
 

IIPP 1 © 2020 

INJURY AND ILLNESS 
PREVENTION PROGRAM 

 
TABLE OF CONTENTS 
1.  SCOPE 4 

2. ORGANIZATION AND RESPONSIBILITIES 4 
2.1 EXECUTIVE MANAGEMENT 5 
2.2 SAFETY COORDINATOR 5 
2.3 MANAGERS AND SUPERVISORS 6 
2.4 EMPLOYEES 6 
2.5 SAFETY COMMITTEE 6 

3. SYSTEM FOR ENSURING COMPLIANCE 8 
3.1 RECOGNITION FOR OUTSTANDING SAFETY PERFORMANCE 8 
3.2  SAFETY RULE POLICY 8 
3.3 REQUIRED SAFETY TRAINING POLICY 8 
3.4 DISCIPLINE POLICY 10 

4. SYSTEM OF COMMUNICATION 11 
4.1 COMMUNICATING SUGGESTIONS/CONCERNS 11 
4.2 SAFETY AND HEALTH BULLETINS 11 
4.3 COMMUNICATING POLICY AND SAFETY RULES 11 

5. IDENTIFYING AND EVALUATING WORKPLACE HAZARDS 12 
5.1 INSPECTIONS 12 
5.2  CALIFORNIA REQUIREMENTS 12 
5.3 EQUIPMENT MAINTENANCE INSPECTIONS 12 

6. INCIDENT INVESTIGATION AND REPORTING 13 
6.1 REPORTING RESPONSIBILITIES 13 
6.2 INCIDENT INVESTIGATION PROCEDURES 14 

7.  CORRECTING UNSAFE CONDITIONS AND WORK PRACTICES 16 
7.1 RESPONSIBILITY 16 
7.2 CORRECTIVE ACTION(S) 16 

8. OSHA INJURY AND ILLNESS RECORDKEEPING REQUIREMENTS 18 
8.1 OSHA INJURY AND ILLNESS RECORD KEEPING 18 
8.2 RECORDKEEPING AND RETENTION OF RECORDS 18 
8.4 REQUESTS FOR ANNUAL OCCUPATIONAL INJURIES AND ILLNESSES SURVEY 19 
8.5 ACCESS TO MEDICAL RECORDS 19 

ANNEX A - DEFINITIONS 20 

ANNEX B – SAFETY RULES 22 
SAFETY RULES - GENERAL 22 
ELECTRICAL ELECTRIC PANELS AND LINES 23 
SAFETY RULES – SPECIFIC 24 



 
 

IIPP 2 © 2020 

EYE PROTECTION: 29 

HEARING CONSERVATION 29 

HEAD PROTECTION - HARD HATS 29 
 



 
 

IIPP 3 © 2020 

REVISION TABLE 
 
REVISION MADE BY DATE 
Cal/OSHA regulatory updates SCM Oct 2020 
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 

IIPP 4 © 2020 

1.  SCOPE 
 
This Injury and Illness Prevention Program applies to all City of Burlingame (City) employees. 
The goal of implementing this Injury and Illness Prevention Program (IIPP) is to go beyond 
compliance with the requirements of the California Code of Regulations (CCR) Title 8, Section 
3203, to prevent accidents and exposures so that employees at City can have an injury and illness 
free workplace. 
 
8 CCR §3203(a)(8)(B) “The employer shall provide access to the Program….” 
 
All City employees have access to the Program by requesting a copy from their Department 
Manager and through accessing the Intranet. A printed copy will be provided at no charge within 
five working days.  
 
 
2. ORGANIZATION AND RESPONSIBILITIES 
 
8 CCR §3203(a)(1):  Identify the person or persons with authority and responsibility for 
implementing the Program. 
 
The Injury and Illness Prevention Program was organized to increase the efforts of everyone to 
meet the goal of having an injury and illness free workplace. While the program meets Federal 
and State safety and health regulations, this is secondary to the main goal, which is to prevent 
accidents and illness in the workplace. This is a good business practice, and everyone benefits. 
 
Safety is managed the same way as other functions such as production or quality control. It is the 
management and organization of this Injury and Illness Prevention Program that makes the 
difference between an effective program and one that is largely a waste of time and money. 
 
What follows is a chart of the organization, showing the reporting relationships and 
communication flow. An outline of each position’s responsibilities is detailed on the following 
pages.   
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This Program allows, and encourages, employees to communicate with all levels of management 
on safety and health matters. The program also provides ways for management to keep 
employees informed about matters important to their health and safety. 
 
2.1 EXECUTIVE MANAGEMENT 

The City Manager is the Executive Management staff member with the authority and 
responsibility to implement, review and update the program as required. Some of these 
responsibilities include: 
• Set policies related to health and safety matters. 
• Assign responsibility and accountability to individuals. 
• Serve as a conduit to other levels of management.  
• Provide active leadership through participation, example and demonstrated interest in 

City health and safety programs. 
• Review and evaluate results. 

 
2.2 SAFETY COORDINATOR 

The Human Resource Director has the overall responsibility for managing the safety 
program as the Safety Coordinator. Some of these responsibilities are to: 
• Keep Executive Management informed on all issues relating to safety and health. 
• When required, make recommendations regarding safety issues to Executive 

Management for final approval. 
• Coordinate all of the safety and health activities of all involved individuals and 

groups within City. 
• Serve as the channel for communication between employees and management. 
• Keep up-to-date information on Local, State, and Federal safety and health 

regulations. 
• Keep all levels of management informed of these laws and standards. 
• Maintain all environmental, health, and safety documentation, organized and 

accessible for inspection by regulatory agencies, employees, or other affected 
personnel as indicated. 
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• Plan, organize, and coordinate safety and health training, including retraining when 
appropriate. 

• Set up safety and health inspection procedures and follow-up to make sure any 
necessary corrective action is completed. 

• Set up incident reporting and investigation procedures. 
• Review any potential safety or health hazards of new processes, methods, or materials 

introduced into the workplace.  
• Maintain a liaison with outside agencies such as State and Local agencies, loss control 

consultants, and the insurance carriers. 
 
2.3 MANAGERS AND SUPERVISORS 

Each member of the management and supervisory team is also responsible for 
maintaining a safe and healthy working environment. Some of the responsibilities are as 
follows: 
• Keep informed about safety and health regulations affecting the operations they 

supervise. 
• Ensure that each employee understands and is able to complete each assigned task in a 

safe manner. 
• Assess the hazards in the workplace, review and provide a certified assessment of 

appropriate personal protective equipment when required. 
• Take corrective action on any safety violations. 
• Ensure machines and equipment are maintained in safe operating condition. 
• Investigate incidents that may occur and identify any corrective action necessary to 

prevent a similar incident from occurring. 
• Immediately report any unsafe or unhealthful conditions. 
• Empower employees to implement the IIPP. 
• Carry out any discipline necessary for those employees who fail to comply with the 

requirements of the IIPP. 
• Provide training and instruction to employees as necessary in accordance with the 

overall safety training program. 
 
