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State Standard


Title 8, Chapter 4

3203.  Injury and Illness Prevention Program
(a)
Effective July 1, 1991, every employer shall establish, implement and maintain an effective Injury and Illness Prevention Program.  The Program shall be in writing and shall, at a minimum:

(1)
Identify the person or persons with authority and responsibility for implementing the Program.

(2)
Include a system for ensuring that employees comply with safe and healthy work practices.  Substantial compliance with this provision includes recognition of employees who follow safe and healthful work practices, training and retraining programs, disciplinary actions, or any other such means that ensures employee compliance with safe and healthful work practices.

(3)
Include a system for communicating with employees in a form readily understandable by all affected employees on matters relating to occupational safety and health, including provisions designed to encourage employees to inform the employer of hazards at the worksite without fear of reprisal.  Substantial compliance with this provision includes meetings, training programs, posting, written communications, a system of anonymous notification by employees about hazards, labor/management safety and health committees, or any other means that ensures communication with employees.

Exception:  Employers having fewer than 10 employees shall be permitted to communicate to and instruct employees orally in general safe work practices with specific instructions with respect to hazards unique to the employees' job assignments as compliance with Section (a)(3).

(4)
Include procedures for identifying and evaluating work place hazards including scheduled periodic inspections to identify unsafe conditions and work practices.  Inspections shall be made to identify and evaluate hazards:

(A)
When the Program is first established:

Exception: Those employers having in place on July 1, 1991, a written Injury and Illness Prevention Program complying with previously existing Section 3203.

(B)
Whenever new substances, processes, procedures, or equipment are introduced to the workplace that represent a new occupational safety and health hazard; and 

(C)
Whenever the employer is made aware of a new or previously unrecognized hazard.

(5)
Include a procedure to investigate occupational injury or occupational illness.

(6)
Include methods and/or procedures for correcting unsafe or unhealthy conditions, work practices, and work procedures in a timely manner based on the severity of the hazard.

(A)
When observed or discovered; and,

(B)
When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and/or property, remove all exposed personnel from the area except those necessary to correct the existing condition.  Employees necessary to correct the hazardous condition shall be provided the necessary safeguards.

(7)
Provide training and instruction:

(A)
When the program is first established;

Exception:  Employers having in place on July 1, 1991, a written Injury and Illness Prevention Program complying with the previously existing accident prevention program in Section 3203.

(B)
To all new employees;

(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.

(b)
Records of the steps taken to implement and maintain the Program shall include:

(1)
Records of scheduled and periodic inspections required by subsection(a)(4) to identify unsafe conditions and work practices, including person(s) conducting the inspection, the unsafe conditions and work practices that have been identified and action taken to correct the identified unsafe conditions and work practices. These records shall be maintained for three (3) years; and

Exception  :Employers with fewer than 10 employees may elect to maintain the inspection records only until the hazard is corrected.

(2)
Documentation of safety and health training required by subsection (a)(7) for each employee, including employee name or other identifier, training dates, type(s) of training, and training providers.  This documentation shall be maintained for three (3) years.

Exception No. 1:  Employers with fewer than 10 employees can substantially comply with the documentation provision by maintaining a log of instructions provided to the employee with respect to the hazards unique to the employees job assignment when first hired or assigned new duties.

Exception No. 2:  Training records of employees who have worked for less than one (1) year for the employer need not be retrained beyond the term of employment if they are provided to the employee upon termination of employment.

(c)
Employers who elect to use a labor/management safety and health committee to comply with the communication requirements of subsection (a)(3) of this section shall be presumed to be in substantial compliance with subsection (a)(3) if the committee:

(1)
Meets regularly, but not less than quarterly;

(2)
Prepares and makes available to the affected employees, written records of the safety and health issues discussed at the committee meetings and, maintained for review by the Division upon request;

(3)
Reviews results of the periodic, scheduled worksite inspections; 

(4)
Reviews investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness, or exposure to hazardous substances and, where appropriate, submits suggestions to management for the prevention of future incidents;

(5)
Reviews investigations of alleged hazardous conditions brought to the attention of any committee member.  When determined necessary by the committee, the committee may conducts its own inspection and investigation to assist in remedial solutions;

(6)
Submits recommendations to assist in the evaluation of employee safety suggestions; and

(7)
Upon request from the Division, verifies abatement action taken by the employer to abate citations issued by the Division.

NOTE:
Authority cited: Sections 142.3 and 6401.7, Labor Code.  Reference: Sections 142.3 and 6401.7, Labor Code.


