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II. FORWARD 
 
The El Dorado County Injury and Illness Prevention Program (IIPP), promotes the safety and health of 
employees, volunteers, and the general public and provides the tools for a safe and healthful workplace. 
 
The El Dorado County IIPP provides guidelines of safety responsibilities, reinforces efforts to create and 
maintain workplace safety and provides guidelines and procedures to employees for working safely.  
 
Sources used in preparation of the County IIPP include the California Occupational Safety and Health 
Agency (CalOSHA) Guide to developing your Workplace IIPP, CalOSHA Workplace Injury and Illness 
Prevention Sample Programs, Guide to CalOSHA Program and the El Dorado County Safety Committee. 
 
In a constant effort to achieve excellence, recommendations for revisions are always welcome.  Please 
forward any recommendations to your Department Head, Department Safety Coordinator, and/or the 
Risk Management Division (Risk Management). 
 

III. PURPOSE 
 
The El Dorado County Board of Supervisors Policy K-1 states that the County will provide a safe and 
healthful workplace by establishing guidelines and procedures for the maintenance of an ongoing IIPP in 
compliance with the California Code of Regulations and the California Labor Code.  A safe and healthful 
workplace is accomplished through health and safety inspections, accident investigations and employee 
training.  Response to safety concerns will be given the highest priority at every level of the County. 
 

IV. GOVERNING AUTHORITIES 
 
Injury and Illness Prevention Program, California Code of Regulations, Title 8, Subchapter 7 §3203; and 
California Labor Code §6401.7.  
Injury and Illness Prevention Program, California Code of Regulations, Title 8, Subchapter 4, Article 3 
§1509;  
El Dorado County Board of Supervisor’s Policy K-1 
 

V. PROGRAM 
 
California Labor Code Section 6401.7 requires that every employer shall establish, implement and 
maintain a written IIPP.  The program must include the following eight elements: 
 
1. Responsibility  
2. Compliance  
3. Communication  
4. Hazard Identification  
5. Incident Response and Investigation  
6. Training 
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7. Correction  
8. Recordkeeping   
 

VI. RESPONSIBILITY 
El Dorado County designates the following person(s) as responsible for implementing the IIPP.  
 
Risk Manager: The Risk Manager or their designee is the authority responsible for the implementation of 
the County IIPP.  
 
Risk Management Division: Risk Management Division (Risk Management) represents the County in 
program development and implementation, is the employee safety resource and is the authority 
responsible for the administration of the IIPP.  Risk Management shall: 
 
1. Ensure that all provisions of the IIPP are implemented and maintained.   
2. Represent the County and departments in CalOSHA matters. 
3. Advise Department Heads and Safety Coordinators on safety and health  policy issues. 
4. Act as the IIPP liaison to the Board of Supervisors. 
5. Act as a safety official, in cooperation with complimentary authorities, when hazards are 

encountered, thus having authority to order any operation of equipment, job function, job site or 
facility be discontinued, stopped, vacated or closed when the continued operation or use of the 
equipment, performance of work, or occupation of the job site or facility constitutes an imminent 
hazard to employees.  

6. Keep abreast of current information on federal, state and local safety and health laws, regulations 
and ordinances. 

7. Provide and/or coordinate training for County departments.  Assist Department Head’s Safety 
Coordinators in providing department training. 

8. Develop guidelines, organize and provide training for safe work practices, inspections and accident 
investigations. 

9. Schedule safety and health inspections. Review safety and health inspection reports and confirm 
corrections and compliance. 

10. Review significant accident investigations and make necessary recommendations. 
11. Review injury and illness trends. 
12. Establish a system for maintaining records of inspection, hazard abatement and training. 
13. Assist departments in developing and implementing the department IIPP and the department Code 

of Safe Work Practices (COSWP). 
 

Department Heads:  Department Heads are responsible for implementation of the County’s IIPP within 
their department.  In order to fulfill this responsibility, the Department Head may delegate duties to one 
or more members of their staff.  The  Department Heads shall: 
 
1. Provide safe and healthful working environments for their employees. 
2. Encourage the participation of employees in the identification of safety hazards or concerns. 
3. Review, evaluate and address identified safety hazards or concerns in a timely manner.   
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4. Participate in accident investigations.   
5. Ensure that employees, managers and supervisors fulfill their IIPP responsibilities. 
6. Train and document the training of employees, managers and supervisors on potential 

departmental safety and health hazards. 
7. Ensure that each manager and supervisor recognizes, inspects and evaluates workplace hazards, 

new equipment and new processes on a continuing basis. 
8. Ensure employees, supervisors and managers are held accountable for safety violations. 
9. Designate department Safety Coordinator(s) to provide assistance with the IIPP. 

 
County-wide Safety Committee:  The County-wide Safety Committee is responsible for ensuring the 
County complies with federal, state and local laws, regulations and ordinances pertaining to safety.  The 
Safety Committee consists of department representatives from all County departments. 
The County-wide Safety Committee shall: 
 
1. Promote safety and enhance the effectiveness of safety awareness, training, accident prevention 

and emergency preparedness.   
2. Recommmend to the Board of Supervisors, through Risk Management, County-wide safety policies, 

programs and priorities on safety.  
3. Participate in and review the results of the scheduled worksite inspections.   
4. Submit recommendations to the Department Head to assist in the evaluation of employee safety 

suggestions.  
5. Upon request from Risk Management, verify abatement action taken to mitigate citations issued by 

CalOSHA.   
 

County-wide Safety Committee Meetings: 
 

1. Committee meetings are held quarterly and are facilitated by Risk Management. 
2. A meeting agenda will be sent to each member prior to the meeting date. 
3. A Safety Committee Secretary will take minutes of each meeting.  Minutes will be distributed to the 

Committee members. 
4. The meetings shall include a review of quarterly accident events, health/safety exposures and 

actions taken to prevent future occurrences. They will also address the elimination of risks found 
during safety inspections. 

5. Records of the meetings will include a list of attendees, date of the meeting, name of the meeting 
moderator, brief description of items discussed and the identification of hazards, safety or health 
concerns expressed by any employee. 

 
Safety Coordinators:  Each department will designate a Safety Coordinator(s) who has the duty to assist 
their Department Head with IIPP related issues and coordinate activities associated with the IIPP.  Safety 
Coordinator training will be provided annually by Risk Management.  The Safety Coordinator shall: 
 
1. Promote safety and educational programs.   
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2. Maintain accident reports and occupational injury and illness records for their department. Make 
recommendations to Department Heads to minimize or eliminate unsafe or unhealthful conditions 
in the work environment. 

3. Participate in unscheduled safety inspections of the department’s facilities. 
4. Participate in accident investigations. 
5. Act as a liaison to Risk Management. 
6. Ensure employees are informed of identified hazards. 
7. Assist Department Head to abate workplace hazards in a timely and effective manner. 
8. Recommend, provide, and record safety training pursuant to CalOSHA Safety and Health Training 

and Instruction Requirements (Appendix E). 
9. Maintain the Safety Resource Area and Safety Bulletin Board. 
10. Participate as a member of the County-wide Safety Committee. 

 
Safety Subcommittee:  Safety Subcommittees operate as an extension of the County-wide Safety 
Committee.  A Safety Coordinator may elect to establish a Safety Subcommittee. The Safety 
Subcommittee may participate in, but is not limited to: 
 
1. Assist with the development of  department safety rules and policies not covered by federal, state 

or local safety and health laws, regulations and ordinances. 
2. Establish systems for identifying and evaluating workplace hazards. Recommend solutions for safety 

issues. 
3. Establish procedures for correcting workplace hazards or safety issues. 
4. Establish trainings for hazards that employees may be exposed to in their jobs.   

