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INTRODUCTION 
 

In order to maintain a safe and healthful work environment Hartnell Community College District has 

developed this Injury & Illness Prevention Program (IIPP) for all employees to follow. This document 

describes the goals, statutory authority, and the responsibilities of all employees under the Program, as 

well as the District’s responsibility as an employer to provide a safe and healthful work environment. The 

program includes, but is not limited to, the following: Hazard Identification and Correction, Steps taken 

to assure Employee Compliance, Injury Incident and Near Miss Investigations, Employee Safety Training, 

Safety Communication, Employee Access to the Injury and Illness Prevention Program, and Program 

Documentation. By making employee workplace safety a high priority for every administrator, supervisor 

and employee, the District will work together to reduce injuries and illnesses, increase productivity, and 

promote a safe and healthy environment for all individuals at Hartnell Community College District. 

 

GOALS  
 

Implementation of this program will accomplish several notable goals for Hartnell Community College 
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PROGRAM MANAGEMENT  
RESPONSIBILITY  

STANDARD:  

The person with the authority and responsibility to implement and manage the Injury & Illness Prevention 

Program (IIPP) is identified as the Program Coordinator. All levels of the District administration have 

been informed and accept that the Program Coordinator has the authority to enforce the elements of this 

program, regardless of position of stature within the organization.  

REQUIRED ACTIVITIES:  

1. Superintendent/President(listed as having the final authority and responsibility in all 
matters of safety per AP 6800), is identified as the Injury and Illness Program Coordinator for 
the District and is responsible for administering the requirements of the Program per section 3203 
of Title 8 of the California Code of Regulations Industrial Safety Orders. 

 

2. The Program Coordinator or designee will maintain overall control of the required activities, 
which have to occur at various intervals throughout the year. All managers and supervisors will 
implement the required Program activities for their respective area of responsibilities. 

 

3. Failure on the part of managers and supervisors to implement required Program activities will 
result in appropriate disciplinary action. 

 

4. The Program Coordinator, designee, or the appropriate area Manager/Supervisor will be available 
to answer technical questions involving self-inspections, employee training, and other aspects of 
the administration of this IIPP. 

 

5. Some aspects of the IIPP will have to be implemented as appropriate at the time an Injury 
Incident/Near Miss occurs. For example, if an employee violates a work rule, a verbal warning 
should be given at the time; or if a work-related injury occurs, an Injury Incident/Near Miss 
Investigation Report should be completed immediately.  

 

6. Department managers and supervisors must assure that all purchase requisitions for chemicals or 
products containing hazardous materials include a request for Safety Data Sheets (SDS). The 
Purchasing Department will request from vendors Safety Data Sheets for any and all chemicals as 
directed by specific departments. Department managers and supervisors must ensure that SDS are 
received and retained by the department. 

 

7. The Purchasing Department will also request that all tools and equipment purchased for use by 
District employees meet the American National Standards Institute safety standards. The ANSI 

/about/hccdgb/ap6800.pdf
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MOTIVATION AND DISCIPLINE  
COMPLIANCE  

STANDARD:  

A system should be in place to ensure that employees comply with safe and healthy work practices. This 

may include the use of incentives, training or retraining, and disciplinary action.  

REQUIRED ACTIVITIES: 

1. To encourage safe behavior on the job, first line supervisors should acknowledge their employees 
for performing work safely. This provides positive affirmation and encourages cooperation with 
the program. 

 

2. Department managers and supervisors are encouraged to recognize employees making an 
exceptional contribution to the Safety Program with a brief letter (with a copy to the employee’s 
personnel file). 

 

3. If a supervisor observes an employee performing in an unsafe manner, they should determine the 
reason. If disciplinary action is required, the procedure identified in item # 4 below should be 
used. If a lack of knowledge is involved, appropriate training should be provided. 

 

4. When an employee is uncooperative and deliberately does not support the Program or does not 
follow safe work practices, disciplinary action in accordance with the collective bargaining 
agreement should be exercised. 

