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THE COMPLETE SAFETY PROGRAM ISSUE

Eliminate questions and uncedtdiiaiye sure your program is complege

According to California

Code of Regulations
(CCR) 3203, all employers
must establish, implement
and maintain an Injury and
lliness Prevention Pro-
gram.

That means, by law, that
as an employer you are
required to create a com-
pliant program, share it
with your employees, in-

corporate it in to your
workplace procedures and
make changes as neces-

BUILD YOUR
SAFETY PROGRAM
FROM SCRATCH
with our complete
guide and ensure your
business is safe AND
compliant in 2010!

sary. Even if you only have
one or two employees, or
all of your staff are em-

ployed on a part time or
seasonal basisd you are
still required to be compli-
ant in this area!

In this special issue of the
Safety Spot we will take
you step-by-step through
the process of creating
your own IIPP. Addition-
al |y, we 61 |
hints on how to implement
your program and how to
maintain an effective, com-
pliant IIPP over time.
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GET WITH THE (INJURY AND ILLNESS PREVENTION) PROGRAM
Develop a comprehensive, compliant program that will keep staff safe!

A compliant Injury and

lliness Prevention Program
must contain 8 key sec-
tions which, according to
State Compensation Insur-
ance Fund, are as follows:

1) The identity of the per-
son(s) with the author-
ity and responsibility for
implementing and
maintaining the plan as
well as your company
safety policy.

Generally, this person
should be a management
level employee. You
should clearly define the
role this individual will play
in ensuring the health and
safety of all your employ-
ees.

If your staff is very small,
you may have to assume
this role yourself.

TIP: It is essential that this
role, and all applicable re-
sponsibilities, is clearly de-

fined in writing and fully
understood by the individ-
ual responsible.

Creating a clear and spe-
cific company safety policy
will help ensure a company
wide understanding of
these responsibilities.

2) A method for ensuring
your employees are
compliant

It is not enough to assume
your employees will comply

Contact Samantha Corbin-Endean, Safety Director at (530) 885-1624

Or visit our safety resource: www.calarvc.com/safetyspot.php, Samantha@calarvc.com




GET WITH THE (INJURY AND ILLNESS
PREVENTION) PROGRAM

(Continued from page 1)
with your safety pro-
gram. You must es-
tablish a system to

ensure compliance.

This system should
include employee
training as well as
incentives and rec-
ognition for staff who
have completed
training and work
toward achieving
safety compliance.

Additionally, you
should create a
AfCode of
ticeso th
your safety proce-
dures in greater de-
tail.

Finally, you must
create a method for
disciplining employ-
ees who fail to meet
the safety standards
you have outlined.

Continued from page 1...

TIP: Motivate staff through your
commitment to safety by setting goals and
awarding employees who comply!

3) A system for
communicating with
employees about
health and safety.

It is not enough to
simply inform your
staff that your com-
pany has a health
and safety policy. In
order to be compliant
with state law, you
must ensure effec-
tive communication
through a variety of

s ¢ forums including, but

a t not limited to: regular
meetings, training
programs, postings,
written materials and
providing the means
for the anonymous
communication of
concerns with man-
agement.

4) An Occupational
Safety & Health
Training Program

Once again, you
should create a com-
pany policy outlining
your Occupational
Safety and Health
Training Program.
This policy should
describe who is re-
sponsible for providing
training, when training
is required and the
methods by which
training will be pro-
vided.

Cal/OSHA requires
that you train an em-
ployee: when he re-
ceives a new job as-
signment for which he
has not already been
trained; when new
substances, equip-
ment, policies or pro-
cedures which could
potentially present a
hazard in the work-
place; and whenever




the employer is made
aware of a new or pre-
viously unknown haz-
ard.

TIP: There are a num-
ber of indicators you
can watch for that
should alert you that
an employee needs
more training or re-
training. Some in-
clude: repeated ques-
tions from employees
regarding answers
that should be obvi-
ous; employee re-
quests for ear plugs or
other safety equip-
ment; the introduction
of new equipment or
procedures; or a re-
cent upswing in inci-
dent reports.

5) A system for
scheduling peri-
odic inspections
for potential haz-
ards.

In order to identify,
control and eliminate
hazards, you must
create a system to
conduct inspections
throughout the year.

If you are not regularly
inspecting for hazards,
or ensuring compli-

ance, how can you be

sure your workplace is
a safe one?