 
Managers and Supervisors:  Managers and supervisors are integral components in maintaining an injury 
and illness free workplace and complying with applicable laws and regulations governing workplace 
safety and ensuring a safe workplace.  Employees in these positions are responsible for the safety of 
their subordinates and are responsible for ensuring that employees know and abide by the County’s 
IIPP. Managers and supervisors shall: 
 
1. Be aware of safety and health regulations affecting operations. 
2. Schedule, conduct, and record safety orientation and safety training.     
3. Instruct employees before beginning a new job or task as to the safe completion of assigned tasks. 

Instruction shall be documented. 
4. Evaluate safety training needs and make recommendations to the Department Head, Safety 

Coordinator and/or Risk Management. 
5. Determine necessary personal protective equipment and provide training for the proper selection, 

usage maintenance and disposal.    
6. Train employees in the identification and reporting of safety hazards and concerns.  
7. As needed, participate in investigations immediately upon notification of an injury, accident or 

safety hazard. If the employee did not provide written notification, the manager or supervisor shall 
initiate the written notification.   
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8. Correct or make written recommendations to the Department Head for the correction of unsafe 
conditions and practices. 

9. Ensure the maintenance of materials and equipment in safe operating conditions per the 
manufacturer’s specifications.   

10. Work with the Department Head and Safety Coordinator on all safety related issues. 
 
Employees:  Employees are responsible for using safe work practices, immediately referring and 
reporting unsafe conditions, following all directives, policies and procedures and assisting in maintaining 
a safe work environment.  In order to fulfill these responsibilities, employees shall: 
 
1. Become familiar and comply with the County’s IIPP. 
2. Follow all safety instructions, verbal or written. 
3. Immediately report all workplace injuries, accidents, exposures and safety hazards to your 

supervisor. If the immediate supervisor is unavailable, the report can be made to another 
supervisor, manager, Safety Coordinator, Department Head or Risk Management.   

4. Accomplish job duties using safe work practices. 
5. Attend all required safety trainings and meetings. 
6. Do not perform any job duties for which safety training has not been provided.When employee feels 

an imminent and uncontrolled significant/serious risk exists, notify your manager/supervisor, Safety 
Coordinator, Department Head or Risk Management.  In an empergency call 911. 

 
VII. COMPLIANCE 

 
Any employee found to be in violation of their responsibilities as outlined in this IIPP by their supervisor, 
manager, Department Head or Risk Management may face progressive discipline in compliance with the 
current and appropriate Personnel Rules, Memorandums of Understandings or Salary and Benefits 
Resolution for employees.  Information concerning Personnel Rules, Memorandums of Understandings 
and/or Salary and Benefits Resoultion can be found with Human Resources.   
 
 

VIII. COMMUNICATION 
 
El Dorado County shall encourage employees to inform the employer of perceived hazards without fear 
of reprisal.  No employee shall be disciplined for reporting any workplace hazard or unsafe condition 
or practice. Employees who wish to remain anonymous may report unsafe conditions or hazards 
without identifying themselves to Risk Management.   
 
Workplace Hazards:    
Communication regarding workplace hazards is accomplished through the distributions of documents 
including: 
 
1. Employee Hazard Report Form (Appendix C) 
2. County Safety Inspection Checklist (Appendix F) 
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3. Supervisor Incident Follow Up Report (Appendix G) 
Communication of hazards can also be done verbally to the Department Head, Department Safety 
Coordinator, Managers and Supervisors, and/or Risk Management, who is then responsible for 
communicating the hazard through the distribution of documents. 

 
Safety Data Sheets (SDS) regarding hazardous materials that employees may be exposed to while 
working shall be maintained in the department’s Hazard Communication binder (physical or on-line) and 
shall: 
1. Include a Safety Data Sheet for every hazardous chemical or substance used or encountered as part 

of the job. 
2. Be readily available for employees to review. 

 
Individual departments are responsible for maintaining current hazardous chemical or substance SDS for 
their departments. 
 
Safety Resource Area and Safety Bulletin Board: 
 
Safety Resource Area shall include:  
1. County IIPP 
2. Management memorandums on safety topics 
3. Safety Bulletin Board 
4. Miscellaneous safety information 

 
Safety Bulletin Board shall include: 
1. Evacuation plan for the area 
2. Identification of all fire extinguishers 
3. Name and extension for the department’s Safety Coordinator 
4. Name and extension of Risk Management 
5. Emergency and Safety phone numbers including, but not limited to: Fire, Law Enforcement, Poison 

Control and CalOSHA  
6. Upcoming safety training classes and schedules 
 

IX. HAZARD IDENTIFICATION 
 
Workplace Hazards are identified the following ways: 
1. Informal Inspections:  Informal inspections can be done at any time.  Department Heads, Safety 

Coordinators, managers and supervisors are responsible for ensuring safety inspections take place in 
their work areas daily; these inspections are unscheduled and informal. 
 

2. Scheduled Inspections:  Each department shall conduct scheduled inspections. The County Safety 
Inspection Checklist (Appendix F) shall be used to document scheduled inspections.  If the 
department has a workplace with hazards that are not addressed in the County Safety Inspection 
Checklist, a specific inspection checklist shall be created by that department to address the work 
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area needs.  Departments shall forward a copy of completed inspection checklists to Risk 
Management and retain originals for a minimum of one year.  It is recommended that all County 
facilities be inspected at least once each year.  Department Heads shall identify a set schedule for 
inspections of their facilities. 
 

3. Employee Reporting of Workplace Hazards:  All employees are encouraged to identify, correct if 
possible, and report hazards and poor safety practices.  Employees shall report workplace hazards 
by submitting an Employee Hazard Report Form (Appendix C). If there is a danger of imminent harm 
to employees and/or property the employee shall immediately stop the process and vacate the 
area, report the hazard immediately to their Supervisor, Manager, Department Head, Safety 
Coordinator, or Risk Management.   
 

a. The Employee Hazard Report form shall be routed to: 
1) Safety Coordinator  
2) Department Head and 
3) Risk Management  

b. Distribution of the Employee Hazard Report form shall not be delayed until after the hazard 
has been abated. 
 

No employee shall be disciplined for reporting any workplace hazard or unsafe condition or practice. 
Employees who wish to remain anonymous may report unsafe conditions or hazards without 
identifying themselves to Risk Management. When new hazards are found, they will be added to the 
inspection process as appropriate. 
 
 

X. INCIDENT RESPONSE AND INVESTIGATION  
 
Response to Reported Workplace Hazards:  Department procedures shall be established for the timely 
inspection of and response to any reported hazard.  Procedures shall: 
 
1. Identify the party responsible for inspecting the reported hazard. 
2. Specify the degree of participation of the  Department Head, department staff and Risk 

Management in the inspection process. 
3. Identify the party responsible for writing the Reported Hazard Response. 
4. Describe the immediate and long term action(s) taken to abate the identified hazard and the steps 

initiated to prevent hazard reocurrence, including projected and actual dates for completion. 
5. Ensure the Employee Hazard Report and the Reported Hazard Response are distributed to the 

Department Head, Safety Coordinator and Risk Management. 
 

Investigation:  The purpose of an investigation is to determine the cause of the injury, illness or accident, 
not to assign blame.  Serious risks shall be investigated immediately.  All accidents, incidents and near 
miss investigations shall be inititiated as soon as you are aware and corrective actions to prevent 
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reoccurrence documented.   
 
Responsibility for the Investigation:  The investigation shall be performed by the involved department 
unless otherwise mandated by statute. The Department Head shall designate the party(ies) responsible 
for the investigation and who shall document events related to the incident in order to identify what 
happened before and during the accident to prevent it from reocurring. 
 
1. In the event that an investigation involves more than one department, a joint and cooperative 

investigation shall be done, or a request may be made to Risk Management for assistance in the 
investigation. 

2. In the event that an investigation involves outside agencies, Risk Management, with cooperation of 
complimentary authorities, shall provide any necessary assistance. 
 

