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I.	INTRODUCTION 	Comment by Ray Machado: HOW TO USE THIS TEMPLATE: 
                                                                             This document is a sample program and needs to be modified and made specific to your organization, its exposures, and controls that need to be established.                                               
                                                                                           Remember, a template IIPP will not suffice: you must adapt this document to fit your organization and create an integrated program that covers all exposures.                                 

Further instructions are found in comments throughout this template. After the template has been completely customized and filled out, delete these instructions before the plan is distributed to employees.     

To delete a comment, right-click on the comment and select “Delete Comment.”                    


Organization Name is dedicated to providing a safe and healthy working environment for staff, students, and the general public.  To help achieve this goal, Organization Name will promote a comprehensive Injury and Illness Prevention Plan (IIPP) that integrates collaborative and cooperative efforts by the entire Organization Name community to identify and eliminate unsafe conditions and practices, to control health hazards, and to comply fully with all applicable safety and health regulations.

Organization Name’s Illness and Injury Prevention Program includes the following elements:

1. Identifies persons with authority and responsibility for implementing the Program.

2. Outlines an enforcement and disciplinary process to ensure that employees comply with Organization Name safety and health rules and regulations.

3. Establishes a system to communicate with employees about safety and health matters and to encourage feedback on safety concerns from them.

4. Outlines an inspection program or process to identify and evaluate workplace or worksite hazards on an ongoing basis and establishes procedures for correcting unsafe or unhealthful conditions in a timely manner

5. Outlines a procedure to investigate and resolve occupational injuries and illnesses.

6. Outlines a safety training program to ensure that training is provided, both general training to cover basic hazards to all places of employment as well as specific training to cover hazards that are unique to each employee's job assignment.

7. Outlines procedures for employees to gain access to Organization Name’s IIPP.

8. Outlines appropriate recordkeeping of steps taken to implement and maintain the program.


II. 	AUTHORITY & MANAGEMENT COMMITTMENT

Organization Name follows the authority for executing this IIPP based on the California Code of Regulations, Title 8, Section 3203 of the General Industry Safety Orders.

While the overall responsibility for the Organization Name health and safety rests with the Responsible Person, the immediate responsibility for workplace health and safety belongs to each Organization Name employee who performs a supervisory or managerial role (e.g. managers and supervisors).  In addition, each individual employee is responsible for preventing Organization Name accidents.	Comment by Ray Machado: This will typically be the Executive Director or President of the organization for example.

Organization Name directors, managers, and supervisors shall take leadership roles in ensuring the IIPP effectiveness through their active efforts focused on developing the proper safety culture for those they manage, and by ensuring that all operations under their control are conducted in compliance with applicable regulations and policies.

Organization Name is committed to providing a healthful and safe working environment, and to supporting environmentally sound practices in conducting Organization Name activities.  Organization Name goal is to prevent all workplace injuries and illnesses.


III. 	APPROVALS

This Organization Name Injury & Illness Prevention Plan (IIPP) is hereby approved and supersedes any previous program or plan.


IIPP Administrator Name		______________________________           	___________
Job Title				Signature					Date
IIPP Administrator
Organization Name

Responsible Person Name		______________________________           	___________
Job Title				Signature					Date
Organization Name


Name					______________________________           	___________	Comment by Ray Machado: Follow the same format for additional responsible persons names. Those which are involved in the IIPP administration within the organization.
Job Title				Signature					Date
Organization Name

















IV.	SCOPE & PURPOSE

This IIPP applies to all Organization Name employees, volunteers, visitors, contractors and student employees.  This IIPP applies to all programs and activities wherever they occur (at Organization Name managed locations (listed below), on University Name campus, and at off-campus locations). No student or employee will be required to perform any task that is determined to be unsafe or unreasonably hazardous.

Implementation of this program will result in several benefits including (but not limited to):

· Protecting the health and safety of employees while decreasing potential risk of injury and illness to all who work at Organization Name locations.

· Reduce workers compensation claims and costs.

· Improve organizational efficiency by reducing replacement or reassignment costs for injured workers.

· Improve employee morale and safety as employees become more aware of the importance and priority for safety.