Cal/OSHA requires
that you: indicate the
frequency with which
you will conduct in-
spections; identify the
individual responsible
for conducting work-
place inspections and
eliminating any haz-
ards; conduct inspec-
tions any time a new
hazard is identified;
and, conduct inspec-
tions any time a new
process, procedure,
substance or piece of
equipment is intro-
duced that might rep-
resent a new hazard.

6) A system for cor-
recting any haz-
ards discovered
during the inspec-
tions process

Once you have identi-
fied hazards through
your inspection or re-
porting process, how
will you correct these
hazards to ensure a
safe workplace?

Your response to the
hazard should be ap-
propriate considering
the severity of the
danger and should
also be timely.

Immediate steps
should be taken to
protect staff, whether
that be through further
training, providing
signage or additional
safety equipment.

7) A procedure for
conducting injury
and illness investi-
gations (also re-
ferred to as
faccident
gationsbo

If an accident does
occur at your work-
place, all the work you
have done thus far will
aid you at this point.

Accidents should be
investigated as soon
as possible, while all
the facts of the inci-

dent are still clear.

Supervisors, as well
as your staff Safety
Representative,
should have a basic
understanding of Acci-
dent Investigation
Techniques.

A comprehensive in-
vestigation will in-
clude: a gathering of
the data; making an
objective evaluation of
the facts, statements
and other information;

and developing a plan
to protect staff and
prevent future acci-
dents.

A complete
[IPP will take
the guesswork
out of accident
prevention!

8) A system of docu-
mentation and re-
cord keeping

Cal/OSHA requires
that you keep diligent
records of your safety
program including:
documentation related
to your routine inspec-
tions, any Accident
Investigations, and
information on any
hazardous substances
or equipment on site.
These files are subject
to review by Cal/
OSHA at any time.

Sample forms for use
in your safety program
are available online at
www.calarvc.com/
safetyspot.php




HOW, WHERE AND WHY TO
STORE MSDS SHEETS

Are you prepared in case of an emerge

In order to be compliant, you must have a
Material Safety Data Sheet (MSDS) for all
hazardous substances at your workplace.

A Material Safety
Data Sheet (MSDS)
sheet is created by
the manufacturer of
a potentially hazard-
ous substance and is
designed to provide
valuable information
for employers, em-
ployees and emer-
gency personnel.

Employers need to
know the proper
methods for storing
substances and are
legally required to
ensure safe handling
procedures.

Employees need the
MSDS to protect
them from potential
exposure or hazards
in the work place.

Finally, without the
information con-
tained on the MSDS
sheet, emergency
personnel, such as

firefighters or haz-
ardous materials
crews may not be
able to assist prop-
erly in case of an
accident or injury at
the workplace.

In case of an emer-
gency, it is essential
that the MSDS
sheets are readily
available.

Therefore, it is rec-
ommended that they
are stored in a vari-
ety of locations, de-
pending upon the
layout and purpose
of your workplace.

First, MSDS sheets
should be stored
nearby the hazard-
ous substances they
define. Additionally,
you should store
copies of the MSDS
sheets at your man-

-agement offices at
all times. Depending
upon the size of
your workplace, you
may store the MSDS
sheets in your main-
tenance closet or
your maintenance
person might want to
carry the MSDS
sheets with them on
their vehicle through-
out the day.

Other considerations
may be required as
well. If your facility
has a pool or hot tub,
for example, you
may want to keep
the appropriate
MSDS sheets in your
pool house or a
nearby storage in
case of an accident.

If you have sub-
stances without MSDS
sheets you must ob-
tain the correct MSDS
sheet in order to be
compliant.

Stores that sell haz-
ardous substances
are required to keep
MSDS sheets. You
can also contact the
distributor and request
one. Finally, there are
a variety of online re-
sources to search for
and download MSDS
sheets. For more com-
prehensive informa-
tion regarding MSDS
sheets, visit
www.ilpi.com/msds/
index.html.




PUTTING SAFE PRACTICES ON PAPER

Defining the contents of a Safety Policy and a Code of Safe Practices

Your company Injury
and lliness Preven-
tion Plan must in-
clude a company
Safety Policy as well
as your company
Code of Safe Prac-
tices. These pieces
define and clarify
your commitment to
safety. They are a
testament to your
staff and show that
you take safety seri-
ously.