SAMPLE


Board of Education Policy


on Risk Management

The personal safety and health of students, staff and the public, and the protection of district property and assets from accidental losses, are primary concerns of the





 School District Board of Education.  The Board is dedicated to providing leadership and financial support necessary to develop and maintain adequate insurance programs and successful safety and loss control practices.

Prudent trusteeship of the resources of the district requires careful review of exposure arising from employing of staff, supervising of students, holding of real property, engaging in contractual arrangements, providing public services, and the possessing of liquid and other assets.  The board recognizes the need to protect the district from these exposures through the fundamental risk management activities of risk identification, measurement, mitigation and assumption or transfer of risks through purchase of insurance, pooling with other districts or other risk financing practices.

Administrative procedures should detail, by position, the employee responsibilities, and the responsibilities should be included in job descriptions.

The superintendent and administrative staff are accountable for providing leadership and a continual evaluation of the district's risk management program.


SAMPLE


Board of Education Policy


on Employee Safety

The Governing Board believes that safety is every employee's responsibility.  The Board expects all employees to use safe work practices and to report and correct any unsafe conditions which may occur.  Supervisors shall constantly promote safety and correct any unsafe work practice through education, training and enforcement.

No employee shall be required to work under unsafe or hazardous conditions or to perform tasks which endanger their health, safety or well‑being.  Working conditions and equipment shall be maintained in compliance with standards prescribed by federal, state and local law and regulations.

There shall be established an effective Injury Prevention Program.  This written program shall include the identification of the position responsible for implementing the program, the method of identifying and evaluation of hazards, and the methods for correcting unhealthy conditions and work practices in a timely manner.  A training program complying with Labor Code Section 6401.7 and General Industrial

Safety Order 3203 will be implemented.

Procedures for communicating the Injury Prevention Program to employees and the enforcement of conditions shall be a part of the program.  Appropriate records shall be maintained to insure there is documentation of district compliance with the applicable code sections.


SAMPLE


Written Injury and Illness Prevention


Program for                                 School District

The following written Injury and Illness Prevention Program, combined with the basic safety policies of the 





 School District, document that it is the district's policy to fully comply with Labor Code Section 6401.7 and General Industry Order Section 3203, Injury and Illness Prevention Program.


I


Employer Information

The 




 School District is a public educational agency providing educational services to students grades 

  through 

.

Official Name of District

Address 






City 





 State 

 Zip 



Telephone No. 





II


Authority and Responsibility


8 CCR 3203(a)(1)

The person(s) with authority and responsibility for implementing the 


 school district's Injury and Illness Prevention Program is (are) listed below.

1.
Name and Title:
Description of authority and responsibilities related to the Injury and Illness Prevention Program that are assigned to this person.

Phone Number :
2.
Name and Title:
Description of authority and responsibilities related to the Injury and Illness Prevention Program that are assigned to this person.

Phone Number:
(Add more as needed)


III


Identification, Evaluation and Prevention


8 CCR 3203(a)(2)

The 




 School District will use the following system for identifying, evaluating, and preventing occupational safety and health hazards.

1.
There shall be periodic and scheduled inspections of classrooms and other district and school facilities and work stations.  Frequency of inspections shall be based on need, but all areas will be inspected at least yearly.

2.
There shall be investigations of all occupational accidents, injuries, illnesses  and other potentially hazardous events that occur inside or on the premises of any school facility or in any other specific school operated area.

3.
There shall be a review of applicable General Industrial Safety Orders and other Safety Orders that apply to the district operations. 

4.
There shall be a review of industry and general safety information related to occupational safety and health hazards found in school environments.

5.
There shall be evaluations made of other information or hazards reported by certificated or classified employees.


IV


Communication


8 CCR 3203(a)(3)

The following methods shall be used to effectively communicate with the school

district employees to meet the required standard.

1.
The school district has established a labor‑management safety committee which will comply with the General Industrial Safety Order 3203.


OR

1.
Communication of safe working conditions, safe work practices and required personal protection equipment is included in initial and all subsequent training.

2.
Other forms of employer‑to‑employee communications on safety topics include 










(Specify which posters, letters, meetings, etc. are provided.) 

3.
Employees have been advised by the following method:

that safe work conditions, safe work practices, and required personal protective equipment are mandatory and will be enforced by the following:

a.
Recognition for compliance/good safety record.

b.
Discipline for non‑compliance:

4.
The school district's method to solicit safety reports and safety related information from employees includes:

and anonymously by:

5.
A written form is available ________________________________________.

6.
Employees shall be advised that there will be no reprisals or other job discrimination for expressing any concern, comment, suggestion or complaint about a safety‑related matter.