2.4 EMPLOYEES 

Employees are responsible for health and safety. Some of these responsibilities are as 
follows: 
• Maintain a safe and healthful work environment at all times. 
• Follow safe work practices. 
• Attend regular training programs. 
• Promptly report all injuries. 
• Report potential safety hazards to their supervisor. 
• Promptly report all accidents or “near misses” to their supervisor. 
• Watch out for other employees or visitors for their safety and health. 

 
2.5 SAFETY COMMITTEE 

The City Safety Committee is an important part of the communication system.  Because 
the committee is comprised of a mixture of management and employee representatives 
from various city departments, it becomes the ideal communication vehicle. Department 
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Safety Managers may be members of the City Safety Committee. Individual departments 
may elect to have their own safety committees.  
 
The City Safety Committee performs the following responsibilities at their quarterly 
meetings: 
• A review of all workers compensation claims reported since the previous 

meeting. 
• Review, and investigation if necessary, any safety suggestions or allegations of a 

hazardous condition in the workplace. 
• Review of all safety training activities and departmental safety committee meeting 

minutes. 
• Review of all new processes or materials introduced into the workplace. 
 
Each Safety Committee member’s responsibilities are as follows: 
• Participate in periodic scheduled inspections of various departments. 
• Participate in investigation and analysis of incidents involving injuries or illness. 

Ensure that any corrective action has been taken. 
• Review potential safety or health hazards of all new processes, methods, or materials 

introduced into the workplace. Make recommendations as required. 
• Serve as the conduit for communication between employees and management, to 

investigate any allegations of hazardous conditions brought to a committee member’s 
attention. Make recommendations for correcting the hazardous conditions.  Verify 
that the conditions are corrected at future meetings. 

 
Safety Committee Procedure: 
• The Safety Committee will be comprised of the City Safety Coordinator plus other 

city department representatives.  
• The Safety Committee will meet quarterly to accomplish the aforementioned 

tasks. Committee meetings will be recorded. 
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3. SYSTEM FOR ENSURING COMPLIANCE 
 
8 CCR §3203(a)(2): Include a system for ensuring that employees comply with safe and healthy 
work practices. Substantial compliance with this provision includes recognition of employees 
who follow safe and healthful work practices, training and retraining programs, disciplinary 
actions, or any other such means that ensures employee compliance with safe and healthful work 
practices. 
 
3.1 RECOGNITION FOR OUTSTANDING SAFETY PERFORMANCE 

It takes all employees working together to create a safe workplace. At times, some 
employees will show outstanding safety performance. This type of behavior is 
encouraged, and the City will ensure that those employees who demonstrate safe and 
healthful work practices will receive proper recognition. 
• Employees will be recognized by a commendation from a supervisor, manager, the 

Safety Coordinator or from a co-worker. 
• Recognition may be verbal or by letter of commendation that will be retained in the 

employee’s personnel file. 
 
3.2  SAFETY RULE POLICY 

Certain principles of safety are so important that they can only be expressed as "rules."  
These safety rules are a basic part of the Injury and Illness Prevention Program training 
program as well as the disciplinary procedures. All regular and temporary employees need 
to know and follow these Safety Rules; all supervisory and management personnel must 
enforce them. Employees who follow the rules and perform their work safely will be 
recognized.  
 
These rules have been established for all employees’ understanding and guidance to 
prevent personal injury. The City will not knowingly permit unsafe conditions to exist, 
nor will it permit anyone to indulge in unsafe acts. It is in the best interest of each 
employee to be familiar with every rule. The Supervisor, Safety Coordinator and 
Department Safety Managers always welcome suggestions that will make the workplace 
safer. 
 
The City’s Safety Rules and any additional, department-specific work rules are located in 
the department specific Annex at the end of this Program. 

 
3.3 REQUIRED SAFETY TRAINING POLICY  

The City, through the Department Safety Managers, provides a general safety orientation 
to all new and temporary employees, including: 
• This Program, including but not limited to: 

− An explanation of the City’s Health and Safety policies. 
− Familiarization with general safety rules and enforcement policies. 
− The requirement for and importance of immediately reporting all injuries 

along with the information on available medical treatment. 
− The necessity for reporting all unsafe conditions to their supervisor, and 

that any such report is welcomed. 
− Information concerning safety training that will be given by supervisors. 
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− A clear statement that no one should attempt to do a job that appears to be 
unsafe. 

• The City’s Hazard Communication Program. 
• The City’s Emergency Action Plans and evacuation routes, including expected actions 

during emergencies at work/job sites. 
• Fire Prevention Plans and good housekeeping expectations. 
• Use of fire extinguishers, if this is an expected job function. 
• Cardiopulmonary Resuscitation (CPR), Automated External Defibrillators (AED) and 

basic first aid if this is an expected part of the job. 
• Use, inspections, and care of Personal Protective Equipment (PPE) for those that use 

PPE. 
• The City’s Heat Illness Prevention Plan for outdoor workers. 
• Any other job function specific training that might be required for personal safety and 

health. 
 

Training will be conducted at regular intervals, as required by the regulations. Some 
training, such as Fire Extinguisher Operations or CPR have regular refresher or 
recertification requirements. Special training may be required for work with hazardous 
materials, certain types of machinery or other equipment. Training may be updated when: 
• A new substance, equipment, or process is introduced. 
• An employee receives a new job assignment. 
• There is a new or updated procedure. 
• There is new information available. 
• There is a previously unrecognized hazard. 

 
Each employee’s job specific safety education and training is the responsibility of the 
immediate supervisor.   
• The supervisor should discuss the safety rules of the department in which the person 

will work, followed by instruction in the hazards associated with the specific job to 
which the employee is being assigned.   

• The initial instruction should be followed by a complete review within a week or two 
after assignment to the job to ensure the employee fully understands the information 
given at the time of employment and at the time of job assignment. 

 
Quarterly safety meetings will be held to discuss the following topics: 
• Any previously unrecognized hazards or suggestions made by employees to address 

safety concerns. 
• Review and discussion of any occupational injuries, illnesses or near misses. 
• Any updates or changes to safety and health policy or regulations. 
• Safety topic(s) relevant to the group in attendance. 

 
Supervisors will receive additional training in the recognition of hazards, ensuring that 
corrective actions are taken, incident investigation techniques, Heat Illness Prevention as 
needed, and providing a safe work environment for all employees. 
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The Safety Coordinator will receive additional training in his/her responsibilities as stated 
in this Program. 
 
Retraining may be required when an employee is observed performing in an unsafe 
manner, or it is obvious that they are unsure of how to do their work safely. Retraining 
may consist of the following, whichever is deemed to be the most effective: 
• Instruction from the supervisor. 
• Observation of the employee performing the task safely. 
• Videos and/or other methods of instruction. 
Retraining will be documented and retained in the employee’s personnel file for at least 
three years. 

