware of an imminent hazard, ensures exposed personnel are removed from
the area except those necessary to correct the existing condition, and that necessary
safeguards are provided for the employee(s) who are taking the corrective action.

6) Sets an example in matters of health and safety and stimulates interest and participation in
the IIPP.

7} Wears and requires employees and visitors to wear protective equipment when required.

8) By personal example, communicates and demonstrates to employees the importance of
working safely.

9} Working in conjunction with IIPP Implementation Official and Site Safety Official, instructs
each new and/or transferred employee on the hazards of the job or task that the employee
will be assigned. Properly utilizes established safety orientation checklist (New Employee
Safety Orientation Checklist page 23). Ensures that employees understand and properly
follow work procedures that are established for their safety.

10)Routinely makes safety observations and ensures prompt corrective actions are initiated to
eliminate unsafe conditions and acts.

11) Knowledgeable of site rules and regulations and enforces them as they apply to respective
work area.

12)Responds to employee safety suggestions and concerns in a timely manner.
FACULTY/STAFF/VOLUNTEER(S): While working on District property, facuity, staff, and
volunteers shall do the following to promote a safe environment.

1) Adheres to school site safety rules and practices.

2) Takes responsibility for work area by:

a) Wearing any required personal protective equipment (PPE).

b) Performing work assignment(s) in a safe manner,

c) Correcting unsafe conditions and practices over which they have control,
d) Maintaining cleanliness and good housekeeping.

3) Immediately reports all accidents and injuries as well as symptoms of chemical exposure
to management/supervisor.

4) Immediately reports unsafe conditions or practices to management/supervisor.

5) Knows emergency procedures and role in an emergency.
6) Actively participates in the site [IPP.

PARENTS: Parents within the District shall be encouraged to do the following
1) Teach safety practices to children in the home.
2) Support District safety requirements for employees and students.

3) Help the school in its hazard correction activities by reporting safety concerns or issues
to the school/district.



COMPLIANCE WITH SAFETY RULES & PRACTICES

Positive recognition and incentives are valuable in establishing good safety practices and
procedures. However, coaching, training/retraining, and disciplinary action are occasionally
needed. This policy is to provide a procedure for encouraging and enforcing compliance with

safety rules and practices, and to comply with Title 8 of California Code of Regulations, Section
3203.

RESPONSIBILITIES

MANAGER/SUPERVISORS:
1) Each manager/supervisor is responsible for monitoring the safety performance of his/her
employees and is to respond immediately when a concern about safety performance exists.
2) Each manager/supervisor is responsible for:
a) Being a role model for his/her employee(s).

b) Using positive reinforcement to recognize employee safe practices.
¢) Immediately correcting observed unsafe behavior/practices.

SITE SAFETY OFFICIAL/SITE SAFETY COMMITTEE:

1) The Site Safety Official and/or site Safety Committee are responsible for recommending
safety incentive and recognition programs to the site IIPP Implementation Official or special
training or retraining programs, where indicated, to help ensure compliance with new or
existing safety practices/procedures.

District/Site Safety Rules/Code of Safe Practices (page 7) have been established and are
posted on the staff bulletin board(s). Employees failing to comply with these and other site
safety rules or practices, will be subject to disciplinary action up to and including termination.

The following additional safety-related situations may be cause for coaching or corrective
action:

1) Accidents occurring when an employee was noted to be breaking a safety practice or was
not following the proper procedure due to a fault of his/her own.

2) An employee having three or more accidents in a calendar year.
3) An employee causes an injury to another employee due to an unsafe practice or rule
violation.

PROCEDURE

1) A manager/supervisor observing an employee in an unsafe practice/behavior, safety rule
infraction, or displaying a general poor safety attitude should coach the employee and
attempt to determine the reason for the behavior.

2) If the causefreason is due to lack of training the employee is to be trained/retrained as
appropriate.