V


Evaluation and Documentation of Hazards


8 CCR 3203(a)(4)

Inspections to identify hazards shall be conducted when the program is first established; whenever new substances, processes, or equipment are introduced to the workplace that represent a new occupational safety and health hazard; and whenever the district is made aware of a new or previously unrecognized hazard. These hazards shall be evaluated and placed in groupings based on the job safety categories that operate in those classrooms or facilities.

The Occupational Safety and Health Hazards identified are documented in the following manner:

A hazard evaluation form shall be developed for general classroom or other work areas having the same job safety categories.  These forms will be maintained at the following location(s):


VI


Accident Investigation


8 CCR 3203(a)(5)

Occupational Accident and Injury/Illness Investigation:

1.
Investigations are conducted as soon as possible after an accident, occupational injury or illness, or hazardous occurrence is reported.

2.
The investigations are documented in writing.  The investigation procedures are part of the Occupational Accident, Injury and Illness Investigation form.

3.
The forms are maintained at the following location(s):


VII


Methods and Procedures for Correcting Unsafe


and Unhealthy Conditions and Work Practices


8 CCR 3203(a)(6)

The following methods and/or procedures will be used to correct unsafe or unhealthy conditions, work practices and work procedures in a timely manner based on the severity of the hazard:

1.
Imminent hazard.

Personnel not needed for corrective action will be removed from the area.

2.
Less severe hazards.

Problems will be dealt with in a timely manner.

3.
Activities such as training, retraining of employees on safe work practices and hazard problems will be practiced to reduce unsafe or hazardous conditions.

4.
Procedures such as safety work order system, inspection reviews, and monitoring of employees and conditions will be standard operating procedures.


VIII


Inspections

Inspections will be conducted to verify compliance with safe work practices and other safety requirements, to identify any new or additional hazards, and to monitor basic safety operations.  Inspections shall also be part of investigation procedures related the occupational accident, injury and illness occurrences.

Frequency and responsibility for inspections:

1.
School Site/Job Safety Categories 

Frequency of Scheduled Inspection

Person(s) Responsible

2.
School Site/Job Safety Categories

Frequency of Scheduled Inspection

Person(s) Responsible

3.
School Site/Job Safety Categories 

Frequency of Scheduled Inspection

Person(s) Responsible


IX


Inspection Documentation


8 CCR 3203(a)(1)

Documentation of Inspections:

1.
Periodic scheduled inspections are documented in writing and includes methods of correction of hazards identified.

2.
Documentation is maintained at the following location(s):


X


Safe Work Practices

General and specific safe work practices including safe working conditions and protective equipment requirements are documented and communicated in the following manner:

Safe work practices have been developed for all job safety categories.  The safe work practices are available at the following location(s).  Every employee shall receive training as required (see training section).


XI


Employee Safety Training


8 CCR 3203(a)(7)

Employee Safety Training shall be provided under the following guidelines:

1.
Initial training shall be provided for all current employees as soon after the establishment of the school district's program as possible.

2.
New employees shall be provided initial training upon hiring and prior to assignment.

3.
Employees shall be provided training when assigned to a new tasks or job for which training has not been received.

4.
Supervisors shall be trained on hazards and safe practices in their area of responsibility.

5.
Training shall include general school/site safety and specific job safety category training.

6.
Documentation of training shall be maintained in writing by individual and/or group training sessions.  Documentation is maintained at the following location(s): 

7.
Refresher training is provided at the following frequency:


XII


Documentation


8 CCR 3203(a)(2)

Record keeping requirements of General Industry Safety Order 3203 shall be documented in writing and maintained for at least three years, except for specified job safety categories which have longer periods for certain activities under other code sections.


XIII


Approval

On 




, the board of the 




school district approved this written Injury and Illness Prevention Program.

Signature of Superintendent



Date


Or
Pursuant to board policy 

, this Injury, Illness and Prevention Program is approved for the 




, effective July 1, 1991.

School District

Signature of Superintendent



Date


Employee Injury and Illness


Prevention Standard

Notice to Employees:

The 



 School District has complied with General Industry Safety Order 3203 by establishing an Injury and Illness Prevention Program.