· Minimize potential for penalties to be assessed by regulatory enforcement agencies.

This program applies to all Organization Name personnel and includes the following Organization Name locations:

Location Name	Comment by Ray Machado: Include all names and addresses of locations which are under the Organization’s jurisdiction.
Address

Location Name
Address

V.	RESPONSIBILITIES	Comment by Ray Machado: Specify roles in your organization who have this responsibility.

ORGANIZATION NAME – RESPONSIBLE PERSON

The ultimate responsibility for the effective implementation of the Organization Name IIPP policies and procedures rests with the Responsible Person.  The overall responsibilities of the Auxiliary Name – Responsible Person is to develop, implement and monitor the Injury and Illness Prevention Program for the Organization Name.  While the Responsible Person has assigned overall IIPP implementation and day-to-day management to the Organization Name IIPP Administrator, the Responsible Person will lead in the demonstration of:
· Taking a genuine interest in safety-specific issues to ensure department heads/supervisors take necessary actions.

· Support for Organization Name safety programs.

· While safety is everyone’s duty, it is a function of management to provide resources and guidance to enable safety working environments.

Organization Name IIPP Administrator:

The individual assigned by the Organization Name – Responsible Person to be responsible for the administration of the Organization Name IIPP is IIPP Administrator Name.  The responsibilities of the IIPP Administrator are as follows:

1. Facilitate compliance with the IIPP and other safety programs, policies, and procedures.

2. Assist Responsible Person and the Organization Name Management, Enter Additional Supporting Departments and Staff Here with the implementation of this program and other safety programs, policies, and procedures.

3. Revise and update the IIPP on an annual basis or as needed to be compliant with the regulatory authority (Section II. Authority & Management).

4. Establish a training program designed to instruct employees in safe work practices and specific job duties prior to assignment to potentially hazardous employment.

5. Consulting with other campus managers and department supervisors regarding regulatory compliance, hazard identification and evaluation, procedures for correcting unsafe conditions, systems for communicating with employees, safety meeting scheduling, employee training programs, compliance strategies and record keeping.

6. Maintaining an inventory of hazardous materials present in all work areas managed by Organization Name.  For work areas where Organizational Name have employees managed by another organization, coordinate with managers/supervisors in those work areas to ensure all aspects of hazard communication area in place. 

7. Coordinate with supervisors to conduct periodic safety inspections of facilities, equipment and projects to identify unsafe conditions and practices.

8. Make recommendations and initiate corrective actions regarding identified hazards or deficiencies.

9. Investigating employee complaints of hazardous conditions and referring findings to appropriate supervisors and managers.

10. Informing outside contract employees, who work in areas under Organization Name jurisdiction, of the hazards to which those employees may be exposed.

11. Ensuring that supervisors adhere to adopted procedures and enforce safety rules, procedures and policies.
	
12. Documenting employee training, injuries, incident reports and grievances involving safety issues.

13. Distributing safety information, posters, and materials. 

14. Coordinate with outside consulting organizations as needed for assistance with complex workplace safety issues.

Supervisor and Manager Responsibilities:
1. Implement a process to identify, mitigate, or eliminate hazardous conditions in a timely manner.  This requires that supervisors are familiar with safety and health hazards to which employees under their immediate direction and control may be exposed.

2. Consider and incorporate safety requirements into all work procedures.

3. Enforce safe work practices and procedures.

4. Implement a training program designed to instruct employees and volunteers in safe work practices and specific job duties.

5. Instruct employees and volunteers in the recognition and avoidance of unsafe conditions, including hazards associated with non-routine tasks and emergency operations. This includes both general and job specific safety training is provided and verifying completion prior to the hazard exposure.

6. Permit only those employees or volunteers qualified by training to operate potentially hazardous equipment and making certain that employees or students understand all safety procedures associated with their job duties.

7. Establish Standard Operating Procedures (SOP) and Job Hazard Analysis (JHA) for high risk activities.

8. Ensure regularly scheduled work area safety inspections area occurring by coordinating with the IIPP Administrator.

9. Assisting the IIPP Administrator with investigation of accidents and preparing written documentation.

10. Request a Safety Data Sheet when one is not already available for a hazardous material.

11. Correct and/or reporting unsafe conditions to their immediate superior.

12. Group safety meetings - department Managers will be responsible for holding department safety meetings on a regular basis. Employee attendance and discussion topics will be documented.