As a result, your
workplace is less
likely to suffer from
accidents and haz-
ards and the ex-
penses and loss of
productivity that ac-
company those inci-
dents.

nCode of
tices? Safety Pol-
icy?0 you

i What i s th

ence?0

Your Safety Policy
states in clear and
concise terms your
workplace commit-
ment to safety. It de-
fines employee and
employer responsi-
bilities and highlights
your policy for main-
taining a safe work-

Sa

place and for report-
ing accidents. You
should distribute the
Safety Policy to all of
your employees and
include it in your
[IPP.

Your Code of Safe
Practices should
also be included in
your IIPP and shared
with your employees.
A Code of Safe Prac-
tices is much longer
than a Safety Policy
and serves to define
specific activities,
actions and hazards
that employees
should be aware of
in order to maintain a
safe work environ-
ment.

Your Code of Safe
Practices should ap-
ply to your industry
and the type of work
your employees per-
form. For example, a
maintenance person
will have completely
different responsibili-
ties and hazards
than a receptionist.
Your Code of Safe
Practices should
meet the needs of all
of your employeesd
not just some.

Your Code of Safe
Practices might con-
tain statements such
as the following: Re-
port all unsafe cir-
cumstances to a su-
pervisor; Anyone
found to be under
the influence of alco-
hol or drugs will not
be allowed to work in
such a stage; In the
event of a fire or
emergency, sound
the alarm and evacu-
ate.

These statements
are vague and apply
to industries of all
types. You will want
to be more specific
when creating your
own code. For exam-
ple, you might tailor
your code to meet
the needs of general
office staff with such
statements as: When
working at a desk,
adjust all furniture
and equipment to
maintain proper pos-
ture and alleviate as
much strain to the
body as possible;
Ensure all cords are
taped down or se-
cured so as not to
present a tripping
hazard.

In order to meet the
needs of your mainte-
nance staff, you might
include language re-
garding safe keeping
of chemicals, when to
use personal protec-
tion equipment and
what to do when
equipment is worn or
broken (TIP: Replace
it!)

Visit the Safety
Spot at
www.calarvc.com
for articles, links
and more
resources!

Talk to your staff
openly as you create
these policiesd they
may point out hazards

you arenot

of!

For more resources,
or to download a draft
Code of Safe Prac-
tices you can use to
build your own, visit
www.calarvc.com/
safetyspot.php




MAKE SAFETY MORE THAN A WORD

Hold Safety Meetings that are topical, informative and reduce injuries at your

State Compensation Insurance Fund provides countless suggestions and industry specific
information for Safety Meeting Topics online at www.statefundca.com

As weobve
elsewhere in this
newsletter, all Cali-
fornia employers
must have an Injury
and lliness Preven-
tion Program that
includes employee
training in safe work
practices.

One requirement of a
compliant IIPP is to
hold regular Safety
Meetings with your
employees.

To enabile its insured
employers to fulffill
their workplace
safety and health
training responsibili-
ties, State Fund has
produced an exten-
sive selection of
Safety Meeting Top-
ics in English with
Spanish translations.

The informative top-
ics are intended for
use in on-the-job

d i safety training meet-

ings (best held at the
beginning of the
shift, right after
lunch, or after a
break) to educate
employees on poten-
tial hazards and pre-
vent work-related
injuries and ill-
nesses.

A record of the
safety meeting - stat-
ing the date, safety
topic, attendees, and
recommendations or
additional comments
- should be kept on
file for the duration of
each attendee's em-
ployment.

State Compensation
Fund has a variety of
topics to choose
from.
find something rele-
vant to your worksite
on their website.

There are safety re-
sources suited to
meet the needs of
your office staff, in-
cluding ergonomic
resources such as:
Donét Take
Problems Sitting
Down and Ergo-
nomic Breaks, Rest
Periods, and
Stretches as well as
information regarding
safety basics, such
as: Employee Safety
Responsibilities .

There are also
countless resources
that can help edu-
cate and protect your
maintenance staff,
from landscapers to
janitors.

While some topics

Y o u O r are broad, others

deal with issues that
may be specific to
your workplace. Do
your employees work
with pool chemicals

or cleaning solvents?
SCIF provides the in-
formation you need to
ensure safe handling
of these, and other,
materials.

Back
There are even arti-

cles that address how
stress and exhaustion
can impact safety in
the workplace.

