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Introduction 

Santa Barbara County Education Office (SBCEO) values the personal safety of each 
employee at their workplace. SBCEO has developed this Injury and Illness Prevention 
Program (IIPP) for all employees to follow to maintain a safe and healthy work environment 
at all SBCEO sites. The primary objective of this IIPP is to prevent employee injuries or 
illnesses at the workplace. This program will ensure, to the greatest extent possible, 
compliance with legal requirements and standards of safe work practices. The success of this 
program is a high priority and will be accomplished through cooperation and support of all 
employees. This IIPP describes SBCEO’s implemented efforts of responsibility, compliance, 
communication, hazard assessment, investigation, hazard correction, training and instruction, 
and recordkeeping to ensure a safe and healthy work environment at SBCEO. 
 

IIPP Key Objectives 
SBCEO’s implementation of this IIPP will accomplish the following key objectives: 
●​ Protection of the health and safety of employees by mitigating the potential risk of 

disease, illness, injury and harmful exposures. 
●​ Reduction of workers’ compensation claims and costs. 
●​ Retention and maintained access to the workplace for employees. 
●​ Minimization of time and effort dedicated to replacement, reassignment, and training of 

employees who are injured or ill. 
●​ Increased employee morale due to trust in management’s prioritization of employee 

health and safety. 
●​ Maintained compliance with Health and Safety Codes to minimize vulnerability to 

potential penalties from regulatory agencies. 
 

Statutory Authority 
●​ California Labor Code Section 6401.7  
●​ California Code of Regulations Title 8, Sections 1509 and 3202 

 

Contact 
If you have any questions regarding this Injury and Illness Prevention Program, please 
contact Gina Branum, Associate Superintendent, Human Resources, at (805) 964-4711, ext. 
5279. 
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Responsibility 

The responsibility for establishing and maintaining effective environmental health 
and safety policies specific to SBCEO facilities, operations, and responsibilities of this IIPP 
are established with: 
 

Primary Responsibility: 

Dr. Susan Salcido 
County Superintendent of Schools 
(805) 964-4711, ext. 5285 
ssalcido@sbceo.org 

Alternate Responsibility: 

Gina Branum 
Associate Superintendent, Human Resources 
(805) 964-47111, ext. 5279 
gbranum@sbceo.org 

 

Santa Barbara County Education Office 
The SBCEO Safety Liaison or Associate Superintendent, Human Resources, will serve as the 
point of contact for notifying the SIPE Safety Officer regarding any state or federal 
inspection related to occupational health and safety and its outcome, and notifying Workers 
Compensation Administrators and Cal/OSHA of any occupational fatality or serious injury or 
illness immediately.  

Leadership  
It is the responsibility of Supervisors and Managers to follow procedures which ensure 
effective compliance with this IIPP, as well as other health and safety policies related to 
operations under their control. 
 
Supervisors and Managers, are responsible for: 
1.​ Enforcement of this IIPP among the employees under their direction by carrying out the 

various duties outlined in this IIPP; 
2.​ Setting acceptable safety policies and procedures for each employee to follow;  
3.​ Ensuring that employees receive general safety training;  
4.​ Ensuring that appropriate job specific safety training is received by the employees;  
5.​ Understanding how to safely accomplish the tasks assigned to each employee; 
6.​ Purchasing appropriate personal protective equipment; and 
7.​ Evaluating employee compliance with SBCEO requirements. 
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Individuals 

Immediate responsibility of workplace health and safety rests with each individual employee.  
 

Employees are responsible for: 
1.​ Following the established work procedures and safety guidelines in their area as well as 

those identified in this IIPP; 
2.​ Using the personal protective equipment issued to protect them from hazards; and 
3.​ Reporting any unsafe conditions to their supervisors. 
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Compliance 

SBCEO compliance with this IIPP will be achieved in the following manner: 
1.​ Supervisors and Managers will set positive examples for working safely and require that 

all employees under their direction work safely. 
2.​ Supervisors and Managers will use all training methods available to them to ensure that 

employees follow established safety policies and procedures. Disciplinary actions 
through performance evaluations, verbal counseling, written warnings, and other forms of 
disciplinary action may be used as necessary. 

