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A.  IIPP DOCUMENTATION SHEET
IIPP Revise Date:
January 18, 2005   

Office:
 Risk and Insurance Management


 707 Third Street, 1st Fl, W. Sacto, CA 95605  

Responsible Person:
Greg Sandin
Phone Number:
376-5287                        

Other Responsible Persons:

NAME
PHONE
LOCATION

Gerry Lobo, SSM II
376-5315
707 Third Street, 1st Fl, W.Sacto., CA 95605


Gary Estrada, SSM II
376-5313
707 Third Street, 1st Fl, W.Sacto., CA 95605


Kim Hunt, SSM II
376-5423
707 Third Street, 1st Fl, W.Sacto., CA 95605

Gail Saruwatari, SSM I
376-5285
707 Third Street, 1st Fl, W.Sacto., CA 95605

Greg Sandin, SSM I, 
376-5287
707 Third Street, 1st Fl, W.Sacto., CA 95605

  Safety Officer, DGS

John Ashbee, SSM II,
376-1928
707 Third Street, 8th Fl, W.Sacto., CA 95605

   Em. Prep. Mgr., DGS 

        Other Health and Safety Programs Incorporated by Reference

· Business Continuity Plan


ORIM

· Constructive Intervention Program 

OHR
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    B.  ORIM ORGANIZATION CHART

            REPLACE THIS SHEET WITH CURRENT 
ORIM ORGANIZATION CHART
C.   INTRODUCTION

The Department of General Services (DGS), Office of Risk and Insurance Management (ORIM) has developed and implemented this written Injury and Illness Prevention Plan (IIPP) as part of its health and safety program.  

It is the policy of the ORIM to comply with the requirements of the California Code of Regulations (CCR) Title 8, Section 3203, to be consistency with the applicable Memoranda of Understanding, and to provide a safe and healthful work environment for employees.  Accordingly, effective July 1, 1991, ORIM implemented this IIPP in compliance with Senate Bill 198, (Labor Code 6401.7, and Title 8 CCR Section 3203), and updates it annually to ensure its accuracy.  

ORIM expects and requires all employees to follow the requirements set forth in this IIPP.

ORIM Safety Program Goals
· To aggressively promote the objectives of this IIPP;

· To satisfy the obligations of the negotiated contracts with the unions; 

· To reduce the number of work-related injuries.

ORIM Safety Program Objectives
· All employees are to receive emergency preparedness training for such events as fires, earthquakes, and bomb threats.

· All employees are to receive safety training and instruction in general work practices and hazards unique to the job assignment.

· At least one certified first aid and cardiopulmonary resuscitation (CPR) trained staff member shall be available in each unit.  These persons are to receive basic first aid and CPR training, as well as refresher CPR training as required by their certification.

· Physical inspections of ORIM facilities are to be conducted at least quarterly to ensure compliance with all applicable rules and regulations.

· Opportunities for accident prevention are to be reported to management and are to be responded to within one week.
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D.  ASSIGNMENT OF RESPONSIBILITES (T8 CCR 3203(a)(1))
The DGS Director has designated the ORIM Office Chief as the Responsible Person for ORIM. The ORIM Chief has designated all ORIM Managers and Supervisors, as well as the ORIM Safety Coordinator, as Responsible Persons for their areas of authority.  It is the responsibility of these people to ensure the overall implementation and enforcement of this IIPP (see IIPP Documentation Sheet, page 2).

1)
Responsibilities of Managers, Supervisors, and Safety Coordinator

· Keep informed of existing safety standards and effective safe work practices.

· Establish methods and procedures for correcting unhealthy and unsafe conditions and work practices.  Ensure that communications of ORIM health and safety rules and procedures to employees is done in an understandable manner.

· Encourage employees to suggest improvements.

· Ensure compliance with health and safety work practices and set good examples by following all safety rules.

· Provide mandatory training or instruction in conjunction with normal training for employees.  

· Discuss attitude and compliance with the safety program as part of the performance appraisals.  Where employees are following safety regulations, they should be told that they were observed doing work in a safe manner.  Conversely, unsafe procedures must be drawn to the attention of employees.  Continued unsafe acts by an employee cannot be tolerated and will become a job performance problem requiring disciplinary procedures

· Provide intensive safety training and educational materials when special problems exist.