 
3.4 DISCIPLINE POLICY 

Cal/OSHA requires that workplaces must be free of safety and health hazards and 
requires employees to comply with established Safety Rules. This includes complying 
with all safety rules and using any and all personal protective equipment provided. This 
system of ensuring compliance starts with that policy and relies on good management 
practices. Discipline is a last resort. 
 
The City prefers to think of discipline in a larger sense. When speaking of discipline 
within the organization the term is used as in professional sports: "A well disciplined 
team makes few mistakes." 
 
Discipline is applied in the more traditional sense of the word. All levels of management 
are expected to apply the disciplinary policy uniformly and without exception. It is the job 
of all managers and supervisors to make sure employees understand what is expected in 
the way of safety performance. The task of a management team is to change unsafe 
behaviors by: 
• Recognizing (rewarding) safe performance. 
• Correcting (discipline if necessary) unsafe behaviors. 

 
The City has a progressive disciplinary procedure as outlined, including written 
documentation. Please see the City Civil Service Rules for further information. 
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4. SYSTEM OF COMMUNICATION 
 
8 CCR §3203(a)(3) Include a system for communicating with employees in a form readily 
understandable by all affected employees on matters relating to occupational safety and health, 
including provisions designed to encourage employees to inform the employer of hazards at the 
worksite without fear of reprisal. Substantial compliance with this provision includes meetings, 
training programs, posting, written communications, a system of anonymous notification by 
employees about hazards, labor/management safety, and health committees, or any other means 
that ensures communication with employees. 
 
All pertinent health and safety information shall be forwarded to all involved employees through 
meetings, training programs, postings, written communications, or any other means that ensures 
communication with employees.   

 
4.1 COMMUNICATING SUGGESTIONS/CONCERNS 

The City has an open-door policy. All personnel are encouraged to inform their 
supervisors, the Safety Coordinator, and/or any member of the management team of any 
concern they have about the potential hazards of the workplace. There shall be no 
reprisal, punishment or negative feedback for any communication concerning potential or 
existing hazards. 

 
Those employees who may have difficulty expressing a safety need or concern to their 
immediate supervisor are invited to put their comments, suggestions and/or concerns on 
paper, place the paper in a sealed envelope, and leave it under the safety coordinator’s 
door or place it in a safety suggestion box, whichever system is available in their 
department. Suggestions may be made anonymously. 
 
The Safety Coordinator is responsible to review the comments, suggestions, and concerns 
on a frequent basis.   
• Urgent items are to be acted upon immediately, and action taken is to be forwarded to 

Management for review.   
• Items not of an urgent nature may be deferred for review and action at a later time at a 

safety committee meeting. 
• The Safety Coordinator will respond in writing to the person who made the 

suggestion, if known, indicating what action has been taken.    
 
4.2 SAFETY AND HEALTH BULLETINS 

Occasionally safety and health information or reminders will be issued to employees in 
the form of bulletins or via an all user E-mail message. 

 
4.3 COMMUNICATING POLICY AND SAFETY RULES 

All employees are to be given a copy of the City's Safety Policy and Safety Rules during 
their initial orientation.   
• These rules are to be reviewed with the employee and they must indicate that he or 

she understands them.   
• This is to be documented on the Employee Safety Orientation Form. This form is kept 

in the employee's file. 
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5. IDENTIFYING AND EVALUATING WORKPLACE HAZARDS 
 
8 CCR 3203(a)(4) Include procedures for identifying and evaluating workplace hazards 
including scheduled periodic inspections to identify unsafe conditions and work practices. 
Inspections shall be made to identify and evaluate hazards 
 
To maintain a safe and healthful workplace there needs to be a way to identify hazards in all 
workplaces. The City will focus on the recognition and correction of unsafe work practices as 
well as unsafe physical conditions. The City will evaluate the seriousness of the hazards and 
immediately correct those that have the potential to cause serious injury or illness. 
 
5.1 INSPECTIONS  

Regular and periodic inspections are one of the principal methods of identifying unsafe 
conditions, practices, and hazards before problems occur. Comments submitted by 
employees may also help to identify workplace hazards that require further consideration 
through inspections. Some standards that can be used for inspection are: 
• Unsafe work processes or procedures. 
• Machinery or other equipment without the necessary guards or barriers. 
• Unsafe use or storage of chemicals, including flammables. 
• Obvious violations of good housekeeping practices. 
• Personal protective equipment not being used where required or being used 

improperly. 
• Other deviations from accepted safe practices. 
 

5.2  CALIFORNIA REQUIREMENTS  
The State of California requires conducting "regular and frequent" inspections of the 
workplace. Several types of inspections are necessary and shall be conducted as follows: 
• Daily:  General workplace evaluation by a supervisor and/or employee. 
• Weekly: Hazard evaluation – Supervisors and Safety Coordinator. 

− Findings of the weekly hazard evaluation may be discussed at a City Safety 
Committee meeting to provide information and ensure corrective actions have 
been taken. 

• Monthly:  General Workplace Inspection by the Safety Coordinator. 
• Annually:  Chemical Inspection and Inventory by the Safety Coordinator. 
• Prior to a Safety Committee meeting, a Department Safety Committee member may 

make a site inspection to report findings to the Safety Committee. 
• Whenever a new substance, process, procedure, or piece of equipment is introduced to 

the workplace that represents a new safety and/or health hazard. 
• Whenever the employer is made aware of a new or previously unrecognized hazard. 

 
5.3 EQUIPMENT MAINTENANCE INSPECTIONS   

Designated personnel shall perform equipment preventative maintenance inspections on a 
daily, weekly, monthly, quarterly, and annual basis as scheduled or as required by the 
manufacturer. 
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6. INCIDENT INVESTIGATION AND REPORTING 
 
8 CCR §3203(a)(5) Include a procedure to investigate occupational injury or occupational 
illness. 
 
During incident investigation, it is best to consider that there are no accidents; there are only 
actions and consequences. Every incident can be traced to action or lack of action. Good incident 
investigation does not place blame, rather it identifies the actions required to achieve a safe work 
environment. 

 
Investigation should identify factors which contribute to workplace accidents or incidents as well 
as prevent reoccurrence of incidents. 
 
6.1 REPORTING RESPONSIBILITIES 

The Safety Coordinator is responsible to: 
• Assist managers or supervisors in performing investigations as needed. 
• Conduct independent investigations for major accidents or those involving serious 

injury. 
• Recommend corrective action based on the investigation. 
• Notify appropriate agencies. Notification of serious or fatal injuries or illnesses will 

be made to OSHA immediately (no more than eight hours after the event). All injuries 
must also be reported to the Human Resources Department. A serious injury or illness 
is defined in Title 8, Section 330(h) and is when any of the following occur: 
− An employee suffers a loss of any member of the body. 
− An employee suffers a serious degree of permanent disfigurement. 
− An employee is hospitalized for other than medical observation. 