A copy of the written program is available at the following location:

Employees have the following rights under this program:

To be advised of occupational safety and health hazard and receive training on safe work conditions, practices and personal protective equipment.

To provide information to the employer on safety hazards, request information or make safety suggestions without fear of reprisal.

Employees have a duty to comply with the following requirements to make the workplace safe for themselves and fellow employees:

Know the safe work practices for the general work area and for your job.

Comply with working conditions, safe work practices and personal protective equipment requirements for your job.

Report unsafe conditions and injuries/illnesses to your supervisor.

Employees must comply with the requirements listed above or face the following disciplinary actions:

The employer will conduct inspections to identify unsafe conditions and violations of safety rules.

If you have any questions about this program, ask your supervisor or 

. 

Safety information may be confidentially reported using the safety suggestion box

and the forms provided.

Signed 






Date 




Authorized District Administrator


Employee Safety Reporting Form
This form is for use by employees who wish to provide a safety suggestion or report an unsafe workplace condition or practice.

Description of Unsafe Condition or Practice

Causes or Other Contributing Factors 

Employee's Suggestion for Improving Safety:
Has This Matter Been Reported to the Area Supervisor?  Yes
 No 

Employee Name (Optional)

Department 











Date 












Employees are advised that use of this form or other reports of unsafe conditions or practices are protected by law.  It would be illegal for the employer to take any action against an employee in reprisal for exercising rights to participate in communications involving safety.

The employer will investigate any hazard report or safety question from employees as required by the Injury and Illness Prevention Program Standard (GISO 3203).  The employer's response will be communicated to the employee(s) involved.

Employees who wish to remain anonymous may wish to place this form, unsigned, in the safety suggestion box located at 





 




.

INDIVIDUAL EMPLOYEE SAFETY TRAINING 

DOCUMENTATION
NAME OF TRAINER: 







            

TRAINING SUBJECT: 









TRAINING MATERIALS/METHODS USED: 






NAME OF EMPLOYEE: ____________________________________________________      







Print  your name here

I hereby certify that I received training as described above in the following areas:

1.
The potential general safety hazards that may exist in my work area and associated with my job assignment;

2.
The safe work conditions, safe work practices and personal protective equipment required for my work;

3.
The hazards of any chemicals to which I may be exposed and my right to information contained on material safety data sheets (MSDSs) for those chemicals, and how to find and understand this information;

4.
My right to ask any questions, or provide any safety related information to my employer either directly or anonymously without any fear of reprisal;

5. The name of the designated responsible person for my district;

6.
My responsibility to work safely, report safety hazards and follow safe work practices established by my employer.

I understand the information presented during this training and agree to comply with safe work practices for my work area.

    
 Employee Signature





Date

Note: A copy of this form will be placed in your personnel file in order to document training.

Documentation of Employee Safety Training


Sign‑up Sheet

Trainer: 





Date: 




Subjects Covered: ______________________________________________________________________________
	PRINT NAME
	SIGN NAME
	WORK LOCATION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Occupational Accident, Injury and Illness


Investigation Form

1.
Review standard OSHA Report of Occupational Injury or Illness, form 5020 (rev. 5).

For Investigation Purposes Only:

2.
Add the following for investigation purposes:

a.
Was a safe work practice violated? 


b.
If so, describe:

c.
What corrective action is needed:

d.
Will an additional safe work practice be needed?

e.
Was unsafe condition corrected?

f.
If not corrected, what interim actions have been taken?

g.
Will inspection checklist need modification?

Signature of Investigator
__________________________________
Date _________
Person responsible for corrective action:

Date received by responsible person:

Signature of person responsible for corrections:


Labor Management Safety and Health Committee


Minimum Standards

The following relate to the labor‑management safety and health committee:

1.
The committee meets at least quarterly.

2.
Written record of Safety Committee meetings are distributed to affected employees and maintained for review by the Division [Cal/OSHA].

3.
The committee reviews results of the periodic, scheduled worksite inspections.

4.
The committee reviews accident and near miss investigations and, where necessary, submit suggestions for the prevention of future incidents.

5.
The committee reviews investigations of alleged hazardous conditions brought to the attention of any committee member.

6.
When determined necessary by the committee, the committee conducts its own inspections and investigations.

7.
The committee evaluates employee safety suggestions and submits recommendations.

8.
Upon request of OSHA, verifies abatement action taken by the school district to abate citations issued by OSHA.

Compliance with the above minimum standards by an officially established Labor‑Management Safety and Health Committee will meet the communications requirement of GISO 3203.

