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Section 1

Introduction

“No Job Is So Important and No Service So Urgent That It Cannot Be Done Safely.”

The object of the Kings County Injury and Illness Prevention Program (also referred to as the “Safety Program”) is to prevent accidents resulting in personal injury, property damage, and loss of income.  These objectives can only be achieved when all employees accept their responsibility to follow safe work practices and with each department’s active participation in the County’s Safety Program.

The purpose of this Safety Program Administrative Guide is to provide a source of reference and a guide to management and supervisory personnel within the County.  It should be used:

· By department managers in formulating department-specific safety policy; 

· By delegated department safety representatives in developing department-specific safety practices and procedures; and, 

· By line supervisors whose ultimate responsibility is to train and direct employees in the safe performance of their jobs.

Responsibilities

In Kings County, responsibility for developing and implementing the Safety Program is shared.

· Kings County, as the employer, is responsible for the overall establishment and implementation of the Injury and Illness Prevention Program, including its effectiveness and timeliness; for ensuring that working conditions, environments and practices are conducive to good safety and health; and for ensuring that all departments comply with state and federal laws and County policies.

· Department Managers and Supervisors are responsible for developing proper attitudes toward workplace safety in themselves and in those they supervise; for ensuring that all operations are performed with the utmost regard for the safety and health of all personnel involved; for developing and implementing safety training for employees and supervisors; and for ensuring that all County and Department safety policies and procedures are implemented and enforced.

· Employees are responsible for fully cooperating with all aspects of the Kings County Injury and Illness Prevention Program; for compliance with all department safety rules and regulations; and for continuously practicing safety while performing their duties.
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Mandated Regulations

In addition to a broad range of General Industry Safety Orders, Title 8 of the California Code of Regulations §3203 and Labor Code §6401.7 require employers to prepare and implement specific programs in the realm of employee health and safety.  The California Department of Industrial Relations, Division of Occupational Safety and Health (Cal/OSHA) enforce standards for these programs.

Kings County mandated programs are as follows: 

A.
Injury and Illness Prevention Program

B.
Hazard Communication

C.
Fire Safety and Emergency Evacuation 

D.
Documentation/Recordkeeping

Each County department must implement the mandated programs.  In addition, individual departments whose department-specific Safety Plan identifies work practices affected by other OSHA-mandated General Industry Safety Orders (GISO) must implement required safe work practices and training in those areas.  Examples include: Ergonomics, Hearing Conservation, Bloodborne Pathogens, Respirator Protection, Confined Space Entry, Equipment Lock out/Tag out/Block out, etc.

Department Safety Manual Contents and Location

Each Department will be responsible for maintaining an up-to-date Safety Manual.  The Safety Manual must be kept in a location accessible to all employees, and employees must be informed of its location.  

A master copy of the Department’s most current Safety Plan must be kept in the Safety Manual.  In addition, the Safety Manual must include at least the following:

1.
Kings County IIPP Policy.

2.
Department Hazard Assessments.

3.
Documentation of Department Safety Inspections.

4.
Department Safety Training outline(s) for initial and on-going employee training.

5.
Documentation of refresher training sessions conducted, including employee sign-in sheets.

6.
Multiple copies of Form IIPP-08:  “Employee Report of Safety Hazard”.

7.
Documentation of Emergency Evacuation Drills

8.
Department Compliance Audit Reports.

9.
Minutes of Department Safety Committee Meetings, if applicable. 
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Compliance Audits

The Deputy CAO-Human Resources, or his/her designee(s), will have responsibility for conducting compliance audits at least annually of departmental safety programs.  The compliance audit will include review of the Department’s Safety Plan and Safety Manual to ensure that proper documentation is being maintained and that the Department is carrying out its responsibilities in areas such as training, inspections and enforcement.  Following the completion of each compliance audit, a report of the findings and any recommendations will be made to the department head and to the County Administrative Officer.  A copy of the report will be maintained in the department Safety Manual.

If, as result of deficiencies noted during a Department’s compliance audit, specific corrective action is recommended, follow-up compliance audits may be scheduled by the Human Resources Office.  

Section 2

Injury and Illness Prevention Policy

Adopted by the Board of Supervisors: October 28, 1997

I. Policy Statement

A. The Injury and Illness Prevention Policy herein has been adopted by the Board of Supervisors and implemented by the County Administrative Office in compliance with California Labor Code §6401.7 (also known as SB 198) and General Industry Safety Order §3203.

B. The person responsible for implementing the countywide program shall be:
AllisonPicard
Deputy CAO-Human Resources
C. The Deputy CAO-Human Resources shall have overall authority and responsibility for the program, and may delegate authority to department heads for the direct implementation and oversight of safety programs at each County site.

II. System for Ensuring Employee Compliance

A. At the time of initial employment and at other periodic intervals, employees shall be notified through the County’s Safety Handbook, other written communications, verbally, and by various other methods, that compliance with established and/or common sense safety and health work practices, whether written or unwritten, is a condition of employment.  Employees who fail to adhere to job safety standards may be subject to disciplinary action, including, but not limited to, verbal reprimands, written warnings, reduction in pay, suspension, or discharge.

B. The County or specific departments may establish a program of recognition for employee compliance with safety and health standards and/or continuation of work without injury or incident by means of special notice or non-monetary award.

C. In no circumstances shall any County employee be discouraged or denied the exercise of his/her right to notify County supervisors, managers or department heads about real or potential unsafe conditions.  Furthermore, County department heads, managers or supervisors shall not discourage or obstruct employees from filing for legitimate claims of benefits or medical care for any injuries or illnesses incurred during the course of their employment with the County.  
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III. System for Communicating With Employees

A. At the time of initial employment and at other intervals, employees shall be notified verbally, through the County’s Safety Handbook, other written communications, and by various other methods, that all employees have the right and obligation to report any work-related injury or unsafe condition or hazard without fear of reprisal or threat of job security.  Such information may be submitted in any written form (signed or anonymous), or may be made verbally to the employee’s supervisor or any other member of management, or directly to the appropriate local, state or federal government agency.  A standardized form titled, “Employee Report of Safety Hazard,” is to be made readily available for employees in each County department and will be available in the Human Resources Office.  

IV. System for Identifying/Evaluating/Inspecting Hazards
A. Workplace hazards shall be identified and evaluated through:

1. Review of information concerning potential safety and health hazards provided by state and federal occupational safety and health agencies, suppliers and manufacturers of materials or substances used in operations in the County, or by manufacturers of equipment used by Kings County;

2. Analysis of the steps involved in the work process and the potential hazards associated therewith;

3. Review of accidents, injuries, or illnesses which have occurred in the workplace; and/or,

4. Regularly scheduled and periodic inspections of the workplace.

B.
Inspections shall be conducted:

1. Whenever new substances, processes, procedures or equipment are introduced that represent an occupational hazard;

2. Whenever the employer is made aware of a new or previously unrecognized hazard; and/or,

3. At other frequencies determined by the level of hazard associated with the site or process.

C.
Records of inspections, including the date of inspection, identification of the area or process inspected, person(s) conducting the inspection, findings of the inspection, and recommended/required actions shall be retained for a minimum period of three years.
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V.
Injury/Illness Investigation Procedures

A.
Occupational injuries and illnesses shall be documented and shall be investigated by department heads or their designees to determine:

1. What tools, equipment, job site or building condition, etc., may have caused or contributed to the accident or incident;

2. What action, if any, of the affected employee(s) caused or contributed to the injury or illness; and/or

3. What action has been taken or will be taken to prevent recurrence.

B.
In cases where corrective action is recommended or required, responsibility to complete the corrective action shall be assigned by the department head and follow-up shall be made to assure that appropriate action has been completed.  Standardized forms shall be used to organize and document the investigation and completed actions.

VI.
System for Correcting Unsafe Work Conditions

A.
At such time that unsafe or unhealthy conditions, work practices or work procedures are discovered, employees shall be removed from the area, immediately if necessary, based on the level of actual or potential hazard, and appropriate procedures shall be implemented to correct the hazard and mitigate any potential damage to person(s) or property.  

B.
Appropriate procedures may include documented investigation of the cause and/or source of the hazard, identification of corrective actions needed, assignment of persons responsible for the completion of specific remedial actions, and follow-up for compliance.  Training and/or retraining of affected employees shall be provided as applicable.

VII.
Training and Instruction Procedures

A.
Employees shall be trained in applicable safe work practices:

1. At the time of initial employment;

2. When employees are given new job assignments for which training has not previously been given;

3. When new substances, processes, procedures, or equipment are introduced that represent a new or potential hazard;
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4. When the department head, managers, supervisors or designated safety representatives are made aware of any new or previously unrecognized hazard(s); and

5. At other intervals designated by department management.

B.
Training may be individually or in groups through:

1. Distribution and review of County or department-specific safety manuals, handbooks, guides or supplements;

2. Through other written or verbal communications, such as posters, booklets, training videos, etc.; and/or

3. By various other methods appropriate to providing instruction in a form readily understandable by the affected employee or employee group.

C.
Training and instruction shall be given to supervisors to familiarize them with the County’s Injury and Illness Prevention Program and their responsibilities.

D.
Records of individual and/or group training, including date of training, training topic, and training provider(s), shall be retained for a minimum period of three years, except for periods as otherwise designated by law.

Section 3

Injury and Illness Prevention Program
Scope

Title 8, California Code of Regulations, General Industry Safety Orders, §3203 and Labor Code §6401.7 (SB 198) require every California employer to establish, implement and maintain an effective written injury prevention program.

Recognizing that individual departments require differing degrees of safety activity and training, this section of the Safety Administrative Guide covers the minimum standards that must be implemented and maintained in all County departments.

Purpose

SB 198 mandates the following:

1. Implementation and maintenance of an effective, written Injury and Illness Prevention Program;

2. Identification of the person or persons with authority and responsibility for implementing the IIPP Program;

3. Systems to ensure that employees comply with safe work practices;

4. Methods and procedures for correcting unsafe or unhealthy conditions and work practices in a timely manner based on the severity of the hazard.

5. Systems for communicating with employees on matters relating to health and safety;

6. Systems for employees to communicate hazardous conditions and practices to employers;

7. Periodic inspections for identifying and evaluating work place hazards;

8. A safety training program;

9. Systems for investigating accidents;

10. Documentation of IIPP Program activities, including:

a. Records of inspections and correction of unsafe conditions;

b. Records of employee training including employee name and specific training subject; and,

c. Records of accident investigations.
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Program Standards and Requirements

The following includes minimum acceptable standards required of all County departments relative to injury and illness prevention:

1.
Each newly hired County employee, whether full-time, part-time or extra help, shall be scheduled for and attend an initial orientation and training program.  The orientation may be that conducted by the Human Resources Division or may be developed and presented by the department, or a combination.  Such orientation is to include safety and health training/accident prevention, and is to include at least the following subject matters:


A.
County Policy and Department Safety Plan


B.
Reporting Injuries/Illnesses


C.
Reporting Unsafe Conditions


D.
Required Employee Compliance


E.
Emergency Evacuation/Fire Safety


F.
Hazard Assessment


G.
Hazard Communication (Chemical Safety)

2.
Individual departments are to establish and maintain written plans and safety procedures consistent with the Kings County IIPP Policy to ensure that employees are aware of and comply with all safety practices and procedures outlined in the Kings County Safety Policy, the Safety Administrative Guide and in department-specific Safety Plans.

3.
Supervisors must ensure that employees comply with all County and department safe work rules, practices and procedures.  Progressive discipline, up to and including termination, is appropriate for those who do not comply.  Employees are not to be subject to discipline for being injured, but may be disciplined, including possible termination, for an unsafe act resulting in the injury of themselves or others.

