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RESPONSIBILITY

The Injury and lliness Prevention Program (lIPP) administrator, Dr. Rani Goyal, Assistant
Superintendent, Human Resources, has the authority and responsibility for implementing the
provisions of this program for Sonoma County office of Education (SCOE).

All managers and supervisors are responsible for implementing and maintaining the 1IPP in their
work areas and for answering employee questions. The |IPP is posted on the SCOE Employee
Website. A master copy of the IIPP is maintained in Human Resources.

COMPLIANCE

The following is our system of ensuring that all employees comply with the rules of this IIPP and
that they maintain a safe work environment.

Site / Department Administrators, Directors, Managers, and Supervisors are responsible
for:

e Ensuring all safety and health policies and procedures are clearly communicated and
understood by all employees under their supervision, and that the rules are enforced fairly
and uniformly.

e Informing employees of the provisions of the IIPP.

e Providing training to employees.

e Evaluating the safety performance of all employees.

e Recognizing employees who perform safe and healthful work practices.

e Disciplining employees for failure to comply with safe and healthful work practices after
receipt of training.

All employees are responsible for:
e Employing safe work practices.
e Following directives, policies and procedures.
e Assisting in maintaining a safe work environment.

e Adhering to all motor vehicle, fire, and other safety laws and ordinances.



COMMUNICATION

All managers and supervisors are responsible for communicating with all employees about
occupational safety and health in a form readily understandable by all employees. Our
communication system encourages all employees to inform their managers and supervisors
about workplace hazards without fear of reprisal.

Our communication system includes:

New employee orientation includes a discussion of safety and health policies and
procedures, which occurs during HR on-boarding sessions.

Review of our IIPP as posted on the SCOE employee website.
Workplace safety and health training programs.

Regularly scheduled safety meetings.

Posted or distributed safety information.

A system for workers to anonymously/confidentially inform management without fear of
reprisal about workplace hazards through use of the Hazard Report Form, or via email to
the Facilities/Operations & Maintenance Manager.

HAZARD ASSESSMENT

Periodic inspections to identify and evaluate workplace hazards shall be performed by a qualified
individual (such as a Supervisor; Facilities/Operations & Maintenance Manager; |IPP
Administrator; Fire Official; or a person designated who by reason of training, experience, or
instruction has demonstrated the ability to identify potential hazards) according to the following
schedule:

When the IIPP was first established.
Annually during the first quarter of the fiscal year.

When new substances, processes, procedures, or equipment that present potential new
hazards are introduced into a specific department/workplace.

When new, previously unidentified hazards are recognized.
When occupational injuries and illnesses occur.

Whenever workplace conditions warrant an inspection.

Periodic inspections may be performed by utilizing the Facility Inspection Tool (FIT), which is
available in Facilities/Maintenance and Operations, to identify and evaluate workplace hazards,
including collecting information from employees.



https://www.scoe.org/dpfile/3514-hazard-report.pdf

ACCIDENT/EXPOSURE INVESTIGATIONS

Procedures for investigating workplace accidents, hazardous substance exposures and
near-accidents include:

e Visiting the accident, near-accident or exposure scene as soon as possible.

e Interviewing affected employees and witnesses.

e Examining the workplace for factors associated with the accident/exposure/near-accident.
e Determining the cause of the accident/exposure/near-accident.

e Taking corrective action to prevent future accidents/exposures/near-accidents from
reoccurring

e Recording the findings and corrective actions taken as follows:

o In the event of an employee injury, the Employee Injury Report must be completed
and submitted to Human Resources.

o In the event of a hazard exposure, the Hazard Report Form must be completed and
submitted to Facilities/Maintenance and Operations.

HAZARD CORRECTION

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely
manner based on the severity of the hazards. Hazards shall be corrected according to the
following procedures:

e \When observed or discovered.

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

e Hazard corrections are noted on the Hazard Report Form.

TRAINING AND INSTRUCTION

All employees, including managers and supervisors, shall have training and instruction on general
and job-specific safety and health practices through our online and regulatory compliance
programs provided through PublicSchoolWORKS, as well as outlined in the SCOE Emergency



https://www.scoe.org/dpfile/Employee_Injury_Report_March_2017_RE.pdf
https://www.scoe.org/dpfile/3514-hazard-report.pdf
https://www.scoe.org/dpfile/3514-hazard-report.pdf

Operations Plan. Training and instruction is provided as follows:

When the IIPP was first established.
To all new employees.

To workers given new job assignments for which training has not previously been
provided.

Whenever new substances, processes, procedures, or equipment are introduced to a
specific workplace environment or job duty and present a new hazard.

Whenever a new or previously unrecognized hazard is discovered.

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

To all workers with respect to hazards specific to each employee’s job assignment.

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

Implementation and maintenance of the IIPP.

Emergency action and fire prevention plan.

Provisions for medical services and first aid, including emergency procedures.
Prevention of musculoskeletal disorders, including proper lifting techniques.

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

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

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

Proper reporting of hazards and accidents to supervisors.

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

Proper storage and handling of toxic and hazardous substances, including prohibiting
eating or storing food and beverages in areas where they can become contaminated.

EMPLOYEE ACCESS TO THE IIPP

SCOE employees, or their designated representative(s), have the right to examine and receive a
copy of our IIPP. This will be accomplished by providing unobstructed access through The SCOE
Employee Website, which allows an employee to review, print, and email the current version of



the Program. Employee access to the website, server and internal communications are
predictably and routinely integrated in their regular work duties.

Any copy provided to an employee or their designated representative(s) need not include any of
the records of the steps taken to implement and maintain the written [IP Program.

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

e The name and signature of the employee authorizing the designated representative.
e The date of the request.
e The name of the designated representative.

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

RECORDKEEPING

SCOE is a local governmental entity and is not required to keep written records of the steps
taken to implement and maintain the IIPP. It is, however, SCOE policy to maintain records as
described below:

e Copies of Facility Inspection Tool (FIT) Forms will be retained for a minimum of one year
in the Facilities Department.

e Training Documents will be retained for a minimum of one year at a site administration
office and/or a Department office.

e Additional forms referred to in the |IPP are maintained at the discretion of the IIPP
Administrator and/or the Facilities/Operations & Maintenance Manager.