· Inspect work areas and equipment on a quarterly basis, identifying and evaluating any workplace hazards, ensuring these are reported to the office Safety Coordinator and are corrected.

· Ensure that records on training, inspections, and corrective measures are properly maintained, as required by this IIPP and other Cal/OSHA-requirements in accordance with Title 8 CCR, and maintain these records for periodic review and analysis.

.

2)
Responsibilities of Employees

· Understand and comply with all safety rules and regulations.

· Participate with supervisors to achieve safety goals.

· Perform all activities using the proper safety procedures, tools and devices.

· Keep physically fit and mentally alert to accomplish work without injury.

· Watch for and recognize potential safety hazards and correct them if possible.  If unable to correct them, report them to a supervisor or the Safety Coordinator.

· Keep supervisors informed of any limitations that interfere with safe performance of assigned work.

· Report all injuries and accidents to a supervisor or the Safety Coordinator immediately.
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E.  ACCIDENT, INJURY AND ILLNESS INVESTIGATIONS (T8 CCR 3203(a)(5))
When accidents, injuries, or illnesses occur on the job and require medical care, they will be thoroughly investigated by the immediate supervisor.  The investigation will determine at least the following:

Who and what was directly involved in the accident.

Who and what was indirectly involved in the accident.

Where and when the accident occurred.

What the cause of the accident was, if known.

What steps/procedures should be taken to prevent re-occurrence.

The immediate supervisor or reviewing officer shall:

· Go to the scene of the accident and collect data to reconstruct the circumstance of accident, if appropriate.

· Question witnesses and all others who have knowledge of the injury.

· Review the Supervisor’s Section, SCIF Form 3067 (State), to:

(
Assure adequate information has been recorded for injury prevention;

(
Make initial determination if injury is work related; and

· Identify responsibilities for training/instructions and supervisory follow-up.

· Reconcile questions and problems raised by either the supervisor or the   


employee.

· Initiate injury prevention changes that will minimize the potential recurrence of a  

  
similar accident.  Process the form in accordance with agency safety plan.

· Send a copy of SCIF 3067, to Safety Coordinator.

· Immediately inform the Safety Coordinator of CAL/OSHA reportable accidents.


1)
Responsibilies of Supervisors 

The supervisor is responsible for carrying out state and departmental injury prevention policies. In case of injury, this responsibility includes initiating action to obtain prompt medical treatment of the injured employee(s).  A supervisor includes every person having direction, management, or control, of any employee or place of employment.  The supervisor shall:

· Assure that first aid is administered for minor injuries and determine if employee is able to return to work, or arrange medical treatment by a physician when necessary.

· For extreme emergencies, get the injured employee(s) to any available doctor, hospital, or public medical service.

· Arrange for first treatment by physician, refer to Notice to State Employee, Std. Form 621.

· Arrange for transportation to doctor's office or to hospital.  Use state vehicle, ambulance, taxi, or whatever is appropriate at the time.  (Note: The supervisor or designated representative should accompany the injured to get medical treatment.)
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· Complete the top portion of the Workers Compensation Incident Record and staple it to a blank SCIF 3301(see forms at end of this plan) and give it to the injured employee within 24 hours of first knowledge of injury.  If employee is not available, mail the SCIF form 3301 to the employee’s mailing address by “Certified Mail.  (To obtain copies of these and other forms, see your office Safety Coordinator or the W/C Unit representative.)

· Make a report of action taken and the facts about the accident by completing both sides of SCIF Form 3067 (State) (see form at end of this plan) within five working days of first knowledge of accident.  Submit original form to SCIF, two copies to the Return to Work Unit, and one copy for supervisor’s file.  NO copy to employee. 

· Complete the DGS Supervisor’s Report of Accident/Incident for inclusion into the Supervisor’s file (see form attached to back of this plan).

· Maintain contact with injured employee.

· Arrange for completion of Absence Request, Std. Form 634 or Electronic PAL, for payroll purposes.

· Discuss return to work with employee, physician, State Compensation Insurance Fund Claims Adjuster, and departmental Return-to-Work Coordinator.

· Provide progressive recovery reports to his/her superior until the employee recovers from effects of injury.


2)
Responsibilities of the Injured Employee:

· Obtain first aid for minor injury and return to work.

· Accept examination and treatment by physician or facility arranged for by supervisor; unless the employee has notified the agency, prior to the injury, that he/she has a personal physician and wishes to go to that physician.