4.
Each department is to establish and implement a system to ensure that periodic Refresher Safety Training is conducted and that all employees attend such training.  The purpose of the Refresher Training includes:  to establish safety awareness among employees; to inform employees about any changes or updates in the Department’s Safety Plan; and/or to provide specialized or intensive training in certain hazard-specific topics.

5.
Each Department is to instruct employees regarding its Hazard Communication Program, as outlined in Section 11 of this Safety Program Administrative Guide.

6.
Each department head or his/her designee is to periodically inspect the work place for which he/she is responsible.  Inspections are to include an examination and evaluation of the facility, equipment, and work practices relative to safety and health.  All such inspections are to be conducted using the format and information included in Section 6 of this Administrative Guide, or other such formats that have been reviewed and approved by the Deputy CAO-Human Resources.
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7.
Each department is to prepare a safety training outline or outlines specific to the activities of department employees. The purpose of the training outline is to provide each supervisor with a standardized guide to train employees.  Supervisors are to provide training to all new employees and to employees assigned to duties for which they were not previously trained.  All training is to be documented in writing. The outlines should include the following elements:

A. Introduction to the workplace and list of known potential hazards, i.e. equipment, facility, products, activities.

B. List of equipment, machinery, tools for which employee is to be trained.

C. Emergency fire and evacuation plans.

D. Hazard Communication and Material Safety Data Sheets.

E. Department-specific Hazard Assessments.

F. Specific safety training based upon department injury experience and/or frequency.

G. Other mandated General Industry Safety Order programs and training as appropriate., such as Hearing Conservation, Bloodborne Pathogens, Respirator Protection, Confined Space Entry, Lock out/Tag out/Block out, etc.

8.
Each department shall establish an accident or “near miss” investigation procedure in conformance with Section 8 of the Kings County Administrative Guide.  This procedure will provide the department head with a system to investigate accidents, injuries and illnesses, to evaluate the cause, correct hazards, adjust work practices, and identify communication and training priorities.

Section 4

General Safety Regulations

The Kings County Injury and Illness Prevention Program requires that every County employee be informed of and fully comply with its provisions.  The following General Safety Regulations apply to every department and employee.

1.
Each department shall implement a department-specific Safety Plan.  It is the Department Head’s responsibility to determine which statutes and/or standards apply to his/her department’s activities and for implementing a program to comply with the requirements of the law or regulation.

2.
Managers and Supervisors are responsible and accountable for the safety of employees within their area of responsibility and are to regard safety as an essential part of their job.  All employees are to be provided initial and on-going safety training and shall be advised of the potential hazards associated with their work.  Employees are to be specifically instructed as to how to reduce job hazards.  Employees shall not be assigned tasks which are beyond their skill, training or physical capabilities.

3.
Employees must follow safe work practices in all work activities.  This requirement is a condition of employment.  Failure to comply with department safe work practices may be cause for disciplinary action, up to and including termination of employment.

4.
Unsafe conditions, unsafe actions, and occupational illness or injuries are to be reported to a supervisor or other management personnel promptly.

5.
Reporting, or willful assistance in reporting, a nonexistent injury or illness may be grounds for disciplinary action, up to and including termination of employment.

6.
Employees must exercise general care, orderliness, and “good housekeeping” practices in the performance of their duties.

7.
No one will be permitted in County buildings or on County property who has in his/her possession any firearm, ammunition, knife, brass knuckles, club, or any other weapon, with the exception of law enforcement personnel or others who are licensed to carry appropriate weapons.

8.
No employee shall engage in playful activities or practical jokes which might result in injury to the individual or to co-workers or the public.

9.
Employees must wear suitable clothing for their assigned tasks at all times.  Departments may adopt specific requirements regarding appropriate attire, including personal protective equipment.
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10.
Safe shoes will be worn at all times.  Departments may adopt specific requirements regarding appropriate shoes.  Bare feet are prohibited at all times.

11.
Possession and/or use of alcohol or illegal drugs by any employee while on duty is prohibited.  Use of prescribed or over-the-counter drugs which could impair an employee’s ability to perform his/her assigned duties must be reported to the appropriate supervisor.  Refer to the Kings County Substance Abuse Policy for complete information.

12.
No employee shall use, drive, employ, or operate any County vehicle for any purpose other than County business.

13.
First aid kits or materials shall be provided at each work site and used only for the work-related purpose required.
Section 5

Department Safety Plans

Each County department must prepare and maintain a written Safety Plan which addresses the specific injury and illness prevention activities necessary for full compliance with state and federal laws and County policy.

This section of the Safety Administrative Guide presents a sample Safety Plan document which departments are encouraged to use as a model.  The completed Department Safety Plan must be submitted for approval to the Human Resources Office.  Use of any other or of a previously developed written Safety Plan requires the approval of the Deputy CAO-Human Resources.

When completed and approved, the Safety Plan must be included in the department’s IIPP Safety Manual which must be made accessible to all employees.

The Deputy CAO-Human Resources may periodically require the review of each department’s Safety Plan to ensure that the plan is up-to-date and includes all required information and any newly-mandated requirements.  
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County of Kings

[Department Name]

INJURY AND ILLNESS PREVENTION PLAN

I. POLICY

A. It is the policy of the County of Kings and the [Department Name] to provide a safe, healthy and secure workplace for all employees by implementing an effective safety program.  We are determined to meet this objective through regulatory compliance, assignment of program responsibility, hazard assessment and control, worksite inspections, accident investigation, correction of unsafe or unhealthy conditions, safety training, and communication of safety and security issues to all of our employees.

B. Employee compliance with all safety policies, procedures, regulations and directives, whether written or unwritten, is a condition of employment.  Employees who fail to adhere to job safety standards may be subject to disciplinary action, including, but not limited to, verbal reprimands, written warnings, reduction in pay, suspension, or termination of employment.

C. All employees have the right and obligation to report any work-related injury or illness, or any real or potential unsafe condition or hazard without fear of reprisal or threat of job security.

II. PROGRAM RESPONSIBILITY

A. [Department Head Name/Title] has oversight responsibility for the Injury and Illness Prevention Program in the [Department Name].
B. [Person’s Name] is the Department Safety Coordinator, and has been delegated authority by the department head to carry out the requirements of this Safety Plan.

C. It is the responsibility of the Department Safety Coordinator to coordinate the safety activities of the department, its divisions and units, and to maintain liaison with the Human Resources Office.  The Coordinator’s duties may include:

1. Coordinating the day-to-day activities of the department’s Injury and Illness Prevention Program.

2. Assuring preparation and timely review of department safety/security plan written documentation, including manuals, handbooks, hazard assessments, safety communications and postings, etc.

3. Assuring completion and review of safety inspections and accident/illness/incident investigations and coordinating follow-up on actions necessary to correct causes of accidents, injuries or incidents.

4. Coordinating the department’s safety training program.
5. Coordinating all committee meetings and acting as secretary to the department’s Safety Committee.  [NOTE:  Formation of a Safety Committee is voluntary.] 
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III. DEPARTMENT SAFETY COMMITTEE [Note: Use this section ONLY if yourdepartment establishes a formal labor/management Safety Committee.]
A. The [Department Name] Safety Committee shall meet quarterly and is organized as follows:

1. Representation/Membership
General representation/membership on the committee shall be at the discretion of the department head, and includes a mix of personnel representing all facets of the department’s operations.
2. Chairperson 
The chairperson shall be responsible for conducting the meeting and presenting the safety committee’s recommendations regarding policy and procedures.
3. Secretary
The Department Safety Coordinator is the secretary to the committee.  The secretary shall schedule committee meetings in coordination with the department head and the chairperson, prepare agendas, and maintain written records of each meeting.
4. Responsibilities
The function of the Safety Committee shall be as follows:

a. Accident/Injury/Incident Record Review
Review and analyze the department’s accident/injury/incident experience and review all Employee Reports of Safety Hazard submitted within the department since the last safety meeting.

b. Evaluate Effectiveness
Evaluate effectiveness of the department’s Injury and Illness Prevention Plan and recommend action necessary to make improvements.

c. Recommend Elimination of Real or Potential Hazards
Recommend action to eliminate safety/security hazards noted during inspections and hazard assessments.  

d. Prevention Through Communication
Provide a forum for discussion and solution of safety/security problems brought to the attention of safety committee members.

IV. EMPLOYEE RESPONSIBILITIES

It is the responsibility of department employees:

A. To work in a safe manner and follow established safe work practices as directed and trained.

B. To follow established security procedures as directed and trained.

C. To assess the safety of equipment, materials and procedures in their respective work areas on a daily basis.

D. To report safety and/or security hazards to supervisors.

E. To report on-the-job injuries to their supervisor or other manager as soon as possible after an injury.

F. To immediately report threats from co-workers or the public to their supervisor or other manager.

G. To attend all safety training sessions as directed.
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V.
PROGRAM ELEMENTS

A.
Safety Inspections
(Form:  IIPP-03

“Safety Checklist”





(Form:  IIPP-04

“Inspection/Correction”
1. Safety inspections of designated work sites/areas will be conducted to identify unsafe conditions, work practices and security hazards.  Inspections will be conducted at least [annually] [semi-annually] [monthly], but may be conducted more frequently, depending on the risk level of the work site/area, tasks performed, or equipment used.  Each inspection will be documented in writing and will include the following:

a. The name(s) of the person(s) conducting the inspection and the date.

b. Any unsafe conditions, work practices and security hazards identified.

c. The recommended action(s) to be taken to correct any deficiencies, and 
length of time to correct any deficiencies.

B.
Hazard Assessments





(Form:  IIPP-02










“Hazard Assessment”

1. A hazard assessment that identifies safety and security hazards associated with the specific operations of each work site/area will be performed:

a. Annually, or

b. Whenever new substances, processes, procedures or equipment are introduced to the workplace that represents a new occupational safety, security or health hazard, or

c. When an occupational injury, illness or security related incident occurs and, based on the investigation, changes in processes, procedures or equipment are instituted, or

d. When new or previously unidentified safety/security hazards are recognized

C.
Accident Investigation and Reporting





(Form:  IIPP-05
“Accident, Injury or Illness Investigation Form”

1. All occupational accidents, injuries, illnesses or incidents shall be reported to a supervisor or other manager on duty.

2. In case of injury, basic first aid or emergency medical attention shall be made available to the employee(s).

3. The Department Safety Coordinator, or his/her appropriate designee, shall be responsible for investigating the accident/incident and ensuring all pertinent information required to determine the cause is documented on the “Accident Investigation Form.”  Recommended corrective actions to prevent reoccurrence should also be identified.
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4. The completed Investigation Report shall be forwarded to the appropriate people for review and assessment of further action.

5. Cal/OSHA requires reporting of occupational injuries or illnesses, which require medical attention beyond basic first aid.  Each recordable incident shall be documented on the OSHA-200 log by the Human Resources Office.  
A summary form shall be posted on the department’s employee bulletin board(s) annually during the month of February.  

D.
Safety Training





(Forms:  IIPP-06 & 07

1. All department employees will be scheduled to participate in safety training sessions as required and appropriate.  Training programs will include the following:

a. Newly hired and transferred employees will be given initial safety training.

b. All employees will be trained and/or informed of new substances, procedures, or equipment when introduced to the workplace, which represents a new hazard.

c. All employees will be notified and trained whenever we learn of a new or previously unrecognized hazard.

d. All employees will receive periodic refresher training.

VI.
FIRE PREVENTION AND EMERGENCY ACTION PLANS

The department has written Emergency Action and Fire Prevention plans.  All department employees will receive a copy of the written plans and will receive training at least annually regarding these plans and the procedures to follow when an imminent hazard exists which cannot be abated without endangering employee(s) and/or property.  