Basic Rules for Investigations:  Basic rules for the investigation of reported work-related injuries, 
illnesses or accidents, including incidents and near misses: 
 
1. Unbiased approach for obtaining objective findings. 
2. Examination of the scene of the accident as soon as possible while the facts and evidence are fresh 

and before witnesses forget important details. 
3. Interview the injured worker at the scene (if possible) and have them walk through a mock re-

enactment of the accident.  Interviews should be conducted privately.  Reassure those interviewed 
that the purpose of the investigation is to find the cause, not to assign blame. 

4. One-on-one interviews with witnesses.  Talk with everyone who has knowledge of the accident, 
even if they did not witness it. 

5. Signed statements in cases where facts are unclear or there is an element of controversy. 
6. Photographs, sketches and diagrams including measurements when appropriate. 
7. Concentrate on causes and hazards. 
8. Analysis of what happened, how it happened, and how it could have been prevented.  Determine 

what caused the accident itself, not just the injury. 
9. Action plan including recommendations to prevent reocurrence.  
10. Preserve evidence. 
11. Open-ended questions that do not elicit one-word answers, such as, “What did you see?” rather 

than “Did you see anything?” 
12. Not accepting, denying, or promising anything.  The purpose of the investigation is to gather facts to 

find the cause of the accident. 
 

Basic Questions for Investigations:  Questions that could be answered during investigations of reported 
work-related injuries, illnesses or accidents (including incidents and near misses) may include: 
 
1. What was the person involved doing at the time of the accident? 
2. What tools or equipment were involved, if any? 
3. Where did the accident occur (be specific, including location, area or job site)? 
4. What else was happening around the work area? 
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5. Did the person involved know what the hazard was? 
6. Was the person involved trained on how to do the job? 
7. What contributed to the accident, such as another work group, defective tool, faulty equipment? 
8. Was more than one person involved?  If so, who and how? 
9. Were there any witnesses?  If so, who are they and what did they see? 
10. Was the accident preventable?  If so, how? 
 

XI. TRAINING 
Safety training and instruction is conducted by the Department Head, Safety Coordinator, manager 
and/or supervisor with support from Risk Management.  Training shall be provided: 
 
1. To all new employees. 
2. To employees given new job assignments who have not previously been trained. 
3. Whenever a new substance, processes, procedure or equipment are introduced into the workplace 

and represent a new hazard. 
4. Whenever the employer is made aware of a new or previously unrecognized hazard. 
5. To familarize supervisors with hazards to which employees under their immediate direction and 

control may be exposed. 
 
New Employee Safety Orientation:  When a new employee begins employment, their Manager or 
Supervisor shall ensure that they receive training on their work assignment while integrating safety 
instructions into each aspect of the job.  This training is part of their new hire orientation.  Training 
shall include: 

1. Introduce the new employee to the workplace in general.   
2. Review the County IIPP with an emphasis on safety. 
3. Introduce the new employee to key safety personnel contacts for the department. 
4. Show the new employee their work area and discuss what the employee will be doing, including any 

hazards. 
5. Discuss safety and performance expectations. 
6. Provide the new employee with the necessary personal protective equipment and training on how 

to use the equipment. 
7. Monitor and counsel the new employee when tasks are not performed safely. 
8. Show the new employee the emergency routes during an evacuation and the rally point. 
9. Provide new employee with emergency contact phone numbers. 
 
Employee Safety Training:  Each department is responsible for providing safety training to their 
employees.  Training shall include safety requirements designed to instruct each employee on general 
and job specific safety procedures.All employees shall receive initial training on the IIPP from the 
Department Head, Managers or Supervisors,  Safety Coordinator, or their designee and additional 
training when the IIPP is updated. (Appendix D, Safety Orientation Checklist & Appendix E, Safety and 
Health Training & Instruction Requirements)  Employees shall also receive safety training before 
exposure to a new risk or whenever the employee is given a job assignment for which safety training has 
not previously been provided. 
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XII. CORRECTION 
El Dorado County shall correct work conditions, practices or procedures in a timely manner based on the 
severity of the hazards. 
 
Corrective Action/Abatement of Reported Workplace Hazards:   
1. If the reported hazard is considered to be of an immenent nature by the Safety Coordinator, 

Department Head, Manager or Supervisor or Risk Management, immediate action shall be taken to 
eliminate or abate the hazard. 

2. If the reported hazard cannot be immediately eliminated or abated without endangering employees 
and/or property, personnel shall be removed from the area of potential exposure.  Access shall be 
limited to personnel trained to correct the hazardous condition.  Any employee(s) involved in 
correcting the hazardous condition shall have received appropriate training and shall be provided 
the necessary safeguards and protective equipment. 

3. After an investigation has been completed and the facts relating to the occurrence are known, 
immediate action to eliminate or abate any identified hazard and to prevent a recurrence of the 
hazard is the responsibility of the Department Head, who may request assistance from Risk 
Management. 

4. If a concealed hazard is identified, employees who have exposure to that hazard shall be informed 
immediately and the information shall be posted in the affected area.  Immediate action shall be 
taken to eliminate or abate the hazard. 

 
XIII. RECORDKEEPING & REPORTING 

 
Recording Training:  All safety training shall be documented.  Sign-in sheets (Appendix A) are the 
recommended sources for this documentation and records shall be maintained for a minimum of three 
years in an accessible location.  The documentation shall include: 
1. Name of training 
2. List of attendees 
3. Description of subject material presented 
4. Date(s) of training and length of training 
5. A test with a pass or fail score (if applicable) 

 
Employee Reporting of Work-Related Injuries, Illnesses and Accidents (including near misses):  
Employees are responsible for immediately reporting all work-related injuries, illnesses and accidents 
(including near misses) to their Supervisor.  A near miss is an incident that could have resulted in a 
serious injury or significant property damage. If their immediate Supervisor is unavailable, the report 
shall be made to another Supervisor, Manager, Safety Coordinator, Department Head or Risk 
Management.  
 
All work-related injuries, illnesses and accidents (excluding near misses) shall be immediately called in to 
Company Nurse Injury Hotline at 1-877-545-9152 by the employee or their supervisor.  Company Nurse 

14-1472 2A 12 of 54



   Injury and Illness Prevention Program Page 
13 

June 2015 
  

will gather information over the phone and assist the injured worker in accessing appropriate medical 
evaluation. 
 
Provision of Workers’ Compensation Claim Forms:  An employee who reports being injured on the job or 
has a work-related illness shall be provided with a Workers’ Compensation claim form within 24 hours of 
reporting the employee’s injury or illness.  The completed and signed claim form shall be forwarded to 
Risk Management within 24 hours of receipt by the department. (Appendix H) 
 
Reporting to Risk Management:  Departments shall immediately notify Risk Management of all serious 
injury illness or death by calling 530-621-6084 or 530-621-6633 and e-mailing 
riskmanagement@edcgov.us.  If after hours, notify the Risk Manager. 
 
Reporting to CalOHSA:  Risk Management shall notify CalOSHA immediately of any serious injury, illness 
or death of an employee occurring in a place of employment or in connection with any employment.  
Immediately means as soon as practically possible but no longer than 8 hours after the County knows or 
with diligent inquiry would have known of the death or serious injury or illness.    
 
 

XIV. DEPARTMENT INJURY AND ILLNESS PREVENTION PROGRAM AND DEPARTMENT CODE OF SAFE 
WORK PRACTICES (COSWP) 
 
The County-wide IIPP provides general and global safety responsibilities and safety guidelines for all El 
Dorado County employees. 
 
When needed, The Risk Management Division, Department Heads, Safety Coordinators, Managers, 
Supervisors and employees should work together in developing the department IIPP (appendix I) and 
COSWP.  The department IIPP and COSWP, in conjunction with the County-wide IIPP, provide the 
guidelines for specific work tasks and equipment training for the department. 
 
The information contained in the department IIPP and COSWP will change as processes, tasks and 
equipment changes are made.  The department IIPP and COSWP should be reviewed annually and 
updated as needed.  A copy of new versions shall be forwarded to Risk Management. 
 