· Inform agency of the physician's advice concerning ability to work.

· The employee shall report all accidents promptly, but no later than 24 hours after the injury becomes known, explaining to the supervisor how the accident occurred.

· Complete and sign Employees' Claim for Workers' Compensation Benefits, SCIF Form 3301.

· Return to work as soon as it is medically feasible.

· Submit Absence Request, Std. Form 634, or Electronic PAL, each month.
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F.  EMPLOYEE COMPLIANCE / DISCIPLINARY POLICY (T8 CCR 3203(a)(2))
Under ORIM policy, all employees are required to follow safety policies and operating procedures.  When needed, employees will be provided with additional training and information, or re-training to maintain their knowledge.

This ORIM policy is intended to encourage employee compliance with the Department's, and ORIM’s, IIPP in compliance with California Labor Code 6401.79(a)(6). 

Employees found performing work in an unsafe manner that would endanger the employee or another employee shall be subject to discipline or termination by management.  The Office Chief will determine the course of action best suited under the circumstances.  The steps to be taken may include the following:


Verbal Warning - As the first step in correcting unacceptable behavior, the supervisor/manager shall review the pertinent facts with the employee.  The supervisor will consider the severity of the problem, and the employee's past performance.  A verbal warning will be issued to the employee, which will be documented by the supervisor in the employee's personnel file.  If necessary, the employee will be placed on probation.


Written Warning - If the unacceptable performance continues, the next step will be a written warning.  The written warning will clearly state the safety policy that was violated and steps the employee must take if it is to be corrected.  Probation will be a part of the written warning.  It may also include time off without pay.  At the completion of the probationary period, the supervisor will meet with the employee to determine if the employee has achieved the required level of performance.


Termination - The employee may be terminated if he/she does not improve his/her performance while on probation, or has violated another safety policy. 

                                         [image: image3.jpg]
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G.  COMMUNICATION OF HEALTH AND SAFETY MATTERS (T8 CCR 3203(a)(3))

· The elements of ORIM’s IIPP and all aspects of its health and safety program shall be communicated in a readily understandable manner to all employees.  

· Copies of the IIPP will be distributed to each unit and made available to all employees.  

· Orientation training shall be made available to managers and supervisors who will implement and enforce the IIPP.

Employees shall be kept informed of the requirements of the IIPP through:

· On-the-job training

· Written communications

· Posting a copy of the IIPP

· Participation in the Department Safety Committee.  

· If an employee Suggestion Box is used, it shall be examined and responded to weekly.

It is ORIM’s policy to encourage all employees to report hazards existing at their worksite to their supervisors or to the Safety Coordinator so that corrective action can be taken in a timely manner. Employees may contact the Safety Coordinator or supervisor with any concern or suggestions relating to health and safety.  Employees who report such conditions will not be disciplined nor will they suffer any reprisals due to their actions.

Numerous agencies have specific responsibility for safety and authority to enforce certain provisions of the law, coordinate statewide activities, offer services, and provide training.  Please see the list below.

Department of Personnel Administration 

http://www.dpa.ca.gov
· Coordinates safety for all state agencies.

· Monitors and publishes reports on occupational injuries.

State Fire Marshall




http://www.osfm.fire.ca.gov
· Develops and enforces fire safety standards in state-owned and

state-occupied buildings.

· Inspects state-owned and state-occupied buildings.

Office of Emergency Services



http://www.oes.ca.gov
· Coordinates statewide emergency responses to save lives and

reduce property losses.

· Expedites recovery from emergencies.

Air Resources Board




http://www.arbis.arb.ca.gov/homepage.htm
· Develops plans to anticipate, prevent and abate air pollution emergencies.

· Coordinates plans with the state’s air pollution control districts.

CalOHSA Consultation Services


http://www.dir.ca.gov/oshab.html
· Provides free technical assistance on health and safety problems in the workplace, Cal/OSHA regulations, hazards recognition training, and training on good safety and health practices.