VII.
SAFETY COMMUNICATIONS

The department has a communication system designed to encourage a continuous flow of safety, health and security information between management and employees.  This communication system includes the following:

A. New employee orientation which includes training and information about our department-specific safety and security policies and procedures.

B. Periodic review of our Illness and Injury Prevention Plan.

C. Training programs designed to address specific aspects of workplace safety and security issues unique to each division, unit, site or work area.

D. Posted or distributed workplace safety and security information.

E. A system for employees to inform management about real or potential workplace safety or security hazards, without fear of reprisal.
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VIII.
HAZARD COMMUNICATIONS

The department will comply with the requirements of the California Code of Regulations, Title 8, Section 5194, Hazard Communication.  

IX.
RECOGNITION AND DISCIPLINARY ACTION

A. The department head may recognize work sites, units, divisions or individual employees who follow safe and healthful work practices during periodic staff meetings or through other appropriate recognition programs.

B. Employees who fail to follow safe work practices may be subject to retraining, and/or may be subject to disciplinary action, up to and including termination.

X.
RECORDKEEPING
All records pertaining to safety matters, i.e. training records, inspections, investigations, safety meeting minutes, etc., will be maintained as part of the department’s IIPP documentation for a minimum of three years or as otherwise required by policy or regulation.

Approved:

[Department Head Name]

[Title]

_________________________________________

__________________________

Department Head Signature




Date

[Department Safety Coordinator Name]

[Title]

_________________________________________

__________________________

Department Safety Coordinator Signature


Date

Reviewed by the Deputy CAO-Human Resources:

________________________________________

__________________________

Deputy CAO-Human Resources Signature


Date

Section 6

Safety Inspections

Both SB 198 and the Injury and Illness Prevention Program Standard specifically require the implementation of an inspection program as an integral part of the an employer’s IIPP Program.  

In addition to a regularly scheduled inspection program, SB 198 requires that employers correct unsafe and unhealthy conditions and work practices once identified, and that the program include a system of documented investigation or follow-up inspections to determine the conditions responsible for an occupational injury or illness.  Section 8 in this manual will cover the requirements for safety investigations.

Types of Inspections

The standards regarding inspections do not require that inspections be conducted at any specific frequency.  Departments should use reasonable judgment on the types and frequency of inspections using the following guidelines:

Continuous or Daily Inspections  - As part of ordinary work or job responsibility; these types of inspections can meet the requirements under the standards as long as they are formally carried out and documented

Maintenance Inspections  - If they are routinely conducted and documented, they also would meet the standard

Planned Periodic Inspections  - The most common type of inspection under the standards.  These inspections usually take place at weekly, monthly, semiannual, annual or other suitable intervals.  The determination should be based on the potential seriousness of hazards likely to be identified and the nature of the operation.  Some work areas should receive more frequent inspection than others based on hazard potential

Intermittent Inspections  - Made at irregular intervals and usually are caused by an accident or an injury/illness investigation  

Special Inspections  - Required by a Cal/OSHA standard on a periodic basis, such as the monthly inspection of emergency respiratory protection or by environmental regulations such as weekly inspections of hazardous waste storage
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Frequency of Inspections

Departments should consider the following formula as a general approach to determining the type and frequency of inspections:

Daily

Certain vehicles and any area or equipment known to present significant and continuing hazard potential

Weekly
High hazard areas, including hazardous waste, chemical storage and loading/unloading areas, construction and hazardous manufacturing areas

Monthly
Most warehousing and transportation areas

Semiannual
Offices with large numbers of employees or multiple uses, means of egress from such workplaces, non-chemical storage areas, grounds, parking lots

Annually
Small or medium sized general offices

How To Conduct Inspections

Once safety and health hazards are identified and documented for each job safety class, the department can develop an inspection checklist, which will serve to ensure the consistency and thoroughness of inspections, and, at the same time, document the inspection.  A sample “Safety Checklist” (IIPP-03) is included at the end of this section.  Not all departments will use the entire list of topics.  The Checklist should be adapted to each department’s or division’s specific hazard exposures.

In some cases, a detailed inspection checklist may be required for certain types of equipment or operations.  In such cases, the checklist should be developed after review of relevant Cal/OSHA standards and with the input of area supervisors and affected employees.

Documentation of Correction

The standards specify that hazards discovered during an inspection or which otherwise come to the attention of the department head or responsible supervisor be corrected in a timely manner consistent with the seriousness of the hazard.  

The standard further calls for immediate correction of serious hazards or removal of employees from the affected area(s).  

Once an inspection uncovers a hazard to employees working in an area or operating a particular piece of equipment, the following considerations apply:

Imminent Danger
If there is an immediate danger of serious harm to employees or the public, the result of the inspection should be to remove employees from any risk of real or potential harm, an immediate correction of the problem, or taking the piece of equipment or work area out of service.  
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Less Serious or Immediate Hazards
Although the standard is more flexible regarding less serious hazards, any problem that can be corrected immediately should be.  The department’s method for obtaining additional corrective actions or follow-up by maintenance or other personnel must be specified and documented as part of the inspection program.  Form IIPP-04, included in this section, should be used to document specific hazardous conditions which need to be corrected, when the corrective action was completed, and the person responsible for overseeing that corrective action was taken.

Section 7

Hazard Assessment

Scope

This section describes methods of identifying and correcting potential occupational safety and health hazards associated with the jobs and responsibilities of employees.  This is necessary to carry out several specific requirements of SB 198:

· The employer must have a system for identifying and evaluating workplace hazards.

· The employer must communicate with employees regarding occupational injuries and illnesses, and the employee’s means of ensuring compliance.

· The employer must train employees about the hazards initially and upon new assignment.

· The employer must implement a system to correct identified unsafe or unhealthy conditions, work practices and work procedures in a timely manner.

· Inspections must be conducted to identify any additional hazards.

The hazard identification and assessment method used is based on first simplifying the scope of the assessment by establishing job safety classes within which employees have common work duties and conditions, and consequently, work hazards.  Some departments may have only one job safety classification, such as “General Office Workers”; others may have several, such as “General Office Workers”, “Field Inspectors”, and “Laboratory Workers”; large departments with several units, divisions or locations may have numerous job safety classifications, such as “General Office Workers”, “Licensed Medical Personnel”, “Laboratory Technicians”, “Field Inspectors”, and “Patient Care Assistants.”

Establishing Job Safety Classes

Job safety classes are groupings of employees with common work assignments, locations, conditions or hazard potential.  

The first question to ask is “What do the employees do?”  Common sense groupings of employees will usually follow according to:





Job Classification, or





Job Unit or Division, or





Work Site or Location

It is always permissible to “overtrain” an employee by providing information on hazards that exceed an employee’s exposure, but the employee may never be “undertrained” by not receiving information on hazards to which the employee is exposed.  Therefore, when designating job safety classes, the department should keep in mind that an employee with a lesser level of hazard potential may be included in a job safety class with a higher or additional hazard potential, but never the opposite.
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Identifying and Documenting Hazards

Once job safety classes have been identified, the next step in the process will involve evaluating the workplace hazards common to one or more job classes, and then documenting for employees the procedures they are to follow in order to avoid accidents or injuries.

The information gathered from the Safety Checklist (see Section 6) can be used to narrow the scope of the hazard assessment so that specific areas of safe work practices, procedures and protective equipment can be identified.  Training for employees based on these identified areas will then follow.

Correcting Hazards

When unsafe or unhealthy conditions, work practices and work procedures are identified and documented with form IIPP-03 the following steps will be implemented to mitigate the unsafe or unhealthy condition.

· Document the unsafe or unhealthy condition

· Alert your supervisor, manager, department head, safety coordinator or the county safety officer of the hazard

· If an imminent hazard exists all individuals shall be removed from the location and personnel with the appropriate training and expertise will be contacted to remove and mitigate the hazard.  They shall be provided the necessary safeguards.

· If the hazard is not imminent and the hazard can be mitigated at the time of discovery then it shall be done.  However, if more resources are required to mitigate the hazard then supervisory personnel along with the County Safety Officer shall be contacted to discover the best way to handle the hazard.

Final Steps In Hazard Assessment

Following the completion of the Safety Checklist, the formal identification process can be completed and documented.

First, based on the information gathered from the Safety Checklist, you may need to conduct a more thorough review of work stations and job duties, using representative employees assigned to job safety classes to make this task easier.  Look for safety hazards that may not have been identified in the Checklist.  Consult with employees.  Pay special attention to previously unrecognized chemical exposures during this review.

Second, evaluate the information gathered and complete Hazard Assessment form, IIPP-02.  Sample Hazard Assessments are included at the end of this section.

Third, distribute the Hazard Assessments to employees during your training program to ensure that they are aware of the potential hazards in the workplace and the proper procedures to follow and protective equipment to use to avoid workplace injuries.

Fourth, update, at least annually, the Hazard Assessment process and inform employees about any changes.

Section 8

Safety Investigations

Scope

General Industry Safety Order §3203 requires an investigation and review of investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness, or exposure to hazardous substances.  Furthermore, if a Safety Committee exists, this section provides for committee review of alleged hazardous conditions.

Introduction

One of the first responses to an accident (after making sure that everyone’s health and safety needs have been met) should be to begin an Accident Investigation.  Placing priority on learning as much as possible about why an accident happened will help prevent similar occurrences in the future.

Critical to an accident investigation is the mind-set that there are multiple causes to any accident; an employee may have provided the final impetus to cause the accident.  Remember that the purpose is fact-finding, not fault-finding.

Responsibility

Department managers and supervisors are responsible for making the initial investigation.  The supervisor will most likely be the first person in authority at the scene, and the immediate assessment of the situation is invaluable.  Furthermore, the supervisor undoubtedly knows more about the workings of the department and the details of the job that the employee was involved in at the time of the accident.

Accident Investigation

When an employee is injured, the supervisor must first obtain medical help for the employee, if appropriate; protect other employees from injury if the hazard still exists; and then take appropriate action to correct the hazard.  

Also, as soon as practicable, but within 24 hours of the accident or incident or being informed of an accident or incident, the supervisor needs to initiate an “Employee’s Claim For Workers’ Compensation Benefits” form.  A copy of this form is included at the end of this section.

In addition, a “Accident, Injury or Illness Investigation Report,” Form IIPP-05, should be completed.  If a Department Safety Committee is established, retain a copy of the report for Committee review.  If a Department Safety Committee is not established, forward a copy for Department Head review.
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The supervisor should determine whether the employee was performing his/her assigned duties or deviating from them when the injury was incurred.  Look for unsafe acts and unsafe conditions which may have caused or contributed to the incident.

The investigation should be completed as quickly as possible (usually within 72 hours).  The longer the investigation is delayed, the more likely it will be that the employee or witnesses can’t remember what they saw or what happened.

The process for accident investigation involves two phases: PHASE I (immediate fact-finding) and PHASE II (evaluation).

Gathering the facts and documenting the causes of accidents in this manner may help the Department prevent accidents and injuries in the future.  The basic tools for the immediate fact-finding phase of the investigation consists of six questions:

PHASE I

WHO?
Get names locations, and phone numbers of all individuals on the scene, both victim(s) and witness(es).

WHAT?
Try to ascertain exactly what happened...what people were doing immediately prior to the accident...what went wrong...what was done in the immediate aftermath that either minimized or maximized injury or damage.

WHY?
Ask why people did what they did...why they were doing them in the way that precipitated the accident...why conditions were so that the accident occurred.

WHEN?
Pinpoint the sequence of events during the accident and record the precise time and date it occurred.

WHERE?
Create a diagram of the accident scene and place all elements to the accident as well as each participant, again both victim(s) and witness(es), within the diagram.

