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a. See following pages.
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	COUNTY OF MONTEREY
INJURY AND ILLNESS PREVENTION PROGRAM (IIPP)



DEPARTMENT SAFETY MANAGEMENT INFORMATION
Each work site shall post a completed copy of this document in a manner to be accessible to department employees.
The authority and responsibility for the implementation and maintenance of the Injury and Illness Prevention Program (IIPP) is in accordance with County of Monterey Board Policy Manual, Policy P-205 and California Code of Regulations (Title 8 CCR, Section 3203) and is held by the following individuals:

NAME OF DEPARTMENT SAFETY REPRESENTATIVE(S) AND/OR THE PERSON(S) RESPONSIBLE FOR IIPP MANAGEMENT:
	☐	Name:
	     
	Title:
	     
	Contact #:
	     

	☐	Name:
	     
	Title:
	     
	Contact #:
	     


	
	

	DEPARTMENT/DIVISION:
	     

	LOCATION:
	     

	PHONE NUMBER:
	     
	DATE POSTED:
	     



IIPP DISTRIBUTION LIST (if applicable):
	
	Name
	Location

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     



***Modify and expand if needed***


☐  Employees are encouraged to report any suspected safety hazard to their supervisor, department management.
☐  Anonymous reports of suspected safety hazards may be submitted to the County Safety Officer, County Counsel-Risk Management. 
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I. Introduction
The development and implementation of an Injury Illness and Prevention Program (IIPP) is required by the California Division of Occupational Safety and Health Administration, Department of Industrial Relations (Cal/OSHA).  This program template has been developed by the County of Monterey County Counsel, Office of Risk Management for the use of County Departments.  The General Industry Safety Orders (GISO) Section 3203 in the California Code of Regulations regarding workplace injury and illness prevention programs are governed by Cal/OSHA and require specific program elements appropriate for the nature of work to be conducted within the department.  Therefore, each County department shall develop an IIPP along with specific safety policies and procedures to comply with these requirements. 

II. Program Objectives
An effective Injury and Illness Prevention Program will provide means for worker health protection and injury prevention, including all employees, supervisors, and management. The IIPP can also assist in determining if hazards exist in the workplace, how to correct those hazards, and provide steps to take in preventing hazards from recurring. Proper implementation of the IIPP can result in many positive results, including, but not limited to: 
· Prevent hazards from occurring through regular inspection
· Employees know to report potentially hazardous conditions without fear of reprisal and know that their reports will be given prompt and serious attention 
· Workplace equipment is maintained in safe and good working condition
· Management established procedures for investigating workplace accidents and reporting injuries and illnesses
· Hazards are corrected as soon as possible after they are identified
· Employees have received general safety and health rules which are written and apply to everyone
· Fully involve all employees, supervisors, and management
· Identify workplace hazards employees are exposed to
· Correct identified hazards in an appropriate and timely manner
· Providing effective training

III. Leadership Commitment & Assignment of Responsibility 

County Administrative Officer
The ultimate responsibility regarding environmental health and safety issues specific to County departments, facilities, and operations rests with the County Administrative Officer. In accordance with California Code of Regulations, General Industry Safety Orders, Section 3203(a) (1), the County Administrative Officer is responsible for the safety program design and implementation, the safety of all employees and managing Department Heads and Managers.

County Safety Officer
By Order of the Board of Supervisors dated July 9, 1991; the County Safety Officer is designated to develop, plan, implement, evaluate, and modify the comprehensive County Injury and Illness Prevention Program (IIPP).  The County Safety Officer also serves as a consultant to management regarding safety policy and planning activities and performs critical and complex assignments having a County-wide impact.