3) If problems persist, and the manager/supervisor believes that disciplinary action is
indicated, he/she will communicate with Human Resources Services to determine
appropriate action according to the District personnel policy for disciplinary action
applicable bargaining unit agreement with the discipline being appropriate to the
seriousness and frequency of the offense.



DISTRICT/SITE SAFETY RULES/CODE OF SAFE PRACTICES

The District makes every effort to provide safe facilities and adequate equipment for the
protection of its employees. It is the employee’s responsibility to take every precaution to
ensure that hisfher action(s) or the action(s) of others will not lead to an injury or damage of
District property.

The following safety rules have been formulated as a general guide to all employees for
prevention of accidents and injuries. It should be made clear that these rules do not constitute
all safety requirements at the site. All established safety rules, regulations, and procedures will
be uniformly applied and enforced by management.

In the best interest of all concerned, disciplinary action may be taken when any of these safety
rules or specific safety guidelines are disregarded.

1) NO SMOKING: Smoking is prohibited on District property.

2) INJURIOUS OBJECTS: Firearms, weapons, illegal drugs and alcoholic beverages are
not permitted on school property.

3) DRUGS & ALCOHOL. The use or presence of any substance which may impair an
employee’s ability or alertness will not be tolerated on District property. No person shall
be knowingly permitted to work while the employee's ability or alertness is impaired.

4) HORSEPLAY: Horseplay, scuffling, fighting and other acts that could have an adverse
influence on the safety or well-being of employees is dangerous and will not be tolerated

on District property. Horseplay includes, but is not limited to, any willful act which may
startle or distract other employees.

5) PERSONAL PROTECTIVE EQUIPMENT: Personal protective equipment (PPE) is

required for the personal safety of employees performing specific duties and must be worn
when specified.

6) SAFETY NOTICES AND TAGS: Safety signs and danger tags are used to warn employees
and visitors of accident hazards. A lock-out/tag-out system identifies equipment that is
NOT to be operated, energized or used. All lock-out/tag-out notices and procedures
must be observed and obeyed. Notify other individuals in your area who might be
endangered by the work you are doing.

7) SAFETY DEVICES AND GUARDS: Employees are required to use the safety devices and
guards installed on machines and equipment they operate. You are responsible for
ensuring all safeguards are operable and in place. If they are not, STOP what you are
doing and notify your supervisor.

8) DO NOT OPERATE UNLESS AUTHORIZED: Only authorized persons are permitted to
operate, repair, or adjust machinery and equipment. Do not operate equipment that you
are not trained on and familiar with,

9) POWERED INDUSTRIAL EQUIPMENT: Only authorized persons are permitted to operate
powered industrial equipment and must follow applicable safety rules and guidelines

associated with its operation (i.e. never allowing a person(s) to ride on or be lifted by such
equipment that has lifting mechanisms).

10)SEEK HELP: If you are unsure of the safe method to do your job, STOP and ask your
supervisor. Ignorance is no excuse for a safety violation.

11)REPORTING OF INJURIES: Every injury, no matter how minor, must be reported to your
supervisor promptly.




12)REPORTING OF HAZARDS: Any unsafe condition(s) or unsafe practice(s) must be
reported immediately to a supervisor. Every employee is expected to take safety seriously.

13)HOUSEKEEPING: Employees are required to keep their work areas clean at all times. Do
not block exits, fire doors, aisles, fire extinguishers, first aid kits, emergency equipment,
electrical panels, or fire lanes. Spills are to be cleaned-up immediately.

14)PROPER LIFTING TECHNIQUES: Always use the proper lifting technique(s). Never

attempt to lift, carry, push or pull an object which is too heavy. Contact a supervisor when
help is needed.

15)CHEMICALS & HAZARDOUS SUBSTANCES: Safety Data Sheets (SDS) are part of the
District’s Hazardous Communications Program and are kept in several locations on site,
which include the front office, the main custodial office and online at
http://hg.msdsonline.com/wsgjpasl — MSDSonline. Do not use any new chemical without
reading the label or consulting the SDS to see if there are health, and/or physical safety
hazards, and/or personal protective equipment recommendations/requirements. If unsure,
employee should contact his/her supervisor prior to use of chemical.