− Keep management informed of major incidents or trends. 
− Assist employees and supervisors with injury reports, Worker’s Compensation claims, 

and back to work programs. 
 
Managers and Supervisors are responsible to: 
• Ensure that the individual receives medical care in a timely manner if needed.   
• Promptly respond to the accident scene and begin the investigation of the facts. 
• Complete all accident and incident reports. 
• If the accident involves a “serious” or fatal injury or illness, ensure the Emergency 

Coordinator has contacted the nearest OSHA office within eight hours of learning of 
the injury or illness, or as soon as it is known the employee will be hospitalized. 

• Send copies of reports to Human Resource/Office Manager by the end of the day or 
shift, as required. 

• Implement corrective action if indicated, including the correction of unsafe 
conditions. 

• Investigate any “near misses” and make reports to the Safety Coordinator as 
needed. 

 
Employees are responsible to: 
• Report any work-related injuries or illnesses to their supervisor immediately. 
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• Inform supervisors about any unsafe conditions or “near misses.” 
 

6.2 INCIDENT INVESTIGATION PROCEDURES 
Good investigation procedures include: 
• Identifying, without placing blame, the basic elements that contributed directly or 

indirectly to each accident. 
• Identifying deficiencies in the management system. 
• Suggesting corrective action(s), including specific measures needed to eliminate and 

reduce the probability of recurrence of a given type of accident and the measures 
needed to improve the system. 

• Providing information needed to identify trends or problem areas, permit 
comparisons, and satisfy workers’ compensation requirements. 

 
Ensure safety of the scene. 
• Consider whether there may be danger present, preventing further danger to 

victim and others 
• Provide first aid or other emergency measures as needed. 

 
Gathering the Facts. 
• Interview the injured person when he/she is capable of answering. 
• Interview others, one at a time, in a private location. 
• Inspect the area, and any associated equipment, where the accident occurred. 
• Record details about the incident with notes, maps, and sketches or photographs as 

appropriate. 
• Preserve evidence such as photographs, broken parts, charred debris, etc. Use plastic 

bags to prevent contamination, minimize fingerprints. 
 

Analyze the Facts. 
• Compare facts from different sources. 
• Gauge the credibility of interview results. 

 
Develop Conclusions. 
• Form a picture of what happened. 
• Determine contributing factors. 

 
Document the Incident. 
• Ensure required information is covered. 
• Supplement as appropriate with photographs, and collection of any appropriate 

evidence. 
 

Make Appropriate Recommendations. 
• Address contributing factors identified during the investigation. 
• Be thorough, considering that the answers may not be that simple. 

 
Correct the Situation. 
• Initiate corrective actions. 
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• Follow up to ensure completion. 
• Document corrective measures. 
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7.  CORRECTING UNSAFE CONDITIONS AND WORK PRACTICES 
 
8 CCR §3203(a)(6) Include methods and/or procedures for correcting unsafe or unhealthy 
conditions, work practices, and work procedures in a timely manner based on the severity of the 
hazard. 
 
The City has evaluated the seriousness of hazards and focuses attention and corrective action 
based on the severity of the hazards. This can be accomplished by examining the seriousness of 
any resulting or potential injury or illness or by examining incident records.   

 
Once it is determined that an unsafe condition or work practice exists, and the seriousness of this 
hazard has been evaluated, the City will decide what to do about it and take actions as 
appropriate.   
 
7.1 RESPONSIBILITY  

Management Responsibilities:  
• Providing a plan for correcting unsafe or unhealthful conditions or work practices. 
• Determine priorities and correct hazards in order of potential seriousness. 
 
Supervisor Responsibilities: 
• To make changes in operations and work practices to improve the safety the people in 

their areas of responsibility.   
• Involve employees in the process. The people doing the job often generate the best 

solutions because they are more familiar with the problem and have the most at stake.   
 
Employee Responsibilities: 
• Make recommendations for changes in the workplace, or in work practices to improve 

job safety and performance.   
• Make changes that are within their level of authority and expertise and would not 

adversely affect operations or personnel. 
 

7.2 CORRECTIVE ACTION(S) 
Elimination of the hazard is always the first choice. When any hazard cannot be 
eliminated, then the following corrective action(s) could be taken: 
• Substitution of the hazard with a lesser hazard. 
• Engineering or mechanical controls, or job redesign to eliminate or reduce the hazard 

as a permanent solution. 
• Provide signage or warning labels to inform workers of the hazard.   
• Administrative Control methods.  
• Train employees in safe job procedures. 
• As a last resort, Personal Protective Equipment (PPE) may be used. 

 
When a safety inspection discloses an unsafe condition or job practice, the corrective 
action will be documented on the Inspection Report. This report will be given to the 
Safety Coordinator and used to document the follow-up and the completion date. 
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When imminent danger exists, the supervisor or manager and the Safety Coordinator shall 
be contacted. Depending on the situation, others may need to be contacted (i.e. Regional 
Manager, Spill Response Team, OSHA Consultant, etc.).  

 
If corrective action cannot be implemented to fully correct the situation, then temporary 
action may be taken. This may require immediately evacuating employees from the area, 
except for trained employees who are necessary to correct the existing conditions with 
use of the appropriate safeguards and the personal protective equipment necessary to 
make the correction safely. 
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8. OSHA INJURY AND ILLNESS RECORDKEEPING 
REQUIREMENTS 

 
8 CCR §3203(b) Records of the steps taken to implement and maintain the Program shall 
include: 

(1) Records of scheduled and periodic inspections required by subsection (a)(4) to identify 
unsafe conditions and work practices, including person(s) conducting the inspection, the 
unsafe conditions and work practices that have been identified and action is taken to 
correct the identified unsafe conditions and work practices. 

(2) Documentation of safety and health training required by subsection (a)(7) for each 
employee, including employee name or other identifier, training dates, type(s) of training, 
and training providers. 

 
8.1 OSHA INJURY AND ILLNESS RECORD KEEPING 

Cal/OSHA requires notification in the event of a serious injury or illness. Notification 
must be made by telephone or email within eight hours, or as soon as the City reasonably 
knows of any of the following: 
• An occupation-related fatality. 
• An occupation-related injury or illness that results in hospitalization for other than 

observation. 
• An occupation-related injury or illness that results in loss of a body member or 

permanent disfigurement. 
 
The City shall maintain the Log and Summary of Occupational Injuries and Illnesses 
(OSHA 300 logs) in accordance with OSHA requirements. Occupational injuries and 
illnesses must be recorded within seven (7) calendar days of time reported. The following 
must be recorded on the logs: 
• Any occupation-related fatality. 
• Any occupation-related injury or illness that results in time away from work. 
• Any occupation-related injury or illness that results in restricted work or transfer to 

another job. 
• Any occupation-related injury or illness that includes loss of consciousness or 

treatment beyond first aid. 
 