13. Recognize employees who consistently perform safe and healthful work practices.

14. Discipline employees who knowingly violate safety rules, procedures or policies.

15. Communicate and on health and safety practices to employees.  This includes posting safety information on bulletin boards and/or break rooms.

16. Provide employees with access to the IIPP within five (5) business after the initial employee request by following the procedures set forth within section XII. EMPLOYEE ACCESS TO ORGANIZATION NAME’S IIPP of this program.

Employee Responsibilities:
1. Perform job assignments in a safe manner, and always adhering to Organization Name safety practices, procedures and guidelines.

2. Read and complying with procedures and guidelines provided by their supervisors.

3. Complete all required training sessions (both general and job specific).

4. Inform their supervisor of workplace hazards without fear of reprisal.

5. Ask questions to their supervisors when there is concern about an unknown or hazardous situation.

6. Report injuries and illnesses to their supervisors immediately.

Contractor Responsibilities:
1. Contractors who work under a defined scope of work are bound by the health and safety requirements specified in their contract, and their own IIPP 

2. All contractors are to adhere to Cal-OSHA regulations and standards for work activities.


VI. 	COMPLIANCE

Employees who fail to comply with safety rules will be subject to appropriate corrective or disciplinary action, which can include formal documentation and termination. Managers will follow normal company disciplinary procedures.  Organization Name reserves the right, at its sole discretion, to determine what appropriate levels of corrective actions, if any, are warranted.  Each case is determined by its own facts.  There are no guarantees if an action is applied that any particular progression will be observed.   For example, a written level warning will not be automatically issued to an employee who previously received a verbal warning.  The new offense will be viewed on its own merits in deciding upon an appropriate level of corrective action as to the new offense.  
Supervisors can be subject to disciplinary action for the following reasons:

1. Repeated safety rule violation by their department employees.

2. Failure to provide adequate training prior to job assignment.

3. Failure to report injury or illness and provide medical attention to employees injured at work.

4. Failure to adequately control unsafe conditions or work practices.

5. Failure to maintain good housekeeping standards and cleanliness in their departments.

Recognition Program:	Comment by Ray Machado: Is there a safety recognition program at the Organization? If so, outlines the details of the Recognition Program in this section. If not, delete the Recognition Program section.


VII. 	COMMUNICATION

The following system of communication is designed to facilitate a regular flow of safety and health information between management and employees in a form that is readily understandable and consistent. The following methods have been established to communicate with employees on matters relating to health and safety:

1. New worker orientation including a review of safety and health policies and procedures.

2. Review of Organization Name IIPP.

3. Department specific training programs (based on department training matrix).

4. Regularly scheduled department safety meetings.

5. Posted or distributed safety information.

6. Safety Data Sheets (SDSs) to provide information on the potential hazards of products or chemicals.

7. A system for workers to anonymously inform management about workplace hazards.

8. Safety Committee meeting minutes (Optional).	Comment by Ray Machado: Implementation of a safety committee is optional and not required by cal/OSHA 3203. Delete this bullet if the organization elects to forgo a safety committee.


Anti-Reprisal Policy
Managers and supervisors will encourage employees to report any unsafe or unhealthy conditions they discover without fear of reprisal.  Employees may submit anonymous feedback about hazards or safety concerns by Responsible Person Name – Contact Information.


VIII.	HAZARD INSPECTIONS & CORRECTION

1. Hazard Inspections

Inspections are viewed from the perspective of a fact-finding process, not fault-finding.  The emphasis is on locating potential hazards that can adversely affect safety and health, and making appropriate corrections.

All personnel are responsible for continuous, ongoing inspection of their work areas/workplace. When discovered, potentially hazardous conditions must be properly reported and corrected as soon as practicable.