HOW?
Have each participant give his or her statement as to how the accident occurred and how he or she believes the accident could have been prevented.

PHASE II

Once a clear understanding of the critical components of the accident is gathered, the evaluation phase of the investigation can begin.  NOTE:  Evaluations are based on the answers from PHASE I, therefore, it is imperative to do everything possible to ensure the accuracy of the answers.

The evaluation should center on the search for answers to the following questions:

Was there anything at the accident scene to indicate that a lack of housekeeping or order contributed to the accident?
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Did environmental conditions contribute to the accident?  Temperature extremes? Hazardous materials?  Water?  Noise?  Lighting?, etc.

Was the physical layout or design of the facility/worksite and its contents adequate for the job that needed to be done?

Were there adequate procedures and rules developed to deal with this process or task?

Were employee(s) adequately trained in the correct procedures?

Did employee(s) have the skills to perform the task?

Did the employee(s) recognize that a hazard existed?

Did the employee(s) use the right equipment to do the job?

As a result of a thorough investigation, enough information should be gathered to make conclusions that will allow the establishment of cost-effective and feasible solutions.  Recommendations made from accident investigations should be passed on to the Department Head and to the Department Safety Committee, if appropriate.  

Accident Investigation Follow-Up

After an investigation is performed and the cause(s) of the accident is determined, it is imperative that steps be taken to help ensure that the same accident does not occur again.  It is equally important to constantly monitor the situation to make sure that the remedy is doing what it is supposed to do.  If the accidents stay the same or are on the rise, then a re-investigation must be conducted and a new plan for corrective action should be developed.

Section 9

Safety Training

SB 198 requires that an employer’s injury and illness prevention program include:


“… an occupational safety and health training program designed to instruct employees in general safety and healthy work practices and to provide safety instruction with respect to hazards specific to each employee’s job assignment.” (Labor Code §6401.7(c))”

GISO §3203(a)(7) expands upon the requirement by increasing the situations that call for additional training and training for supervisors as well, and specifies the timing for training:

(A) when the program is first established;

(B) to all new employees, prior to assignment;

(C) to all employees given new job assignments for which training has not previously been received;

(D) whenever new substances, processes, procedures or equipment are introduced to the workplace and represent a new hazard;

(E) whenever the employer is made aware of a new or previously unrecognized hazard; and

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

Presentation of Training

The statute and standard do not specify the length of training sessions, the qualifications of trainers or the minimum information that must be provided since these will vary from employer to employer.

Departments are free to design their own employee training system, as long as the system ensures that required training is presented and documented.

Types of Training

Classroom style:
If the training involves a somewhat complicated topic, such as hazard communication and Material Safety Data Sheets, classroom or conference room style training is usually the best means to present lengthy and fairly technical information.  This is also a preferred method when training large numbers of employees in a single session.
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Informal safety meetings:
These sessions, sometimes called tailgate meetings, are effective for small groups, especially if the subject relates to work being performed in an immediate area.  Employee participation can be enhanced.

One-on-one:
The same type of information and aids used in classroom or tailgate meetings is used but is confined to individual employees and their supervisors.  Departments may develop a safety “curriculum” of required reading, watching videos, and/or receiving hands-on training, followed by one-on-one discussion with a supervisor to document that the employee did complete the curriculum and has had an opportunity to ask questions.  

Documentation of Safety Training

To satisfy the training requirements of the standard, departments must be able to prove with documentation that training was provided which meets the standard’s requirements.  All training must be documented in writing, using either the forms included in this section or similar documents developed by the department.

Initial training documentation will be maintained in the employee’s personnel file located in the Human Resources Office.  A copy of the initial training record should be kept in the department’s or supervisor’s folder.

On-going training, such as refresher training, new hazard training or new assignment training must be maintained and made available for periodic inspection by Human Resources personnel during compliance audits and by Cal/OSHA inspectors if requested.

Section 10

Safety Communications

SB 198 includes substantial requirements in the area of employee communication.  Departments have the option of establishing a program which management implements and documents, or, as an alternative, may form a labor/management safety committee.  However, formation of a labor/management safety committee requires that it be operated in accordance with the standard.

Minimum Components of Employee Communications

· An explanation of the department’s methods for ensuring employee compliance with safe work practices, including incentives and disciplinary actions;

· Communication of safety rules and other information on occupational hazards in an understandable manner; and

· Encouragement of employees to inform the department about workplace hazards free from fear of reprisal or other discrimination.

Department Safety Plans must include a description of how the department will advise employees of these minimum components. The standard specifically mentions a number of alternative means of communicating this information to employees:

· Meetings

· Training programs

· Postings (posters or general bulletins)

· Written communication (letters, memos, newsletters)

· A system of anonymous notification by employees (complaint or suggestion box)

· A Department Safety Committee

Department Safety Committee

Each department may, but is not required to, form a labor/management safety and health committee as a part of its Safety Plan.  A Safety Committee can be an effective tool, especially in larger departments, to involve employees in the department’s safety efforts and to increase communication among and between management and employees.  

Departments who elect to form a Safety Committee must follow these guidelines in order to comply with the Labor Code §6401.7(f):

1.
Meet at least quarterly.

2.
Prepare written records of the safety and health issues discussed at the committee meetings, distribute the records to affected employees, and maintain the records for review.
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3.
Review results of the periodic, scheduled worksite inspections.

4.
Review investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness, or exposure to hazardous substances, and where necessary, submit suggestions to management for the prevention of future accidents/incidents.

5.
Review investigations of alleged hazardous conditions brought to the attention of any committee member.  When determined necessary by the committee, the committee may conduct their own inspections and investigations to assist in remedial solutions.

6.
Submit recommendations to assist in the evaluation of employee safety suggestions.

7.
Upon request from Cal/OSHA, verify abatement action taken to abate citations issued by Cal/OSHA.

Section 11

Hazard Communication

All California employers are required to establish a hazard communication program to make themselves and their employees aware of the hazards associated with chemicals used in the workplace.  

Scope

General Industry Safety Order §5194 requires that every California employer adopt and maintain a written Hazard Communication Program.  This Cal/OSHA regulation is designed to ensure employee understanding of the physical and health hazards associated with the chemicals they use or are exposed to in the workplace. 

The hazard communications standard requires that employers take the following actions and document what they have done:

· Prepare a written hazard communication program describing the employer’s compliance plan.

· Prepare an inventory or list of hazardous substances to which employees are or may be exposed.

· Have and make available to employees a Material Safety Data Sheet (MSDS) for each hazardous substance on the inventory.

· Conduct employee training on chemical hazards, safe handling, and rights under the standards.

· Ensure that hazardous substance containers, both original and any secondary containers, are properly labeled.

Step-By-Step Development of a Hazard Communication Program

Step One:  Develop a Hazard Communication Program

Each department must have a written hazard communication program or compliance plan.  This written document is designed to assure that the basic requirements of the standards have been met.  

The minimum elements of a written program are:

1.
The name of the person responsible for the program and for communicating it to employees
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2.
The name(s) of the person(s) responsible for employee information and training, labeling procedures, Material Safety Data Sheets, etc., pursuant to the requirements of the standard

3.
A statement that the department has, or has not, chosen to rely upon the manufacturer’s hazard determination as indicated in the information given in the MSDS

4.
The inventory or list of hazardous substances in the workplace

5.
The methods to be used for compliance with the requirements of the standard pertaining to:


a.  Labeling and other forms of warnings


b.  Material Safety Data Sheets


c.  Employee information and training

6.
The methods to be used to inform employees of the potential hazards of non-routine tasks (such as cleaning of equipment, maintenance, etc.) and the hazards of working on unlabeled piping systems

7.
The methods the employer will use to inform outside contractors, who may have employees working in the employer’s workplace, of the hazardous substances to which the contractor’s employees may be exposed while performing their work.  Also, the method to be used to inform the employer’s own workers of any hazardous substances which the contractor may bring into the workplace, if applicable

8.
The location of the required Material Safety Data Sheets and the procedures to follow for employees to request copies, including from whom they can request a copy

Included at the end of this section is a sample Hazard Communication Program to be used as a guide for departments completing a written program.  

Each department’s written Hazard Communication Program plan should be maintained in a separate Hazard Communication Safety Manual.  The Manual should be kept in an accessible location made known to all employees.  

Step Two: Prepare an Inventory of Hazardous Substances

As part of the written Hazard Communication Program, each department must develop and maintain a list of all hazardous substances known to be present in the workplace and to which an employee may be exposed.  Each substance must be identified with the chemical and/or common name and be consistent with container labels and MSDSs.
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The following are suggested actions to prepare an inventory:

1.
Compile a list of all materials and substances in the department or those that will be used by employees in the workplace.  This list should be developed by means of a physical wall-to-wall inventory, as there may be materials present that are not included in inventory control documents.  Unless all materials are included in this list, it is very possible that some hazardous substances could be overlooked.

2.
Include all chemical products and substances in such areas as maintenance, storage rooms or cabinets, labs, offices, kitchen or break rooms, etc.

3.
Include materials in small quantities or small containers.  Such materials frequently can be more hazardous than the materials in larger amounts, which is why they are covered in the standards.

4.
Make sure to note who supplied the substance and its trade or common name.  

5.
Larger departments should consider organizing the inventory by division or work area if employees work with different substances in each unit.  This type of organization may simplify communication of information and training steps.

6.
Establish an on-going program to ensure that any new hazardous substance(s) brought into use will be added to the list and identified before put into use.

NOTE:  The standards do not generally apply to common consumer products used in the workplace in a manner in which employee exposure is no greater than ordinary consumer exposure, meaning they do not need to appear on the inventory list and do not trigger other requirements of the standards.

Included at the end of this section are two forms, which can be used in preparing a department inventory list:

Form HC-01: Hazardous Material Identification

Form HC-02: Hazardous Material Inventory  

Once completed, these forms should be updated regularly and maintained in the Hazard Communication Program Manual.

Step Three: Obtain Material Safety Data Sheets (MSDS) for all Chemicals and Substances

Each department must obtain and make available to employees a Material Safety Data Sheet (MSDS) for each of the hazardous substances they may be exposed to in the workplace.  The MSDSs must be readily accessible to employees and should be put in a binder provided specifically for this purpose, or organized by any other method that offers reasonable, timely access to the MSDSs.  The MSDSs must be recognizable by name as the same substance in labeled containers and on the inventory of hazardous substances.  The MSDSs are also required to be those provided by suppliers, as opposed to representative or generic MSDSs.
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The following are suggested actions to obtain and maintain MSDSs:

1.
Request any MSDSs you do not already have from the supplier of the substance or mixture on your list.  


A sample letter to the supplier is included at the end of this section.  Be sure to keep a copy for your records.


Manufacturers, importers and distributors must ensure that employers who purchase hazardous substances are provided with an appropriate MSDS with the initial shipment, and with the first shipment after an MSDS is updated.  If an MSDS is not provided with the shipment, the employer must obtain one as soon as possible.  Meanwhile, use alternative information and reference material available to assure employee protection and achieve compliance with the standards to the extent feasible under the circumstances.

2.
Place all MSDSs in a binder that can be easily referred to by employees who are or may be exposed.

Larger departments may need more than one binder to make MSDSs readily accessible to employees or may want to have separate programs for different divisions, depending on hazardous substance usage.

Step Four: Make Sure that all Hazardous Substances and Mixtures are Properly Labeled

Manufacturers, importers and distributors are required to correctly label each hazardous substance container when it leaves their control.  The user must not remove or deface labels on incoming containers of hazardous substances unless the container is immediately relabeled with the information required by the standards.

Employer Labeling

The employer must ensure that all labels or other forms of warning are legible and prominently displayed on containers of hazardous substances or are readily available in the work area throughout each work shift.  At a minimum, employer-labeled containers must indicate:  

· Identity of the hazardous substance.