EMPLOYEE SAFETY COMMUNICATION

Communication between management and employees on matters of safety is of primary
importance in order to have an effective |IPP. In addition, Title 8 of the California Code of
Regulations, Section 3202 requires every employer to have a means of communicating with
employees without fear of reprisal. The primary means of communicating with employees will
include: safety committee(s); personal safety contacts; group safety meetings; written
communications; bulletin boards and posted notices; and a safety suggestion system.

PROCEDURES
GENERAL GROUP SAFETY MEETINGS:

1) Safety meetings with employees are another effective training tool and should be held, at

least, on a monthly basis. These safety meetings may take place in the course of a general
staff meeting.

a) Topics should be chosen that are pertinent to the job-related safety or health of the
group.

b) The meeting should include open discussion of the topic to ensure employee
understanding.

c) It is also important to solicit suggestions from employees on means for improving their
job safety.

2) All group safety meetings are to be documented with the date, safety topic presented,
employees' names/signatures, name of the supervisor, and name of the presenter if other
than the supervisor. Documentation is important for purposes of Cal/OSHA compliance
and will be maintained by site.

PERSONAL SAFETY CONTACTS:

1) Personal contacts between the supervisor and employee to instruct or discuss safety
topic(s) related to the employee's work are powerful tools for developing favorable
employee behavior toward safety and accident prevention.

2) Document personal contacts with employees on matters of health and safety. Record will
contain, at minimum, a history of what has been discussed with an employee, date(s) of
8



conversations and participants in contact — reporter and receiver.

WRITTEN COMMUNICATIONS:

1) Written communication of health and safety topics, practices or matters of interest will be

used in certain situations, particularly to convey important new or revised policies and
procedures.

2) All communications should be dated and conform to District and site policies regarding such
communications.,
BULLETIN BOARDS AND POSTED NOTICES:

1) At least one bulletin board should be available for posting of required government notices
such as the required Cal/OSHA and Workers' Compensation notices. It may also be used

to post safety rules and important policies, procedures, safety committee minutes, meeting
notices, and safety topic posters.

2) Bulletin boards will be located at major employee congregating points.
a) The boards are to be properly maintained in a neat and orderly manner.
b) Items posted are to be timely and of the latest revision.
c) The Director, Human Resources Services, in conjunction with site designee will be
responsible for maintaining the bulletin board and controlling the notices placed thereon.
SAFETY SUGGESTION SYSTEM:

1) As required by Title 8 of the California Code of Regulations, Section 3202 the District/site
safety suggestion system can be used for submitting safety suggestions or concerns
without fear of reprisal. Employees may submit suggestions either by name or
anonymously.

2) Suggestions will be reviewed by the Site Safety Committee and recommendations will be
made to District and/or site management as appropriate.

3) Awritten response will be sent to the employee, or posted, if sent anonymously.

SITE SAFETY COMMITTEE

The Safety Committee is established as a means of communication between employees and
management on matters of health and safety. Its main objective is to involve employees and
management in a common effort for the continuous execution of the |IPP.

PROCEDURES
ORGANIZATION AND ADMINISTRATION:

1) The Safety Committee will be comprised of, but not limited to, representatives of
management, supervisors and employees of the site/facility/District. Members will serve
on a rotational basis.

2) Management representatives will be appointed by the IIPP Implementation Official.
Employee representatives will be seated according to guidelines of bargaining unit
agreements and site representation.

3) The Safety Committee shall meet on a regular basis and no less than quarterly.

4) The meetings are to follow an established agenda and include, but not be limited to, the
specific items included in the "Responsibilities” Section as follows.
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5) A Coordinator will be selected to serve for a minimum one year period. Duties of the
Coordinator will be to establish meeting agendas, coordinate committee activities, and
assign committee member responsibilities.