Department Heads
It is the responsibility of the department head to develop departmental procedures to ensure effective compliance with the IIPP and other County health and safety policies. Specific responsibilities include employee and supervisor education and training, identification and correction of unsafe conditions, and recordkeeping.  
Departments with multiple Divisions and/or with facilities “offsite” shall designate a responsible person(s) at each location to coordinate site safety responsibilities.  In order to document the assignment of site safety responsibilities, departments must complete the Department Safety Management Information form on page 1 of this IIPP.
In addition, these individuals will: 
· Develop and maintain written departmental procedures and ensure that each supervisor adheres 
· Develop and implement an education and training program designed to instruct employees and supervisors in general safe work practices as well as instruction specific to their job duties. Such education and training shall take place prior to the employee or supervisor being assigned to a potentially hazardous task
· Instruct employees and supervisors in the recognition and avoidance of unsafe conditions, including hazards associated with non-routine tasks and emergency operations. Permit only those employees or supervisors trained to operate potentially hazardous equipment
· Develop a system of record keeping documenting all employee and supervisor education and training activities 
· Post in a conspicuous location appropriate safety notices or procedures; Develop methods, as appropriate, to inform outside contractors’ who work in areas under departmental jurisdiction of the hazards to which those employees may be exposed

Department Safety Representatives
Designated by the Department Head, the Department Safety Representative is responsible for the management of the Department safety program and IIPP compliance within departmental areas of operation. Each Department Safety Representative will coordinate occupational safety issues with the Department Head and County Safety Officer, representing the department at County safety meetings.  Further responsibilities include: 
· Assist Managers and Supervisors in the implementation and maintenance of the Department IIPP
· Consultation with Department Heads and/or County Safety Officer regarding program compliance
· Consultation on issues of hazard identification and evaluation; procedures for correcting unsafe conditions, for communicating with employees; and for providing and recording employee training
· Consultation in the areas of occupational safety, emergency preparedness, hazard communication, hazard identification, and safety education and training; among others, per department needs and requirements
· Participate in the investigation of all accidents, injuries, occupational illnesses, and near-miss incidents to identify causal factors
· Preservation of centralized environmental, safety, and employee monitoring records, allowing employee access as directed by law

Division Managers and Supervisors 
· Implementation and maintenance of the Department IIPP in coordination with Department Safety Rep.
· Develop and maintain an inventory of hazardous materials present in all work areas within the department 
· Read, understand, adhere to, and enforce all safety rules and regulations, practicing safe work habits
· Through disciplinary action, enforce safety policies and procedures fairly and uniformly.  Disciplinary measures may be progressive, depending upon the severity and/or frequency of the infraction and should follow applicable County personnel policies and procedures, and applicable MOU’s.
· Investigate all accidents, injuries, occupational illnesses, and near-miss incidents to identify causal factors
· Provide positive acknowledgment for employees displaying highly active safety awareness
· Participate and complete assigned safety training courses and exercises

Employees
It is the duty of all employees to comply with Department of Industrial Relations, California Code of Regulations, Title 8 and safety rules, to be alert at all times, and to report unsafe equipment, practices and conditions to their immediate supervisor.  Employees, including full time, part time, intern, temporary, and volunteers, are expected to adhere to safe and healthy work practices defined by the IIPP and established County and departmental safety and health guidelines. Due to the number of potential hazards that may exist or may be created in the work environment, employees must first use common sense and good judgment. Employees are also responsible for:
· [bookmark: _Hlk79487155]Read and adhere to all safety rules and regulations, practicing safe work habits
· Maintain equipment in good condition, with all safety guards in place when in operation
· Immediately report all incidents and injuries, no matter how minor, to your supervisor and the safety representative
· Encourage co-workers to work safely
· Immediately report all unsafe acts and conditions to supervisor and safety representative, having a questioning attitude if unfamiliar with the hazards associated with the task
· Participate and complete assigned safety training courses and exercises
· Perform only authorized job duties and tasks