Questions regarding the development of your program shall go to Risk Management at 530-621-6633 or 
riskmanagement@edcgov.us. 
 
 
 
 

XV. APPENDIX ITEMS 

 
Appendix A- El Dorado County Record of Safety Meeting 
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Appendix B- IIPP Review Sheet  
 
Appendix C- Employee Hazard Report Form  
 
Appendix D- Safety Orientation Checklist  
 
Appendix E- Safety and Health Training & Instruction Requirements 
 
Appendix F- County Safety Inspection Checklist  
 
Appendix G- Supervisor Incident Follow Up Report  
 
Appendix H- Informational Employee Packet for Workplace Injury Reporting  
 
Appendix I-  Sample department IIPP 
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Record of Safety Training                                   APPENDIX A                     3.2014 

EL DORADO COUNTY 
RECORD OF SAFETY TRAINING 

 
Department:_________________________________ Date:_____________________ 
Conducted By:_______________________________ Location:__________________ 
SAFETY MEETING TOPICS 

1. Injuries since last meeting. 
2. Property damage since last meeting. 
3. Near misses since last meeting. 
4. Identified hazards. 
5. What will we be doing in the next meeting. 

ADDITIONAL SAFETY TOPICS DISCUSSED: 
 

 
 

 
 

 

ACTIONS NEEDED TO ADDRESS SAFETY TOPICS DISCUSSED: 

 
 

 
 

 

 
COMMENTS: 
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Record of Safety Training                                   APPENDIX A                     3.2014 

 
EL DORADO COUNTY 

SAFETY MEETING RECORD 
SIGN IN SHEET 

 
Department:_________________________________ Date:_____________________ 
 
Conducted By:_______________________________ Location:__________________ 

PRINT NAME SIGN NAME 
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IIPP Review Sheet APPENDIX B 4.2014 

Injury & Illness Prevention Program Review Sheet 

Use this sheet to review the Departmental IIPP.  If you answer No to any of the 
questions you will want to either update the IIPP or provide the training indicated 

Yes   No  
 
___ ___ Does the written Injury and Illness Prevention Program contain the   
  elements required by Section 3203(a)?       
  See:  http://www.dir.ca.gov/title8/3203.html 
___ ___ Are the person or persons with authority and responsibility for   
  implementing the program identified? 

___ ___ Is there a system for ensuring that employees comply with safe and  
  healthy work practices (i.e., employee incentives, training and retraining  
  programs, and/or disciplinary measures)? 
___ ___ Is there a system that provides communication with affected employees  
  on occupational safety and health matter (i.e., meetings, training   
  programs, posting, written communications, a system of anonymous  
  notification concerning hazards and/or health and safety committees)? 
___ ___ Does the communication system include provisions designed to   
  encourage employees to inform the County of hazards at the worksite  
  without fear of reprisal? 
___ ___ Is there a system for identifying and evaluating workplace hazards   
  whenever new substances, processes, procedures, or equipment are  
  introduced to the workplace and whenever the employer receives   
  notification of a new or previously unrecognized hazard? 
___ ___ Are workplace hazards identified when the program was first   
  established? 
___ ___ Are periodic inspections for safety and health hazards scheduled? 
___ ___ Are records kept of inspections made to identify unsafe conditions and  
  work practices, if required? 
___ ___ Is there an accident and near-miss investigation procedure? 
___ ___ Are unsafe or unhealthy conditions and work practices corrected   
  expeditiously, with the most hazardous exposures given correction   
  priority? 
___ ___ Are employees protected from serious or imminent hazards until they are  
  corrected? 
___ ___ Have employees received training in general safe and healthy work  
  practices? 
___ ___ Do employees know the safety and health hazards specific to their job  
  assignments? 
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IIPP Review Sheet APPENDIX B 4.2014 

 
___ ___ Is training provided for all employees when the training program is first  
  established? 
___ ___ Are training needs of employees evaluated whenever new substances,  
  processes, procedures, or equipment are introduced to the workplace and  
  whenever the employer receives notification of a new or previously   
  unrecognized hazard? 
___ ___ Are supervisors knowledgeable of the safety and health hazards to which  
  employees under their immediate direction and control may be exposed? 
___ ___ Are records kept documenting safety and health training for each   
  employee by name or other identifier, training dates, type(s) of training  
  and training providers? 
___ ___ Does the Department have a safety and health  committee? 
___ ___ Does the committee meet at least quarterly? 
___ ___ Is a written record of safety committee meetings distributed to affected  
  employees and maintained for Department review? 
___ ___ Does the committee review results of the periodic, scheduled worksite  
  inspections? 
___ ___ Does the committee review accident and near-miss investigations and,  
  where necessary, submit suggestions for prevention of future incidents? 
___ ___ When determined necessary by the committee does it conduct its own  
  inspections and investigations, to assist in remedial solutions? 
___ ___ Does the committee verify abatement action taken by the County?   
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Employee Hazard Report Form APPENDIX C 7.2013     

 
                      
 
 
 

Employee Hazard Report Form 
 
El Dorado County employees may use this form to report any unrecognized or uncontrolled safety issues to 
Risk Management.  Risk Management will investigate the safety issue to determine if mitigations are needed.  
The form may be submitted anonymously.  Employees are advised that it would be illegal for an employer to 
take any action against an employee for exercising their rights to report safety issues. 
 
Name of person reporting hazard (optional):_____________________________________________ 
 
Date Submitted:_________________  Date Discovered:_____________________________________ 
 
Was there an injury?:  Yes_______  No_________ 
 
Location of hazard (be specific):________________________________________________________ 
 
Description of hazard: (Attach additional pages, details, documents, photographs, etc.)  
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
Possible solutions/corrections:__________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
The completed form can be provided to your supervisor, manager or department head.  Or can be forwarded to 
Risk Management at 330 Fair Lane, Placerville.  Or you may call Risk at ext. 5566 

 
For Supervisor, Manager, Department Head use only: 
 
Received by: ____________________________________ Date received:_______________________ 
 
Corrective action required: Yes ______   No_______ 
 
Date of corrective action: _____________________(Please attach the Reported Hazard Responses) 

 
For Risk Management use only: 
 
Received by:____________________________________ Date Received:_________________________ 

 
 

 

The County of El Dorado 
 Risk Management Division 

“Together Providing Risk Management Solutions” 
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Safety Orientation Checklist APPENDIX D April 2015 
 

Safety Orientation Checklist 

This form is to be completed by the supervisor of a new or reassigned employee and 
returned to Risk Management within five (5) days after employment or reassignment 
begins.   
 

Employee:  ______________________________________________________________ 

Assigned Department:  _____________________________________________________ 

Date Employed:  __________________________________________________________ 

 

Supervisor/Manager should review, at a minimum, the following with the 
employee: 

  Employee safety responsibilities and General Safety Rules.     

  El Dorado County's Injury Illness and Prevention Program (IIPP).    

  Department IIPP and Code of Safe Work Practices.      

  Procedures for reporting work-related injuries/illnesses.     

  Communication Procedures; ie safety meetings, bulletin boards, incident forms, 
hazard report forms. 

  Use of tools and equipment, availability and use of personal protective equipment 
(PPE). 

  Site specific Emergency Action Plan. 

  If applicable, powered lifting equipment such as hoists, cranes and forklifts. 

  Housekeeping and proper storage of hazardous materials and waste. 

  How to find Safety Data Sheets (SDS). (If applicable) 

  Additional training unique to department. 
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Training Requirements APPENDIX E 4.2014 

SAFETY AND HEALTH 
TRAINING AND INSTRUCTION REQUIREMENTS 

REFERENCED IN SUBCHAPTER 4 & 7, TITLE 8, CALIFORNIA CODE OF REGULATIONS 
(August 2006) 

 
The following is a list of the  instruction and training requirements contained in the Construction Safety Orders 
(Subchapter 4) and the  General Industry Safety Orders (Subchapter 7) of Title 8, Division 1, Chapter 4 (with several 
references contained in Chapter 3.2) of the California Code of Regulations. Also included are references to both 
Competent Person and Qualified Person. 