6) A written record of each meeting covering the meeting date, persons in attendance, and
the health and safety issues discussed (at a minimum) will be made available to all
employees.

7) The written record of each meeting will be retained for as long as is required by District
policy.

RESPONSIBILITIES:

The Site Safety Committee shall have the following specific responsibilities:

1) Reviews results of periodic scheduled worksite inspections.

2) Reviews investigations of occupational accidents and cause(s) of incidents resulting in
injuries, illnesses or exposure(s) to hazardous substance(s). Where/when appropriate,

submits suggestions to site [IPP Implementation Official for the prevention of future
incidents.

3) Reviews investigations of alleged hazardous conditions brought to the attention of any
committee member. When determined necessary by the committee, conducts its own
inspections or investigations to determine remedial solutions.

4) Reviews employee safety suggestions. Submits recommendations to assist management
in the evaluation of suggestions.

5) Ineventof a CalfOSHA citation, can verify (to the California Division of Occupational Safety
and Health) that the action(s) taken by site management to abate the citation(s) are as
required.

6) Conducts an inspection of the site, as described in the SAFETY INSPECTIONS Section of
this Program.

7) Recommends new safety policies or procedures to designated site IIPP Implementation
Official and/or Site Safety Official.

HAZARD EVALUATIONS & SAFETY INSPECTIONS

Hazard evaluations and scheduled inspections are essential to an effective iIPP in order to
identify and eliminate hazards, and unsafe conditions and work practices.

PROCEDURE

1) Supervisors should, as a general practice, make a daily informal inspection of the areas
under their supervision for the purpose of detecting unsafe work practices and conditions.

2) An operations staff member or designee will make a daily formal inspection of the facility
including the exterior of buildings and grounds. A copy of the “Daily Site Inspection
“Checklist” (Inspection Checklists starting on page 24) will be submitted at the end of the

month and kept with the |IPP and at the District Service Center and will be maintained for
no less than five (5) calendar years.

3) A special hazard evaluation inspection will be made by management and/or designee when
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made aware of a new or unrecognized hazard.

4) All formal safety inspections will be documented. Informal daily inspections will be
documented and maintained at the site and in Facilities Services for a period of no less
than three (3) calendar years. When hazards are noted that cannot immediately be
corrected a work order will be prepared and tracked until such time as the hazard has been
corrected.

5) Copies of the inspection checklist will be submitted to the site IIPP Implementation Official
and/or the Site Safety Official.

6) The formal annual inspection report will be submitted to the site Principal, Superintendent,
Assistant Superintendent of Business Services for corrective action.

7) Tagging of Unsafe Facilities or Equipment: Facilities and equipment noted to be unsafe
for use should be immediately tagged. If a facility or piece of equipment is unsafe or
reflects an imminent danger, a written report is to be submitted to lIPP implementation
Official and/or Site Safety Official immediately. Personnel who continue to use any
tagged item, or who willfully removes the tag before the unsafe condition is corrected
shall be subject to disciplinary action up to and including dismissal.

CORRECTION of UNSAFE CONDITIONS or WORK PRACTICES

A procedure to assure that timely corrective action is taken whenever unsafe conditions, work
practices, procedures or behaviors are observed or discovered is an essential element of an
effective [IPP. In addition, a system for correcting hazards is required to comply with Titie 8 of
California Code of Regulations, Section 3203 when feasible.

IMPORTANT: This procedure for correction and tracking of action taken to correct hazards
applies regardless of the means for the reporting of the hazard, i.e. safety inspection, accident
investigation, suggestion or any other means by which the hazard is reported.

PROCEDURE

1) Unsafe conditions and/or acts will be corrected as soon as possible. When a hazard
exists that cannot be immediately corrected without endangering employees and/or
property or, if funds are unavailable, IIPP Implementation Official or his/her designee will
see that:

a) all exposed personnel are removed from the area except those necessary to correct
the hazardous condition, and

b) the employees involved in correcting the hazardous condition(s) are provided the
necessary safeguards.