As you plan your
Safety Meetings for
the year, be sure to
use the resources at
www.statefundca.com
to ensure your pro-
gram goes beyond
complianced and
helps to ensure safety
for employees and
consumers at your
worksite.

Check out http://

www. statefundca.com/
safety/safetymeeting/
SafetyMeetingTop-
ics.aspx for more info!




INJURY SUMMARY POSTING REMINDER!
Are you required to post your summary by law? Most employe

State Fund wants us
to remind our policy-
holders to post Form
300A, the Annual Sum-
mary of Work-Related
Injuries and llinesses.
Form 300A is a sum-
mary of Cal/OSHA
Form 300, which logs
work-related injuries
and ilinesses for the

previous year.

California law requires
employers to complete
and post this summary
for a three-month pe-
riod between February
1 and April 30, even if
no work-related injuries
or ilinesses occurred
during the year. There
are some exceptions
for small employers
and certain industries,
which will be discussed

later on in this article.

Employers are legally
required to record in-
formation about every
work-related death,

injury or illness that

involves:

Loss of conscious-

ness.

Restricted work
activity or job
transfer.

Days away from

work.

Medical treatment

beyond first aid.
They must also report
significant work-related
injuries and ilinesses
diagnosed by a physi-
cian or licensed health-

care professional.

Employers must dis-
play the summary in a
conspicuous location
where notices to em-
ployees are customar-
ily posted. A copy of
the summary must also
be made available to
employees who move
from site to site and
employees who do not
report to any fixed es-
tablishment on a regu-

lar basis. At the end of

the three-month period,
the summary should be
taken down and kept
on file for a period of
five years following the
year to which it per-
tains.

The Department of In-
dustrial Relations says
the summary is de-
signed to create safety
awareness in the work-
place for employers
and employees so
similar injuries can be
prevented in the future.

You may be exempt, or
partially exempt from
this requirement if you
have employ less than
ten employees.

If your company had
ten or fewer employees
at all times during the
last calendar year, you
do not need to keep
Cal/OSHA injury and
illness records unless
OSHA or the BLS in-
forms you in writing
that you must keep the
records.

However, all employers
must continue to file
reports of occupational
injuries and illnesses

with the Division of La-
bor Statistics and Re-
search as required by
Article 1 of this subchap-
ter, and to immediately
report to the Division of
Occupational Safety and
Health any workplace
incident that results in
serious injury or iliness,
or death, as required by
Title 8 Section 342.

If your company had
more than ten employ-
ees at any time during
the last calendar year,
you must keep Cal/
OSHA injury and iliness
records unless your es-
tablishment is classified
as a partially exempt
industry under Section
14300.2.

The partial exemption for
size is based on the
number of employees in
the entire company, not
just the number of em-
ployees at a certain
worksite. Therefore, if
you own multiple proper-
ties and the total number
of employees of at all
those worksites is over
ten, you are not partially
exempt.

NOTE: Authority cited: Section 6410, Labor Code. Reference: Section 6410, Labor Code.
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CalARVC/CTPA Services, Inc.
PO Box 5648
Auburn, CA 95604

Phone: 530-885-1624
Fax: 555-555-5555
Safety Resource Contact:
Samantha Corbin-Endean
Samantha@calarvc.com

www.calarvc.com/safetyspot.php
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KEEP EMPLOYEES SAFE THROUGH COMPREHENSIVE TRAINING

The Safety

The Safety Spot maintains a
DVD Video Lending Library to

help you train employees. As a
current member of CalARVC/
CTPA Services, Inc, we encour-
age you to take advantage of this
valuable resource. Owners, Op-
erators and Staff can all benefit

from these resources.

Spot 6s

Titles include: Back for the Fu-
ture, Office Ergonomics, Safety
Training For all Employees, and
Forklift & Tractor Safety.

Once placed, your rental order
will be shipped to you via UPS at
no charge, with a pre-addressed,
postage paid, return shipping

envelope.

DVD Video Rentals are due
within 30 days of being received.
If the DVD Video Rental is not
returned within 30 days, or is
lost, you will be invoiced for a

$150 replacement cost.

DVD Vi

deo Lendi

For a complete list of DVDs
available, or to download a rental
form, please visit

www.calarvc.com/safetyspot.php

Please call or e-mail Samantha
Corbin-Endean, Safety Resource
Contact at (530) 885-1624, or
Samantha@calarvc.com, with

questions.
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