The summary page (OSHA Form 300A) shall be posted from February 1 to April 30 of 
the year following the year covered by the OSHA form 300. It is to be maintained in a file 
for at least five years. 

 
Occupational injuries or illnesses which result in lost work beyond the day of injury will 
be reported on a Form 5020. This will be forwarded to the Worker’s Compensation 
carrier. 

 
8.2 RECORDKEEPING AND RETENTION OF RECORDS 

• Inspections are retained for up to 3 years and should include: 
− The identity of who performed the inspection. 
− Any recommendations to correct hazards or unsafe conditions. 
− The date corrections made. 
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• Training Programs and Safety Information are retained for up to 3 years. This should 
include: 
− A training attendance roster containing: 

o The date of training. 
o The identity of the trainer. 
o The identity of the attendees. 
o The topics provided. 

• Any written safety communications distributed throughout the facility (i.e. updates, 
bulletins, etc.). 

• OSHA 300 log are retained for 5 years beyond the year recorded on the form. 
• Medical Records are retained for 30 years duration (beyond employment). 
• Exposure records (i.e. air sampling results, noise level testing, etc.) are retained for 30 

years. 
• Safety Data Sheets (SDS) are retained for 30 years. 

 
8.4 REQUESTS FOR ANNUAL OCCUPATIONAL INJURIES AND ILLNESSES 
SURVEY 

If a request is received for the Annual Injuries and Illness Survey from OSHA or their 
state agency, the City will comply with the request within seven working days. 

 
8.5 ACCESS TO MEDICAL RECORDS 

8 CCR §3204 requires that employees and their designated representatives be provided 
with access to the employee exposure and medical records maintained by the City. A 
medical or exposure record can be any of the following: 
• Injury and Illness Records. 
• Physician questionnaires or histories. 
• Laboratory results. 
• Medical opinions, diagnosis, or treatment summaries. 
• Records of air monitoring of airborne substances. 
• Safety Data Sheets, if an exposure was reported. 

 
Each employee has a right to review those records maintained by the City that meets this 
regulation. Copies of records will be made available within 15 days of an employee’s 
request. If an employee wishes a designated representative to have access to the 
information, the employee must provide notice in writing to the City.   
 
All records will be made available to the Department of Occupational Safety and Health 
upon request. 
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ANNEX A - DEFINITIONS 
 
Access: The right and opportunity to examine and receive a copy. 
 
Accident: An accident is an unplanned, undesired event that results in personal injury or property 
damage.   
 
Designated Representative: Any individual or organization to whom an employee gives written 
authorization to exercise a right of access. A recognized or certified collective bargaining agent 
shall be treated automatically as a designated representative for the purpose of access to the 
Program. 
 
First Aid, as defined by OSHA for recordable injuries and illnesses recordkeeping purposes, is: 

• Using a nonprescription medication at nonprescription strength (for medications 
available in both prescription and non-prescription form, a recommendation by a 
physician to use a non-prescription medication at prescription strength is considered 
medical treatment beyond first aid for recordkeeping purposes); 

• Administering tetanus immunizations (other immunizations, such as Hepatitis B 
vaccine or rabies vaccine, are considered medical treatment beyond first aid); 

• Cleaning, flushing or soaking wounds on the surface of the skin; 
• Using wound coverings such as bandages, Band-Aids™, gauze pads, etc.; or using 

butterfly bandages or Steri-Strips™ (other wound closing devices such as sutures, 
staples, etc. are considered medical treatment beyond first aid); 

• Using hot or cold therapy; 
• Using any non-rigid means of support, such as elastic bandages, wraps, non-rigid 

back belts, etc. (devices with rigid stays or other systems designed to immobilize parts 
of the body are considered medical treatment beyond first aid for recordkeeping 
purposes); 

• Using temporary immobilization devices while transporting an accident victim (e.g., 
splints, slings, neck collars, backboards, etc.); 

• Drilling of a fingernail or toenail to relieve pressure, or draining fluid from a blister; 
• Using eye patches; 
• Removing foreign bodies from the eye using only irrigation or a cotton swab; 
• Removing splinters or foreign material from areas other than the eye by irrigation, 

tweezers, cotton swabs or other simple means; 
• Using finger guards; 
• Using massages (physical therapy or chiropractic treatment are considered medical 

treatment beyond first aid for recordkeeping purposes); or 
• Drinking fluids for relief of heat stress. 

 
Incident: An incident is an unplanned, undesired event that adversely affects completion of a 
task. Incidents that have the potential to result in personal injury or property damage should be 
investigated in the same manner as accidents. 
 
Injuries and Illnesses are: 
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• Injuries are any abnormal condition or disorder. Injuries include cases such as, but not 
limited to a cut, fracture, sprain, or amputation. 

• Illnesses include both acute and chronic illnesses, such as, but not limited to a skin 
disease, respiratory disorder, or poisoning. 

 
Recordable: Employee injuries or illnesses that occurred while at work, whether onsite or at a 
work site away from the main office location, that should be recorded on the OSHA 300 log. 
Recordable injuries and illnesses are those that result in: 

• Death. 
• Days away from work. 
• Restricted work or transfer to another job. 
• Medical treatment beyond first aid. 
• Loss of consciousness. 
• A significant injury or illness diagnosed by a physician or other licensed healthcare 

professional.  
 

Serious Injury or Illness: An injury or illness that requires inpatient hospitalization for other than 
observation, a loss of a member of the body (amputation) or a serious degree of permanent 
disfigurement. These must be reported to OSHA as soon as possible, no longer than eight hours 
after learning of the injury or illness. 
 
Written Authorization: A request provided to the employer containing the following information: 

• The name and signature of the employee authorizing a designated representative to 
access the Program on the employee's behalf; 

• The date of the request; 
• The name of the designated representative (individual or organization) authorized to 

receive the Program on the employee's behalf; and 
• The date upon which the written authorization will expire (if less than one (1) year). 
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ANNEX B – SAFETY RULES 
 
SAFETY RULES - GENERAL 

 
• No one is to start on any hazardous job or task without being completely familiar with 

the safety techniques and requirements that apply to it. 
• Employees are to obtain full instructions from their Supervisor before operating an 

unfamiliar machine, piece of equipment or tool. 
• Never operate a machine, equipment or any tool unless specifically authorized to do 

so. 
• Do not operate defective equipment or tools. Immediately report any defective or 

unsafe equipment to the supervisor. Damaged or unsafe equipment should be marked 
as such and taken out of service. 

• Make sure all safety attachments are in place and properly adjusted before operating 
any machine or equipment. 

• Do not operate any machine, equipment or tool at unsafe speeds. Shut off equipment 
when it is not in use. 