2) Hazardous conditions or procedures for which no corrective action can be determined will
be brought to the attention of the Site [IPP Implementation Official for assistance in
resolving action to be taken.

3) Ahazard corrective action log will be kept by Facilities Services through the wotk order
system. This log will be kept to track corrective action taken on any hazards or tangible
safety concerns reported in inspections, accident investigations, and any other means of
nofification.

4) Time specified for corrective action is to be appropriate to the severity of the hazard using
11



the guidelines in Table I, below:

TABLE |

SEVERITY CLASSIFICATION | CORRECTION SCHEDULE

IMMINENT
A condition or practice with the potential for
permanent disability, loss of life or body part,
and/or extensive loss of structure,
equipment, or material.

SERIOUS
A condition or practice with the potential of
serious injury or iliness (resulting in
temporary disability) or property damage
that is disruptive.

MINOR
A condition or practice with potential for
minor (non-disabling) injury or iliness or non-
disruptive property damage.

Isolate (barricade) or remove from
service.

Complete corrections within
specific time period (Completion
date should be 30 days or less,

when feasible).

Schedule corrections into routine
maintenance program (when
feasible).

ACCIDENT INVESTIGATION & REPORTING

Investigation of accidents is a requirement of Title 8 of California Code of Regulations, Section
3203. Accident investigation is important to determine cause and to implement corrective

action to prevent further occurrences.
SCOPE
1) Investigations should be conducted for all incidents,

a) The California Division of Workers' Compensation requires every employer to file
"Employer's First Report of Injury” and a "Workers' Compensation Claim Form (DWC
1)" on each injury involving medical attention beyond that of first aid.

b} Cal/lOSHA regulations require that the nearest Cal/lOSHA District Office be notified
within 24 hours of any fatality or serious injury. A serious injury is defined as
hospitalization for more than 24 hours (for reasons other than observation), loss of any
member of the body, or any serious degree of permanent impairment.

2) Accident investigation reports will be used to develop injury statistics and analyses to assist
management in the improvement of its safety and loss control.

PROCEDURE

1) Every work related injury, regardless of its severity, must be reported immediately by the
employee to hisfher supervisor.

2) The supervisor will conduct an investigation and submit a completed "Supervisor's Accident
Investigation and Injury and lliness [ncident Report" to the Site Administrator (or designee)

12




3)

7)

8)

in a timely manner. Special emphasis is to be placed on corrective action or
recommendations for corrective action to prevent similar occurrences.

For any injury requiring medical attention, or that has the potential for medical attention, the
supervisor and the employee will complete and sign a "Workers' Compensation Claim Form
(DWC 1y".

In the event of a fatality or serious injury or iliness, the Site [IPP Implementation Official,
Site Safety Official or designee must contact the Burbank Unified School District
Superintendent's Office at (818) 729-4422 and Human Resources Services at (818) 729-
4416 by telephone, or in person, as soon as practically possible, but not longer than 4
hours after discovery (the District must contact the nearest Cal/lOSHA District Office via
telephone or facsimile within 8 hours of the knowledge or with diligent inquiry would have
known of the serious injury/iliness or death).

a) A serious injury is defined as hospitalization for more than 24 hours (for reasons other
than observation), loss of any member of the body, or any serious degree of permanent
impairment.

The Site IIPP Implementation Official, Site Safety Official or designee will complete the
“Employer’s Report of Occupational Injury or lliness,” Form 5020, latest revision. The report
must be submitted to the Human Resources Services within 24 hours for Division of Labor
Statistics and Research, Department of Industrial Relations reporting requirement of five
(5) days after the occurrence has been reported. This form will also be submitted for any
medical treatment provided for pesticide or suspected pesticide poisoning.

Corrective action will be initiated in accordance with the Policy on Correction of Unsafe
Work Conditions and Practices.