  
While every effort has been made to ensure the accuracy of the information presented, users are cautioned to refer to 
Title 8 and the specific sections of interest. This list is a guide only and not meant to be a substitute for –or a legal 
interpretation of – the occupational safety and health standards. 

 
Users may review Title 8 Regulations at:   http://www.dir.ca.gov/samples/search/query.htm 

 
TRAINING 

TOPIC 
T8 SECTION FREQUENCY 

OF TRAINING 
TYPICAL JOB 

CLASSIFICATION 
Cal/OSHA PUBLICATION 

Accident 
Investigation 

3203(a)(7)(F) Initial Supervisors/Accident 
Investigators 

Model Program(s) 
IIPP: 

 
For High Hazard 

Employers 
 

For Non-High Hazard 
Employers 

 
For Employers with 

Intermittent 
Employees 

 
For Employers with 

Intermittent Workers 
in Agriculture 
(English & Spanish 

 
Guide to Developing 

IIPP 

Accident 
Prevention Signs 
and Tags 

3341(d)(5) Initial Impacted Employees Lockout/Blockout 

Acetylene & Fuel 
Gas Safety 

1740(k)(1) Initial Users  

Acrylonitrile (AN) 5213(o) 
5213 (appendix B) 

Initial 
Annual 

Exposed Employees 
Qualified Person  

Actinolite 
(Non-Asbestos) 

5208.1 Initial 
Annual 

Exposed Employees  

Agricultural 
Equipment & 
Tractors 

3441(a) 
3664(b) 

Initial 
Annual 

Involved Employees 
Operators 

Agricultural-Industrial 
Tractors 

Farm Labor 
Contractors Guide 
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Anthophyllite 
(Non-Asbestos) 

5208.1(n) Initial 
Annual 

Exposed Employees  

Asbestos/Asbestos 
Awareness 

 
 

Class I-IV 
Operations 

 
 

Building Inspector 
Project Designer 

 
Cement Pipe 

 
Asbestos 

Consultant 
Site Surveillance 

Technician 

1529(k)(9)(B) 
5208(j)(7)(B) 
1529 

 
1529(o)(4) 

 
341.9 

 
341.16 

 
 

341.17 
 
 

341.15 

Initial 
Annual 

 
 

Initial 
Annual 

Initial 

Initial 

Initial 

Employees likely 
exposed =>PEL and 
those who perform Class 
I-IV operations 
Competent Person 

Qualified Person 

Assigned 

 
Exposed Employees 

 
 

Certified Persons 

 

Battery Handling/ 
Changing/Charging 

5185(a) Initial Assigned Employees  
Benzene 5218(i) & (j)(3) Initial 

Annual 
Exposed Employees  

Bloodborne 
Pathogens 

5193(g)(2) Initial 
Annual 

Potentially Exposed 
Employees 

Best Practices 
Approach for 
Reducing 
Bloodborne 
Pathogens 
Exposure 

 
Exposure Control 

Plan for Bloodborne 
Pathogens 

Boatswains Chair 1662(a) Initial Users  
1,3-Butadiene 5201(l)(2) Initial 

Annual 
Exposed Employees  

Cadmium 5207(m)(4) 
 

1532 

Initial 
Annual 

Exposed Employees 
 

Competent Person 
 

Carcinogens 
As Listed 

5209(e)(5) Initial Exposed Employees  
Chemical Hygiene 

for Laboratories 
5191(f)(2) Initial 

New Hazards 
Refresher 

Laboratory Employees  

Coke Oven 
Emissions 

5211(t) Initial 
Annual 

Exposed Employees  
Compaction 

Equipment 
4355(a)(2) Before Use Users  

Confined Spaces 
 
 

Marine Terminal 
Operations 

5157(g) 
5158(c)(2) 

 
3463(b)(5)(B) 

Initial 
Program Update 
Changes 

Affected Employees 
 
 

Exposed Employees 

Confined Space: Is It 
Safe To Enter 

Cotton Gins/ 
Processing Mach. 

4646  Qualified Person  

Control of 
Hazardous Energy 

3314(j) Initial Authorized Employees Lockout/Blockout 
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Cranes & Other 
Hoisting Equipment 
Incl. Mobile/Tower/ 
Derrick 

5006.1(a) 
5006 
4966,4994, 
4999,5000, 
5004, 5031,5043, 
5044 

Initial 
Mobile & Tower 
Cert. @  5 yrs 

Mobile and Tower Crane 
Operators Qualified 

Person Authorized 
Employees 

 

Cranes/Hoisting 
Equipment - Marine 
Terminals 

3472(d)(3) Initial Operators  

Demolition 1734 
1735(u) 
1736 

 Qualified Person  

1,2 Dibromo-3- 
Chloropropane 
(DBCP) 

5212(i)(3) & (n) 
5212 (Appendix B) 

Initial 
Annual 

Exposed Employees 
Qualified Person  

Diving Operations 6052 Initial Assigned Employees  
Elevating Work 

Platforms and 
Aerial Devices 

3648(l)(7) 
3648(c) 
3646(c) 
3638(d) 

Before Use Users 
Authorized Personnel  

Emergency Action 
Plan 

3220(e) Initial 
Plan Update 

Impacted Employees  

Emergency 
Procedures 
(Construction) 

1512(d) Initial Assigned Employees  

Equipment and 
Machinery 
(Construction) 

1510(b) Initial Qualified Person  

Erection and 
Construction – 
Bolting/Riveting/ 
Plumbing 

 
Structural Wood/ 
Steel Frame 
Steel Erection 

1716 
1716.1 

 
 
 

1716.1(f)(1) 
1716.2(j) 
1710 

Initial Assigned Employees 
Competent person 
Qualified Person 

Pocket Guide for the 
Construction Industry 
(English/Spanish) 
(Spanish Update 
Sheet) 

Ergonomics 5110(b)(3) Initial – When 
Standard is 
Triggered 

Employees in affected 
job classifications 
(identical jobs) when 
standard is triggered 

Back Injury 
Prevention Guide in 
the Health Care 
Industry for Health 
Care Providers 

Easy Ergonomics 

Ergonomics in Action 

Fitting Task to the 
Person: Ergo for the 
Very Small Business 

 
Easy Ergo for the 

Computer User 

Ethylene Dibromide 
(EDB) 

5219(j) Initial 
Annual 

Exposed Employees  
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Ethylene Oxide 5220(j)(3) 
5220 Appendix A 

Initial 
Annual 

Exposed Employees  
Excavation/ 

Trenching/Shoring 
1541  Competent Person Trenching Safety 

(Tailgate Topic) 
 

Pocket Guide for the 
Construction Industry 

Explosives 5239 
5322 
5329 
344.20, 344.21 

Initial Assigned Employees 
 

Competent Person 
Licensed Blaster 

 

Explosives – 
Deteriorated 

5240  Competent Person  

Explosives Storage 
Magazines 

5256  Competent Person  

Fall Protection  
 

1671.1 

Initial Affected Employees 
Competent Person 
Qualified Person 

 

Fall Protection – 
Date Palm Ops. 