IV. Hazard Mitigation

Hazard Identification
The County periodically inspects job sites to evaluate workplace conditions and unsafe work practices. Supervisors, or their designees, will be responsible for scheduling regular inspections as required within the County audit and inspection policy.  Supervisors may also conduct inspections whenever new substances, processes, procedures, or equipment are introduced and represent a new hazard, or when notified of a new or previously unrecognized hazard. 
Departmental Safety Representatives, outside consultants, or third-party agencies may conduct unscheduled inspections or industrial hygiene monitoring to evaluate workplace safety. Identified safety exposures will be addressed and corrected within a reasonable timeframe.  For additional information, reference the County Audit/Inspection and Corrective Action Policy, Procedures and Templates.
ENTER ANY ADDITIONAL DEPARTMENT METHODS
Job Safety Analysis (JSA)
The JSA can be used to identify and evaluate work functions, potential health, or injury hazards, and to help specify appropriate safe practices, personal protective equipment, and tools/equipment.  JSA’s can be completed for many jobs in the workplace, including but not limited to:
· Jobs with high injury or illness rates
· Jobs with potential to cause severe or disabling injuries or illness, even if there is no history of previous accidents
· Jobs in which one simple human error could lead to a severe accident or injury
· Jobs that are new to your operation or have undergone changes in processes and procedures
· Jobs complex enough to require written instructions.
Personal Protective Equipment (PPE) Assessment
The PPE assessment is another tool available to all County employees that can be used to assess worksites and/or specific job task activities.  This provides both supervisors and employees a tool to walk through hazards of the job, select the appropriate PPE and document training conducted by the competent person.  

Hazard Evaluation & Correction
Unsafe or unhealthy work conditions, practices or procedures at County work facilities shall be corrected in a timely manner based on the severity of the hazards, and according to the following procedures: 
· When observed or discovered 
· When an imminent hazard exists, which cannot be immediately abated without endangering employee(s) and/or property, all exposed workers shall be removed from the area except those necessary to correct the existing condition. Workers necessary to correct the hazardous condition shall be provided with the necessary protection 
· All such actions taken and dates they are completed shall be documented, and copies provided to Risk Management. Departments may consult with Risk Management on correction strategies and documentation.
	
	


	Consider the likelihood of a hazardous event occurring

	Consider the severity of injury/illness
	RISK ASSESSMENT MATRIX
	Very unlikely to happen
	Unlikely to happen
	Possibly could happen
	Likely to happen
	Very likely to happen

	
	Catastrophic
	Moderate
	Moderate
	High
	Critical
	Critical

	
	Major
	Low
	Moderate
	Moderate
	High
	Critical

	
	Moderate
	Low
	Moderate
	Moderate
	Moderate
	High

	
	Minor
	Very Low
	Low
	Moderate
	Moderate
	Moderate

	
	Superficial
	Very Low
	Very Low
	Low
	Low
	Moderate



Hazard Reporting
Department employees will immediately notify their supervisor when occupationally related injuries or illnesses occur, or when they first become aware of such problems.  Serious occupational injuries, illnesses or exposures must be reported to the Department Head and County Safety Officer immediately. 
Employees are encouraged to report any potential health and safety hazard that may exist in the workplace utilizing the Employee Safety Suggestion-Hazard Report Form.  Forms can be submitted by safety webpage submittal or printed and mailed directly to Risk Management or the County Safety Officer.  Employees have the option to remain anonymous by checking the box on the web format, which will only be identifiable by Risk Management, or mailing to Risk Management without personal information to remain entirely anonymous. 
ENTER ANY ADDITIONAL DEPARTMENT METHODS
V. Systems of Communication
The County provides several methods of communication to encourage open, two-way communication between management and employees on health and/or safety issues.  Safety topics and issues should be openly discussed at all levels, including suggestions for improvements and recommendations.  Methods of communication may include but are not limited to:
	· New Hire Onboarding
	· Handouts/Memos

	· Jobsite Postings/Maps/Signage/Guidelines
	· Training Sessions – In Person/E-Learning 

	· Safety Data Sheets (SDS) – MSDS Online
	· Electronic Communications (email)

	· Safety Meetings/Committee Meetings
	· Safety Suggestions (may be anonymous)

	· Internal Media – County Website Postings
	

	Other Department Specific (list):      



Employees shall not be subject to discipline, intimidation, and/or retaliation for reporting safety issues and/or refusing to perform work in violation of safety standards and/or protocols. 

Countywide Health and Safety Committee 
The County and the Union shall participate in a County-wide Health and Safety Committee which shall meet on a periodic basis to review County safety records, policies, and programs, and make recommendations for the resolution of health and safety issues brought before it by either the County or the Union. 

