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[bookmark: _Toc58136555][bookmark: _Toc157001688]I. Injury and Illness Prevention Plan Introduction and Purpose
It is the policy of {Insert organization/church name} to maintain a safe and healthful work environment for each employee (including congregation members), and to comply with all applicable occupational health and safety regulations.  The Injury and Illness Prevention Plan (IIPP) is intended to establish a framework for identifying and correcting workplace hazards within the organization, while addressing legal requirements for a formal written IIPP pursuant to California Code of Regulations §3203.
[bookmark: _Toc58136556][bookmark: _Toc157001689]II. IIPP Responsibilities
{Insert name and organizational title of person responsible} has primary authority and responsibility to ensure implementation of the IIPP and to ensure the health and safety of staff and members.  This is accomplished by communicating the organization’s emphasis on health and safety, analyzing work procedures for hazard identification and correction, ensuring regular workplace inspections, providing health and safety training, and encouraging prompt employee reporting of health and safety concerns without fear of reprisal.
[bookmark: _Toc58136557][bookmark: _Toc157001690]IIPP Safety Committee
The IIPP Safety Committee has the ongoing responsibility to maintain and update this IIPP, to assess compliance with applicable regulations and policies, to evaluate reports of unsafe conditions, and to coordinate any necessary corrective actions.  The IIPP Safety Committee should review the IIPP at least once a year and provide training for all employees.

The IIPP Safety Committee is comprised of management and members of various departments and includes the following members:
· IIPP Safety Committee Coordinator: {Insert name of coordinator and their organizational title}
· IIPP Committee member: {Insert name of committee member and their organizational title}
· IIPP Committee member: {Insert name of committee member and their organizational title}
· IIPP Committee member: {Insert name of committee member and their organizational title}
· IIPP Committee member: {Insert name of committee member and their organizational title}
· IIPP Committee member: {Insert name of committee member and their organizational title}

Unsafe conditions that cannot be immediately corrected by an employee or his/her supervisor should be reported to the IIPP Safety Committee or Office Representative or by filling out an IIPP Form 1, “Report of Unsafe Condition or Hazard.”  Timely correction of workplace hazards will be tracked by the IIPP Safety Committee, which will receive and review reports of unsafe conditions, workplace inspection reports, and injury reports.  

Specifically, the IIPP Safety Committee will:
· Review the results of periodic, scheduled workplace inspections to identify any needed safety procedures, programs, or plans and to track specific corrective actions.
· Review supervisors’ investigations of accidents and injuries to ensure that all causes have been identified and corrected.
· Where appropriate, submit suggestions to department management for the prevention of future incidents.
· Review alleged hazardous conditions brought to the attention of any committee member, determine necessary corrective actions, and assign responsible parties and correction deadlines.
· When determined necessary by the Committee, the Committee may conduct its own investigation of accidents and/or alleged hazards to assist in establishing corrective actions.
· Submit recommendations to assist department management in the evaluation of employee safety suggestions.

The IIPP Safety Committee will meet on a regular basis but no less than quarterly and will prepare and make available to all department personnel written minutes of issues discussed at the meetings. The Committee meeting minutes must be documented on IIPP Form 2, “Safety Committee Meeting Documentation,” or a similar form.  These minutes are available in the administrative offices and must be maintained on file for at least one year.
[bookmark: _Toc58136558][bookmark: _Toc157001691]IIPP Safety Coordinator
The IIPP Safety Coordinator is {Insert name and organizational title of person responsible}.  The IIPP Safety Coordinator has responsibility for:
· Ensuring that the IIPP Safety Committee is aware of all accidents which have occurred, and all hazards which have been observed since the last meeting.
· Working with {Insert organization/church name} facilities/maintenance staff to address facility-related safety concerns.
· Assisting in the coordination of required health and safety training.
· Maintaining copies of Safety Committee minutes and other safety-related records.
[bookmark: _Toc58136559][bookmark: _Toc157001692]Staff Members
Staff members play a key role in the implementation of the IIPP.  They are responsible for:
· Communicating to their staff and group members the emphasis on health and safety.
· Ensuring periodic, documented inspection of workspaces under their authority.
· Promptly correcting identified hazards.
· Modeling and enforcing safe and healthful work practices.
· Providing appropriate safety training and personal protective equipment.
· Implementing measures to eliminate or control/mitigate workplace hazards.
· Stopping any work that poses an imminent hazard to either the employee or any other individual.
· Encouraging employees to report health and safety issues to the IIPP Safety Committee without fear of reprisal.
[bookmark: _Toc58136560][bookmark: _Toc157001693]All Employees
It is the responsibility of all staff members to comply with all applicable health and safety regulations, {Insert organization/church name} policies, and established work practices.  This includes but is not limited to the following:
· Adherence to health and safety-related signs, posters, warning signals, and directions.
· Reviewing the building emergency plan and assembly area.
· Learning about the potential hazards of assigned tasks and work areas.
· Taking part in appropriate health and safety training.
· Following all safe operating procedures and precautions.
· Using proper personal protective equipment.
· Warning coworkers about defective equipment and other hazards.
· Reporting unsafe conditions immediately to a supervisor and stopping work if an imminent hazard is presented.
· Participating in workplace safety inspections.

[bookmark: _Toc157001694]III. Identifying Workplace Hazards
Regular, periodic workplace safety inspections must be conducted throughout the year.  By law, the first of these inspections must take place when the IIPP is initially adopted.  The inspections should be noted on IIPP Form 3, “Safety Inspection Report” or other documentation, and copies of this document must be maintained by the organization for at least one year.  These regular inspections will be supplemented with additional inspections whenever new substances, processes, procedures, or equipment are introduced into the workplace and represent a new occupational safety and health hazard or whenever supervisors are made aware of a new or previously unrecognized hazard.