American Red Cross




http://www.redcross.org/
· Teaches classes on basic first aid, standard first aid, advanced first aid, emergency care and cardiopulmonary resuscitation.
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H.  IDENTIFICATION AND EVALUATION OF WORKPLACE HAZARDS (T8 CCR 3203(a)(4))
A goal of this IIPP is to identify and evaluate unsafe work conditions and unsafe work practices so that accidents, injuries, and job-related illnesses are minimized, if not completely eliminated. The principle approach to reducing accidents is through periodic scheduled and unscheduled inspections.  Inspections will be conducted as follows:

· The Safety Coordinator and/or supervisor will conduct general office inspections, at least quarterly.  Supervisors may conduct daily inspections as part of a daily job site walk around.  A quarterly report will be submitted to the Departmental Safety Coordinator by the close of business on March 31, June 30, September 30, and December 31 of each year.

· Inspections will be conducted at the following intervals, in addition to those times mentioned above:

(
At the effective date of this program;

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

(  
Whenever ORIM is made aware of a new or previously unrecognized hazard;

(
Annual inspection by the Departmental Health and Safety Officer;

(
Records review (including workers' compensation summaries, accident reports, injury reports, new Material Safety Data Sheets, air contaminant/noise monitoring data, purchase orders); and

(
Other means of evaluating (e.g., employee suggestion box, input from safety meetings or supervisors).
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I.  EMERGENCIES

The Emergency Preparedness Program (EPP) is a facet of the ORIM’s and the DGS’ overall administrative function in addressing emergencies as an aspect of health and safety for DGS and it’s employees.  The ORIM Business Continuity Plan is a comprehensive plan that provides a basis for coordinating responsive actions during emergencies caused by such things as fires, earthquakes, bomb threats, etc.  

In case of an emergency-related question, DGS staff can access our toll-free emergency number at 1-866-556-0704.  This emergency phone line will be updated if an unforeseen event or incident impacts a DGS division/office/branch.  For additional Emergency Preparedness information, employees should refer to the DGS Internet at http://www.orim.dgs.ca.gov/EmergencyPreparedness/Default.htm.  (A copy of ORIM’s Business Continuity Plan is attached.)

Emergency Conditions

Highway Patrol Officers, State Security Officers and Security Guards will be contacted to meet emergency needs (see ORIM Business Continuity Plan).

The decision to evacuate state facilities is delegated to the Emergency Preparedness Manager (EPM) for the facility involved.  However, under situations where circumstances so dictate, the decision of the EPM may be preempted by the Highway Patrol in areas where Highway Patrol service is available.  (See SAM Section 2625.)  In those geographical areas where Highway Patrol service is not available, emergency action shall be coordinated with local law enforcement and support agencies.

If the Highway Patrol officer conducting the inspection indicates in his report that a problem exists at a particular state facility regarding emergency plans, procedures, or preparedness, a copy of his report will be forwarded to Highway Patrol headquarters, and to the DGS Health and Safety Officer.

First Aid / First Aid Kits

[image: image5.jpg]First Aid
Kit |





First Aid: Assistance provided the sick or injured before medical help is available but only with the express purpose of controlling loss of blood, sustaining breathing, and reducing the effects of shock.  Suitably trained personnel are highly recommended.  Medical diagnosis, treatment, and provision of medicines or drugs (aspirin included) are not appropriate.

· The first aid supplies for each office should be certified by a licensed consulting physician in accordance with law.  The first aid supply list must be approved by the departmental Health and Safety Officer.  (A copy of this list is attached – see Appendix 3.)

· The departmental Health and Safety Officer distributes the first aid supply list, along with instructions on where to purchase the supplies, to all DGS offices.  All DGS offices are to comply with these guidelines.

· First aid kits must be provided and readily available to all employees.

· Employees may contact the CPR/FA Coordinator for assistance in training personnel in first aid/cardiopulmonary resuscitation.
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J.  METHODS AND PROCEDURES FOR CORRECTING UNHEALTHY OR UNSAFE CONDITIONS, WORK PRACTICES (T8 CCR 3203(a)(6))

All unhealthy or unsafe work conditions or work practices identified will be evaluated and corrected.

Unhealthy or unsafe work conditions or work practices will be corrected in a timely manner, as determined by the severity of the hazard.  Under no conditions will ORIM personnel be required to, or permitted to, work under conditions that pose a clear or imminent hazard.

Safety issues that cannot be corrected immediately will be referred to Safety Coordinator or Supervisor to ensure completion of the corrective action.  Once corrected, written documentation of the action taken will be submitted to the DGS Health and Safety Officer via the Safety Coordinator.