Periodic inspections will be made by Responsible party utilizing the Organization Name’s self-inspection form (See Attachment C). Once completed, the Inspection report will be provided to the manager/supervisor for the area inspected and also reviewed by the Safety Committee (or designated management representative) for appropriate action to be taken to eliminate hazards. Assignments, target dates for completion, and actual completion dates will be documented on the Safety Inspection Checklist and in the minutes of the Safety Committee (or designated management representative).	Comment by Ray Machado: This can be lead employees, managers or supervisors. Can also be the safety committee if the organization elects to go this route.

At any time a hazard has reasonable certainty that it can be expected to cause death or serious physical injury or illness is identified during any safety inspection or it otherwise becomes known, immediate corrective action shall be taken by the responsible area or site manager. When such a hazard exists which cannot be immediately abated without endangering employees’ and/or property, all staff and personnel shall be evacuated from the area except those who may be necessary and qualified to correct the hazardous condition.

Periodic inspections shall be performed according to the following schedule:

· When initially establishing Organization Name IIPP, and on a yearly basis thereafter;

· When new substances, processes, procedures or equipment which present potential new hazards are introduced into our workplace;

· When new, previously unidentified hazards are recognized;

· When occupational injuries and illnesses occur; and

· Whenever workplace conditions warrant an inspection.

· Quarterly for all departments.

At the completion of an inspection, the affected department or site will be issued a Name of documented used to communicate safety deficiencies  

Receipt of a Notice will require the responsible manager to take the necessary corrective action(s) and, if the unsafe condition cannot be immediately abated, develop a suitable timetable for correcting the unsafe condition based on the severity of the hazard. A Report of Corrected Safety Violations shall be completed by the appropriate supervisor and/or manager and returned to the add location here upon completion of the abatement action. 

2. Hazard Correction and Control

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely manner based on the Hazard Classification Hierarchy (below). Prioritization of remediation actions will be based on the ranking scheme.  High priority hazards should always be corrected immediately or consideration should be given to stopping operations affected by the hazards.

Workers who are required to correct the hazardous condition shall be provided with the necessary protection. Imminent hazards must be immediately reported to the IIPP Administrator, Responsible Person, and department supervisor.	Comment by Ray Machado: The Organization’s President.  Executive Director

Effective hazard control follows the “hierarchy of controls” methodology (below).  The most effective means of control is, if possible, to eliminate the hazard.  If this cannot be accomplished, the next most effective means of control is to substitute for a lesser hazard.  If this is not feasible, the next most effective means of control is to engineer out the hazard by such means as machine guard or exhaust ventilation as examples.  It this is not feasible, administrative controls such as warning signs, labels, and alarms must be given.  Administrative controls (such as training, work procedures) and personal protective equipment (PPE) should be consider as last resort when all other means of control are not feasible or effective.

Hierarchy of Hazard Controls
[image: ]


IX. 	INJURY & ILLNESS RESPONSE PROCEDURES

All injuries are to be reported directly to the manager or supervisor.

Employees should call 911 in cases of life threatening medical emergency and follow emergency response procedures.  Response procedures are found at Location Name.


X. 	ACCIDENT REPORTING AND INVESTIGATION

Administration Reporting Responsibilities 
Cal-OSHA must be notified by the IIPP Administrator as soon as reasonably feasible, and no later than eight (8) hours following a Serious Injury or Illness. Serious injury or illness includes: 
· Inpatient hospitalization for a period in excess of 24 hours for other than medical observation. 
· Bodily dismemberment. 
· Permanent disfigurement. 
· Death. 
· In cases where the employee receives professional medical care as a result of an on-the-job injury, the employee will receive treatment and will return to work as directed by the treating physician. 
Investigation Procedures: Root Cause Analysis 
Department supervisors must conduct an investigation after any workplace incident (injury, exposure, or illness) involving their employees within 24 hours of occurrence. 
Incident investigations identify causative or contributing factors of occupational injuries and illnesses, and help determine if any action is necessary in preventing recurrence. They are not intended to fix blame upon an individual or group of individuals. An incident is defined as an unexpected and undesirable event that can result in injury or property damage. All incidents involving injury or property damage are to be investigated. Furthermore, “near misses” that could have produced significant injury or damage should also be investigated. Report near misses to the responsible person via (enter appropriate e-mail here and/or other means of contact to responsible person). 
Each incident investigation must be documented using the Incident Investigation Form. To properly conduct an investigation, consider the following: 
· Safety – Determine if there is any remaining danger to you or others. 
· Documentation – Conduct necessary interviews; make notes about your observations and possible factors that contributed to the incident/injury and take photographs.  The Incident Investigation Form is used to document the investigation.
· The IIPP administrator and department supervisor must then review the findings to determine the root cause and/or contributing factors. 
· Establish a sequence of events that led up to the incident/injury by considering all factors involved and develop a plan to correct the root cause and contributing factors to prevent reoccurrence. 
· Each serious incident should be discussed and reviewed to ensure proper communication between departments and facilities so that similar circumstances, conditions, hazards, and/or work practices can be corrected organization-wide.