· Appropriate hazard warning regarding both potential physical safety and health hazards.

Review all containers of hazardous substances/mixtures to ensure that the containers have proper labels.  If a container is not labeled, obtain one from the supplier or make up one of your own from the information on the MSDS.

Chemical-Specific Labeling Requirements

The California hazard communication standard requires compliance with any substance-specific requirements contained in other standards.  The Cal/OSHA standards have substance-specific requirements in Article 110 of the General Industry Safety Orders (Title 8, California Administrative Code) entitled “Regulated Carcinogens,” beginning at §5200.  
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These very specific labeling requirements should be reviewed and complied with to the extent they go beyond the minimum requirements of the hazard communication standard.

Step Five: Provide information and training to employees as required

The hazard communication standard requires that employees be advised of the standard, their rights to chemical hazard information, and specific training with respect to hazardous substances in the workplace.  This training is required to initially comply with the standard and must be conducted for each new employee who may be exposed to hazardous substances and if the employer receives information regarding significant new hazards associated with the chemicals used.  

The minimum information and training requirements of these standards include:

1.
The identity of the hazardous substances in the workplace and the physical and health hazards associated with them

2.
The measures employees can take to protect themselves from these hazards including the specific procedures the employer has implemented to control the hazards

3.
The methods and observations that may be used to detect the presence or release of a hazardous chemical in the work area (such as monitoring conducted and appearance or odor of the substances)


4.
The details of the hazard communication program developed by the employer, including an explanation of the labeling system and MSDSs and how employees can obtain and use the appropriate hazard information

5.
Information on the applicable hazard communication standard and the employees’ right to chemical hazard information

Suggested Actions
1.
Departments should consider drafting a notice to employees covering their rights under the hazard communication standard and identifying where MSDSs are kept and other appropriate information.  A sample poster, developed by Cal/OSHA as an appropriate way of communicating this information to employees, is included at the end of this section.  Similar information should also be explained to employees at training sessions and new employee orientations.

2.
Training on the hazardous substances used in the workplace, the specific physical and health hazards and how employees are to handle substances safely must be conducted.  This training can be done for all employees as a group, or work area by work area, depending on the operation.  Training sessions must be documented and records kept.  The training form, IIPP-07, can be used to document training.
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3.
Training sessions must also include information concerning any precautionary measures needed for employee protection during normal operating conditions or foreseeable emergencies and the labeling system used in the workplace.

4.
Departments are required to inform employees of any new hazards identified by revised MSDSs or other sources within 30 days of receipt if such information indicates significantly increased risks.

5.
Departments should also consider how to handle occasional visitors and business visitors, such as contractors, who may be exposed to hazardous substances.  These individuals have a right to information on the substances they may be exposed to and the other information required under the standards, provided either by their own employer or by the operator of the facility visited.

Access to Employee Exposure and Medical Records Standards

The California access standard was adopted in 1983.  In general, the state standard, and a similar federal standard, specifies how employers must manage employee exposure and medical records and the procedures for affording employee access to the records.

1.
Access to records is defined in the regulation as the right and opportunity to examine and copy.  Employees and their authorized representatives must be afforded access in a reasonable time, place and manner.  Access must be afforded within 15 days of a request.  

2.
Records are defined as any compilation of data, exposure records, biological monitoring results, MSDSs, any other records identifying hazardous substances and their use in the workplace and employee medical records.

3.
The employer must retain medical records for the duration of employment plus 30 years.  Other records as defined above must be retained for 30 years and transferred upon cessation of business operations as specified in the standards.

4.
Employees must be advised of their rights under the standards through training.

(Sample Poster to Advise Employees

of the Location of MSDSs and their Rights)


NOTICE TO ALL EMPLOYEES

Access to Material Safety Data Sheets

BY CAL/OSHA REGULATION, GENERAL INDUSTRY SAFETY ORDER 5194, YOU, YOUR PHYSICIAN, OR YOUR COLLECTIVE BARGAINING AGENCY HAVE THE RIGHT TO SEE AND/OR RECEIVE COPIES OF:

1.
Relevant exposure and medical records, and analyses thereof, pertaining to employee exposure to toxic substances or harmful physical agents, pursuant to General Industry Safety Order 3204.

2.
Material Safety Data Sheets for substances used in the workplace that are on the State Department of Industrial Relations Director’s List of Hazardous Substances (Section 339, Title 8, California Administrative Code)

Attached is a list of substances present in this employment.

Material Safety Data Sheets are available at the following location(s):

__________________________________________________________________

Copies of General Industry Safety Orders 5194 and 3204, and the Director’s List of Hazardous Substances are available from the Kings County Human Resources Office.

NOTE:
No employee may be discharged or discriminated against in any way for exercising the rights afforded them under the Hazardous Substances Information and Training Law.

SAMPLE
SAMPLE
SAMPLE
SAMPLE
SAMPLE
SAMPLE

HAZARD COMMUNICATION PROGRAM

Department: ________________________
Division/Location _____________________

Introduction

The [Department] has developed the following Hazard Communication Program to fulfill the commitment of maintaining a healthful work environment for its employees.

This program provides information about chemicals and other hazardous products, control of hazards, manufacturer-supplied Material Safety Data Sheets (MSDSs), container labeling, and employee information and training.

Material Safety Data Sheets (MSDS)

Copies of MSDSs for each hazardous substance to which employees may be exposed are maintained at [location].  [Person/Position] will be responsible for:

· reviewing all incoming MSDSs for new and significant health/safety information;

· ensuring that all new information is brought to the attention of affected employees;

· ensuring that no new hazardous substance is used in the department until an MSDS has been obtained for the product and affected employees have received necessary training;

· reviewing each MSDS for completeness.  If an MSDS is incomplete or insufficient, a new MSDS will be requested from the manufacturer.

MSDSs are available to all employees at their work location for review during each work shift.  If MSDSs are not available or new hazardous substances in use do not have an MSDS, please contact [Person/Position] immediately.

List of Hazardous Substances

As MSDS records are obtained, a list of all hazardous substances used in the department will be prepared, made available in a readily accessible location for all employees, and maintained on a current basis.  The location(s) of each substance will be identified on this list.

Container Labeling

The responsibility for container labeling oversight has been assigned to [Person/Position].

It is the policy of the department that no container of hazardous substances be released for use until the following label information is verified:

1.
Containers are clearly labeled as 
to contents.

2.
Appropriate hazard warnings are 
noted.

3.
The name and address of the 
manufacturer are listed.

All secondary containers must be properly labeled.  Proper labeling will include an extra copy of the original manufacturer’s label or with generic labels designed for the purpose of labeling secondary containers.

SAMPLE
SAMPLE
SAMPLE
SAMPLE
SAMPLE
SAMPLE

Employee Information and Training

Newly hired employees must receive initial Hazard Communication Program training in the following subjects:

1.
Requirements contained in the 
Hazard Communication Pro-
gram

2.
Identification of all operations in the work area where hazardous substances are present and/or used

3.
Location and availability of the written Hazard Communication Program

4.
Physical and health effects of hazardous substances in the work area

5.
Methods and observation techniques used to determine the presence or release of hazardous substances in the work area.

6.
Methods to minimize or prevent exposure to hazardous sub- stances through safe work practices and the proper use of personal protective equipment (PPE).

7.
Precautions taken by the department to minimize or prevent exposure to hazardous substances

8.
Emergency and first aid procedures relative to hazardous substance exposure

9.
How to read labels and review MSDS to obtain hazard information

10.
Hazardous spill response, clean up, and disposal

Whenever a new hazardous substance is introduced to a work area, the person responsible for the Hazard Communication Program will review items 1-10 above, will update the Hazardous Material Inventory, will ensure that a MSDS is inserted into the MSDS binder, and will ensure that employees are properly trained before using the new substance.

Employees are prohibited from using any hazardous substance unless trained as follows:

· Nature of Hazard

· Personal Protective Equipment

· Exposure Potential and First Aid

· Safe Work Practices to follow

· Spill response, Clean up and Disposal

Hazardous Non-Routine Tasks

Periodically, employees may be required to perform non-routine tasks using hazardous substances.  Prior to starting work on such projects, affected employees will be given information by their supervisor, or other appropriate designee, about hazards to which they may be exposed during the performance of their job or job task.  This information will include:

1.
Specific hazards;

2.
Protective/safety measures which must be used;

3.
Measures the department has taken to lessen the hazards, including ventilation, respirators, presence of another employee for assistance, or emergency procedures.

A list of non-routine tasks with the potential of hazardous exposure shall be prepared and posted at the appropriate work location for the information of employees.

SAMPLE
SAMPLE
SAMPLE
SAMPLE

MSDS REQUEST LETTER

Date:

Chemical Company or Distributor

Street Address or PO Box

City, State, Zip Code


RE:  MSDS for (Product(s)/Chemical(s))

Please send a Material Safety Data Sheet (MSDS) for the above named product(s).  The MSDS is needed for compliance with the State of California Hazard Communication Standard, Section 5194 of Title 8, California Code of Regulations.

Please send the MSDS to:


Department Name


ATTN:  ___________________________


Address


City, State, Zip

If you have any questions concerning this request, please contact ___________________________ at (     )________________.

Thank you for your early assistance in this matter.

Sincerely yours,

[Retain a copy of the letter until the MSDS is received.]

Section 12

Emergency Evacuation 

Fire Prevention

Scope

Title 8, California Code of Regulations §3220 requires employers to establish a written Emergency Action Plan.  

In addition, CCR §3221 requires employers to have a written Fire Prevention Plan.

Introduction

The type of disaster that may require evacuation can vary among departments.  Within the following guidelines, individual County departments must prepare site-specific plans.  A sample evacuation route map, and model Emergency Action and Fire Prevention plans are included at the end of this section.

Emergency Action Plans

At the time of an emergency, employees should know what type of evacuation is necessary and what their role is in carrying out the plan.

In some cases where the emergency is very grave, total and immediate evacuation of all employees and the public is necessary.  In other emergencies, a partial evacuation of non-essential employees, with a delayed evacuation of others, may be necessary for continued essential departmental operations.  In some cases, only those employees in the immediate area of the accident or fire may be expected to evacuate or move to a safe area.

Employees must be sure that they know what is expected of them in all such emergency possibilities.

At a minimum, the following elements must be included in all Emergency Action Plans:

1.
Emergency escape routes and escape route assignments, which clearly show the applicable escape route.  Furthermore, the designation of refuge or safe areas for evacuations should be determined and identified in the plan.  Exterior refuge or safe areas may include parking lots, open fields or streets which are located away from the site of the emergency and which provide sufficient space to accommodate the employees.  Employees should be instructed to move away from the exit doors of the building, and to avoid congregating close to the building where they may hamper emergency operations.  Color coding routes and safe areas will aid employees in determining their route assignments.
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2.
Procedures to be followed by employees who remain behind to operate essential departmental functions before they evacuate.  Essential departmental functions may include the monitoring of departmental power supplies, water supplies, and other essential services, which cannot be shut down for every emergency alarm.  Essential departmental functions may also include chemical processes, which must be shut down in stages where certain employees must be present to assure that safe shut down procedures are completed.

3.
Procedures to assure an adequate number of employees are available to act as the Building Emergency Coordinator (BEC) or evacuation “wardens” so that employees can be swiftly moved to a safe area and that all work areas are checked to make sure that everyone is out. 

4.
Procedures to account for all employees after emergency evacuation have been completed.  One or more “report to” sites should be established so that the BEC or wardens are able to account for or otherwise verify that all employees are in a safe area and accounted for.