3.​ Supervisors and Managers will include the necessary resources to provide a safe work 
environment for their employees when budget planning. 

4.​ All SBCEO employees will be encouraged to report potential safety hazards to 
Supervisors and Managers without fear of reprisal. 

5.​ All SBCEO employees will be encouraged to report any potential worksite-related injury 
and illness to the SBCEO Human Resources Office without fear of reprisal. 

6.​ SBCEO will inspect worksites, investigate reported potential safety hazards and 
worksite-related injuries and illnesses and take appropriate corrective action for identified 
hazards. 

7.​ SBCEO reviews safety orders, regulations, industry standards, internal records relating to 
safety incidents and outside resources for industry statistics.  
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Communication 

Effective two-way communication, which involves employee input, on matters of workplace 
safety is essential to maintaining the efficacy of this IIPP. SBCEO implements the following 
practices to ensure accurate and timely communication: 
1.​ Use of employee bulletin boards for posting safety information as it becomes available in 

a location accessible to all employees and in a language understood by employees in 
compliance with state and federal requirements. Postings will include changes in 
protocol, safety bulletins, accident statistics, training announcements, and other 
safety-related information. 

2.​ Managers and Supervisors will provide time at periodic employees meetings to discuss 
safety topics inclusive of status reports on safety inspections, hazard correction projects 
and accident investigation results, as well as feedback to previous employee suggestions 
while maintaining confidentiality as appropriate.  

3.​ SBCEO encourages employees to participate in safety-related discussions and give 
suggestions to improve the safety of the worksite without fear of reprisal. SBCEO retains 
Safety Meeting Agendas for a minimum of 3 years. The Safety Meeting/Training 
Attendance Sheet should be used to document attendance and topics covered. (See 
Appendix I- Sample Safety Meeting/Training Attendance Sheet) 

4.​ SBCEO may use additional written communication methods such as: 
a.​ Posters 
b.​ Bulletins  
c.​ Newsletters 
d.​ Manuals and handbooks 
e.​ Meeting minutes 
f.​ Warning labels 

5.​ SBCEO encourages employees to report any potential worksite-related health or safety 
hazard to Managers or Supervisors or using the Report a Concern Form available via 
SBCEO staff Intranet and the public www.sbceo.org website. (See Appendix II- Report a 
Concern Form) without fear of reprisal.  

6.​ SBCEO encourages employees to report any potential worksite-related injury and illness 
to the SBCEO Human Resources Office without fear of reprisal. 

7.​ Supervisors will follow up on all suggestions, investigate employee concerns and reports 
of potential hazards and worksite-related injuries and illnesses as well as provide 
communication back to the requesting employees regarding investigation findings and 
corrective actions, if any.  

a.​ Supervisors will document investigation and corrective actions on the Employee 
and Supervisor Industrial Incident Report which will be retained for 5 years. (See 
Appendix III- Sample Employee and Supervisor Industrial Incident Report)  
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b.​ SBCEO will document investigation of injuries and illnesses on the Log of 

Work-Related Injuries and Illnesses, with record retention for 5 years. (See 
Appendix IV- Log of Work-Related Injuries and Illnesses) 

8.​ Supervisors will address Incidents of Non-compliance by: 
a.​ Stating such examples at employees meetings while maintaining confidentiality; 
b.​ Reviewing and discussing success stories at Safety Committee Meetings, 

employees meetings, and with the larger organization as appropriate;  
c.​ Debriefing and reviewing incidents, injuries, illnesses that could have been 

avoided, with the intent of changing and updating practices and procedures while 
maintaining employee confidentiality; 

d.​ Facilitating an immediate discussion between the Supervisor and the employee 
who is discovered to be working in an unsafe manner; and 

e.​ Implementing appropriate SBCEO progressive disciplinary actions including and 
up to termination of the employee in accordance with Education Code, adopted 
board policy, Personnel Commission rules, and collective bargaining agreements. 

Safety Committee 
The function of the SBCEO Safety Committee is to create and maintain a positive and active 
interest in safety with open, reciprocal and interactive communication between SBCEO 
leadership and employees representing SBCEO departments. The Safety Committee provides 
a forum where employees can provide feedback and take part in the discussion of safety 
policies, safety training, accident causes and means of prevention.The Safety Committee 
allows for a broad spectrum of expertise to resolve potential worksite health and safety 
deficiencies in a practical, cost effective manner with shared benefit for the participants. 
 