3458  Competent Person  
Fire Brigades 

(Private) 
3411(c) Initial/Quarterly/ 

Annual Refresher 
Assigned Employees  

Fire Extinguisher & 
Fire Fighting 
Equipment 

6151(g)(1)-(2) Initial 
Annual 

Assigned Employees  

Fire Prevention 
Plan 

3221(d)(1)-(2) Initial 
New Hazards 

Exposed Employees  
Fire Protection – 
Fixed Extinguishing 
Systems 

6175(b)(10) 
 
 

6181(b)(2) 

Initial 
Annual 

Employees Assigned 
Maintenance/Operation 

 
Exposed Employees 

 

Fire Protection – 
Standpipe & Hose 
System Inspection 

6165(f)(2)(F) Initial Assigned Employees  

First Aid 
First Aid & CPR 

3439(b) 
6251(d)(2) 
3400(b) 
5157, 5158, 5193 
3421, 6052 

Initial 
Changes 
Every 2 years (or 

as specified by 
cert. organization) 

Assigned Employees 
Supervisors  

First Aid 
(Construction) 

1512(b) & (d) Initial 
Updated 

Assigned Employees  
Flaggers (Traffic) 1599(f) & (g) Initial Assigned Employees  
Flammable Liquids/ 

Gasses/Vapors – 
Industrial Plants 

5561  Qualified Person  

Formaldehyde 5217(n) Initial 
Annual 

Exposed Employees  

Fumigation – 
General 

5221(b) Initial Exposed Employees  
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Hazard 
Communication 

5194(b)(1) Initial 
New chemicals or 

processes 

Exposed Employees Guide to CA Hazard 
Communication 
Regulation 

Hazardous 
Substance 
Containers Clean/ 
Repair/Alter 

5166(a) Initial Assigned Employees  

Hazardous Waste 
Operations & 
Emergency Resp. 

5192 (e) & (q)(6) Initial 
Annual Refresher 

Assigned Employees 
Qualified Person  

Hearing (Noise) 
Protectors 

 
 

Conservation 

 
5098(a)(4) 
5097(d)(5)(A)&(B) 

 
5099(a) 

 
Initial 
Retraining 

 
Initial 
Annual 

 
Employees Provided 

Protectors 
 
 

All Employees Exposed 
to  =>85 dBA TWA 

 

Heat Stress 3395(e) Initial Exposed Employees Protect Yourself from Heat Illness 
(English/Spanish) 

Helicopter 
Operations 

1901(c) Daily Briefing Involved Personnel  

Industrial/Lift 
Trucks (Forklifts) 
& Tractors 

3657(i) 
3664(b) 
3668 

Initial, Annual 
Observed Unsafe 
Operation 
Post Accident 
Equipment Change 
Workplace Change 
(Operator eval. @ 

3 years) 

Operators Operating Rules for 
Industrial Trucks 
Poster 
(English/Spanish) 

Injury & Illness 
Prevention 
Program 

3203(a)(7) 
1509(e) 

Initial 
Updated 

All Employees 
Supervisor Tailgates 

Model Program(s) 
IIPP 

 
For High Hazard 

Employers 
 

For Non-High Hazard 
Employers 

 
For Employers with 

Intermittent 
Employees 
(English/Spanish) 

 
For Employers with 

Intermittent Workers in Agriculture 
(English & Spanish) 

 
Guide to Developing 

IIPP 
Inorganic Arsenic 5214(m) Initial 

Annual 
Exposed Employees  
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Job Hazard(s) 3203(a)(7) 
1510(a) & (c) 

Before Job 
Assignment 
New Hazards 

All Employees Guide to 
Developing IIPP 

Laboratory Safety 
(See Chemical 
Hygiene) 

5191(f) Initial 
New Hazards 
Refresher 

Laboratory Employees  

Laser Equipment 1801(a) Initial Operators 
Qualified Person  

Laundry/Dry 
Cleaning 

4494(a) Initial 
Periodic 

Assigned Employees  
Lead Lead in 

Construction 
5198(l) 
1531.1(l)(1)(C)-(D) 
1532.1(l) 

Initial 
Annual 

Exposed Employees/ 
Supervisors 

Exposed Employees => 
Action Level 

Lead in Construction 
(Fact Sheet) 

Lift Slab 
Construction 

1722.1  Competent Person  
Lockout/Blockout 3314 

3314(j) 
Initial 
When Updated 

Affected Employees 
Qualified Person 

Lockout/Blockout 

Machinery and 
Equipment 

1510(b) Before Use Qualified Person Lockout/Blockout 

Marine Terminals 3463(b)(5)(B) 
3464(a)(1) 
3462(b) &(d) 
3463, 3472 

Initial Exposed Employees 
Supervisors 
Qualified Person 

 

Medical & Exposure 
Records - Access 

3204(g)(1) Initial 
Annual 

Affected Employees Access to Medical 
and Exposure 
Records (poster) 
(English/Spanish) 

Metal Working 
(forging) Machines 

4243(a)(6) Initial Operators/Maintenance 
Personnel 

Power Press Safety – 
Tool Box Topics 

4,4-Methylenebis 
(2-Chloroaniline) 

MBOCA 

5215(j) Initial 
Annual 

Exposed Employees  

Methylene Chloride 5202(l) 
5202 (Appendix A) 

Initial & 
As Necessary 

Exposed Employees 
Qualified Person  

Methylenedianiline 5200(k)(3) 
1535 

Initial 
Annual 

Exposed Employees  
Miter Saws 4307.1(c) Initial Operators  
Noise Exposure 5099(a) Initial 

Annual 
Employees Exposed = > 
85dBA TWA  

Openings/Holes – 
Floors and Roofs 

3212(b)  Qualified Person  

Paper Converting/ 
Printing Machines – 
Hand-Fed 
Engraving Presses 

4445(3) Initial 
Changes 

Operators/Maintenance 
Personnel  

Personal Fall 
Arrest/Restraint 
Systems 

1670(b)(19)  Competent Person  

Personal Protective 
Equipment 

3380(c) Initial PPE Users  
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Pesticide Safety 5194(h) Initial 
New Hazards 

Handlers & Applicators  
Pile Driving 1600  Competent Person  
Calif. Posting 

Requirements 
340 Initial All Employees  

Powder-Actuated 
Tools 

1685(a)(1) 
1689(a) 

Initial Users 
Qualified Person  

Power Presses 4203(a) 
4203(b) 
4208.1(m)(1) 
4208 

Initial 
Annual 

Inspectors/Maintenance 
Operators 
PSDI Operators 
Qualified Person 

Power Press Safety 
(Tailgate Topic) 

Powered Platforms 
(Installed) for 
Building 
Maintenance 

3298(a) 
3296 

Initial Assigned Employees 
 

Qualified Person 
 

Process Safety 
Management 

5189(g) Initial 
Refresher & 
Supplemental 
Certification 

Involved Employees  

Pulp, Paper and 
Paperboard Mills 

4402 Initial Exposed Employees  
Railroad – Signs & 

Signals 
3333(d) Initial Assigned Employees  

Reinforcing 
Steel/Similar 
Projections 

1712(f)(A)  Qualified Person  

Respiratory 
Protection 

5144(c) & (k) 
5144 Appendix A 
& C 

Initial 
Annual 

Users Resp. Protection in 
the  Workplace 

 
New Respirator Reg. 

(Fact  Sheet) 
Roofing 1509(a) 

1730(b)(8)-(9) 
Initial  

Qualified Person 
Roofing Safety 

(Tailgate Topic) 
Rope Access 

Equipment 
3270.1(c) 

 
3270.1 

Initial 
Annual Refresher 

Assigned Employees 
 

Qualified Person 
 

Rubber/ 
Composition 
Working Machines 

4592  Competent Person 
Test/Maintenance 

 

Scaffolds 1637(k)(1) 
1637 
1658(g) 

Initial Erectors and 
Dismantlers: 
Qualified Person 

 

Supervisory Safety 
Training 

3203(a)(7)(F) Initial 
Change 

Supervisors  
Tanks – Open 

Surface 
5154(j)(1) Initial Assigned Employee  

Traffic Control – 
Flaggers 

1599(f) &(g) Initial Flaggers  
Tree Work General 

 
 

Date Palm Ops. 