5.
Procedures for the development of rescue and first aid duties and who will perform such duties.  Furthermore, all employees are to be instructed as to what actions they are or are not to take in an emergency situation.

6.
Procedures to notify employees of an evacuation.  An alarm system must be loud enough to be heard over normal working conditions.  Individuals are to be selected for the responsibility of notifying employees of an emergency evacuation.  These individuals should know which alarms should be utilized, where they are located, how to set them off, and what specific information to announce if the alert is going to be verbal.

7.
Procedures for the preferred means of reporting fires, emergencies and evacuations and the person or persons responsible to perform such reporting.  Generally this person(s) will be responsible for dialing 911 (or 9 + 911) and notifying the appropriate authorities of the emergency evacuation.

Emergency Action Plan Training

The department plan should ensure that an adequate number of employees are available at all times during working hours to act as evacuation wardens so that employees can be swiftly moved from the danger location to the safe areas.  Generally one warden for each 20 employees in the work place should be able to provide adequate guidance and instruction at the time of a fire emergency.  The employees selected or who volunteer to serve as wardens should be trained in the complete work place layout and the various alternative escape routes from the work place.  All wardens and co-workers should be made aware of disabled employees who may need extra assistance, and of hazardous areas to be avoided during emergencies.  Before leaving, wardens should check rooms and other enclosed spaces in the work place for employees who may be trapped or otherwise unable to evacuate the area.
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Multi-Office Buildings

In buildings with several departments or places of employment, the departments are encouraged to coordinate their plans with the other departments in the building.  

A building-wide or standardized plan for the whole building is acceptable provided that the departments inform their respective employees of their duties and responsibilities under the plan.  The standardized plan need not be kept by each department in the multi-department building, provided there is an accessible location within the building where the plan can be reviewed by affected employees.  When multi-department building-wide plans are not feasible, departments should coordinate their plans to assure that conflicts and confusion are avoided during times of emergencies.  

In multi-story buildings where more than one department is on a single floor, it is essential that these departments coordinate their plans with each other to avoid conflicts and confusion.

Fire Prevention Plan

General Industry Safety Order §3221 requires a fire prevention plan to be in writing.

It is the intent of this standard to assure that hazardous accumulations of combustible waste materials are controlled so that a fast developing fire, rapid spread of toxic smoke, or an explosion will not occur.  This does not necessarily mean that each room has to be swept daily.  The County and its employees should be aware of the hazardous properties of materials in the work places, and the degree of hazard each poses.  Certainly oil soaked rags have to be treated differently than general paper trash in office areas.  However, large accumulations of waste paper or corrugated boxes, etc., can pose a significant fire hazard.  Accumulation of materials which can cause large fires or generate dense smoke that are easily ignited or may start from spontaneous combustion, are the types of materials with which this standard is concerned. Matches, welder sparks, cigarettes, and similar low-level energy ignition sources may easily ignite combustible material.

The standard requires the following elements to be included in a Fire Prevention Plan:

1.
Provision for potential fire hazards and their proper handling and storage procedures, potential ignition sources and their control procedures, and the type of fire protection equipment or systems, which can control a fire involving them.

2.
Provisions for names or regular job titles of those responsible for the control of flammable or combustible waste materials.  Also, those responsible for maintenance of equipment installed to prevent or control the ignition or fires.

3.
Provisions for housekeeping of flammable and combustible waste materials and residues so that they do not contribute to a fire emergency.

4.
Provisions to apprise employees of fire hazards of the materials and processes to which they are exposed.  Furthermore, to review with each employee upon initial assignment those parts of the Fire Prevention Plan which the employee must know to protect himself/herself in the event of an emergency.
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5.
The written plan must be kept in the work place and made available for employee review.

6.
Provisions for regular and proper maintenance according to established procedures, and equipment in systems installed in the work place to prevent accidental ignition of combustible materials.

Emergency Drills

The Fire Prevention Plan, once written, consists of continual housekeeping, maintenance and fire safety.

However, the Emergency Action Plan needs to be practiced in order to remind employees of their duties.  Each department must conduct emergency evacuation drills on a regular basis, but at least annually (some departments may be required to conduct emergency evacuation drills more frequently).  Documentation of all drills must be maintained in the Department Safety Manual.

SAMPLE PLAN

SAMPLE PLAN

SAMPLE PLAN



[DEPARTMENT]

Prepared by:

[Department Safety Coordinator]

 [Date]
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INTRODUCTION

These guidelines have been prepared for employees of the [Department].  The instructions were developed to comply with the provisions of GISO §3220 and §3221 pertaining to Emergency Evacuation and Fire Prevention.

Every employee will receive training about the Emergency Evacuation and Fire Prevention Plan upon entry to the department and at regularly scheduled intervals throughout the year.  

A copy of the Plan is maintained in the Department Safety Manual, located ______________________________________________________________________

If you have any questions or concerns about the department’s Emergency Evacuation and Fire Prevention Plan, your responsibilities, or if you lose your copy of this guide, please do not hesitate to contact:


Your Supervisor


or


[Name}


Department Safety Representative


or


[Name]


Department Head
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EMERGENCY GUIDELINES FOR BUILDING OCCUPANTS

1.
REPORTING AN EMERGENCY


To report an emergency, such as fire, explosion, medical emergency, an intruder, or any dangerous or illegal activity, the following general guidelines should be followed:

A. Call 911. 
REMEMBER, FROM MANY COUNTY PHONES, 

YOU NEED TO DIAL “9” FIRST TO GET 
                      AN OUTSIDE LINE.  THEN DIAL 911.
B. Give the exact location of the emergency (street, intersection, building, floor, room number, area, etc.)

C. State the nature of the emergency.

D. Give your name and the telephone number from which you are calling.

E. DO NOT HANG UP until the dispatcher indicates that the call is completed.

2.
DURING AN EMERGENCY

A. Remain calm.

B. Repeat only that information received from emergency services personnel.  DO NOT CIRCULATE RUMORS.

C. Follow instructions of supervisors, emergency personnel, Building Evacuation Coordinators, or emergency response team members.
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IN CASE OF BUILDING EVACUATION

A.
Do not use elevators.  Do not use escalators during an earthquake.

B.
Remain as calm as possible.

C.
Do not run, push, shove, or talk unnecessarily.

D.
Follow instructions of the police, sheriff’s deputies, firefighters, emergency response team members and/or Building Evacuation Coordinators.

E.
Remove high-heeled shoes if they impede your ability to exit safely.

F.
Use stairwell handrails and stay to the right side of the stairwell, if possible.

G.
If there is merging of other evacuees, take turns allowing alternate groups to enter the evacuation stairwell.

H.
Go to designated assembly area as instructed.

[LIST HERE THE DESIGNATED ASSEMBLY AREA(S).]
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IN CASE OF FIRE/SMOKE

If you discover smoke or fire in your building or offices, notify co-workers as soon as possible, then call or direct one person to call 911 (or 9 + 911).  Evacuate the building and go to your designated safe area to report to your Building Evacuation Coordinator or supervisor.  Unless an emergency in the area arises, do not leave the designated safe area until you have been instructed to do so.

Know where fire extinguishers are located in your building or office.  However, ONLY use fire extinguishers for small fires if they can be quickly and safely extinguished.  

YOUR FIRST EFFORTS SHOULD BE TO NOTIFY CO-WORKERS,

SAFELY EVACUATE THE BUILDING,

AND THEN CALL 911 or 9 + 911.

The safety of employees and the public always comes first

over the efforts to save buildings or property.

A.
For fire/smoke inside your room, office area or building:


1.
If possible, extinguish the fire.


2.
If you cannot safely extinguish the fire:



a)
Evacuate the area.  (Do not use elevators.)



b)
Close all doors behind you as you leave.

B.
For fire outside your room


1.
Feel the door.  If it is hot DO NOT OPEN IT.



a)
Seal the bottom of your door with cloth material to keep the


smoke out



b)
Retreat.  Close as many doors between you and the fire


as possible



c)
Stay calm and wait to be rescued


2.
If the door is not hot, open it cautiously.  Stand behind the door,

prepare to close it fast if there is smoke or fire.


3.
If safe, walk to the closest safe exit.  Do not use elevators to 


evacuate



a)
If smoke is present, stay as low to the ground as possible.



b)
Walk down stairways.  Go up only when downward travel is


unsafe.
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IN CASE OF EARTHQUAKE

1.
During the quake:

A. Take cover under a heavy desk, table or bench, or in a doorway.  Stay away from windows, bookcases, shelves, etc.

B. Do not dash to exits or use elevators or escalators.  Elevators will stop and escalators may collapse.

C. Do not use candles, matches, or other open flames.

2.
After the quake:

A. Remain in building unless an immediate danger is present or emergency personnel order evacuation.


B. Follow directions of supervisors, Building Evacuation Coordinators, or emergency personnel.


C. Do not use the telephone except in extreme emergency.


D. Be prepared for aftershocks.


E. Check for injuries.  Do not move seriously injured persons unless they are in immediate danger.  Notify emergency personnel.

F. Extinguish any fires, if possible.

G. Turn on battery operated radio, if available.

H. Remain as calm as possible.

I. Do not flush toilets, use plastic trash bags as appropriate.
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IN CASE OF CIVIL DISORDER

A.
Immediately contact 911 (or 9 + 911) if there is any threat of or actual disruption of services or ingress or egress from the office or building.

B.
Continue to work in as normal a manner as possible.  Do not congregate, gesture, or show signs of approval or disapproval.

C.
Do not talk with or place any demands on the demonstrators.

D.
Remain inside the building if safe to do so.  If supervisory or emergency personnel order an evacuation, exit according to evacuation procedures and assemble in your designated area, or leave according to instructions.

E.
Do not speak with members of the news media, unless you are authorized to do so.

IN CASE OF ARMED INTRUDER

OR ANY DANGEROUS OR ILLEGAL ACTIVITY

A. Immediately contact 911 (or 9 + 911) or get a co-worker’s attention and ask him/her to call 911.  

B. Non-law enforcement personnel with regard to taking action to intervene must exercise reasonable judgment.  If possible, aid victims.
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IN CASE OF MEDICAL EMERGENCY

A.
Do not move the victim unless there is an immediate danger.

B.
Call 911 to seek emergency medical response.

C.
Ask a co-worker, supervisor, or call out to passerby for help.  Render first aid to extent of training until medical aid arrives.
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IN CASE OF BOMB THREAT

Statistics and experience reveal that the majority of telephone and written threats are hoaxes.  However, there exists the possibility that the threat is authentic, and therefore, appropriate actions should be taken for the safety of employees, the public, and property.

All bomb threats received will be investigated.  Personnel answering the telephone should familiarize themselves with the procedure and established chain of command in responding to such threats.  The speed of reporting a bomb threat is an important element, hence employees should have a “Bomb Threat Report Form” readily available for immediate use.  This form outlines the pertinent information necessary to begin an investigation of a bomb threat.

When a telephone bomb threat is received, immediately attempt to get the attention of a co-worker or supervisor.  Have someone else contact 911 to report the threat.

Using the Bomb Threat Report Form, if possible, attempt to get the following information from the caller:

1.
When is the bomb likely to explode?

2.
Where is the bomb located?

3.
What does the bomb look like?

4.
Why was the bomb placed?

5.
What did the caller actually say?  (Try to write down the exact wording of the threat).

6.
What is the sex and ethnicity of the caller, if noticeable.

Attempt to:

1.
Keep the caller on the line as long as possible.  Ask the caller to repeat the message.  Record every word spoken.

2.
Tell the caller that the building is occupied, and the detonation could result in death or injury to innocent people.  

3.
Ask the caller how long you have until the bomb is set to go off.  Try to make the caller give you the location of the bomb.  Ask what the bomb looks like.