The Site IIPP Implementation Official and/or Site Safety Official will review each
"Supervisor's Accident Investigation and Injury and lliness Incident Report" to determine
that it is properly completed and that appropriate remedial action was taken or
recommended. When the report is incomplete or of poor quality, it will be returned to the
supervisor for additional information or action.

A copy of the "Supervisor's Accident Investigation and Injury and lliness Incident Report"
relative to any chemical or asbestos exposure will be maintained in Human Resources
Services and retained for 30 years.

INVESTIGATIVE PROCESS

1)

2)

3)

Immediately after an accident, the supervisor must ensure that any injured employee(s)
receive medical treatment when necessary. The next action is to take measures to control
hazards to people, and limit further equipment, physical or property damage.

Unless necessary, the immediate physical environment of the accident area is not to be
disturbed until all personnel involved in the investigation have had ample time to examine
the scene. Do not attempt to repair or remove the source of the accident until it has been
evaluated by all those involved in the investigation. Where possible, photographs and/or
videotape should be taken of the scene, unsafe conditions, and of the agency involved in
the accident.

The supervisor should interview the injured employee(s) as soon as possible. There are
two circumstances under which it is correct to postpone questioning of injured personnel:

a) If doing so delays medical treatment.
b) If the injured is extremely upset or in pain.

13



4) Have the employee provide a written statement of facts to include:
a) Any related events leading up to the accident
b) The accident itself

i) Location of incident

i) Date

iii) Time

iv) Specific work being performed

v) Injured or area(s) of pain

vi} Witness(es) and their location(s) related to the accident
vii) If injured employee(s) was/were moved where and why

5) Witnesses are important sources of accident information and should be interviewed
promptly and separately after an accident. The following steps should be taken when
conducting accident investigations:

a) Remind the witness to give histher complete version in writing.
b) Ask questions to fill in the gaps.
c) Check your understanding of the accident.

6) Discuss methods of preventing the accident from reoccurring with the injured employee and
witness(es).

7) Detailed notes of all comments are to be recorded in writing and kept with the "Supervisor's
Accident Investigation and Injury and lliness Incident Report ™.

8) The investigator(s} must keep in mind that in almost every accident a combination of
hazardous conditions and unsafe acts combined fo cause the accident. Mechanical
defects, such as missing or inadequate guards, poor maintenance, congested work areas
or poor lighting must be considered and recorded. There can be more than one unsafe act
and hazardous condition involved in a single accident.

9) If similar incidents are to be prevented from reoccurring, the cause(s) of the unsafe act(s)
and/or condition(s) must be determined and corrective action taken, when feasible.

10)1t is the responsibility of {IPP Implementation Official to ensure that corrective action is taken
in all investigations of injuries and property damage, if feasible.

EMPLOYEE SAFETY ORIENTATION & TRAINING

Employee safety awareness is needed to instill and maintain safety education and awareness
and to ensure that employees have been advised of general safety practices and the hazards
associated with their job assignments. Employee safety training is required by Title 8 of
California Code of Regulations, Section 3203.

SCOPE

1) Employee training will be provided to new employees, employees given new job
assignments, when a new piece of equipment is introduced into the work environment, if
and when necessary or required, on-going general safety awareness training and speciai
skills training.

2) Employee training must be documented, as required by Title 8 of California Code of
Regulations, Section 3203, and will include the following information, at a minimum: date(s)
of training, subject/topic covered, employee's name and trainer's name.
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PROCEDURE

EMPLOYEE SAFETY ORIENTATION AND JOB SAFETY INSTRUCTION:

1)
2)

3)

4)

6)

7)

All new employees will be provided a safety orientation.

The employee's immediate supervisor will be responsible for providing the safety
orientation and job instruction training.