Generally, supervisors are responsible for the identification and correction of hazards that their staff and/or students face and should ensure that work areas they exercise control over are inspected at least monthly.  Supervisors should check for safe work practices with each visit to the workplace and should provide immediate verbal feedback where hazards are observed.

The IIPP Form 1, “Report of Unsafe Condition” should be filled out when a referral is made to the IIPP Safety Committee as a result of a condition discovered during an inspection for which the responsible supervisor could not determine and implement an immediate remedy.  The “Report of Unsafe Condition” form can also be obtained from {Insert name and organizational title of person responsible}, filled out, and returned to the IIPP Safety Committee.  The report can be signed or submitted anonymously.

[bookmark: _Toc157001695]IV. Communicating Workplace Hazards
Supervisors are responsible for communicating with all workers about safety and health issues in a form readily understandable by all workers.  All personnel are encouraged to communicate safety concerns to their supervisor and may do so without fear of reprisal.  The IIPP Safety Committee is another resource for communication regarding health and safety issues for all employees.  Employees may also be informed about safety matters by e-mail, distribution of written memoranda, or during staff meetings (if applicable). Occasionally, the IIPP Safety Committee may also facilitate presenters or seminars, or coordinate other means of communication with employees regarding health and safety matters.

Supervisors are responsible for ensuring that employees are supplied access to hazard information pertinent to their work assignments.  Information concerning the health and safety hazards of tasks performed by department staff is available from a number of sources.  These resources include, but are not limited to the IIPP Safety Coordinator, Material Safety Data Sheets (MSDS), equipment operating manuals, container labels, and work area postings.
[bookmark: _Toc157001696]Material Safety Data Sheets (MSDS)
Material Safety Data Sheets provide information on the potential hazards of products or chemicals.  Hard copies of MSDS for the chemicals used in the facility are available from the maintenance department or {Insert name of person responsible}. If an MSDS is found to be missing, a new one can be obtained by faxing a written request to the manufacturer.  A copy of this request should be kept until the MSDS arrives. MSDS are also available over the Internet from a variety of sources.
[bookmark: _Toc58136564][bookmark: _Toc157001697]Equipment Operating Manuals
All equipment is to be operated in accordance with the manufacturer’s instructions, as specified in the equipment’s operating manual.  Copies of operating manuals should be kept with each piece of equipment in the department.  Persons who are unfamiliar with the operation of a piece of equipment and its potential hazards must minimally read the operating manual and comprehend all operating instructions before using the equipment.  Training should also be sought from an experienced supervisor or operator.
[bookmark: _Toc58136565][bookmark: _Toc157001698]V. Correcting Workplace Hazards
Hazards discovered either as a result of a scheduled periodic inspection or during normal operations must be corrected by the supervisor in control of the work area, or by cooperation between the department in control of the work area and the supervisor of the employees working in that area.  Supervisors of affected employees are expected to correct unsafe conditions as quickly as possible after discovery or a hazard, based on the severity of the hazard.
Specific procedures that may be used to correct or mitigate hazards include, but are not limited to, the following:
· Tagging unsafe equipment with “DO NOT USE UNTIL REPAIRED” and providing a list of alternatives for employees to use until the item is repaired.
· Halting unsafe work practices and providing retraining on proper procedures before work resumes.
· Reinforcing and explaining the need for proper personal protective equipment and ensuring its availability.
· Barricading areas that have chemical spills or other hazards and reporting the hazardous conditions to a supervisor or building coordinator.
Supervisors should use the IIPP Form 3A, “Hazard Correction Report” to document corrective actions, including projected and actual completion dates. If necessary, supervisors can seek assistance in developing appropriate corrective actions by submitting an IIPP Form 1, “Report of Unsafe Condition” to the IIPP Safety Committee.  If an imminent hazard exists, work in the area should cease and the appropriate supervisor must be contacted immediately.  If the hazard cannot be immediately corrected without endangering employees or property, all personnel need to be removed from the area except those qualified and necessary to correct the condition.  These qualified individuals will be equipped with necessary safeguards and personal protective equipment before addressing the situation.
[bookmark: _Toc58136566][bookmark: _Toc157001699]VI. Investigating Injuries and Illnesses
[bookmark: _Toc58136567][bookmark: _Toc157001700]Injury Reporting
Employees who are injured at work must report the injury immediately to their supervisor.  Workplace members who are not employees who are injured or involved in an accident should report the incident to the IIPP Safety Committee.  In either case, if immediate medical treatment beyond basic first aid is required, call 9-1-1.  The injured party may be transported, as appropriate, to a medical center or hospital for care.  
If non-emergency medical treatment for work-related injuries or illnesses is needed, contact {Insert name of person responsible} prior to seeking treatment at {Insert entity name. Example: U.S. Healthworks or applicable entity} for an authorization sheet. {Insert name of the person responsible} may be contacted in person at the administrative offices or by phone at xxx-xxx-xxxx, ext. xxx.
The supervisor of the injured employee will coordinate with {Insert name of person responsible} to ensure that the State’s “Employer’s Report of Occupational Injury or Illness” and a “Workers’ Compensation Claim Form” are completed properly and submitted to the Workers’ Compensation office.
If the injured employee sees a healthcare provider, the supervisor must obtain a medical release form before allowing the employee to return to work.  The healthcare provider may stipulate limitations, work tasks that must be avoided, and/or work conditions that must be altered before the employee resumes their full duties.
[bookmark: _Toc58136568][bookmark: _Toc157001701]Injury Investigation
The employee’s supervisor or student’s instructor is responsible for performing an investigation to determine and correct the condition that caused or contributed to the incident.  Specific procedures that may be used to investigate workplace accidents and hazardous substance exposures include the following:
· Interviewing injured personnel and witnesses.
· Examining the injured employee’s workstation for causative factors.
· Reviewing (and retaining) any surveillance camera footage.
· Reviewing established procedures to ensure they are adequate and well-followed.
· Reviewing training records of all affected employees.
· Determining all contributing causes to the accident.
· Taking corrective/mitigating actions to prevent the accident/exposure from reoccurring.
· Recording all findings and actions taken.