• Wear all protective clothing and equipment necessary to be safe on the job. Wear 
proper shoes for the workplace. 

• Do not wear loose, flowing clothing or long hair while operating moving machinery. 
• Never repair or adjust any machine or equipment unless specifically authorized to do 

so. 
• Never oil, clean, repair, or adjust any machine while it is in motion. 
• Never repair or adjust any electrically driven machine without following established 

lock out / tag out procedures. Please refer to the City Department-Specific Lock 
Out/Tag Out Procedure for more information. 

• Put tools and equipment away when they are not in use. 
• Do not lift items that are too bulky or too heavy to be handled by one person, ask for 

assistance. When lifting, bend the knees. 
• Keep all aisles, stairways, and exits clear of pallets, boxes, equipment and spillage. 
• Do not place equipment or materials so as to block emergency exit routes, fire alarms, 

fire sprinkler shutoffs, machine or electrical control panels or fire extinguishers. 
• Stack all materials neatly and make sure piles are stable. 
• Keep all work areas, machinery and the City facilities and work sites clean and neat. 
• Do not participate in horseplay. 
• Do not run at any City facility or work site - always walk. 
• Power-truck and/or forklift operators must safeguard other employees at all times; 

employees must be courteous to operators. 
• Never take chances; if unsure, ask the Supervisor. Employees should let good 

common sense be his/her guide. 
• Wearing sunglasses inside a building is prohibited, unless prescribed in writing by a 

physician. 
• Due to hearing restrictions, headphones and/or ear buds shall not be worn while 

operating equipment, unless they are approved hearing protective equipment and 
are required for hearing conservation purposes. 
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• Be familiar with all emergency procedures. Please refer to the department-specific 
Emergency Action Plan for more details. 

• Store flammables only in authorized areas and containers. 
• Employees may only use a fire extinguisher if they have received proper training. 

Once used, it is the responsibility of the person who used it to see that it is turned into 
a supervisor for replacement. 

 
Bloodborne Pathogens/Universal Precautions: 
Note:  CITY provides CPR/AED and First Aid training to their employees with the expectation 

of employees providing medical assistance to their level of training. These rules are 
included to ensure the protection of the employee. 

• Practice good health measures, including maintaining current immunizations/ boosters 
(esp. HBV) and yearly TB screening. 

• Be careful! Think whenever contact with potentially infectious materials is possible, and 
exercise common sense! Don’t let good intentions get in the way of protecting yourself 
first. 

• Treat ALL persons, their body fluids, and surfaces where those fluids could hide, as 
potentially infectious. 

• Wear gloves and eye, nose, and mouth protection to prevent exposure to disease-causing 
agents during any procedures when contact with blood or body fluids is anticipated, 
including First Aid and/or CPR.   

• Cover cuts, wounds, non-intact skin with a moisture-resistant Band-Aid or other dressing. 
• Use barriers: Although saliva has not been implicated in HIV transmission, mouthpieces 

or other ventilation devices should be available for use in resuscitation (CPR). 
• Wash hands often, even when gloves are worn. Use warm running water with soap, and 

scrub (especially under nails) for at least 15 seconds before rinsing and drying.   
• As an interim measure when water is not available, use a hand-cleaning germicide, 

following with a soap and water scrub as soon as possible. Apply lanolin or other lotion 
to prevent hands from drying and cracking. 

 
Chemical Safety 
Note:  Please refer to the Hazard Communication Program for more details. 

• Employees must know the chemical hazards of materials they work with. 
• All employees who might be exposed to hazardous chemicals must receive Hazard 

Communications training. 
• When requested, all employees will be permitted to have access to any chemical 

exposure data that involves them. 
• Chemicals should only be used for their intended purpose(s). 
• All flammable liquids must be kept in approved safety containers or approved storage 

locations.  
• Rags that are soaked with flammable liquids must be kept in closed metal containers. 
• Chemicals should not be disposed of into sewers or drains. 
• Any spill of a chemical shall be reported immediately. 

 
Electrical Electric Panels and Lines 

• Keep access to electrical panels clear at all times. 
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• Use only properly rated electrical extension cords so as not to overload circuits. 
• Do not perform electrical repairs without a supervisor’s authorization. 
• Electrical cords must always be checked for bare wires and broken ground pins prior 

to use. If the cord has bare wires or broken ground pins, unplug and then cut the end 
off and return to the tool crib. 

• Cords that must be placed across an aisle-way must be clearly marked and protected 
by a barrier. 

• Follow lock-out/tag-out procedures to secure electrical equipment at the power panel 
while maintenance is being performed and remove upon completion. 

• Extension cords are intended for temporary use only with a supervisor’s authorization 
and are to be rolled back at the end of the work operation or at the end of the shift. 

 
Emergency and Exiting Equipment 

• All emergency equipment shall be kept clear of obstructions.  Emergency equipment 
includes fire doors, emergency exits, risers, fire extinguishers, etc. 

• The minimum clearance between the bottom of the fire sprinklers and materials stored 
on a top rack or shelf is 18 inches. 

 
Intoxicants, Narcotics, Firearms And Other Weapons 

• No one is permitted to bring intoxicants or narcotics into any City building or parking 
lot or is to report for work under their influence. 

• No one is permitted to drink any alcoholic beverage or take any narcotics at any City 
facility or parking lot. 

• No one other than police officers may bring any firearms, explosive materials, or any 
other concealed weapons into any City site or parking lot. 

 
Safe Use of Space Heaters: 

• Any portable space heaters in use in office areas shall have been tested and listed or 
approved by a nationally approved laboratory, such as Underwriter’s Laboratory (UL). 
The space heater shall only be used in locations for which it is listed. 

• It shall have tip over protection and be placed on an even surface to prevent it from 
falling over. 

• All wiring shall be inspected and in good condition, including the cord. It must be 
plugged directly into an approved receptacle (no extension cords). 

• The space heater shall be placed at least three feet away from any combustible 
materials, which includes paper products, desks, curtains, furnishings, etc. 

• The space heater shall not be used near water, such as under a sink or in a bathroom. 
• The space heater shall be turned off each evening or have an automatic shut off device 

such as a timer. 
 

SAFETY RULES – SPECIFIC 
 
Heat Illness Prevention 

• Employees shall have access at no cost to the employee to one quart or four cups 
of potable drinking water per hour for drinking during their work shift. If it is not 
plumbed into the site, it shall be provided in sufficient quantity and be fresh, pure 
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and suitable cool. The water shall be located as close as practicable to the areas 
where employees are working. 

• Supervisors will monitor the heat index from a reliable source such as NOAA. 
When temperatures are at or exceed 80 degrees F, shade shall be provided for 
employees. The shade will be such that the number of employees on rest and 
recovery time in the shade can sit comfortably.  