XI. 	TRAINING & INSTRUCTION

The goal of our safety training program is to develop safe work habits and attitudes. It is critical that new employees understand work rules and procedures prior to being assigned a job. 

New Employee Orientation Training 
Employees shall receive safety training at the start of employment. The new employee training will include: 
· Organization Name IIPP
· Emergency Action Plan
· LIST ADDITIONAL NEW EMPLOYEE SAFETY TRAINING HERE

Additional Training Requirements
Additional training will be in accordance with the following: 
· To employees given new job assignments for which training has not been previously received 

· Whenever new processes, procedures, or equipment are introduced into the workplace and represent a new hazard 

· Whenever Organization Name is made aware of a previously unrecognized hazard

· For supervisors to familiarize themselves with the safety and health hazards to which employees under their immediate direction and control may be exposed

Department Specific Training
Department supervisors are responsible for completing a documented hazard assessment and creating a department safety training matrix of required training based upon identified hazards present.  Employees are to complete required training prior to being released to perform the job duties that they were hired for and when employees are faced with hazardous work environment and/or hazardous equipment they must be trained to safely perform the work prior. Department specific training should include at a minimum:
· A review of potential safety and health hazards identified in employee work areas 

· Necessary means of minimizing potential hazards 
· Ex. Job Hazard Assessments, Standard Operating Procedure’s (SOP’s), Procedures

· Instruction on which safety equipment or personal protective equipment (PPE) must be used 


On-the-Job training 
On-The-Job training is the responsibility of the employee’s Supervisor. Training may be provided online, through group presentations and/or via one-on-one coaching.
NOTE: ALL ON THE JOB TRAINING MUST BE DOCUMENTED. THESE ARE EXAMPLES OF FORMS OF TRAINING WHICH CAN BE USED, LIST THE METHODS OF TRAINING THE ORGANIZATION IS GOING TO USE. 

Training Records 
Training for each employee must be documented on the (name the document name in which employee training will be documented). Supervisors must document individual safety training and safety meetings and must provide documentation to the Name of Department to send documents to maintain compliance with recordkeeping requirements. Training records must include the following information: 
· Employee name 
· Training dates 
· Types of training (topic and format) 
· Employee’s sign-off signature
· Training provider

The IIPP Administrator, Managers and Supervisors are responsible for the following related to safety training:

· Identification of required safety training that covers all staff (ex. IIPP, Emergency Action)

· Assisting supervisors in their development of safety training programs by providing advice, guidance and information concerning regulatory requirements relative to training content.

· Assist department supervisors with the establishing and regular updating of the department specific safety training matrix

· Providing monthly New Employee Safety Training

· Providing other training resources such as videos, training packets, (list additional training resources)
· Outside Trainers
· Offsite Training

· Coordinate safety training for the department(s) they represent.

XII.	EMPLOYEE ACCESS TO ORGANIZATION NAME’S IIPP 

Organization Name shall provide employees with access to the IIPP within five (5) business after the initial request. To gain access, employees must first make the initial request to their Manager or Supervisor. The Manager or Supervisor will then provide access by either one of two ways:
1. Employees will receive a printed copy of the Organization Name’s IIPP free of charge.
2. Employees will be provided with unobstructed access through Organization Name server or website, which allows an employee to review, print, and email the current version of the Program (Unobstructed access means that the employee, as part of his or her regular work duties, predictably and routinely uses the electronic means to communicate with management or coworkers).