This approach affords all levels of employees to be involved in the decision-making process 
to optimize the health and safety of the work environment. The demonstration of a shared 
priority of health and safety of SBCEO employees promotes a positive work atmosphere 
while reducing injuries and accidents that result in higher production and lower costs. 
 
The SBCEO Safety Committee meets regularly and has the support of SBCEO Leadership. 
Safety Committee meeting agendas and minutes will be retained for a minimum of 3 years 
with a copy provided to affected employees. Committee representatives shall include 
representatives from different Divisions.  
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Hazard Assessment 

The SBCEO health and safety inspection program reduces unsafe conditions to prevent 
personal injuries, illness, or property damage. It is the responsibility of the Facilities Director 
and/or the Manager of Facilities and Project Planning to ensure that appropriate, systematic 
safety inspections are conducted periodically. 

Scheduled Safety Inspections 
SBCEO implements scheduled safety inspections to detect and eliminate any hazardous 
conditions that may exist. SBCEO documents inspections and actions taken to correct any 
detected hazards using the General Health and Safety Inspection Form. (See Appendix V- 
Sample General Health and Safety Inspection Form) 
Safety inspections are conducted at the frequency described below: 
1.​ Annual inspections of SBCEO-managed workplaces. 
2.​ Semi-annual inspections of all areas with a higher potential for hazards. 

Unscheduled Safety Inspections 
1.​ Unscheduled, additional safety inspections will be conducted by the Internal Services 

Department, Student and Community Services Department, Supervisor or Manager 
whenever there is a report of a potential hazard, and when new equipment and changes in 
procedures are introduced into the workplace that possibly present new hazards. 

2.​ Facilities Director and/or the Manager of Facilities and Project Planning will conduct 
periodic unscheduled safety inspections of all potentially hazardous areas to assist in the 
maintenance of a safe and healthful workplace. 

3.​ Safety reviews will be conducted when occupational accidents or unsafe incidents occur 
to identify and correct hazards that may have contributed to the accident. 
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Accident, Exposure and Incident Investigations 

Under the direction of the Associate Superintendent, Human Resources, Supervisors, and 
Managers will investigate all accidents, injuries, occupational illnesses, near-miss incidents 
and verified incidents to identify the root cause. SBCEO implements prompt corrective 
action to repair and/or make procedural changes to prevent the recurrence of an accident, 
injury, occupational illness, near-miss incident and verified incident due to an identified 
worksite hazard. SBCEO accident/exposure/incident investigations and corrective actions are 
documented on the SBCEO Employee and Supervisor Industrial Incident Report and/or, if 
applicable, the Workplace Violence Incident Log. (See Appendix III- Sample Employee and 
Supervisor Industrial Incident Report and Appendix VII- Workplace Violence Prevention 
Plan) 
 
The reporting employee, Supervisor, or Manager must complete their respective portions on 
the Incident Report and the Log of Work-Related Injuries and Illnesses to ensure timely 
accounting for Workers’ Compensation procedures. Forms are available at the SBCEO 
Human Resources Department, SBCEO worksite, and on the SBCEO Intranet. (See 
Appendix III- Sample Employee and Supervisor Industrial Incident Report and Appendix IV- 
Log of Work-Related Injuries and Illnesses) 
 

Hazard Correction 
SBCEO promptly investigates potential hazards and implements corrective procedures and/or 
repairs in response to identified hazards with priority. SBCEO recognizes that hazards range 
from imminent dangers to hazards of relatively low risk that necessitate a varied degree of 
response action. Corrective actions or plans, including suitable timetables for completion, are 
the responsibility of the Supervisor or Manager and the Associate Superintendent, Human 
Resources. SBCEO documents hazard correction actions on the Incident Report and/or 
Hazard Assessment Forms. (See Appendix III- Sample Employee and Supervisor Industrial 
Incident Report and Appendix VII- Workplace Violence Prevention Plan) 
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Training and Instruction 