3420(b), 3421(c) 
3423(a), 3427 
3428(a) 
3458 

Initial Assigned Employees 
Qualified Person  

Tremolite 
(Non-Asbestos) 

5208.1(n) Initial 
Annual 

Exposed Employees  

Vinyl Chloride 5210(j) Initial 
Annual 

Exposed Employees  
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Training Requirements APPENDIX E 4.2014 

 

TRAINING 
TOPIC 

T8 SECTION FREQUENCY 
OF TRAINING 

TYPICAL JOB 
CLASSIFICATION 

Cal/OSHA PUBLICATION 

Welding & Cutting 
Safety – Hot Work 

4799 
4848(a) 
1537(a) 

Initial Welders 
Fire Watchers 
Qualified Person 

 

Wheels or Rims  – 
Servicing 

3326(c) Initial Service Personnel Servicing Single, Split 
Rim & MultiPiece 
Rim Wheel (Tailgate 
Topic) 

Window Cleaning 3282(d) &(f) 
3286(a)(2) 

Initial Assigned Employees  
 
 
 
 

Qualified Person 
 

A qualified person is a person designated by the employer; and by reason of training, experience, 
or instruction has demonstrated the ability to perform safely all assigned duties; and, when 
required is properly licensed in accordance with federal, state, or local laws and regulations. 

 
Examples: Mobile Crane and Tower Crane Operators 5006.1(a) 

Scaffold Erection and Dismantling Supervisors 1637(k)(1) 
Demolition 1736 

 
 
 

Competent Person 
 

A competent person is a person who is capable of identifying existing and predictable hazards in 
the surroundings or working conditions that are unsanitary, hazardous, or dangerous to employees. 
The competent person has the authority to impose prompt corrective measures to eliminate these 
hazards. 

 
Examples: Excavation - Inspectors 1541 

Fall Protection Plan implementers and supervisors 1671.1 
Lift Slab Construction 1522.1 

 
The Cal/OSHA Publications website contains additional publications that may be of interest.  To 
review, download, or order free educational materials, go to: 
www.dir.ca.gov/dosh/puborder.asp 
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Safety Checklist APPENDIX F 4.2014     

EL DORADO COUNTY 
Safety Inspection Checklist 

 
Department:       Inspection Date:         

 

Inspector’s Name/Title:     Site Location:         
 

Inspector’s E-Mail Address:        Phone #:     
                     

 ADMINISTRATIVE SAFETY Yes No N/A Comments/Corrections/Notes 
1 Is there an assigned safety representative for this department?  

If so, provide contact information.     

2 Is there a safety binder/IIPP in each site location accessible 
to all employees?      

3 Are Safety/Labor Law posters and safety bulletin boards with 
safety related materials and emergency phone numbers 
posted?  

   
 

4 Is there a Safety Data Sheet (SDS) binder for the department 
in a central location?      

5 Are current evacuation maps located in all public access 
areas/rooms?     

6 Are there written records of department safety training and 
regular fire drills. When was the last drill conducted (if 
known)? 

   
 

 GENERAL FIRE SAFETY/HOUSEKEEPING Yes No N/A Comments/Corrections/Notes 
7 Does the department have proper first aid kits available, 

adequately supplied (without medication such as Ibuprophen 
etc,) which should not be in the first aid kit. 

   
 

8 Are filing cabinets, bookcases, and other items over 4 feet 
tall securely placed to prevent tipping hazard?     

9 Are boxes and heavy materials above chest level secured and 
marked legibly ‘heavy item’?       

10 Are items that are stored overhead lightweight?  If not, can 
they be moved to chest level or below?     

11 Are cubicle walls secure? Are shelves secured and stable?     
12 Are office areas organized and maintained to avoid tripping 

hazards? Note problem areas.     
13 Are sturdy stepladders available and in proper working 

order?     
14 Is there adequate lighting throughout the building, including 

storage and entrance lighting?     
15 Are light fixtures clean, in proper working order with 

appropriate covers?     
16 Are ceilings and walls free of holes?     
17 Are adequate waste receptacles appropriate for worksite 

needs? Special attention to healthcare areas and sharps 
containers. 

   
 

18 Is flooring/carpeting in good condition, with loose rugs and 
mats secured?  Snags in carpet need repair?     

19 Are paper cutters equipped with guards and closed?     
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Safety Checklist APPENDIX F 4.2014     

20 Are restrooms clean, with hand washing signs, soap, towels, 
and toilet paper?  Is hand sanitizer available in multiple 
locations for clients and staff? 

   
 

21 Do all electric fans have a grill or guard for finger 
protection? 
 

   
 

22 Are stairwells unobstructed?  Are non-skid materials used on 
steps whenever possible?  Are railings in good repair, tightly 
secured to the wall? 

   
 

23 Are fire doors marked and kept securely closed at all times?     
24 Are exit signs in appropriate locations and working properly?     

 ELECTRICAL SAFETY Yes No N/A Comments/Corrections/Notes 
25 Are electrical rooms clearly marked with appropriate signs?     
26 Are all multi-plug extension outlets UL approved surge 

suppressors or protectors (not power strips or taps)?     

27 Are any UL approved surge suppressors or protectors 
plugged in to another UL approved surge protector as this is 
a safety hazard? 

   
 

28 Are all circuit breakers clearly labeled and free of tape or any 
other obstruction that may prevent them from functioning 
properly? 

   
 

29 Has a clear access of at least 30 inches in width, 78 inches in 
height, and 36 inches in front of all electrical panels been 
provided? 

   
 

30 Are all circuit breaker spaces in the power panel covered?     
31 Are all breakers in the power panel properly labeled?     
32 Is there at least 30 inches of clearance around hot water 

heaters, heating units, and heat-producing appliances?     

33 Do all electrical outlets, switches and junction boxes have 
cover plates?  Are they in good repair (not broken, showing 
signs of arcing, or overheating? 

   
 

34 Are there any exposed electrical wires in need of repair?     
35 Are electric heaters plugged directly into a wall plug, not an 

extension cord?  Are they placed at least three feet away 
from combustible materials and have adequate ventilation 
space?   

   
 

 KITCHEN & FIRE SAFETY (If applicable) Yes  No N/A Comments/Corrections/Notes 
36 Are the kitchen hood, duct, filters, exhaust fans, and 

suppression system heads clean (free of grease build up) and 
working properly? 

   
 

37 Are the protective caps installed on all sprinkler heads over 
the cooking equipment (applies to kitchen hood suppression 
systems only)? 

   
 

38 Has the hood and duct fire extinguishing system been 
serviced and tagged in the last 6 months?     

39 Does the kitchen appear clean and in good working order? 
   

 
 

 COMBUSTABLE MATERIAL & FIRE SAFETY Yes No N/A Comments/Corrections/Notes 
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40 Are compressed gas cylinders secured so they cannot be 
knocked over?     

41 Do fuel tanks have proper warning signs?     
42 Are fuel tank emergency disconnect switches marked and 

easily accessible?     
43 Are combustible materials stored in assigned storage cabinets 

or designated areas, and are MSD sheets on file for each 
item?   

   
 

44 Is combustible storage at least 24 inches below the ceiling in 
non-sprinklered rooms and 18 inches below the ceiling in 
sprinklered rooms?  

   
 

45 Are materials susceptible to spontaneous ignition, such as 
oily rags, kept in an approved noncombustible container with 
a self-closing lid? 

   
 

46 Are boiler rooms, mechanical rooms, and electrical rooms 
maintained free of all combustible materials?     

 FIRE EXTINGUISHER SAFETY Yes No N/A Comments/Corrections/Notes 
47 Have fire extinguishers been serviced and tagged in the last 

year?     

48 Are fire extinguishers mounted in an easily accessible 
location?     

49 Have fire extinguishers been inspected by office personnel 
each month and initialed?    

 

 
Necessary Corrections/Repairs/Replacement/Comments: 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 _______________________________________________________________________________ 
 
Necessary Work Orders/When Submitted?          
                