When an imminent hazard exists which cannot be immediately corrected without endangering employees and/or property, the following steps will be followed:

· Remove all potentially endangered employees;

· Provide employees responsible for correcting the condition with necessary safeguards;

· Correct the problem; and

· Document the corrective action and date corrected in accordance with this section.  The documentation is to be completed by the Office Chief or her/his designee.  Documentation will be maintained on file by the Safety Coordinator and the DGS Health and Safety Officer.
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K.  HEALTH AND SAFETY GRIEVANCES

It is the policy of ORIM to afford employees an effective means of obtaining prompt consideration of grievances or complaints.  An employee who has a problem or complaint should settle the matter through discussion with his/her immediate supervisor.  Every effort should be made to find an acceptable solution by informal means at the lowest possible level of supervision.  If the employee does not agree with the decision reached through discussion, a formal grievance or complaint may be filed in writing pursuant to the procedure and time limits set forth in the appropriate Memorandum of Understanding.  An employee representative may initiate a grievance or complaint without revealing the name of the employee concerned.

The Labor Relations Section staff of the Office of Human Resources (OHR) is available for consultation with supervisors at any time during the grievance or complaint process.  

No reprisal or threat of reprisal for using the grievance or complaint procedure is permitted.  Lack of observance of this firm rule can result in adverse action by the Department or the State Personnel Board against the offending party. 
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L.  TRAINING AND INSTRUCTION (T8 CCR 3203(a)(7))
All employees shall receive training and instruction in the following areas:

· General health and safety work practices, and

· Specific instruction with respect to hazards unique to the job assignment.

Training of employees at ORIM as to this IIPP shall occur:

· When the program is first established;

· To all new employees;

· To all employees given new job assignments for which training has not previously been received;

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

· Whenever ORIM is made aware of new or previously unrecognized hazards.

The Highway Patrol provides:

· Employee Protection Training programs at any state facility upon request.

· Technical assistance in emergency plan development upon request.

· Employee Orientation for Building Emergency Procedures.

· Management and Building Emergency Personnel Orientation.

· Search Procedures for Search Team Members.

In accordance with this IIPP, training shall be provided by the supervisor or person designated by the ORIM Chief.  Supervisors will conduct safety training at the job site.  

This IIPP shall be made an integral part of existing occupational health and safety training programs at ORIM.  Additional training shall be provided to supervisors to familiarize them with the health and safety hazards to which employees under their immediate direction and control may be exposed.  The Office of Risk and Insurance Management will provide a Safety Training Program for supervisors annually.

The ORIM provides:

· Defensive Driver Training

· Cardio Pulmonary Resuscitation / First Aid Training

· Basic Safety Training

For details on the above classes, please visit ORIM’s website at http://www.orim.dgs.ca.gov/Services/Default.htm
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M.  MAINTENANCE OF RECORDS (T8 CCR 3203(b))

· ORIM will keep records of the actions taken to implement and maintain this IIPP. 

· The records will be maintained on file for a minimum of three years.  

· The records kept by the Department of General Services relating to this IIPP will not adversely affect the retention of medical and exposure records retained by the Return-to-Work Coordinator, in accordance with Title 8, California Code of Regulations, Section 3204 "Access to Employee Exposure and Medical Records."  

· Records of scheduled and unscheduled periodic inspections as well as other records including methods used to identify and evaluate workplace conditions and work practices shall also be retained by the DGS Health and Safety Officer for a period of five years.

· Records relating to the IIPP shall include at a minimum, person(s) conducting the inspection or evaluation; the unsafe conditions and work practices that have been identified; and, actions taken to correct the identified condition or work practice for a period of five years.

· Records and documentation of health and safety training shall include at a minimum, the name of employee and/or employee number; date of training; training topic(s); and instructor shall be retained by supervisor for one year. 
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OFFICE OF RISK AND INSURANCE MANAGEMENT

CODE OF SAFE WORK PRACTICES

THIS ENTIRE CODE OF SAFE PRACTICES SHALL BE POSTED IN THE BREAK ROOM AND SHALL BE PROVIDED TO EACH SUPERVISORY EMPLOYEE WHO SHALL HAVE IT READILY AVAILABLE.
N.  CODE OF SAFE WORK PRACTICES

1)  General

· All persons shall follow these safe practices/rules, render every possible aid to safe operations, and report all unsafe conditions or practices to the supervisor.