SBCEO provides dissemination of safety information to ensure the success of this IIPP. 
SBCEO trains all employees in general safe work practices and procedures. SBCEO requires 
specific instruction with respect to hazards unique to each employee’s job categorization. 
SBCEO training may consist of in-person training, reviewing written documentation, and/or 
online training. SBCEO documents employee training and instruction on the Employee 
Health and Safety Training Form or utilizes other equivalent means conducive for record 
keeping with Human Resources, including use of a digital or web-based database. (See 
Appendix VI- Sample Employee Health and Safety Training Record) 

Training and Instruction Responsibilities 
1.​ The Associate Superintendent, Human Resources, or designee, ensures Supervisors, and 

Managers receive the training necessary to familiarize themselves with the safety and 
health hazards faced by employees under their authority.  

2.​ Supervisors and Managers know the hazards related to their employee’s job tasks, and 
ensure employees receive appropriate training to ensure safe practices. 

3.​ Supervisors and Managers ensure that all employees receive general and job-specific 
training prior to initial or new job assignments. 

4.​ Supervisors and Managers ensure that employees are trained whenever new substances, 
processes, procedures or equipment are introduced to the workplace which may create 
new hazards. 

5.​ Supervisors and Managers ensure that employees are trained when new or previously 
unrecognized hazards are brought to a supervisor’s attention. 

6.​ Supervisors and Managers ensures training is documented and kept on file for 3 years. 

General Safe Work Practices Training and Instruction 
At a minimum, as a routine component of new employee orientation and annual training 
programs, employees are trained in the following, in accordance with current regulations: 
1.​ Safe workplace practices and protocols 
2.​ Fire Safety, Evacuation, Violence Prevention (See Appendix VII- Workplace Violence 

Prevention Plan) and Emergency Procedures  
3.​ Injury & Illness Prevention Program  
4.​ Hazard Communication Reporting 
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Specific Safe Work Practices Training and Instruction 

In addition to the general training, each SBCEO employee is instructed on how to protect 
themselves from the hazards specific to the assigned job duties. SBCEO requires training to 
be completed before beginning to work on assigned equipment, and whenever new hazards 
or changes in procedures are implemented. Specific safe work practices training includes, but 
is not limited to, the following based on assigned job responsibilities: 
1.​ Specific workplace equipment, such as: 

a.​ Ladders and fall protection  
b.​ Power and hand tool safety  

 
2.​ Specific safe practices for job performance, such as: 

a.​ Confined spaces 
b.​ Bloodborne pathogens management 
c.​ Hazardous materials communication 
d.​ Heat illness prevention   
e.​ Use of personal protective equipment, including respiratory protection 
f.​ Electrical safety 
g.​ Agriculture operations 
h.​ Pest management 
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Recordkeeping 

Many standards and regulations of Cal/OSHA contain requirements for the maintenance and 
retention of records for occupational injuries and illnesses, medical surveillance, exposure 
monitoring, inspections and other activities relevant to occupational health and safety. 
SBCEO complies with these regulations and demonstrates the implementation of this IIPP by 
maintaining records at SBCEO Human Resources or at the worksite in accordance with 
SBCEO protocols for confidentiality and record storage: 
1.​ Copies of all General Health and Safety Inspection Forms are retained for a minimum 5 

years. (See Appendix V- Sample General Health and Safety Inspection Form) 
2.​ Copies of all Employee and Supervisor Industrial Incident Report Forms, (See Appendix 

IV- Cal/OSHA Form 300, Log of Work-Related Injuries and Illnesses), hazard 
investigation and hazard correction documentation are retained for a minimum of 5 years 
or the duration of employment, whichever is shorter. (See Appendix III- Employee and 
Supervisor Industrial Incident Report) 

3.​ Copies of SBCEO employee training, or other training documentation of equivocal 
means including digital records, and related training documents are retained for a 
minimum of 3 years. (See Appendix I-Sample Employee Health and Safety Training 
Record) 

4.​ Copies of all Safety Meeting Agendas are retained for a minimum of 3 years. 
5.​ SBCEO will present records to Cal/OSHA or other regulatory agency representatives as 

requested.  
6.​ SBCEO reviews safety records routinely and during inspections and investigations to 

measure compliance with this IIPP. 
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Appendix 
 

The following are SBCEO adopted programs with references and sample forms that may be 
used to implement this Illness and Injury Prevention Program. 
 