The supervisor’s findings and corrective/mitigating action should be documented and presented to the IIPP Safety Committee using the IIPP Form 4, “Worker’s Compensation Accident/Incident Report” and IIPP Form 4A “Worker’s Compensation Accident/Incident Witness Report.”  If the supervisor is unable to determine the cause(s) and/or appropriate corrective actions, other resources should be sought.

The IIPP Safety Committee will review each accident or injury report to ensure that the investigation was thorough and that all corrective/mitigating actions are completed.  Investigations and/or corrective actions that are found to be incomplete will be routed back to the supervisor for further follow-up, with specific recommendations noted by the committee.  Corrective actions that are not implemented in a reasonable period of time will be brought to the attention of the responsible person by the Safety Coordinator.
[bookmark: _Toc58136569][bookmark: _Toc157001702]VII. Employee Health and Safety Training
Employee safety training is provided at no cost to the employee and is conducted during the employee’s normal working hours.  Safety training may be presented by a knowledgeable supervisor, or by representatives from other agencies/organizations. Regardless of the instructor, all safety training must be documented using the IIPP Form 5, “Safety Training Attendance Record” or an equivalent record that includes all the information required on IIPP Form 5.  By law, this documentation must be retained by the organization for at least one year.
[bookmark: _Toc58136570][bookmark: _Toc157001703]Initial IIPP Training
When the IIPP is initially implemented by the organization, all personnel will be trained on the structure of the IIPP, including individual responsibilities under the plan, and the availability of the written plan.  Training will also be provided on how to report unsafe conditions, how to access the IIPP Safety Committee, and where to obtain information on workplace safety and health issues.

Personnel hired after the initial training session will be trained on this material as soon as possible by the IIPP Safety Coordinator, appropriate supervisor, or other designated, qualified employee.  These individual training sessions will be documented using IIPP Form 6, “New Employee Safety/Orientation Training Record,” or the equivalent.  This document must be retained by the organization for at least one year.
[bookmark: _Toc58136571][bookmark: _Toc157001704]Training on Specific Hazards
Supervisors are required to receive training on the hazards to which the employees under their immediate control may be exposed.  This training aids a supervisor in understanding risks and enforcing proper protective measures.

All supervisors must ensure that the personnel they supervise receive appropriate training on the specific hazard(s) of work they perform, and the proper precautions for protection against those hazards.  Training is particularly important for new employees and whenever a new hazard is introduced or discovered in the workplace.  Such hazards may include new equipment, hazardous materials, and procedures.  Health and safety training is also required when employees are given a new job assignment in which they have not previously been trained and whenever a supervisor is made aware of a new or previously unrecognized hazard.

Specific topics that may be appropriate to {Insert organization/church name} employees include, but are not limited to, the following:
· Fire prevention techniques and use of fire extinguishers.
· Obtaining emergency medical assistance and first aid.
· Disaster preparedness and response, including building evacuation procedures.
· Health and safety for computer users.
· Back care, body mechanics, and proper lifting techniques.
· Hazard communication, including training on MSDS, chemical hazards, and container labeling.
· Proper housekeeping.
· Chemical spill reporting procedures.
[bookmark: _Toc58136572][bookmark: _Toc157001705]VIII. Ensuring Compliance
All {Insert organization/church name} personnel have the responsibility for complying with safe and healthy work practices, including applicable regulations, organizational policies, and generally acceptable safety procedures.  Overall performance in maintenance of a safe and healthful work environment should be recognized by the supervisor and noted in performance evaluations.  Employees will not be discriminated against for work-related injuries, and injuries will not be included in performance evaluations unless the injuries were a result of an unsafe act on the part of the employee.