· Supervisor shall insist on employees observing and obeying every rule, regulation, and order as is necessary to the safe conduct of the work, and shall take such actions as are necessary to obtain observance.

· All employees shall be given frequent accident prevention instructions. 

· Anyone known to be under the influence of drugs or intoxicating substances shall not be allowed on the job site and is subject to immediate disciplinary action.

· Horseplay, scuffling and other acts that adversely affect safety or well being of  employees shall be prohibited.

· Work activities shall be well planned and supervised to prevent injuries in the handling of materials and in working together with equipment.

· No one shall knowingly be permitted or required to work while his/her ability or alertness is so impaired by fatigue, illness, or other causes that it might unnecessarily expose him/her or others to injury.

· Crowding or pushing when boarding or leaving any vehicle or other conveyance shall be prohibited.

· Workers shall not handle or tamper with any electrical equipment, machinery, or air/water lines in a manner not within the scope of their duties, unless they have received instructions from their supervisor.

· All injuries shall be reported promptly to the supervisor so that arrangements can be made for medical or first aid treatment.

· When lifting heavy objects, the large muscles of the leg instead of the smaller muscles of the back shall be used.

· Inappropriate footwear or shoes with thin or badly worn soles shall not be worn.

· Gasoline shall never be used as a cleanser or solvent.

OFFICE OF RISK AND INSURANCE MANAGEMENT

CODE OF SAFE WORK PRACTICES

THIS ENTIRE CODE OF SAFE PRACTICES SHALL BE POSTED IN THE BREAK ROOM AND SHALL BE PROVIDED TO EACH SUPERVISORY EMPLOYEE WHO SHALL HAVE IT READILY AVAILABLE.

N.  CODE OF SAFE WORK PRACTICES (continued)

2)  Office Safety Rules and Procedures

· File drawers are to be closed when not in use.

· Never pull out the top drawer and the one underneath it at the same time.

· Desk drawers are to be closed when not in use.

· No obstacles are to be left where a person could trip over them.

· Nothing to be stacked to the extent that it might fall on someone.

· Key Operator must be called to clear jams in Xerox or other machinery.

· Paper cutter blade must be kept in closed position when not in use.

· In attempting to reach items which are on the upper shelves, ALWAYS use a safety stool.

· Use step ladders or step stools for high reaching, never use a swivel chair or piled-up boxes.

· There shall be no use of extension cords whereby the cord could become a hazard.

· No one employee should attempt to move heavy office furniture or files.

· Pick up objects and wipe spills from the floor.

· Work areas must be kept clean and orderly -- good housekeeping is part of safety and part of your job.

· Do not carry loads that you cannot see over. 

· Avoid leaning back on chairs.

· Keep fingers away from ejecting slot when loading stapling tools.

· Do not go into dark places without adequate light.

· Do not leave open scissors lying on top of desk or in desk drawers.  Always close scissors when you are finished using them.

· All injuries, no matter how slight, must be reported immediately to your supervisor.

· Know the locations of exits and first-aid equipment.

· Know where the fire extinguishers are located and how to operate them.

· Smoking is permitted only outside of the building.

· Immediately report any defective tools, equipment, or unsafe conditions or practices you may observe to your supervisor.

· Avoid touching moving parts of equipment.

· Do not bypass any safety feature on equipment.

· Make sure equipment is in proper operating condition.  

· VDT screen lighting and background should be compatible, adjustable and where necessary provide the following:

(
No glare screens.

(
Eye care and rest periods as necessary.

(
Adjust screen position.

(
Ergonomic chairs.

(
Adjustable keyboards.

(
Training for employees to recognize and avoid musculoskeletal problems.

OFFICE OF RISK AND INSURANCE MANAGEMENT

CODE OF SAFE WORK PRACTICES

THIS ENTIRE CODE OF SAFE PRACTICES SHALL BE POSTED IN THE BREAK ROOM AND SHALL BE PROVIDED TO EACH SUPERVISORY EMPLOYEE WHO SHALL HAVE IT READILY AVAILABLE.

N.  CODE OF SAFE WORK PRACTICES (continued)

3)  Lifting Loads

It is the policy of ORIM to protect employees from accidents.  Workplace safety requires the participation of every employee.  Managers, Supervisors, and Safety Coordinator shall ensure that all employees observe safety rules and practices and take action as is necessary to obtain compliance. Failure by an employee to comply with safety rules will be grounds for corrective discipline in accordance with ORIM disciplinary manual.