                  
                
                 

 
 
Inspector’s Signature:  _________________________________________    Date:  _______________________ 
 
Correction Follow Inspection Date (approximately 2 weeks for minor issues):  ________________________ 
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Forwarded to Department Head/Designee for Review on:  __________________ 
 
Department Head Comments/Directions for Follow-Up: 
                
                
                
                
                
  
Department Head approval: ____________________________________________   Date:  _________________ 
 
Forwarded to Risk Management on:         
 
Risk Management Follow-Up Comments:          
                
                
                
                
                
                 
  
 
Risk Management approval as to form only: ________________________________   Date:  _________________ 
 
 
Date Safety Inspection File Closed:  ________________________ 
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INFORMATIONAL EMPLOYEE PACKET FOR  

WORKPLACE INJURY REPORTING 

 

 

 Notify Supervisor 

 

 Employee calls Company Nurse and reports injury  

1-877-545-9152 

 

 IF seeking treatment:  

Complete DWC-1 (obtained through your supervisor) 

 

 IF not seeking treatment: 

Complete Declination Form (obtained through your supervisor) 
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Department IIPP APPENDIX I Edition 7.2014 

 
 
 
 
 
 
 

DEPARTMENT 
INJURY AND ILLNESS PREVENTION PROGRAM 

 
 
 
 

 
 
 
 
 

for 
 
 
 

(Department) 
 
 

(Address—Main Office) 
 
 

(City) 
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TABLE OF CONTENTS 
 
Organize your department IIPP program using the key topics shown below: 

 
Example 

 
• Management Commitment 
• Program Responsibilities 
• Communication 
• Inspections, Hazard Identification and Control 
• Reporting 
• Accident/Incident Reporting Procedure 
• Accident/Incident Investigation 
• Training 
• Department Code of Safe Work Practices 

 
 

MANAGEMENT COMMITMENT 
 
Your commitment to safety and health shows in every decision you make and every action you take.  Your 
employees will respond to that commitment.  Below is an example of a model policy statement. 

 
Example 

 
It is the _____________________________________’s (insert name of department) commitment to 
maintain an injury, illness and accident free workplace and promote the safety and health of our 
employees, volunteers and the general public.  To achieve this goal, and be in compliance with the 
California Code of Regulations and the California Labor Code, ______________________ (insert name 
of department) has developed an Injury and Illness Prevention Program (IIPP).  Every employee working 
for _______________________ (insert name of department) is responsible for this IIPP.  With every 
employee’s commitment, we will succeed in providing a safe, pleasant and healthful working 
environment. 

 
PROGRAM RESPONSIBILITIES 
 
The Department Head is responsible for implementation of the department IIPP.  The Department Head 
shall designated and identify in this section persons with the authority and responsibility for the 
department health and safety program.  This information shall be reviewed and updated as needed.  An 
example for identifying those individuals is provided below. 

 
Example 

 
Department Safety Coordinator(s) 
 
______________________________________ (insert name of department) has appointed the following 
individual(s) as department Safety Coordinator(s): 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
The appointment is for at least a two (2) year period. This is to establish stability in your department’s 
safety program. 
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Department Safety Committee 
 
______________________________________ (insert name of department) is responsible for 
implementing and maintaining an effective safety program.  The department has appointed the following 
individuals as members of the department Safety Committee: 
 
_____________________________________________________________________________________ 

 
_____________________________________________________________________________________ 

 
_____________________________________________________________________________________ 

 
_______________________________________________________________(add more lines as needed) 
 
COMMUNICATIONS 
 
The program shall have an understandable system for communicating with all affected employees.  The 
system shall include provisions designed to encourage employees to report hazards at the worksite 
without fear of reprisal.  General employee meetings shall be scheduled at which safety is freely and 
openly discussed. In-person training programs are excellent ways to communicate with employees.  Other 
options may include: on-line communication with Target Solutions, posters, bulletins and newsletters.  All 
communication efforts, shall be documented to show that a system of effective communication is in place. 
Below is an example of a suggested format that may be used in this section. 

 
Example 

 
______________________________________ (insert name of department) has established the following 
methods to communicate safety and health related issues to employees: 

 
• Periodic safety meetings  

 
• General and job-specific in-person or on-line training. 

 
• Safety posters, warning signs and tags. 

 
• Verbal or written communications from immediate supervisor, safety committees or 

management. 
 

• Departmental bulletin boards. 
 

• Other: (list here)____________________________________________________ 
 
 
INSPECTIONS, HAZARD IDENTIFICATION AND CONTROL 
 
Informal Inspections and Scheduled Periodic Inspections provide a method of identifying existing or 
potential hazards in the workplace. Once identified, department procedures shall be established to 
respond, abate, correct or control the hazard.  Below is an example of the information that shall be 
included in this section and a suggested format.  This sections information can change frequently and 
should be reviewed and updated as often as necessary. 
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Example 

 
______________________________________ (insert name of department) has developed a system for 
conducting Scheduled Periodic Inspections and has implemented procedures to respond, abate, correct or 
control the hazard.  (List those procedures here or include as an Appendix). 
 
______________________________________ (insert name of position/person) shall conduct periodic 
inspections according to the schedule below and use the appropriate inspection checklist(s).  Completed 
inspection checklists shall be retained by the department for one year and a copy provided to Risk 
Management. 
 

Facility location (address)    How often 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 

 
REPORTING 
 
______________________________________ (insert name of department) has developed departmental 
hazard reporting procedures.  (List procedures specific to your department here or include as an 
Appendix.  Refer to the County-wide IIPP.) 
 
ACCIDENT/INCIDENT REPORTING PROCEDURE 
 
______________________________________ (insert name of department) has supplemented the 
County-wide IIPP reporting of incidents procedures with the following:  (List procedures specific to your 
department here or include as an Appendix.  Refer to the County-wide IIPP.) 

 
ACCIDENT/INCIDENT INVESTIGATION 
 
A prompt and thorough investigation is crucial to identifying the cause(s) of injuries, illnesses and 
accidents (including incidents and near misses).  The investigation should be written, supplemented with 
photos and diagrams as needed and adequately identify the cause(s) of the injury, illness or accident 
(including near misses).  
 
Accident investigations should be conducted by trained individuals.  The focus of the investigation is to 
learn why the injury, illness or accident (including incidents and near misses) occurred and what actions 
can be taken to preclude recurrence. The purpose is not to assign blame.  
 

Example 
 
______________________________________ (insert name of department) has supplemented the 
County-wide IIPP investigation of reported work-related injuries, illnesses and accidents (including near 
misses) with the following procedures:  ______________________________________. 
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TRAINING 
 
A department IIPP shall address health and safety training for the following: 

• New employees 
• Employees given new job assignments for which prior training was not provided. 
• When a new substance, process, procedure or equipment is introduced to the workplace 
• When the department is aware of a new hazard  
• Supervisors and Management to familiarize themselves with the employee hazards under their 

immediate control 
Example 

 
______________________________________ (insert name of department) regularly provides safety and 
health training for employees, supervisors and management on general safe work practices and specific 
instructions for hazards unique to job assignments.  Employees are not to begin a task until training has 
been provided.  Supervisors and management are responsible for being familiar with health and safety 
hazards to which employees are exposed, how to recognize them and the potential effects that hazards 
have on employees.   
 
All safety and health training will be documented using El Dorado County Record of Safety Meeting and 
maintained by the department for at least one year. 
 
DEPARTMENT CODE OF SAFE WORK PRACTICES (COSWP) 
 
Departments shall establish COSWP for addressing identified hazards.  A written department COSWP 
outlines how to perform a task with minimum risk to people, equipment, materials, environment and 
processes.  COSWP are developed by identifying hazards that reflect the day to day activities of the 
employees.   

Example 
 
______________________________________ (insert name of department) has developed the following 
COSWP:  (List your departmental safety rules and/or procedures here or include as an Appendix.) 
 
 
 
APPENDIX ITEMS 
 
Include all of the documents used in the department IIPP program 
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