4.
Pay particular attention to any strange or noticeable background noises.

5.
Listen closely to the voice, voice quality, accents, and speech impediments.

ONCE THE POLICE OR SHERIFF’S DEPARTMENT HAVE ARRIVED, THEY WILL TAKE CHARGE OF ANY INVESTIGATION.  PROVIDE LAW ENFORCEMENT PERSONNEL WITH ANY AND ALL INFORMATION YOU HAVE ABOUT THE CALLER.  

IF EVACUATION IS ORDERED, FOLLOW ALL INSTRUCTIONS CAREFULLY.  IF POSSIBLE, TAKE YOUR PERSONAL ITEMS WITH YOU, SUCH AS PURSES, PACKAGES, BRIEFCASES, ETC  THIS WILL SAVE TIME FOR SEARCH PERSONNEL.
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Bomb Threat

Continued

SEARCHING OFFICE AREAS

If instructed by law enforcement or supervisors to search an area, the search should be conducted in a systematic manner.  Someone familiar with the areas should be responsible for searching them.  Look for anything out of the ordinary or whose presence cannot be explained.  A bomb can be concealed in almost anything and will likely appear to be a common object such as a book, shopping bag, briefcase, shoe box, etc.

A proper search should be conducted in teams of two.  Divide the area in half and assign one member to each half.  Make three sweeps of the area starting at the outside walls and moving toward the center of the room.  On the first sweep, search from the floor to waist level.  On the second sweep, search from the waist level to the top of the head and on the final sweep search from the top of your head to the ceiling.  Then switch halves to ensure that your partner did not miss anything.

Open doors, drawers, etc. WITH EXTREME CAUTION!  Watch for trip wires, wires anchored to doorknobs, and pressure devices, which will denote when, stepped upon.

A mirror can be used to search the underside of desks, chairs, benches, water fountains, etc. for secreted devices.

For a letter or parcel bomb, watch for excessive postage, no return address, excessive weight, incorrect titles, restrictive markings such as confidential or personal, oily stains or discoloration, and any unusual odors.

IF A SUSPICIOUS PACKAGE IS FOUND  - DO NOT TOUCH, MOVE, OR COVER IT

Devices that appear not to be armed may have more than one detonator.  Station a volunteer or erect a temporary obstruction a safe distance from any suspicious object to ensure that no one approaches the device while you summon help.  IMMEDIATELY REPORT THE FINDING OF A SUSPICIOUS PACKAGE TO LAW ENFORCEMENT

If no suspicious object is found during your search, remember to notify your supervisor or Response Team Member that your area is clear.  The building search cannot be called off until all areas are reported to be clear.  
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BOMB THREAT REPORT FORM

Fill Out This Form If You Receive a Bomb Threat

Listen Carefully to the Caller.  Do not interrupt the caller.  Stay calm.  Be Courteous.  NOTIFY SUPERVISOR OR A CO-WORKER WHILE CALL IS ON THE LINE.

Write exact words of caller: 

Questions To Ask:

1.
When if the bomb going to explode? ___________________________________

2.
Where is the bomb right now? ________________________________________

3.
What kind of bomb is it? ____________________________________________

4.
What will make it explode? __________________________________________

5.
Why do you want to bomb this office? __________________________________

6.
What is you name? ________________________________________________

7.
Where are you calling from? _________________________________________

Listen to Determine the Caller’s:  (circle appropriate descriptions)

1.
Sex?

Male
Female

2.
Age?

Adult
Juvenile
Estimated age _____________

3.
Voice?

Loud, soft, high pitched, deep, raspy, calm, angry, excited, slow, laughter, crying, normal, distinct, slurred, familiar, disguised, stutter, lisp, deep breathing.

4.
Accent?
Local, not local, foreign, regional.

5.
Speech?
Fast, slow, distinct, distorted, stutter, nasal, slurred, lisp.

6.
Language?
Educated, foul, irrational, incoherent, taped, read.

7.
Manner?
Calm, angry, rational, irrational, coherent, incoherent, deliberate,




emotional, righteous, laughing, intoxicated.

8.
Background Noise?
Office machines, factory machines, bedlam, trains, animals, music, quiet, voices, airplanes, street traffic, party atmosphere, mixed, other _____________________________.

ADDITIONAL INFORMATION:

1.
Date call was received? ______________________

2.
Time call was received? ______________________

3.
Name of person receiving call? ______________________________________

4.
Phone number at which call was received? _____________________________

ACTION TO TAKE IMMEDIATELY AFTER THE CALL: Notify a supervisor immediately.  Call or direct someone else to call 911.  Talk to NO ONE about the call other than as instructed by law enforcement or your supervisor.
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IN CASE OF POWER FAILURE

A. Remain calm.

B. Do not yell, scream or talk unnecessarily.

C. Open window and door coverings to allow light into building interior.

D. Turn off office equipment, fans, heaters, computers, etc. so that they do not operate unnecessarily if power is restored after the building is empty.

E. Follow instructions for evacuation from the building, if necessary.
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EVACUATION/FIRE DRILL INSTRUCTIONS

Mandatory evacuation/fire drills will be conducted at least once annually.  Full cooperation of all building occupants is requested.

Procedures Performed In Drills

May Save Lives In An Actual Emergency

Elevators are never to be used to exit the building in the case of a drill or an actual evacuation or fire.

1. You will be notified that a drill is being conducted.  Do not call the Fire Department or 911.

2. Everyone in the drill area must evacuate as directed.  This includes assisting members of the public in evacuating from the area.

3. You are expected to know the designated safe area(s) to report to.

4. The Building Evacuation Coordinator (BEC) or department supervisors are responsible for ensuring that everyone is safely out of the building.

5. If needed, assist disabled personnel or members of the public.

6. A drill scenario may call for simulation of a blocked primary exit route, which may require that you seek an alternate route.  Know where all exit doors and escape routes are located.  Volunteers may be recruited to simulate a person requiring help getting out.  

7. Do not return to your office or building until you are directed to do so following the drill.
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Fire Prevention

Fire can occur anytime.  It is possible wherever there is anything that can burn, and every office and home contains plenty of things that can burn.  For fire to start, only three things are needed: something that will burn (fuel), heat (an ignition source), and air (oxygen).  

FOUR STEPS TO FIRE SAFETY

1.
Recognize fire hazards and eliminate them.

2.
Learn what to do in case of fire.

3.
Practice fire safety at all times.

4.
Learn your escape route and hold periodic fire drills.

THE TOP FIVE FIRE HAZARDS

1.
Electrical:  Protect cord insulation from damage.  Don’t use portable heaters; they can overload cords and circuits.  Remove damaged equipment from service.  Don’t attempt makeshift repairs.

2.
Smoking and Matches: Dispose of them in ashtrays--never in trashcans.  Obey “No Smoking” signs.

3.
Trash:  Remove rubbish and waste materials.  They invite and help spread fire.

4.
Welding/Cutting: Protect nearby exposures.  Guard your work areas.  Inspect for any smoldering after the job.

5.
Flammable Liquids: Clean up spills immediately, following proper procedures and using proper protective equipment.  Keep oil-soaked rags in covered, metal containers.  Use flammable liquids in small quantities, and keep them in approved safety cans.  Enforce no smoking.  Ventilate the area.

IN CASE OF FIRE

1.
Safety of people is the first priority.  Evacuate the work area.  Alert others in adjacent or nearby offices or buildings

2.
Fight the fire ONLY if it is small and you have received the proper training in fire extinguisher use.

3.
Report the emergency by calling  



9  +  911 if calling from the county phone system, or


911 if calling outside the county phone system.  

FIRE SAFETY PRACTICES

1. Plan an escape route.  Plan two ways out of each major room, if possible.

2. Learn to recognize fire hazards.  Eliminate those that you can; report the others to your supervisor.

3. Know where the fire extinguisher(s) is located.  Make sure it is not obstructed from reach by stored supplies or equipment.

4. Know how to properly use a fire extinguisher.  If you don’t know how, ask.
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[Insert a copy of your Department/Division/Building evacuation map route(s) here.]
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Hearing Conservation Program

Scope

Title 8, CCR, GISO §5097 requires employers to establish a continuing, effective Hearing Conservation Program, including procedures for employee training, noise monitoring and medical surveillance, whenever employee noise exposures equal or exceed an 8-hour time-weighted average sound level of 85 decibels measured on the A-scale.

Introduction

In general, departments or work units which have noise exposures that are continuous (greater than one-second pulses), loud and annoying requiring employees to raise their voices to be heard would trigger the compliance requirements of the Hearing Conservation standard.  

Department managers and supervisors are required to comply with the following guidelines.

Responsibilities

Department managers and supervisors are responsible for implementing the Hearing Conservation Program.  

Each Department Head or his/her designee must review specific department operations, facilities and equipment to determine if the employee noise level exposure could equal or exceed the minimum threshold level.  In areas where the noise exposure level is known to equal or exceed the threshold level, a comprehensive program must be implemented and maintained.  

In areas where it is suspected that the threshold levels may be exceeded, the department head must implement sound level studies, testing and/or monitoring to determine the degree of employee noise level exposure.  If it is determined that the exposure equal or exceeds the threshold level, full implementation of the Hearing Conservation Program must proceed immediately.

In areas where it is determined that the noise exposure is unlikely to equal or exceed the threshold level, no further participation by the department head is required unless the following circumstances occur:

1.
Work areas, operations, facilities or equipment changes are made that will or may alter the previously determined noise level exposure to such an extent that noise level monitoring and/or full implementation of the Hearing Conservation Program is now required.

2.
If, during a regular or other inspection, it is determined that noise level testing and/or program implementation is necessary.

3.
If, during an accident or incident investigation, it is determined that noise level testing and/or program implementation is necessary.

4.
If, based on an employee report or complaint, it is determined that noise level testing and/or program implementation is necessary.

See “Noise Monitoring” in this section for guidelines to be considered before determining that the noise exposure level is unlikely to exceed the threshold level.

Program Requirements

Department heads must ensure the implementation of the Hearing Conservation Program in their departments.

Supervisors of employees in areas or operations which have been determined to have noise levels equal to or above the threshold level must:

1.
Arrange to have exposed employees equipped with approved hearing protection devices.

2.
Make frequent checks to ensure employees are properly using hearing protection devices.  

3.
Strictly enforce the use of hearing protection devices where determined necessary.

4.
Ensure that employees undergo annual and/or periodic audiometric examination as per the standard.

5.
Ensure that employees are trained in the proper use of hearing protective devices and that on-going annual training is conducted.

6.
Maintain proper records of monitoring, testing and employee exposure information.

Noise Monitoring

The initiation of a monitoring program is to be considered whenever employees have:

1.
Difficulty communicating by speech while they are in the noise area, and the listener and speaker face each other at a distance of two feet, or,
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2.
Employee complaints such as head noises or ringing in the ears after working in a noise area for extended periods, or,

3.
A temporary loss of hearing that has the effect of muffling speech and other sounds after extended exposure to the noise.

Managers and supervisors shall determine if any employee is exposed to a daily dose greater than the exposure limits permitted by using Human Resources Office-approved monitoring equipment or contractors.

If routine and/or periodic survey monitoring identifies an employee for inclusion in the department’s Hearing Conservation Program, additional monitoring may be conducted to obtain measurements of the employees who may be similarly exposed.

Hearing Protectors

Hearing protectors issued to employees shall provide a degree of protection to reduce noise exposure below limits prescribed.

Procedures shall be established and implemented to ensure that hearing protection devices meet all requirements for proper attenuation (noise reduction), issuance, cleaning, maintenance and training in the use of the devices.

Each employee receiving a pair of earplugs for reduction of exposure shall be fitted by an individual qualified and/or trained in the proper selection and fitting of earplugs.