The safety orientation program will cover at a minimum:

a) Site IIPP (school site program as it relates fo Title 8 of California Code of Regulations,
Section 3203) and the employee's responsibility to participate.

b) General facility safety rules and the means for ensuring their compliance. Focus should
be on the site’s desire to maintain a safe and healthy work environment.

c) Housekeeping and cleanup requirements for the job and area for which they will be
responsible.

d) Personal protective equipment and clothing requirements. The reason for the
equipment or clothing should be explained, along with its proper use, care, and
maintenance.

e) Procedures for obtaining first aid and reporting injuries, and the need to complete the
required forms.

f) Procedures for reporting hazards or safety concerns. The suggestion system that can
be used to protect their anonymity must be covered. However, the employee should be
strongly encouraged to report any hazards or concerns immediately to a supervisor so
that it can be promptly corrected.

g) The specific hazards to which they may be exposed on their job assignment. Typical
exposures could be overhead material handling equipment, noise, flammable or toxic
chemicals, electrical hazards, manual materials handling, etc. The supervisor must
explain each hazard in detail. Do not take for granted that prior to explanation the
employee understands the hazards related to the subjects covered.

h) The fire hazards and controls to which they might be exposed.

i) If chemicals are involved on the job: Hazard Communication and/or Chemical Hygiene
Programs trainings.

j) Basic emergency procedures as they apply to the location or facility in which they will
work, and referencing the “Emergency Procedures” (rainbow flipchart).

The "Employee Safety Orientation Checklist” (page 23) will be used to record the
employee's safety orientation. The checklist will be initialed by the trainer as each item is
covered and signed by both the trainer and the employee upon completion. The checkiist
will be retained.

After completion of the safety orientation, the employee will receive job instruction training
from his/her immediate supervisor. This training may be conducted with the help of an
experienced employee skilled in the assigned job.

The job instruction training will cover the specific hazards and safety precautions fo be taken
as part of the job(s) or task(s) to be done. Job instruction training will be documented on
the "Employee Safety Orientation Checklist" and documentation will be retained.

Supetrvisors should be sure employees understand safety requirements. Employees’ work
habits and practices should be frequently monitored to ensure they are working safely and
understand their job and the hazards associated with their job. Positive reinforcement of
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proper and safe work practices is to be stressed. However, if improper or unsafe practices
are noted, supervisors should immediately retrain and/or coach employees in the correct
procedures. Repeated violations should not be permitted. Disciplinary action following
appropriate procedures should be taken.

EMPLOYEES GIVEN NEW JOB ASSIGNMENTS:
1) All employees participating in new job assignments will be provided with job instruction
training.

2) If the empioyee has prior experience performing the job, any changes in the past job
procedures must be communicated, particularly any additional safety measures that have
been implemented since last performing the job.

3) The supervisor is responsible for testing the employee’s level of job knowledge allowing the
employee to work alone.
SPECIAL SKILLS TRAINING:

1) The site lIPP Implementation Official and Site Safety Official will work with appropriate
supervisor/department head to establish and coordinate special skills training.
2) Special skills training will be scheduled as needed. Special skills training may include:
a) CPR/First Aid
b) Bloodborne Pathogens
c¢) Fire Extinguisher Training
d) Forklift Training
e) Electrical Safety

3) The skill level of an employee, is to be closely monitored by hisfher supervisor and, if
deemed necessary, retraining/additional training provided.
HEALTH AND SAFETY TRAINING

Awareness of potential health and safety hazards, including knowledge of how to control
such hazards, is critical in maintaining the following:

1) A safe and healthful work environment.
2) Prevention of injuries, illnesses and accidents.

This site is committed to instructing all employees in safe and healthful work practices. To
achieve this goal, training that involves general and specific safety procedures will be
provided.
1) When Training Wiil Occur
a) Training will be provided as follows:
i) Upon hiring;
i) When an employee is given a new job assignment;
fii) When new substances, processes, procedures or equipment are introduced into
the workplace;
iv) When the District is made aware of a new or previously unrecognized hazard
v} As deemed necessary.
2) Areas of Training

a) Required frainings will be dependent upon job classifications and tasks.
Determinations of required trainings will be made at the District level and may be
specific to the individual sites.
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