Standard progressive disciplinary measures in accordance with the applicable personnel policy or labor contract will result when employees fail to comply with applicable regulations, workplace policy, and/or departmental safety procedures.  Staff members will be disciplined for unsafe practices in accordance with organizational by-laws.  Volunteers not employed by the church will be reprimanded for unsafe practices and, if unsafe practices continue, be removed from their position of responsibility.  All personnel will be given instructions and an opportunity to correct unsafe behavior, however, repeated failure to comply or willful and intentional non-compliance may result in disciplinary measures up to and including termination.
[bookmark: _Toc58136573][bookmark: _Toc157001706]IX. Records Retention
Documents related to the IIPP are maintained in the Human Resource (H.R.) office.  By law, certain documents related to the IIPP must be maintained by the organization for at least one year.  These records include the following:
· Records of scheduled and periodic workplace inspections, including the persons conducting the inspection, any identified unsafe conditions or work practices, and corrective actions (IIPP Form 3 or equivalent)
· Employee safety training records, including the names of all attendees and instructors, the training date, and material covered (IIPP Forms 5 and 6 or equivalent)
The following documents related to the IIPP should also be maintained on file:
· Reports of Unsafe Conditions or Hazards (IIPP Form 1)
· Safety Committee Meeting Documentation (IIPP Form 2)
· Hazard Correction Reports (IIPP Form 3, 3A)
· Accident, Injury, or Illness Investigation Reports (IIPP Form 4)
[bookmark: _Toc157001707][bookmark: _Toc58136574]
X. Workplace Violence Prevention Plan
{California Labor Code §6401.9(B) allows for the Workplace Violence Prevention Plan to be incorporated as a stand-alone section within the organization’s Injury and Illness Prevention Plan, or it may be maintained as an entirely separate document.}  For info only – delete this notation prior to publication.
[bookmark: _Toc157001708]Background
California Senate Bill 553 (SB 553) codified the majority of the requirements in Cal/OSHA’s regulation (effective January 1, 2024) that requires most employers to establish, implement, and maintain an effective Workplace Violence Prevention Plan (WVPP, or “plan”). SB 553 applies to all employers, employees, places of employment, and employer-provided housing [with certain limited exceptions as detailed in Labor Code §6401.9(b)(2)]; requires the plan to be in writing; requires the plan to be available and easily accessible to employees, authorized employee representatives, and representatives of the Division [of Labor Standards Enforcement (DLSE)]; and requires the plan to be in effect at all times in all work areas. Employees are statutorily entitled to a copy of this plan at no cost and may request a printed copy from Human Resources. Employee’s wishing to participate in the development and implementation of this plan should contact the  Workplace Violence Prevention Plan Coordinator (identified by name above on page (iii) above, as well as on page 12 below under the heading “WVPP Safety Coordinator”) for more information. 
[bookmark: _Toc157001709]Definitions
"Emergency" means unanticipated circumstances that can be life threatening or pose a risk of significant injuries to employees or other persons.
“Employer” means [with certain limited exceptions as detailed in Labor Code §6401.9(b)(2)] every person engaged in any business or enterprise in this state that has one or more persons in service under any appointment, contract of hire, or apprenticeship, express or implied, oral or written, irrespective of whether the person is the owner of the business or is operating on a concessionaire or other basis, including a federal agency, the state, a state agency, a city, county, or district, and a private, public, or quasi-public corporation, or any public agency thereof or therein.
“Employee” means (with certain exemptions as specified under Labor Code every person, including minors and persons who are not citizens or nationals of the United States, rendering actual service in any business for an employer, whether gratuitously or for wages or pay, whether the wages or pay are measured by the standard of time, piece, task, commission, or other method of calculation, and whether the service is rendered on a commission, concessionaire, or other basis, including members of boards of directors of private, public, and quasi-public corporations and elected and appointed public officers. For purposes of this section only, “employee” also includes a volunteer or independent contractor who performs services for the employer at the employer’s worksite.
“Workplace violence” means any act of violence or threat of violence that occurs in a place of employment. “Workplace violence” includes, but is not limited to the following:
· The threat or use of physical force against an employee that results in, or has a high likelihood of resulting in, injury, psychological trauma, or stress, regardless of whether the employee sustains an injury. 
· An incident involving a threat or use of a firearm or other dangerous weapon, including the use of common objects as weapons, regardless of whether the employee sustains an injury. 
“Workplace violence” does not include lawful acts of self-defense or defense of others.  
The following are workplace violence types:
· “Type 1 Violence” –  workplace violence committed by a person who has no legitimate business at the worksite and includes violent acts by anyone who enters the workplace or approaches the workers with the intent to commit a crime.  
· “Type 2 Violence” – workplace violence directed at employees by customers, clients, patients, students, inmates, or visitors.
· “Type 3 Violence” – workplace violence against an employee by a present or former employee, supervisor, or manager.
· “Type 4 Violence” – workplace violence committed in the workplace by a person who does not work there but has or is known to have had a personal relationship with an employee.  
"Threat of violence" means any verbal or written statement, including, but not limited to, texts, electronic messages, social media messages, or other online posts, or any behavioral or physical conduct, that conveys an intent, or that is reasonably perceived to convey an intent, to cause physical harm or to place someone in fear of physical harm, and that serves no legitimate purpose.
“Engineering controls” means an aspect of the built space or a device that removes a hazard from the workplace or creates a barrier between the worker and the hazard. 
"Work practice controls" means procedures and rules which are used to effectively reduce workplace violence hazards. 
"Log" means the violent incident log required by SB 553/Labor Code §6401.9
"Plan" means the workplace violence prevention plan required by SB 553/Labor Code §6401.9. 
[bookmark: _Toc157001710]WVPP Responsibility
{Insert name(s) or organizational title(s) of person(s) responsible} has primary authority and responsibility to ensure implementation of the WVPP.  This may be accomplished by communicating the organization’s emphasis on a safe and violence hazard-free workplace; assessing the organizational culture and climate and violence-related attitudes, behaviors and influences; ensuring ongoing employee engagement to gauge and monitor the “pulse” of the workplace and employees’ attitudes toward incivility, bullying, violence, and commitment to personal and workplace safety; conducting regular workplace violence inspections for violence hazards/potential and opportunities for prevention, intervention, and mitigation via engineering controls and/or work practice controls; providing training on workplace violence/harassment/bullying prevention and violence emergency response training; ensuring the employer and the employees understand their respective roles including compliance with the WVPP by both supervisory and non-supervisory employees; encouraging/facilitating prompt employee reporting of violence hazards and safety concerns without fear of reprisal; and implementing effective procedures for the receipt of and response to reports of violence hazards. 
[bookmark: _Toc157001711]WVPP Safety Coordinator
The WVPP Safety Coordinator is {Insert name and organizational title of person responsible}.  The WVPP Safety Coordinator has responsibility for:
· Ensuring that the WVPP Safety Committee is aware of all violence hazard incidents which have occurred, and all hazards which have been observed since the last meeting.
· Working with {Insert organization/church name} facilities/maintenance staff to address physical site safety concerns and possible implementation of engineering controls.
· Assisting in the coordination of required workplace violence prevention, anti-bullying, anti-harassment, and violence emergency response training. 
· Helping the organization build a culture of civility, respect, and fairness with a zero-tolerance stance toward workplace violence.
· Maintaining copies of WVPP Safety Committee minutes and other safety-related records.
[bookmark: _Toc157001712]WVPP Safety Committee
The WVPP Safety Committee is comprised of management and members of various departments and includes the following members:
· WVPP Coordinator: {Insert name of coordinator and their organizational title}
· Committee member: {Insert name of committee member and their organizational title}
· Committee member: {Insert name of committee member and their organizational title}
· Committee member: {Insert name of committee member and their organizational title}
· Committee member: {Insert name of committee member and their organizational title}
· Committee member: {Insert name of committee member and their organizational title}