 

5. All employees will receive training on general safe work practices and job specific safe work 
practice q
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COMMUNICATION  
 

REQUIRED ACTIVITIES: 

 

1. When conducting employee meetings for any purpose, subjects relating to on-the-job safety and 
health issues should be included as appropriate. Examples include:  

 

 An injury within the department could serve as an 
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HAZARD IDENTIFICATION  
 

REQUIRED ACTIVITIES:  

1. A workplace Self-Inspection Checklist has been developed for general work areas and laboratory 
spaces within the Hartnell Community College District. 

 

2. At a minimum of semi-annual intervals, workplace safety inspections should occur at each work 
area. The inspection forms can be obtained from the Program Coordinator, designee, and in 
Appendix C. A knowledgeable, interested employee should be selected to perform the semi-annual 
self-inspection.  

 

3. Prior to conducting the semi-annual safety inspection, the selected employee should review general 
and specific safe work practices for their department. 

 

4. The safety inspection should be a continuous, uninterrupted activity designed for the sole purpose 
of identifying unsafe work conditions and practices. Whenever possible, immediate corrective 
action should be taken to remove hazards and correct unsafe work practices. 

 

5. Once immediate corrective actions have been taken, a copy of the Self-Inspection Checklist should 
be forwarded to the Program Coordinator or designee for review and appropriate filing. The 
Program Coordinator may submit a work order request to the Maintenance Department to address 
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INJURY INCIDENT/NEAR 
MISS INVESTIGATIONS  

 

REQUIRED ACTIVITIES:  

1. All employees should know and understand that they are to report all work-related injuries, 
illnesses or near misses to their supervisor immediately at the time the injury, illness or near miss 
takes place. A near miss is defined as an activity or event in which an injury could have occurred, 
but did not (for example a tool falls from an elevated platform and narrowly misses an unprotected 
worker below). Please see the Injury Incident Investigation Quick Reference Guide & Checklists 
in Appendix B.1. – B.3.
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HAZARD CORRECTION  
 

REQUIRED ACTIVITIES:  

1. All employees, especially managers and supervisors, have the responsibility to observe, identify, 
and report unsafe conditions as part of their responsibilities. 

 

2. Identifying and correcting unsafe work practices and conditions is a required activity within this 
program and must be taken seriously. No employee will be disciplined, retaliated against, or 
discriminated against for reporting an unsafe condition. When an unsafe condition or equipment 
is reported, the supervisor or manager shall prepare a written statement of the condition and 
correct it immediately, if appropriate, or notify the proper Department for corrective action. 
Assuring correction or replacement of unsafe equipment and/or conditions is the responsibility 
of the department administrator to which the condition and/or equipment belongs. Records of 
the correction of the unsafe condition and/or equipment, such as work orders, shall be maintained 
by the Department. The department administrator is responsible for assuring that a semi-annual 
Safety Inspection Report is completed each semester using the appropriate Self-Inspection 
Checklist found in Appendix C. 

 

3. The Injury Incident Investigation Report shall be maintained by the Program Coordinator or 
designee for future reference. This documentation should include the corrective action to be taken 
or the decision not to take any action. Documentation should be retained for at least three years 
or as required by state and federal law. 

 

4. When an imminent hazard exists, which cannot be immediately abated without endangering 
employee(s) and/or property, remove all exposed personnel from the area except those necessary 
to correct the existing condition. Employees necessary to correct the hazardous condition shall be 
provided with the necessary safeguards. 
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 Safety Meetings 

 Operator Certification Training for specific equipment 

 Outside Seminars – In select situations 

 Guest Speakers – Effective training for large groups 

 Video recordings – Effective training medium available from varied sources in the area 

 Online Safety Courses – Available through Keenan Safe Colleges  
 

Record keeping is a very important aspect of the IIPP. Training is one of the subjects that require accurate 

documentation and record keeping.  

Each department is responsible to document training of its employees.  