If the load seems too heavy to lift safely, get help.  Since lifting has been a source of literally millions of on-the-job as well as non-occupational job injuries, use the following tips to help reduce your chance of injury:

· Get in close to the load you are about to lift.

· Spread your feet apart - equal to your shoulder width - to make yourself more stable.

· Squat down to the load, bending your hips and knees.

· Use the whole hand to achieve a full grasp of the load.

· As you grasp the load, tuck in the chin, retract the shoulders and stick out your chest.  This causes you to "lock in" the natural "S" curve in your lower back.

· Maintain this position, including the "S" or swayback curve of the lower back as you lift.


When you lift or handle material, keep the following points in mind:

· Before lifting, inspect it for splinters, sharp edges, slippery surfaces, or other hazards.

· Don't over-reach to grasp, lift or lower a load.

· If you need to turn with a load, turn with your feet.  Never twist your body or bend sideways.

· Don't work continuously in a bent over position.  Change stressful positions frequently.

· Be sure your pathway is clear before carrying an object.

· If you must lift/carry an object higher than your waist or at your shoulders, lift to the waist, then reposition your grip.  Check your balance before lifting any higher or before carrying the load.

· Get help if the load is too heavy or contact your supervisor if you are having lifting problems.

· Always remember to maintain the normal "S" curve in your lower back whenever you lift.


Task redesign will prevent overexertion injuries resulting from lifting, lowering, pulling, pushing, carrying, holding and twisting motions by applying the following guidelines:

· Modify the task

· Reduce weights and forces

· Keep object close to body

· Reduce horizontal movement

· Convert lifts/lowers to pushes/pulls

· Lift between knuckle to shoulder height

· Avoid unnecessary movements

APPENDIX I

IIPP CONTENT CHECKLIST

_______
Date of IIPP preparation or revision.

_______
Office name.

_______
Office telephone number.

_______
Person(s) with authority and responsibility for implementing and maintaining the IIPP.

_______
The location of the Code of Safe Work Practices at the jobsite.

_______
The location of the written IIPP at the jobsite.

_______
The location of other written health and safety programs at the jobsite (e.g., hazard communication, respiratory protection, hearing conservation).

_______
The Office Chief may select from these suggested method(s) to evaluate health and safety hazards posed at your workplace(s), and include them in your written IIPP.]

_______
Inspection of the site by an industrial hygienist/safety professional;

_______
Review of Title 8 CCRR for an assessment of hazards and how they may be minimized through compliance with regulatory requirements;

_______

Scrutiny of trade publications for information on hazards posed at typical jobsites;

_______
Response to employee safety questions and suggestions obtained through tailgate sessions, direct employee/supervisor conversations, and other means;

_______
Investigation of jobsite injuries and work-related illnesses; and

_______
Inspection of job sites for adherence to the Code of Safe Practices.

_______
Dates and locations of hazard evaluations (a hazard evaluation must be performed for each individual job site if unique hazards or conditions are present).

_______
The identity of the individual(s) performing the hazard evaluation.

_______
Any hazards noted during the evaluation.

_______
How noted hazards were corrected or acceptably minimized.  Where feasible, refer to other written programs that have been developed in response to Cal/OSHA regulations (hazard communication, respiratory protection, confined space entry, hearing conservation, shoring, lockout/tagout, etc.).

_______
The precise nature and frequency of periodic inspections, (e.g., respiratory protection will be inspected weekly by jobsite foreman).

· How and by whom work-related injury and illness investigations will be conducted.

· The date and findings of work-related injury and illness investigation.

· The date and findings of investigations of injuries.

· A description of corrective actions taken in response to investigations of work-related injuries and illnesses.

· The method(s) by which jobsite hazards are communicated to potentially affected employees.  Possible methods include:

-
Tailgate meetings;

-
Training programs; e.g., hazard communication, respiratory protection, shoring, lockout/tagout, etc.

-
Health and safety related postings;

-
Distribution of written information; e.g., safety-related pamphlets; and

-
Region I Health and Safety committee.  

_______
The method(s) used by the employer to communicate hazards to employees will be "readily understandable".

_______
A description of the method(s) by which jobsite hazards are reported by employees to the employer.  Possibilities include anonymous drop boxes for employee written comments, a safety committee, and the ready availability of jobsite foremen who, if informed by workers, will actively respond to safety-related concerns.