The WVPP Safety Committee has the ongoing responsibility to maintain and update this WVPP, to assess compliance with applicable regulations and policies, to evaluate reports of violence hazards, and to coordinate any necessary corrective actions/hazard mitigation. The WVPP Safety Committee should review the WVPP at least once a year and provide training for all employees. The Committee is responsible for:  
· Identifying, evaluating, and mitigating workplace violence hazards/risk exposures through engineering controls and/or work practice controls.
· Designing and implementing training and ensuring appropriate record-keeping.
· Reporting and investigating workplace violence.
· Reviewing the WVPP at least once a year and providing training for all employees.
· Communicating with employees regarding workplace violence matters including:
· How employees can report a violence hazard, incident, threat, or other workplace violence concern to the employer or to law enforcement without fear of reprisal.
· How employee concerns will be investigated by the employer.
· How employees will be informed of investigative results and any mitigating/corrective action to be taken.
· [bookmark: _Hlk155291144]Review the results of periodic, scheduled workplace violence inspections to identify any needed safety procedures, programs or plans and to track specific corrective actions.
· Review supervisors’ investigations of accidents and injuries to ensure that all causes have been identified and corrected.
· Where appropriate, submit suggestions to department management for the prevention of future incidents.
· Review alleged hazardous conditions brought to the attention of any committee member, determine necessary corrective actions, and assign responsible parties and correction deadlines.
· When determined necessary by the Committee, the Committee may conduct its own investigation of accidents and/or alleged hazards to assist in establishing corrective actions and work practice controls.
· Submit recommendations to assist department management in the evaluation of employee safety suggestions for possible implementation of work practice controls.

Violence, threats of violence, and violence hazards/risk exposures must be promptly reported to a WVPP Committee Member, the WVPP Coordinator, a supervisor, a manager, a member of the Security team, the Human Resources (H.R.) department, and/or law enforcement. The employee reporting the violence hazard or the employee receiving the report (i.e., the WVPP Committee Member, WVPP Coordinator, supervisor, manager, Security team member, or H.R. staff) must complete an IIPP Form 1, “Report of Unsafe Condition or Hazard” to document the report.  Response to violence hazards will be tracked by the WVPP Safety Committee, which will receive and review reports of violence hazards, workplace inspection reports, and incident/injury reports related to incidences of workplace violence. 

The WVPP Safety Committee will meet on a monthly basis and prepare and make available to all department personnel written minutes of issues discussed at the meetings. The Committee meeting minutes must be documented on IIPP Form 2, “Safety Committee Meeting Documentation,” or a similar form.  These minutes are available in the administrative offices and must be maintained on file for at least one year.
[bookmark: _Toc157001713]Staff Members
Staff members play a key role in the implementation of the WVPP.  They are responsible for:
· Communicating to their staff and group members the emphasis on a safe and violence-free workplace.
· Ensuring periodic, documented inspection of the work environment under their authority.
· Promptly addressing identified violence hazards.
· Modeling and enforcing safe, respectful workplace interactions and inter-personal relationships that support and encourage a work environment that is free of bullying, harassment, threats, violence hazards, and violence.
· Providing appropriate anti-bullying, anti-harassment, workplace violence prevention, and violence emergency response training for all employees. 
· Implementing engineering controls and work practice controls to eliminate or mitigate workplace violence hazards.
· Stopping any work and prioritizing safety when there is an imminent credible threat to any employee or other individual in the workplace.
· Encouraging employees to report violence hazards to the WVPP Safety Committee without fear of reprisal.
[bookmark: _Toc157001714]All Employees
It is the responsibility of all staff members to comply with all applicable health and safety regulations, organizational policies, and established work practices.  This includes but is not limited to the following:
· Refraining from workplace bullying, harassment, and violence and instead practicing workplace civility as a crucial tool in building a corporate culture of civility and respect where bullying, harassment, and violence are not tolerated.
· Learning about and comprehending the potential for violence hazards in the workplace.
· Familiarization with the building layout, knowing of safe places where you can fortify, and reviewing the building emergency evacuation plan and assembly area(s).
· Taking part in appropriate safety/evacuation/lockdown drills.
· Mentally rehearsing your possible responses in any given emergency scenario and always being prepared for the unexpected, including a run-hide-fight/lockdown scenario. 
· Saying something if you see or hear something; promptly reporting violence hazards to a WVPP Committee Member, the WVPP Coordinator, a supervisor, a manager, a member of the Security team, the Human Resources department, and/or law enforcement. 
[bookmark: _Toc157001715]Violence Emergency Response
[bookmark: _Toc157001716]Employee Emergency Alert
In the event of a workplace violent incident (or a credible imminent or immediate threat of violence), {Insert organization/church name} employees will be alerted {How? App with mass text notification? Audible alarm? Public address system? Intercom? 2-way radios? Email?} The notification will be sent by the designated administrative office staff member with a succinct message minimally advising of:
· the presence of an emergency situation
· the location on campus of the emergency
· the nature of the emergency. 
If practical, additional instructions may be provided (e.g., advisement to evacuate, shelter-in-place, lockdown, etc.). Given the dynamic nature of such emergencies, it  is important to note that it may be unfeasible or impractical for the originator of the emergency alert to provide any specific instructions on what an individual should do as any such instructions will likely vary depending largely on the recipient’s proximity to the danger.  You must be prepared in the moment  to make the best decision for yourself based on your present location and the degree of safety it provides you, your proximity to the emergency/threat, your physical capabilities, any information you have gathered yourself from sources other than the emergency alert (e.g., sighting of perpetrator(s), sound of nearby gunfire, information from other by-standers), etc. 
Once you are in a safe place, if you have information to report (e.g., the suspect’s last known location or direction of flight, an accomplice, a suspicious device, a getaway vehicle or license plate number, location of victims in need of medical aid, etc.), call 9-1-1, remain calm, cooperate with the 9-1-1 operator, and stay on the line until told you may hang up.
[bookmark: _Toc157001717]Evacuation
In the event of a potential or actual emergency such as an armed intruder or active shooter, evacuating, if possible, to entirely remove yourself from the situation (versus simply hiding) is the best option.  If evacuation is a safe option and there is an escape path, immediately leave the danger zone.  If you can, evacuate whether others agree to or not.  Leave your belongings behind but try to take your cell phone as long as doing so does not delay your escape or otherwise endanger you.  If possible, help and encourage others to escape, and prevent or discourage others from entering the area.  When in a safe location – preferably completely off-campus – call 9-1-1; do not assume others have already done so. 