Organization Name has the right to the following when providing employee’s access to the IIPP:
· The Program provided to the employee or designated representative need not include any of the records of the steps taken to implement and maintain the written Program.
· If Organization Name has distinctly different and separate operations with distinctly separate and different Programs, Organization Name may limit access to the Program (or Programs) applicable to the employee requesting it.
· Organization Name employee’s shall be trained on how to gain access to the IIPP as part of their New Employee Training and when this IIPP document is first adopted by the Organization Name.


XIII.	RECORDKEEPING

Cal-OSHA regulations have requirements for the maintenance and retention of records for occupational injuries and illnesses, medical surveillance, exposure monitoring, inspections and other activities and incidents relevant to occupational health and safety. 

Injury & Illness recording:

Employee Exposure Records:
Each employee exposure record will be preserved and maintained for at least thirty (30) years except for certain background data to workplace monitoring and certain biological monitoring results. Such records include workplace monitoring or measuring of a toxic substance or harmful physical agent; biological monitoring results which directly assess the absorption of a toxic substance or harmful physical agent by body systems; material safety data sheets; and in the absence of the above, a chemical inventory or any other record which reveals where and when used and the identity of a toxic substance or harmful physical agent.

Medical Records:
The medical record for each employee will be preserved and maintained for at least the duration of employment plus thirty (30) years except for certain health insurance claims records, first aid records, or the medical records of employees who have worked for less than one (1) year if they are provided to the employee upon termination of employment. Such records include medical and employment questionnaires or histories; the results of medical exams and lab tests; medical opinions, diagnoses, progress notes, and recommendations; first aid records; descriptions of treatments and prescriptions; and employee medical complaints.

Documentation of Program Efforts:
Essential records, including those legally required for workers' compensation, insurance audits and government inspections will be maintained for as long as required. Organization Name will also keep records of steps taken to establish and maintain the Injury & Illness Prevention Program.

They must include:
1. Records of scheduled and periodic quarterly and yearly inspections to identify unsafe conditions and work practices. The documentation includes the name of the person(s) conducting the inspection, the unsafe conditions and work practices identified, and the corrective action(s) taken. These records will be maintained for at least three years.

2. Documentation of health and safety training for each employee. Specifically, employee name or other identifier, training dates, type(s) of training and the name of the training provider will be included. Records will be retained for at least three years.
 
3. Training records will be kept in each department and in Organization Name Administrative Office as appropriate.

Organization Name Human Resources Manager is responsible for maintaining these records and must be able to present them to Cal-OSHA and other regulatory agency if requested and shall ensure maintenance of the following records as indicated below:


	RECORD
	
	DURATION

	The Written IIPP
	
	Indefinitely

	Employee Training Records
	
	Duration of Employment (DOE)
(Except for training records of employees who have worked for less than one year which are provided to the employee upon termination of employment)

	Records Relating to Employee Communication and Enforcement
	
	3 years

	IIPP Audit and Inspection Records
	
	3 years

	Safety Meeting Agendas
	
	3 years

	Safety Meeting Sign in Sheets
	
	3 years

	Employee Suggestions, Questions and Responses
	
	3 years

	Industrial Hygiene and Exposure Sampling Records
	
	DOE + 30 years

	Employee Medical Records
	
	DOE + 30 years

	Notices of Safety Violations or Citations
	
	5 years

	Reports of Corrected Safety Violations or Citations
	
	5 years

	Safety Data Sheets (SDS)
	
	Duration of Use (DOU) + 30 years

	[INSERT ADDITIONAL RECORDS AS APPLICABLE]
	
	




XIV.	MAINTAINING THE IIPP

The IIPP Program Administrator and/or designee will review and revise this IIPP annually and when accidents, process and/or personnel changes indicate the need when significant changes to the elements or applicability of the program occur or at least annually.  This person shall also verify effective implementation of each element of the program, make any necessary changes, and communicate these changes to the management and effected personnel.
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