VI. Incident and Injury Reporting & Investigation
The County requires that all work-related incidents (near miss/property damage/spills), injuries, and illnesses be reported and investigated to determine a root cause and track corrective actions.  All employees shall report all work-related incidents (near miss/property damage/spills), injuries, and illnesses immediately to their supervisor.  
Serious Injury, Illness, or Death
The County has a responsibility to report serious or fatal work-related injuries and illnesses in a timely manner to Cal/OSHA and speed is crucial in the investigation process. 
An incident resulting in a serious or fatal injury or illness to an employee, temporary worker, contractor, vendor and/or visitor must be reported to Risk Management immediately.  A “serious injury or illness” means any injury or illness occurring in a place of employment or in connection with any employment that requires inpatient hospitalization for other than medical observation or diagnostic testing, or in which an employee suffers an amputation, the loss of an eye, or any serious degree of permanent disfigurement, but does not include any injury or illness or death caused by an accident on a public street or highway, unless the accident occurred in a construction zone.  
Investigation
It is the policy of the County to conduct a thorough investigation of the cause of all reported work-related incidents, regardless of severity. 
Appropriate reporting and investigation forms and procedures can be found in the County Incident Investigation Policy and Procedures located on the County Safety Webpage. 

VII. Training Requirements 
Effective dissemination of safety information lies at the very heart of a successful Injury and Illness Prevention Program. Training for employees in general safe work practices as well as specific instruction with respect to hazards unique to each employee’s job assignment, is the single most effective means for reducing injuries and illnesses in the workplace.
Types of Training 
Many types of training may be used to communicate safety-related information to employees. Training may vary widely with respect to instructional method, setting, subject matter, etc.: 
· Classroom instruction
· Job-site safety meetings
· On-the-job training
· Written instruction or training
· Computer Based Training 
When the department has reason to believe that any employee who has already been trained does not have the understanding and skill required, the department shall retrain the employee.  Circumstances where retraining is required may include situations where changes in the workplace or equipment render previous training obsolete or inadequacies in an affected employee’s knowledge or use of equipment indicate the employee has not retained requisite understanding or skill. 
General and Specific Safe Work Practices 
Specialized training sessions for an employee’s unique job assignment must be developed by each supervisor.
· Each supervisor will ensure that all new employees receive general and specific training prior to assignment on a new job
· Supervisors will ensure that employees are trained whenever new substances, processes, or equipment are introduced to the workplace which represent a new hazard or whenever the supervisor receives notification of a new or previously unrecognized hazard
· All training will be documented in writing by the department.  Topics, participants, and dates will all be recorded and kept on file within each department records or within the County electronic training records. 
It is the responsibility of each supervisor to understand his/her employee’s job risks and related hazards. Risk Management is available to assist supervisors in determining these hazards and applicable training requirements, as well as recommend personal protective equipment upon request.

VIII. System for Assuring Employee Compliance with Safe Work Practices
Employees have been advised of adherence to safe work practices and the proper use of required personal protective equipment.  Conformance will be reinforced by discipline for non-compliance in accordance with Department Policy. 
The following methods are used to reinforce conformance with this program:
1. Distribution of Policies
2. Training Programs
3. Performance Evaluations 
4. Corrective action for non-compliance will take place when documentation exists that proper training was provided, the employee understood the training, and the employee knowingly neglected to follow proper safety procedures.  
ENTER ANY ADDITIONAL DEPARTMENT METHODS
IX. Recordkeeping 
Departments should maintain certain records to demonstrate a good faith effort to achieve an effective IIPP safety program.  These records should be kept on file with each Department as they pertain to that Department’s operations.  These records include, but are not limited to the following:
· Inspections and investigations including date(s), person(s) who conducted them, unsafe work practice or condition identified, and the action(s) and date(s) of corrections made.
· Training provided to employees, including new hire instruction and follow-up training required by changes in operations, incidents, or identification of a previously unknown hazard. 
These records should be maintained by the Department for a period of three years from the time of generation, or longer, if deemed necessary by the Department Head or per State or Federal requirement. 
ENTER ANY ADDITIONAL DEPARTMENT METHODS