If you are unfamiliar with the campus or the building in which you are located, you may consider following the organization’s designated, posted evacuation routes to help you find your way out assuming that by doing so, you are not placing yourself in greater danger. If, however, you are familiar with the campus and know your way out, getting out of harm’s way by any means is your top priority and you should act according to the information you have available to you at the moment. In other words, do not blindly follow the posted evacuation route if doing so will lead you back toward the source of danger.
[bookmark: _Toc157001718]Shelter-in-Place/Lockdown
Employees may be instructed to/elect to “shelter-in-place”.  Generally speaking, an advisement to shelter-in-place could be issued for any of a wide variety of reasons from a swarm of bees outside your building to severe weather to an armed intruder/active shooter, therefore how you shelter-in-place ultimately depends on the reason for doing so.  Sheltering in place for a swarm of bees may simply mean closing your doors and windows and remaining indoors while going about your usual business until the swarm leaves or is removed. Sheltering in place for severe weather may require you move away from exterior walls and windows or seek shelter in a windowless room or down in the basement. However, in the event of an armed intruder/active shooter, the best-case scenario would be to flee the campus and fully escape the situation if you can, but if you are unable to run or otherwise escape, you should hide:  
· Act quickly and find a place to hide. 
· Secure and fortify your hiding place the best you can by locking and/or blockading the door, if possible, using furniture or other large, heavy objects.
· Turn off the room lights.
· Turn off any devices emitting sound (television, speaker/radio, etc.)
· Close and cover the windows by drawing curtains, pulling blinds, or closing shades.
· Conceal yourself, preferably well away from doors and windows. 
· Silence cell phones. 
· Call 9-1-1 if you can speak; text 9-1-1 if you cannot. Speak/whisper only if you can do so without being heard by anyone outside. Be prepared to provide your specific location on campus and the number of others hiding with you.
· Stay out of the attacker’s view, remain quiet, and stay calm.
· Gird yourself and be prepared to resist a startle response, screaming, crying, or otherwise reacting audibly to sudden loud noises such as may occur if the assailant suddenly pounds on your door, begins loudly shouting for you to open the door, or begins shooting outside or even into the room.  You must not reveal your presence.
· Look for protection and stay low to the ground if gunshots are fired in your direction.
· Once closed, you should not open the room door for anyone! This will be extremely difficult for most people, but the person pleading to be let into the room may be the assailant or may be someone being coerced by the assailant (i.e., held at gunpoint) to trick you into opening your door. For the greater good, you must remain quiet and do nothing to reveal your presence. 
If you are unable to hide or if your hiding place has been discovered and the attacker is now trying to reach you, prepare to defend yourself. This is a last resort. Work together with others to launch a counter-attack.  Improvise weapons (chairs, bats, fire extinguishers, etc.), act with physical aggression, and commit to your actions to incapacitate the assailant.  
If you have managed to incapacitate or disarm the assailant, do not exit the building carrying the assailant’s weapon(s); you could be mistaken for the suspect. Instead, disable the weapon if you know how or simply hide the weapon if you can (in a closed garbage can, cabinet, drawer, etc.), leave it behind, escape, and tell the first law enforcement officer(s) you encounter where the assailant is (or was last seen), and where the weapon is. 
Once locked down, do not reveal yourself, open the door to anyone, assume it is a drill or that everything is okay, or otherwise come out of lockdown until a uniformed first-responder uses a key to enter your classroom to personally give you the all-clear signal.  When first responders arrive, remain calm, follow law enforcement officers’ directions, always keep your hands visible, avoid yelling and pointing, and know that help for the injured is on the way. 
[bookmark: _Toc157001719]Summoning Emergency Assistance 
If you require help in a workplace violence emergency (or any other emergency), call:
· Campus Safety and Security: xxx-xxx-xxxx, ext. xxx (For campus non-emergency assistance, call xxx-xxx-xxxx, ext. xxx)
· Law Enforcement: 9-1-1 or xxx-xxx-xxxx
· Fire Department: 9-1-1 or xxx-xxx-xxxx
· Emergency Medical Services (EMS): 9-1-1 or xxx-xxx-xxxx 
· Text-to-911 {delete this entire bullet point if Text-to-911 is unavailable in your area}: Call 9-1-1 if you can speak; text 9-1-1 if you cannot.  Be prepared to provide your specific location on campus as Text-to-911 may not automatically show your location to the 9-1-1 operator.  
[bookmark: _Toc157001720]Training
Training helps supervisors in understanding workplace violence hazards and enforcing WVPP compliance. Supervisors are required to receive workplace violence-related training which may include, but is not limited to:
· workplace violence recognition 
· warning signs and risk factors
· workplace violence prevention
· anti-harassment training
· response to/intervention/mitigation of identified workplace violence hazards
· workplace inspections and employee compliance 
· reporting, documentation, and retention of workplace violence reports, logs, investigations, and other workplace violence related documentation
· seeking assistance to prevent or respond to workplace violence hazards and strategies to avoid harm
· addressing new or previously unrecognized workplace violence hazards or changes to the WVPP
· training, documentation, and records retention
Supervisors must ensure that the personnel they supervise receive appropriate training on the workplace violence hazards and the resources available to employees to report or protect themselves from such hazards. WVPP training for all employees will be conducted upon initial implementation of the WVPP plan, and then annually thereafter.  Training of any new employees will be conducted upon their hiring. Training will also be conducted for all employees anytime a new or previously unrecognized violence hazard is identified in the workplace.  All WVPP training will be effective, appropriate in content and vocabulary to the educational level, literacy, and language(s) of employees. All trainings will include the opportunity for participants to ask questions and receive authoritative answers.  
Specific topics that may be appropriate to {Insert organization/church name} employees include, but are not limited to, the following:
· understanding violence recognition 
· workplace violence prevention
· anti-bullying/anti-harassment training
· promoting a corporate culture of civility, fairness, and respect 
· warning signs and risk factors
· addressing workplace violence hazards in the moment
· seeking employer assistance to prevent or respond to violence
· reporting workplace violence hazards to the employer or law enforcement
· summoning emergency aid from campus security, law enforcement, fire/rescue, and/or emergency medical services in the event of a violence hazard emergency
· knowing organizational violence response protocols (active shooter response, armed robbery safety, handling irate customers, employee harassment, disgruntled current or former co-worker violence, etc.) 
· training on new or previously unrecognized workplace violence hazards or changes to the WVPP