Appendix References: 
Santa Barbara County SIPE IIPP Safety Forms: https://www.sbsipe.org/employee-safety.html 
Cal/OSHA Publications: ​​https://www.dir.ca.gov/dosh/puborder.asp 
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Appendix I- Sample Safety Meeting/Training Attendance Sheet 

SBCEO Sample Safety Meeting/Training Attendance Sheet: 
https://docs.google.com/document/d/1PC9QuRwGEBnN5ux-XP4_KheipfSYV9ohAqzlCN6Va
mo/edit?tab=t.0#heading=h.i9r8mj7grtpc 

This form may be used in compliance with the SBCEO Illness and Injury Prevention Program 
(IIPP) to document training of employees. This sheet should be used to document attendance at 
Safety Meetings and/or health and safety training, topics covered, and copies of the provided 
information. SBCEO retains training documentation and Safety Meeting Agendas for a minimum 
of 3 years.  

Check all that apply for this sheet: 
​Safety Meeting (attach minutes and agenda)  
​Employee Training (attach training documents) 

Topic: [enter topic(s)] 
Date training completed: [enter date] ​ Duration of training: [enter timeframe] ​  
Person that conducted the training: [enter name(s)] 
Skills and/or competencies: [enter skills and/or competencies including equipment or software] 
 

Employee Name Signature Certificate or Qualification Earned 
(if any) 
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Appendix II- Report a Concern Form 

SBCEO Report a Concern Public Form: https://www.sbceo.org/safety/report-a-concern  
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Appendix III- Sample Employee and Supervisor Industrial Incident Report 

SIPE Form 6-588: https://www.sbsipe.org/files/134177740.pdf 
 

 
 

Cal/OSHA Form 301: https://www.dir.ca.gov/dosh/DoshReg/ApndxC301Final.pdf 
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Appendix IV- Log of Work-Related Injuries and Illnesses 

Cal/OSHA Form 300: https://www.dir.ca.gov/dosh/DoshReg/ApndxA300Final.pdf 
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Appendix V- Sample General Health and Safety Inspection Form  

Department of Industrial Relations Safety Inspection Checklist Tool 2: 
https://drive.google.com/file/d/1BdpuLvbeWF1wXILeoOUzZzQ2t-GDN9FG/view?usp=shari
ng  
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Appendix VI- Sample Employee Health and Safety Training Record 

SIPE Form 1-588: https://www.sbsipe.org/files/129426574.pdf 

Page 1 of 2 
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Page 2 of 2 
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Appendix VII- SBCEO Workplace Violence Prevention Plan 
Updated Workplace Violence Prevention Plan 2024: 
https://docs.google.com/document/d/1qpa5sSOeUqfY9gNmURhwWlr2QQUKyvjNWKK8p91R54
Y/edit?usp=sharing  

Appendix VIII- SBCEO COVID-19 Prevention Program 

Updated COVID-19 Prevention Program- 1.9.24 (ETS expiration 2.3.25; recording keeping 
remaining thru 2026 with retention thru 2028): 
https://docs.google.com/document/d/1VBmxGA5e5ofN7gM0VPfGh9ENpCuyN6mk/edit?usp=sha
ring&ouid=111367647275470403713&rtpof=true&sd=true  

Appendix IX- SBCEO Job Safe Programs and Practices 

SBCEO Specific Job Safe Programs and Practices Resources Folder: 
https://drive.google.com/drive/folders/1lBI3ZOnhDOT6aIx3QjVnOGeDmMtMN_U7?usp=share
_link  
SBCEO Job Safe Programs and Practices includes, but is not limited to, the following in 
accordance with job duty requirements: 

●​ Confined Spaces 
●​ Bloodborne Pathogens Management 
●​ Hazardous Materials Communication 
●​ Heat Illness Prevention Plan (updated 4.4.25)   
●​ Use of Personal Protective Equipment (including Respiratory Protection Program) 
●​ Electrical Safety 
●​ Agriculture Operations 
●​ Pest Management 
●​ Safe Driving 
●​ Ergonomics 
●​ Food Service 
●​ Automated Defibrillation  
●​ Use of a Safety Support Belt 
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