• Employees may request to take a "cool-down preventative rest" in the shade at any 
time and shall be monitored for symptoms of heat illness. Employees shall be 
encouraged to remain in the shade until signs or symptoms of heat illness have 
abated. 

• The company will ensure that any employee showing signs or symptoms of heat-
related illnesses during their break will be given prompt and appropriate first aid 
and/or emergency medical care as required.  

• The following procedures will be enforced when temperatures reach or exceed 95 
degrees F (high heat procedures): 
− Effective communication methods, such as verbal, texting, or two-way radios, will 

be established for employees to contact Supervisors when necessary. 
− Employees shall be allowed to take preventative cool-down breaks in the shade 

for at least 10 minutes every two hours. 
− Supervisors will limit the number of employees they monitor for alertness and 

symptoms of heat illnesses to 20 or less and ensure a mandatory buddy system 
among employees.  

− Supervisors will remind employees every hour to drink plenty of water. 
− One or more employees will be designated on each worksite as authorized to call 

for emergency medical services. Whenever the designated employee is absent, 
other employees would be allowed to call for emergency medical services. 

− Supervisors are to hold a pre-shift meeting, tailgate and/or toolbox meeting to 
review heat illness prevention and to remind employees of their right to take a 
cool-down rest when necessary. 

• Emergency medical procedures will be immediately provided and used when the 
situation requires, including: 
− If the illness is severe, an ambulance will be summoned.  
− Emergency phone numbers will be made available for use should a heat-related 

illness occur. 
− Clear and concise directions to the site will be available to provide to the 

emergency dispatcher. 
− If at a remote site where a highway is not adjacent or easily accessible, the 

Supervisor will station someone at the entrance to the site to direct the ambulance 
to the victim, or the Supervisor will transport the victim to the entrance to the site.  

− If the situation is not severe, the Supervisor will transport the ill worker to the 
nearest medical facility. 

• During a heatwave, all employees shall be closely observed by a Supervisor to ensure 
that the employees have been properly acclimatized to the heat. New employees 
assigned to a location where there is high heat potential shall be closely observed for 
the first 14 days of employment. 
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• Company will provide the following effective training to their employees and 
Supervisors/foremen in a language they can understand: 
− The prevention of heat illnesses, including response to environmental and 

personal risk factors, workloads and use of PPE. 
− The importance of acclimatization. 
− The importance of drinking at least a quart of water per hour when it is hot. 
− The signs and symptoms of heat illnesses and appropriate first aid treatments and 

emergency response for those illnesses. 
− Company procedures if an employee believes they have a heat illness, including 

the importance of reporting potential heat-related illnesses signs and symptoms, 
and the procedures cool-down breaks.  

− Supervisors and foremen will receive additional training in the proper procedures 
to monitor heat indexes and weather reports. 

− Supervisors and foremen will also be trained in the proper response to accessing 
medical treatment for serious heat illnesses. 

Please see the department-specific Heat Illness Prevention Plan for further details. 
 

Industrial Lift Trucks and Aerial Lifts 
• Aerial lift devices must be operated per manufacturer's requirements.  If field 

modifications are to be made, it will only be done with prior approval and written 
certification of the manufacturer or equivalent entity. 

• The vehicle or lift must be inspected each shift before use.  If it is not in a safe 
condition, it shall not be used. 

• Operating, brakes and lift controls must be tested before use at the beginning of each 
shift during which the lift will be used. 

• Only authorized, trained and qualified personnel may operate a lift truck or aerial 
device. 

• Aerial devices must not rest on any structure. 
• If a basket is used, workers must stand only on the floor of the basket. Workers will 

not site or climb on the sides of the lift, nor use any planks, ladders or other devices as 
a work positioning device.  

• A safety harness must be worn and attached to the boom or basket as prescribed by 
OSHA requirements. It must not be attached to adjacent poles or structures. 

• Brakes must be set when employees are elevated. 
• An aerial lift truck must not be moved with an employee in the elevated boom 

platform except under conditions listed in 8 CCR §3642. 
• Employees must not place any part of their bodies outside the running lines of the 

equipment or between mast uprights or other parts of the device where shear or 
crushing hazards exist. 

• Baskets must be secured to the carriage of the lift so as not to provide a space for 
crushing injuries to occur. 

• No employee shall stand, pass or work under an elevated boom or platform, loaded or 
empty unless it is effectively blocked to prevent it from falling. 

• A loaded vehicle will not be moved until the load is satisfactorily secured. 
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• The lift will have an audible reverse alarm that can be heard above the surrounding 
noise level. If it cannot be heard above the surrounding noise level, an observer will 
be positioned to signal when it is safe to back up. 

• Consider all wires “live” until checked and locked out. Keep a safe distance from live 
electricity. When in operation, the minimum clearance between power lines rated 50 
kV or below and any part of an aerial lift shall be 10 feet. 

• Operations must be handled with extreme caution, especially when there is a 
possibility of overturning in dangerous areas, such as edges of deep fills, cut banks, 
and steep slopes. 

• Employees shall not ride on the forks of lift trucks. 
• No riders are permitted on vehicles unless adequate riding facilities are provided. 
• Stunt driving and horseplay are prohibited. 
• Vehicles will not exceed the authorized safe speed. 
• Forks will always be carried as low as possible, consistent with safe operations. 
• Lifts will not be loaded more than their rated capacity.  Boom and basket load limits 

specified by the manufacturer will not be exceeded. 
• will be posted in a conspicuous place in a language the employees can understand. 

 
Personal Protective Equipment  
 
8 CCR §3380(f)(1) The employer shall assess the workplace to determine if hazards are present, 
or are likely to be present, which necessitate the use of personal protective equipment (PPE). If 
such hazards are present, or likely to be present, the employer shall: 
(A) Select, and have each affected employee use, the types of PPE that will protect the affected 
employee from the hazards identified in the hazard assessment; 
(B) Communicate selection decisions to each affected employee; and, 
(C) Select PPE that properly fits each affected employee. 
 
Hazard Assessment 
For those departments requiring this level of protection, it is City policy that only when it is 
impractical or not possible to eliminate or reduce the likelihood of a potential accident to an 
acceptable level of risk through engineering or administrative controls, the use of personal 
protective equipment (PPE) will become mandatory. 
 
The need for PPE will be established through an assessment at all sites where City employees 
work that includes the hazards, requirements, and limitations of the sites, specific tasks assigned 
and duration/ conditions of use. Each assessment shall be verified, and the findings documented. 
It shall be certified by the signature of a competent person. 
 
Next, the proper type of equipment must be selected. Consideration should be given to the degree 
of protection that a particular piece of equipment affords and the ease and comfort with which it 
may be used. The equipment must also properly fit the employee. 
 
Employees are responsible for inspecting and proper handling of all PPE. Equipment, whether 
provided by CITY or the employee, found to be defective shall not be used and must be reported 
to the employee's Supervisor.   
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To access the need for PPE, the following was used as a guide to help with the hazard 
assessment. 