A variety of suitable hearing protectors (earplugs and earmuffs) shall be made available to all identified employees.  

Audiometric Testing and Evaluation

All employees identified by monitoring for inclusion in a Hearing Conservation Program shall be administered a preliminary (baseline) and subsequent (annual monitoring) audiometric (hearing) test.  Annual re-testing shall be conducted so long as the employee meets the established exposure criteria.  

Recordkeeping

Each department shall be responsible for establishing a recordkeeping system, which meets the requirements of Title 8, CCR, GISO §5100 regarding recordkeeping. 

These records shall be maintained for at least 30 years.  The following shall be maintained:

1.
Noise exposure measurements.

2.
Audiometric test results including audiograms, name and classification of employee, date of audiograms, the name of the examiner, date of audiometer calibration and date of employee’s last noise assessment.

3.
Background noise levels in audiometric test rooms.

4.
Training records.

Access to Records

All records required shall be provided upon written request to affected employees, former employees, representatives designed by the individual employee or a designated representative of Cal/OSHA.
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Department heads will follow the guidelines to comply with requests for employee exposure and medical records contained in the “Recordkeeping” Section of this Safety Manual.

Training

Employees shall be informed of hazardous noise areas through appropriate signage and instructions.  Hearing protectors shall not be issued to an employee until proper use and the supervisor has demonstrated maintenance procedures.  All employees’ training shall be documented using proper department or County forms.

Training Program Contents

Training sessions for employees identified for inclusion in a Hearing Conservation Program will include:

· Discussion of the effects of noise on hearing;

· The purpose of hearing protectors;

· Use and care of hearing protectors;

· The purpose and explanation of audiometric testing.

The advantages and disadvantages of different hearing protectors, alternation of various types and instructions on selection and fitting shall also be reviewed with employees.  

Annual Training

Annual re-training will be required for employees exposed to excessive noise levels as specified in this procedure.

Section 14

Ergonomics

Scope

Title 8, CCR Article 106, Section 5110 requires that California employers establish and implement a program designed to minimize repetitive motion injuries (RMI) in the workplace.  

Introduction

According to the regulation, RMIs are injuries resulting from a repetitive job, process, or operation of identical work activity at the workplace which have been the predominant cause of a diagnosed, objectively identified, musculoskeletal injury to more than one employee within the last 12 months.   The diagnosis of a RMI must be from a licensed physician.  The regulation defines “predominant” as meaning 50% or more of the injury was caused by a repetitive job, process or operation of identical work activity.

Ergonomics Program

Ergonomics is the science of designing and adjusting the work environment to fit employees to the job tasks, tools, and equipment that are within the employees’ physical capabilities and limitations.  In a more practical sense, it is the science of human comfort.  When the physical capabilities of a worker are exceeded by the demands of a job task or the work environment, an injury to the musculoskeletal system may result.

The goal of the ergonomics program is to prevent to the extent possible the occurrence of work-related RMIs by controlling 

or eliminating employee exposure to the workplace risk factors that can cause or aggravate them.  The use of sound ergonomic principles in the workplace can help employees work safer and more productively.

Objectives

The development and implementation of an ergonomics program requires active involvement by management and employees in order to:

A.
Identify work-related ergonomic risk factors of jobs, processes or work activities that may cause or contribute to the development of RMIs.

B.
Obtain input from affected employees in the identification, implementation and evaluation of control measures to prevent exposures to RMIs.

C.
Determine and implement effective control measures for exposures to RMIs.

D.
Provide training to employees on the recognition, prevention and control of RMIs.

E.
Evaluate RMI exposures and the effectiveness of control measures designed to reduce or eliminate musculoskeletal disorders on an on-going basis, and make modifications through continuous process improvement.

Ergonomic Risk Factors

Ergonomic risk factors are the physical stressors and workplace conditions that may pose a risk of injury to the musculoskeletal system of an employee.  Because these factors occur during work performance or during the interaction of an employee with the work environment, they are referred to as “work-related ergonomic risk factors.”  Such risk factors include:

A.
Repetitive Motions

B.
Awkward or Sustained Postures

C.
Forceful Exertions

D.
Mechanical or Contact Stresses

E.
Unassisted Frequent or Forceful Manual Handling

F.
Vibration

G.
Cold Temperatures

Ergonomic Worksite Evaluations

Ergonomic worksite evaluations shall be conducted when more than one employee is diagnosed within the last 12 months with a RMI that a licensed physician has found was predominantly caused from a repetitive job, process or operation of identical work activity.

The purpose of conducting an ergonomic worksite evaluation is to:

A.
Identify the task requirements and any work-related ergonomic risk factors of jobs, processes or work activities that may cause or contribute to the development of RMIs.

B.
Determine any feasible engineering and/or administrative control measures to reduce or prevent employee exposure to RMIs.

C.
Identify appropriate types of personal protective equipment where effective engineering or administrative controls are not feasible.

Ergonomic worksite evaluations should be conducted by trained personnel such as department safety representatives, safety committee members, supervisors, managers or Human Resources staff.

A worksite evaluation can be used to evaluate jobs, processes or work activities involving the ergonomic risk factors outlined above, such as:

A.
Desk jobs, and/or video display terminal (VDT) workstations.

B.
Manual lifting, lowering, carrying, handling or pushing/pulling people, heavy objectives, equipment or tools.

C.
Hand/power tools and equipment, including heavy duty trucks and heavy machinery/equipment.

Control of Exposures to RMIs

Preventing or reducing ergonomic risk factors is frequently difficult because several factors may combine to create a hazard.  Control measures, which address only a single risk factor, may not eliminate the overall risk.  Effective interventions implemented in one situation may be ineffective in other settings.  Ergonomic solutions will typically require a series of adjustments or trial periods.  Most effective ergonomic solutions are accomplished through incremental and cumulative improvements in the workplace rather than from a single, major workplace modification.

Any exposures that have been identified as causing objectively identified work-related RMIs of the musculoskeletal system by a licensed physician within the last 12 months shall be corrected or, if not capable of being corrected, have the exposures minimized to the extent feasible.

Section 14/Ergonomics

Exposures to work-related RMIs shall be controlled to the extent feasible through a three-tier approach, which may incorporate one, two or all three methods:

A.
Engineering Controls  - ergonomic design controls applied to equipment, tools, workstations, work methods, or other aspects of the workplace (i.e. workstation redesign, adjustable fixtures, tool redesign, etc.).

B.
Administrative Controls  - policies or work practices used to prevent or control the work schedule or manner in which work is performed (i.e. job rotation, frequent rest breaks, varying work tasks, etc.).

C.
Personal Protective Equipment  - equipment which provides a barrier between the employee and the ergonomic hazard where engineering or administrative controls are not feasible (i.e. devices work on or attached to the body such as padding, anti-vibration gloves, wrist rests, foot stools, glare screens, etc.). 

NOTE:  Wrist braces/splints are not considered personal protective equipment and may only be prescribed by a licensed physician.

Employee Training

Training is intended to enhance the capacity of management and employees to effectively recognize work-related ergonomic risk factors and to understand the apply appropriate control strategies.

Employees shall be provided training that includes an explanation of:

A.
The ergonomics program;

B.
The exposures which have been associated with RMIs;

C.
The symptoms and consequences of injuries caused by repetitive motion;

D.
The importance of reporting symptoms and injuries; and

E.
Methods used by Kings County to minimize RMIs.

Section 14/Ergonomics

Section 15

Safety Program Forms

Form Name
Form 

Number
Form Use

“Hazard Assessment For General Work Areas and Specific Job Safety Classes”
IIPP-02
To document potential safety/health hazards and to train employees in proper work practices and use of personal protective equipment.



“Safety Checklist”
IIPP-03
Department/Work Area survey to assess compliance or areas in need of correction.



“Safety Inspection & Correction Form”
IIPP-04
To document areas in need of correction/corrective action taken.



“Accident, Injury or Illness Investigation Form”
IIPP-05
To document investigation of employee accidents, injuries or illnesses or “near misses”.



“Initial Safety Training”
IIPP-06
To document initial safety training of new employees to department.



“Safety Training 

Employee Sign-up Sheet”
IIPP-07
To document on-going group or individual safety training.



“Employee Report of Safety Hazard”
IIPP-08
Must be made readily available to employees who wish to report a real or potential safety hazard.



“Hazardous Material Identification”
HC-01
To document each hazardous chemical used/stored in a work area of the department.



“Hazardous Materials Inventory”
HC-02
To document the total inventory of hazardous chemicals used/stored in the department.

Section 16

Required Workplace Posters

Poster Title
Reference
Source

for Posters
Coverage

Industrial Welfare Commission (IWC) Orders regulating wages, hours, and working conditions.
Labor Code §1183.  There are 15 IWC orders, separately numbered according to industry or occupation group.
Department of Industrial Relations
The IWC orders do not apply to employees directly employed by the state or any county, incorporated city or town or other municipal corporations.  However, many public agencies use the IWC orders as a guideline for their employment practices.



Pay Day Notice
DLSE 8, 

Labor Code §204, 204A, 204B, 205


Department of Industrial Relations
All employers

Harassment or Discrimination in Employment is Prohibited by Law


DFEH 162, Government Code §12950(a)
Department of Fair Employment and Housing
All employers

Equal Employment Opportunity is the Law (including ADA poster)


EEOC P/E-1


Equal Employment Opportunity Commission
All employers

Safety and Health Protection on the Job (Cal/OSHA)


General Safety Orders, Title 9, §340
Department of Industrial Relations
All employers

Notice of Workers’ Compensation Carrier


Labor Code §3550
Kings County Human Resources Office
All employers

Notice to Employees:  Unemployment Insurance and Disability Insurance


DE 1857A
Employment Development Department
All employers

Emergency Phone Numbers


8 CCR §1512(e)
Department of Industrial Relations
All employers

Poster Title
Reference
Source

for Posters
Coverage

Notice:  Employee Polygraph Protection Act


WH 1462
U.S. Department of Labor
All employers

Notice to Employees:  Time Off to Vote
Elections Code

§14001
Secretary of State’s Office, Election’s Division
All employers.

Must be posted for 10 days preceding statewide elections.



Minimum Wage (State)
WH 1088

Revised 10/96
Department of Industrial Relations


All employers

Minimum Wage (Federal)
WH 1420
U.S. Department of Labor
All employers with 50 or more employees and all public agencies.



Family and Medical Leave Act of 1993
WH 1420
U.S. Department of Labor
All employers with 50 or more employees and all public agencies.



Family Care/Medical Leave/Pregnancy Disability
California Government Code §12945.2
Fair Employment and Housing Commission
All employers with 50 or more employees and all public agencies.



Pregnancy Disability Leave
California Government Code §12945
Fair Employment and Housing Commission
Employers of five or more employees.



No Smoking/Smoking Prohibited Except in Designated Areas
Labor Code §6404.5
No government source
All employers (except employers of five or fewer employees except under certain conditions).

Sources for Employer Posters:

Department of Industrial Relations

ATTN:  Posters

PO Box 420603

San Francisco CA 94142-0603

(415) 972-8844 or

(415) 975-0761

Department of Fair Employment and Housing

30 Van Ness, 3rd Floor

San Francisco CA 94102

(415) 557-2005 or

1 (800) 884-1684 for nearest district office


Source:  California Chamber of Commerce
US Department of Labor

Wage, Hour and Public Contracts Div.

(415) 744-5590

EEOC

(415) 356-5100

California Chamber of Commerce

1 (800) 331-8877

To purchase an Employer Poster Set.

Contains all 13 posters required on two 24” x 36” posters.  (FMLA and Pregnancy Leave notices included separately.)  

$12.50 + tax, shipping and handling

45
62

_938409873.bin