Employees are invited and encouraged to contribute ideas for training topics to their supervisor, the WVPP Safety Coordinator, or the WVPP Safety Committee and contribute to the development of the training curriculum and material. 
[bookmark: _Toc157001721]Identifying Workplace Hazards
Scheduled, periodic workplace inspections shall be conducted to identify and evaluate workplace violence hazards, including, but not limited to, unsafe conditions and work practices and employee reports and concerns. By law, the first of these inspections must take place when the WVPP is initially established.  The inspections should be noted on IIPP Form 3, “Safety Inspection Report” or other documentation, and copies of this document must be maintained by the organization for at least one year.  These regular inspections will be supplemented with additional inspections 1) after any workplace violence incident, and 2) whenever the employer is made aware of a new or previously unrecognized hazard. 

Generally, supervisors are responsible for the identification and timely correction of hazards that their staff and/or students face and should ensure that work areas they exercise control over are regularly inspected/assessed.  Supervisors should check for safe work practices with each visit to the workplace and should provide immediate verbal feedback where deficiencies/violence hazards are observed.

The IIPP Form 1, “Report of Unsafe Condition” should be filled out when a referral is made to the WVPP Safety Committee as a result of a condition discovered during an inspection for which the responsible supervisor could not determine and implement an immediate remedy.  The “Report of Unsafe Condition” form can also be obtained from {Insert name and organizational title of person responsible}, filled out, and returned to the WVPP Safety Committee.  The report may be signed or may be submitted anonymously.
[bookmark: _Toc157001722]Communicating Workplace Hazards
All personnel are encouraged to communicate safety concerns to their supervisor and may do so without fear of reprisal.  Concerns may also be communicated on an IIPP Form I, “Report of Unsafe Condition or Hazard Form” submitted to the WVPP Safety Committee.  Employees may also be informed about safety matters by e-mail, distribution of written memoranda, or during staff meetings (if applicable). Occasionally, the WVPP Safety Committee may also facilitate presenters or seminars or coordinate other means of communication with employees regarding workplace violence matters.
[bookmark: _Toc157001723]Correcting Workplace Violence Hazards
Violence hazards discovered either as a result of a scheduled periodic inspection or during normal operations must be corrected by cooperation between 1) Human Resources, 2) the WVPP Coordinator, WVPP Safety Committee, or their designee, 3) the supervisor(s) of the employee(s) involved, and 4) as appropriate, the supervisor in control of the affected work area. This team is expected to correct violence hazards in a timely manner based on the severity of the hazard when observed or discovered. When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and/or property, all exposed personnel will be removed from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition shall be provided any necessary safeguards.
Methods that may be used to correct or mitigate hazards include, but are not limited to, the following:
· “Engineering controls” entail physical design aspects of the workplace or a device that removes a hazard from the workplace or creates a barrier between the worker and the hazard:
· Installation of bollards or other physical barriers to keep vehicles from entering pedestrian-only areas
· Installation of glass partitions at public reception counters to create a barrier between the employee and visitors 
· Adding controlled access door locks with key cards or key codes, changing existing key locks, or locking out an offending employee’s key code or key card.
· Removal of door stoppers, kick stops, Velcro straps, and pins that are commonly used to hold door “crash bars” (also known as “push bars”,  “panic bars”, and “bump bars”) in the depressed – and therefore unlocked – position.
· Installation of bullet-resistant doors, windows, and other barriers
· Installation of interior (classroom and office) doors that can be defaulted to the locked position (even if the door is propped open) to expedite lockdowns
· Installation of CCTV surveillance cameras
· "Work practice controls" entails rules and procedural aspects of the workplace which are used to effectively reduce workplace violence hazards:
· development and enforcement of a corporate culture that promotes and demands civility, fairness, and respect in the workplace     
· implementation of training and policies that address bullying, harassment, bias and tolerance, workplace civility, etc.
· engagement by supervisors with employees to ensure organizational leadership remains aware of the “pulse” of the organization
· timely intervention when the employer becomes aware of a build-up of tension for potential violence between two or more employees
· maintenance of a simple, anonymous workplace violence hazard reporting procedure without fear of reprisal
· explanation and reinforcement of the need for WVPP compliance and providing re-training on WVPP policies and expectations as appropriate for non-compliant employees.
· removal of the affected employee(s) from the workplace (as appropriate and as permitted by law) pending the completion of any internal and/or criminal investigation.  
Supervisors should use the IIPP Form 3A, “Hazard Correction Report” to document corrective actions, including projected and actual completion dates. If necessary, supervisors can seek assistance in developing appropriate corrective actions by submitting an IIPP Form 1, “Report of Unsafe Condition” to the WVPP Safety Committee.  If an imminent violence hazard exists, work in the area should cease and the appropriate supervisor must be contacted immediately.  If the hazard cannot be immediately corrected without endangering employees or property, all personnel need to be removed from the area except those qualified and necessary to correct the condition.  These qualified individuals will be equipped with necessary safeguards prior to addressing the situation.
[bookmark: _Toc157001724]Post-Incident Response and Investigation