 
Potential Hazard Sources 

• Motion that includes tool movement, moving machinery, or machine parts, or 
movement of personnel that could result in collision with stationary objects. 

• High temperatures that could result in burns, eye injury, or ignition of protective 
equipment. 

• Chemical exposures that could result in burns or exposure to skin or eyes. 
• Chemical exposures that could result in lung or respiratory hazards. 
• Harmful dust that could result in scratches or burns to eyes or lungs. 
• Light radiation that could cause burns to skin and eyes, i.e., welding, brazing, cutting, 

furnaces, heat treating, high intensity lights. 
• Falling objects or potential for dropping objects. 
• Overhead obstructions which create head bumping hazards. 
• Sharp objects which might pierce the feet or cut the hands. 
• Rolling or pinching objects which could crush the feet. 
• Layout of workplace and location of co-workers. 
• Electrical hazards. 
 

Personal Protective Equipment (PPE) Determination 
Each of the basic hazards was reviewed and a determination made as to the type, level of 
risk, and seriousness of potential injury. Consideration should be given to the possibility 
of exposure to several hazards at once. The general procedure for determining appropriate 
protective equipment is to:  
• Identify the potential hazards and the type of protective equipment that is available, 

and what protection it provides (i.e., splash protection, impact protection, etc.). 
• Compare the capabilities of various types of PPE with the hazards associated with the 

environment (e.g., impact velocities, masses, projectile shape, and radiation 
intensities). 

• Select the PPE which provides a level of protection greater than the minimum 
required to protect employees from the hazards.  

• Select PPE that will fit each employee properly and provides protection from the 
hazard.  

 
After employees have been trained, periodic assessment of the process/equipment should 
be conducted to ensure that the PPE is adequate, and training is appropriate. Retraining is 
provided as needed.  

 
Personal Protective Equipment (PPE) 
It is the policy of the City to control hazards through engineering practices, such as area 
guarding, materials handling methods, etc. Only when it is impractical or not possible to 
eliminate a potential accident by the above approach the use of personal protective equipment 
becomes mandatory. 
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After the need for personal protective equipment has been established, the proper type of 
equipment must be selected. Consideration should be given to the degree of protection that a 
particular piece of equipment affords and the ease and comfort with which it may be used. 

 
Suitable protective equipment is provided to City employees at no charge. Employees are 
responsible for the inspection and proper handling of all protective equipment. Equipment found 
to be defective will not be used and must be reported to the employee's Supervisor. Special 
personal protective equipment such as gloves, safety glasses, etc., furnished by the City shall be 
worn when required by work conditions and tasks. 

 
Eye Protection: 

• The immediate Supervisor is responsible to ensure that proper eye protection is worn 
by all employees and visitors where applicable.  Eye protection will only be required 
when the job hazards dictate. 

• When required, the Safety Coordinator will advise in the selection of suitable eye 
protection relative to the specific hazard/application. 

 
Hearing Conservation 

• Some departments within the City may not have a hearing conservation program, due 
to no need. In those departments, if employees report hearing loss, a hearing 
conservation program will be put into place. At that time sound level surveys, hearing 
conservation training and audiometric testing will be conducted in accordance with 
guidelines established by the Occupational Safety and Health Administration 
(Cal/OSHA). 

• Other departments within the City may require a hearing conservation program due to 
noise levels above permissible limits. Those departments will provide audiograms, 
conduct noise surveys. Employees will be provided hearing protectors and the 
Supervisor will ensure the protectors are worn as required. 

• Hearing protectors on a voluntary basis can be worn whenever the noise level is 
offensive to the employee. 

 
Head Protection - Hard Hats 

• The City requires employees to wear head protection, as needed. Please see the 
Personal Protective Equipment Policy for details. When use of hard hats or helmets is 
required, it shall be ANSI approved head protection that shall be worn properly and in 
accordance with the manufacturer’s recommendations. 

 
Foot Protection 

• The use of safety-toe shoes is required for all employees whose work subjects them to 
foot injuries.  

 
Respiratory Protection 

• Most departments within the City do not use respiratory equipment (due to no need).  
If respiratory protective equipment becomes necessary for those departments, the City 
will develop and implement a Respiratory Protection Program to comply with 
applicable OSHA regulations.  
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• Those departments within the City that require a respiratory protection program will 
ensure that an assessment has been done to provide the appropriate respiratory 
protection for affected personnel.  Personnel will wear the approved respiratory 
protection in accordance with a Respiratory Protection Program that is compliant with 
OSHA guidelines found in 8 CCR, Section 5144. 

 
Work Clothing 

• Clothing shall be worn which is appropriate to the work performed and conditions 
encountered. 

• Clothing saturated or impregnated with flammable liquids, corrosive substances, 
irritants, or oxidizing agents shall be removed immediately and not worn again until 
properly cleaned. 

• Suitable gloves shall be worn while working with injurious liquids or materials, and 
under such other conditions as the supervisor in charge shall direct. Gloves may be 
worn whenever possible to prevent minor hand injuries. 

 
Fall Protection 
Note:  Please refer to the Fall Protection Policy for more details. 

• When working at heights greater than six feet, engineering practices such as railings 
and scaffolding will be used whenever possible to eliminate the potential for falls. 

• The Safety Coordinator is responsible to ensure that all employees have been trained 
in how to eliminate the potential for falls, as well as the proper use of fall protection 
equipment. 

• When railings and scaffolding are not possible, employees will use fall protection 
personal protective equipment, such as safety harnesses and other fall protection 
protective equipment. 

• Supervisors are responsible to ensure that employees use fall protection equipment as 
required. 

• Supervisors are responsible to ensure that employees inspect and perform the 
necessary maintenance of fall protection equipment. 

• Employees will use fall protective equipment in accordance with instructions and 
training. 

• Employees will report any defective or non-functioning fall protective equipment to 
their supervisor immediately. 

 
Working at Heights/Fall Protection 

• When working at heights greater than six feet, engineering practices such as railings 
and scaffolding will be used whenever possible to eliminate the potential for falls. 

• The Safety Coordinator is responsible to ensure that all employees have been trained 
in how to eliminate the potential for falls, as well as the proper use of fall protection 
equipment. 

• When railings and scaffolding are not possible, employees will use fall protection 
personal protective equipment, such as safety harnesses and other fall protection 
protective equipment. 

• Supervisors/Superintendents/Foremen are responsible to ensure that employees use 
fall protection equipment as required. 
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• Supervisors/Superintendents/Foremen are responsible to ensure that employees 
inspect and perform the necessary maintenance of fall protection equipment. 

• Employees will use fall protective equipment in accordance with instructions and 
training. 

• Employees will report any defective or non-functioning fall protective equipment to 
their supervisor immediately. 
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