_______
Workers are encouraged to report health and safety-related concerns and that they may do so without fear of reprisal.

_______
When and to whom health and safety training is provided.  Training must be provided:

· Upon initial hire

· When the IIPP is implemented

· When employees are assigned to a new task or area posing a new hazard

· When the employer becomes aware of a previously unknown hazard; e.g., when a vendor provides a new MSDS for a product in current usage and the MSDS identifies a new hazard related to product use, and

· To supervisors on the hazards associated with the areas and operations for which they are responsible.

_______
Written records (inspections, investigations, training) relating to the IIPP will be maintained on file for three years.  Where the records are maintained, specify type and location (e.g., training, inspection, investigation, exposure, medical surveillance, etc.).

_______
The IIPP will be reviewed by the Responsible Person periodically (annually is recommended) to ensure it remains in compliance with regulatory changes.

_______
The IIPP will be updated whenever circumstances warrant (e.g., when the introduction or discovery of significant new hazards warrant modification of the written program).

APPENDIX 2

OFFICE OF RISK AND INSURANCE MANAGEMENT

OFFICE INSPECTION FORM

ORIM offices shall be inspected on a quarterly schedule.  A completed copy of this form will be in the DGS Health and Safety Officer’s office for review by the close of business on March 31, June 30, September 30, and December 31 of each year.

Office/Unit_____________________Manager________________________________Date____________


YES
NO

Is a current copy of the IIPP on file in your unit?
___
___

Do all employees in your unit know what the IIPP is and where it is located?
___
___

Have all employees in your unit been trained in safety practices and procedures?
___
___

Are all training records up-to-date for employees in your unit?
___
___

Is your first aid kit readily available and up to date?
___
___

Do all employees in your unit know where the first aid kit is located?
___
___

Are all storage rooms in your unit clean and orderly?
___
___

Are all desktops and work areas in your unit clean and orderly?
___
___

Have all fire extinguishers in your area been inspected within the last
___
___

Are all lighted exit signs near your unit in good working order?
___
___

Are all stairwells near your unit well lit and free of tripping hazards?
___
___

Are hallways near your unit well lit and free of tripping hazards?
___
___

Are walkways in your unit clear of tripping or other hazards?
___
___

Are there more than two items plugged into duplex receptacle or four items 

on a quadplex receptacle in your unit’s break rooms or kitchen areas?
___
___

Date Completed _______
APPENDIX 3

OFFICE OF RISK AND INSURANCE MANAGEMENT

FIRST AID LIST

The following First Aid Kit list has been approved by Dr. Stephen Weyers, State Medical Officer of the State Personnel Board.  This list may be used by state agencies now, pending its placement in the State Administrative Manual Section 2582.1.

Current List:

Sterile gauze pads

Roll of gauze

Adhesive tape

Triangular bandage

Band-aids (various sizes)

Elastic bandage (Ace type, various sizes)

Sting swabs (optional) (lidocaine is not recommended)

Container (metal or plastic for storage box)

New Items:

Antiseptic wipes

Blunt scissors

Disposable Gloves

Eye pads

First aid reference guide

Instant cold packs

Pocket mouth barriers for CPR

Polysporin ointment

Plastic zipper seal bags

Small pen flashlight

Sterile eye wash solution (sealed, individual use)

Tweezers

Water gel/burn packets

Thermometer (optional) (no mercury, can use temperature strips)

Splints (optional)

Syrup of Ipecac (optional)

Checklist (for restocking)

Poison Control Center phone number

GREG SANDIN

DGS Health and Safety Officer

Date Completed _______

Supervisors/Managers trained on 2/28/03:

Rich Beck

Kim Hunt

Greg Sandin

Employees trained 3/26/03:

Isabel Cortez

Darcie Crossley

Maribeth Ennis-Leu

Cathy Gaston

Jerry Gibbins

Shannon Gonzalez

Helen Rogers

Charl Sanchez

Gail Saruwatari

Loretta Simmons (partial)

Dave Thomson

Patty Whedon

Cheryl Whiting

Julie Willson

Employees trained 5/24/05:

Gary Estrada

Sharon Calton 

Tom Bender

Gerry Lobo

Chris Lopez

John Ashbee

Suzanne Medina

Ernestine Afolabi