Training documentation must contain:  

 Name of Employee 

 Date of Training 

 Topic Covered 

 Source or Provider 

 Training records should be retained for at least three years or as required by state and federal law  
 

7. A sample training documentation form is included in Appendix D.1 to the IIPP. 
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EMPLOYEE ACCESS TO THE IIPP 
 

REQUIRED ACTIVITIES: 

Hartnell Community College District employees, or their designated representatives, have the right 

to examine and receive a copy of our IIPP. This will be accomplished by:  

1. The District will provide access in a reasonable time, place, and manner, but in no event 

later than five (5) business days after the request for access is received from an employee or 

designated representative. 

a. Whenever an employee or designated representative requests a copy of the Program, we 

will provide the requester a printed copy of the Program, unless the employee or 

designated representative agrees to receive an electronic copy of the Program. 

b. One printed copy of the Program will be provided free of charge. If the employee or 

designated representative requests additional copies of the Program within one (1) year 

of the previous request and the Program has not been updated with new information 

since the prior copy was provided, we may charge reasonable, non-discriminatory 

reproduction costs for the additional copies.  

2. Provide unobstructed access through the District website, which allows an employee to 

review, print, and email the current version of the Program. Unobstructed access means that 

the employee, as part of their regular work duties, predictably and routinely uses the 

electronic means to communicate with management or coworkers. 

Managers and supervisors are required to ensure that safety and health information is communicated 

to the employees within their supervision. Annual manager and supervisor refresher training ensures 

they are prepared for this responsibility, and they can direct employees to the District website, 

electronic or printed copy.  

Any copy provided to an employee or their designated representative need not include any of the 

records of the steps taken to implement and maintain the written IIP Program. 

An employee must provide written authorization in order to make someone their “designated 
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APPENDIX A.1 
SUPERVISOR’S REPORT OF EMPLOYEE INJURY INCIDENT 

 
  To be completed by Supervisor to describe an incident that resulted













 

APPENDIX C 
SELF–INSPECTION CHECKLIST 

 
 

Site:  Building:  Room #/area:    

Department inspected:  Name of inspector:     

Signature of supervisor:  Date of inspection:     

This check list is by no means all-inclusive. You should add items or delete items that do not apply to your operation. As you go 

through each item place a check mark in either the “Okay” or “Needs Attention” column. Please use the “Comments” box if you 

require more space. For all items that need attention write the corrective action and the completion date at the bottom of the list 

under “Corrective Action”. 

 
  

Okay 
Needs 

Attention 

 
N/
A 

GENERAL: (THIS SECTION IS NOT OPTIONAL) 

Keep inspection checklists for work area 
 

 
 

 
 

 

Maintain training records for department employees 
 

 
 

 
 

 

Maintain equipment inspection log as required 

(varies by types of equipment). 

 
 

 
 

 
 

Ensure periodic safety training has been completed 
 

 
 

 
 

 

Comments: 

 
 

  
Okay 

Needs 

Attention 

 
N/
A 

HOUSEKEEPING: (THIS SECTION IS NOT OPTIONAL) 

Inspect condition of extension cords for missing ground prong 

(third), splices, deteriorations. 

 
 

 
 

 
 

Work area free of clutter and materials which can cause a trip and fall 

hazard. 

 
 

 
 

 
 

Storage areas free to move around without having to lift and reach over 

things. 

 
 

 
 

 
 

There are clear aisle ways to move about the area. 
 

 
 

 
 

 

Spilled materials or liquids are cleaned up immediately. 
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Okay 







 

APPENDIX D.1 
EMPLOYEE SAFETY TRAINING SIGN-IN SHEET 

 
 
 

 

Date:  Time:  Instructor:  

Course:    

Location:      

 
  

Signature 

 
Name (printed) 

1 
  

2 
  

3 
  

4 
  

5 
  

6 
  

7 
  

8 
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APPENDIX D.3 - OPTIONAL 
RECEIPT OF INJURY AND ILLNESS PREVENTION PROGRAM 

 
 
 

 

I acknowledge receipt of a copy of Hartnell Community College District’s Injury and Illness Prevention 
Program. I understand following Hartnell Community College District safety rules and the work areas’ 
codes of safe work practices us a condition of my employment. I also understand that I have the 
obligation to comply with Hartnell Community College District’s Injury and Illness Prevention Program.  

 

Employee Signature:     Date:                                                            

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This record must be kept by Hartnell Community College District for 3 years. 
 
 
 
 
 