X. Regulatory Inspections
Whenever a department or division of the County is visited by a regulatory agency for a planned or unplanned inspection in response to an employee complaint, accident and/or referral, i.e., Cal/OSHA, Fire Department, Health Department, the department shall report the inspection to the County Safety Officer and Risk Manager, County Counsel-Risk Management Division, prior to initiation.  Arrangements should be made to allow the County Safety Officer or designee to participate in the opening conference, either in person, by phone, or virtual conference.  If both the County Safety Officer and Risk Manager are unable to attend the inspection, a back-up representative will be selected by County Counsel.  
The department shall verify the credentials of the inspector and the reason of the inspection, following applicable regulations to comply with site inspection(s) conducted by the inspector and the agency.  All inspection documentation will be reviewed with the County Safety Officer. 
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Appendix A
IIPP Reference Resources


County of Monterey Reference Webpages
· County Safety Webpage
· https://www.co.monterey.ca.us/government/departments-a-h/county-counsel/risk-management/safety 
· Ergonomic Webpage
· https://www.co.monterey.ca.us/government/departments-a-h/county-counsel/risk-management/ergonomics 
· Workers’ Compensation Webpage
· https://www.co.monterey.ca.us/government/departments-a-h/county-counsel/risk-management/workers-compensation 
· Human Resources/COVID-19 Webpage
· https://www.co.monterey.ca.us/government/departments-a-h/human-resources/employee-resources/emergency-response-manual-and-forms 

Training
· Learning Management System (LMS) 
· https://login.neogov.com/authentication/saml/login/montereycounty 
· TargetSolutions Training Resources 
· www.targetsolutions.com/montereycounty     

Safety Data Sheets
· MSDSOnline 
· https://chemmanagement.ehs.com/9/be5cf260-cd00-4e42-bcb1-c31ad199ada1/ebinder/?nas=True 

Occupational Safety and Health Administration (OSHA)
· Cal/OSHA – Division of Occupational Safety and Health 
· https://www.dir.ca.gov/dosh/ 
· Federal OSHA – United States Department of Labor
· https://www.osha.gov/ 






Appendix B
Plan Revision History
	Date
	Revised By
	Updates

	01/10/2000
	Gary L. Metzler
	Correct minor typographical errors on pages 4  and 9.

	04/04/2008
	Maria C. Sandoval
	1. Changed the County Safety Officer’s name.
2. Added IIPP Distribution List to page 2.
3. Added the information section to page 4.
4. Added list of responsibilities to Supervisors and Employee responsibility section on pages 5 and 6.
5. Added Appendix B, Department Head Listing.
6. Added Appendix C, Revision History.

	12/09/2008
	Maria C. Sandoval
	Updated Department Head Contact list with new Public Works Director’s name and contact info. Yazdan Emrani

	04/06/09
	Maria C. Sandoval
	Updated section VII. Incident and Injury Investigations on page 7.

	1/14/10
	Maria C. Sandoval
	Implemented the Safety Boot Program

	12/8/2010
	Maria C. Sandoval
	Page 5 under section D: Added “Be trained to familiarize themselves with the safety and health hazards to which employees under their immediate direction and control may be exposed.

	12/8/2010
	Maria C. Sandoval
	Page 8 under section IX: Added “Whenever employee is involved in an accident/exposure prior to his/her return to work.”

	7/13/2017
	Maria C. Sandoval
	Page 5 under “Employee’s Responsibilities”, added the word “immediately” when reporting unsafe acts and condition, potential unsafe conditions and near misses

	7/13/2017
	Maria C. Sandoval
	Page 1, inserted the County’s “Standard Policy Cover”
Page 9, under Training Requirements, added, “Whenever employee is involved in an accident/exposure prior to his/her return to work.”
Page 12 – Removed the Department Head’s listing Page 3 Under Table of Contents: Changed “Appendix B” from “Department Head List” to “Plan Revision History”, updated Table of Contents.
Removed “Appendix C”.
Page 4. Under Section II, Changed the number of County employees from 4,600 to 5,000.
Page 4, under section III – Responsibility – removed “(See Appendix B for Department Head Listing).
Fixed formatting in various sections.

	09/01/2021
	Andrew L. Miller
	· Revised County Safety Officer name
· Added Program Objectives
· Updated Responsibilities section
· Added PPE Assessment tool
· Added Risk Assessment table
· Retraining added to training section
· Removed Appendix A Reference Documents list, adding Reference Resources
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