Shortly following a workplace violence incident, a post-incident debriefing should be conducted. Participants may include directly-involved employees, supervisors, managers, the WVPP Safety Coordinator, the WVPP Safety Team, other organizational leaders, the organization’s risk manager/insurer, first-responders, and other stakeholders. The purpose of the debriefing is to break down the events surrounding the violence to gain a full understanding of the incident and help prevent future violent events from occurring. The debriefing should explore, but is not limited to:
· what led to the violence
· the impact of the event
· how the violence occurred
· the degree (and impact) of WVPP compliance or non-compliance
· how the violence could have been prevented
· the effectiveness of the response
· how employee safety could have been increased
· how a reoccurrence can be prevented
A thorough investigation and policy review will also be conducted to identify the need, if any, to:
· improve/increase target-hardening measures (engineering controls)
· amend or implement new policies (work practice controls)
· increase employee safety education (training)
· increase workplace inspections/monitoring (compliance)
· modify/improve emergency plans (response)
[bookmark: _Toc157001725]WVPP Effectiveness and Revisions
The WVPP Safety Coordinator together with the WVPP Safety Committee will review the WVPP at to evaluate the effectiveness of the plan and to revise the plan as may be necessary, including, but not limited to, procedures to obtain active involvement of employees and authorized employee representatives in the review process. The plan shall be reviewed at least annually, whenever a deficiency is observed or becomes apparent, and following any workplace violence incident. During the annual WVPP review, the WVPP Safety Coordinator and WVPP Safety Committee will also review the Violent Incident Log.   
[bookmark: _Toc157001726]Violent Incident Log
The organization will maintain a Violent Incident Log in which the organization is statutorily required to record every workplace violence incident utilizing information, 1) solicited from the employee(s) who experienced the workplace violence, 2) from witness statements, and/or 3) from investigative findings. 
The Violent Incident Log shall include all of the following:
· Date/time of incident
· Location
· [bookmark: _Hlk155388280]Workplace violence type(s)
· “Type 1 Violence” –  workplace violence committed by a person who has no legitimate business at the worksite and includes violent acts by anyone who enters the workplace or approaches the workers with the intent to commit a crime.  
· “Type 2 Violence” – workplace violence directed at employees by customers, clients, patients, students, inmates, or visitors.
· “Type 3 Violence” – workplace violence against an employee by a present or former employee, supervisor, or manager.
· “Type 4 Violence” – workplace violence committed in the workplace by a person who does not work there, but has or is known to have had a personal relationship with an employee.  
· Detailed description of the incident
· Classification of the offender:
· Client, customer, student, visitor, etc.
· Family, friend, or acquaintance of a client, customer, student, visitor, etc.
· Stranger with criminal intent
· Current or former co-worker, supervisor, manager
· Partner or spouse
· Parent or other relative
· Other perpetrator
· Classification of circumstances at time of incident, including, but not limited to: employee completing usual job duties, working in a poorly lit area, rushed, working during low-staffing levels, isolated/alone, unable to get help or assistance, working in a community setting, working in a new/unfamiliar location, etc.
· Classification of where the incident occurred such as workplace, parking lot or other outdoor workplace, or other area.
· Type of incident, including, but not limited to:
· Physical attack without a weapon, including, but not limited to, biting, choking, grabbing, hair-pulling, kicking, punching, slapping, pushing, pulling, scratching, or spitting 
· Attack with a weapon or object, including, but not limited to, a firearm, knife, or other object
· Threat of physical force or threat of the use of a weapon or other object
· Sexual assault or threat, including, but not limited to, rape, attempted rape, physical display, or unwanted verbal or physical sexual contact
· Animal attack
· Other
· Consequences of incident, including, but not limited to: 
· Whether security or law enforcement was contacted and their response
· Actions taken to protect employees from a continuing threat or from any other hazards identified as a result of the incident
· Information about the person completing the log, including their name, job title, and the date completed.

The log shall NOT include any element of personal identifying information sufficient  to allow identification of any person involved in the incident, such as names, addresses, email addresses, phone numbers, social security numbers, or other information that alone or in combination with other publicly-available information is likely to reveal a person’s identity. 
 
The Violent Incident Log shall be reviewed at least annually during the annual WVPP review by the WVPP Safety Coordinator and Committee. 

At a multi-employer worksite, the employer(s) whose employee(s) experienced the workplace violence incident shall record the information in their organization’s Violent Incident Log and shall also provide a copy of their log entry to the controlling employer.
[bookmark: _Toc157001727]Records Retention and Dissemination
Pursuant to California Labor Code §6401.9(f): 
(1) Records of workplace violence hazard identification, evaluation, and correction shall be created and maintained for a minimum of five years.
(2) Training records shall be created and maintained for a minimum of one year and include training dates, contents or a summary of the training sessions, names and qualifications of persons conducting the training, and names and job titles of all persons attending the training sessions.
(3) Violent incident logs required by subdivision (d) shall be maintained for a minimum of five years.
(4) Records of workplace violence incident investigations conducted pursuant to subparagraph (K) of paragraph (2) of subdivision (c) shall be maintained for a minimum of five years. These records shall not contain "medical information," as defined in subdivision (j) of Section 56.05 of the Civil Code.(5) 
(5) All records required by this subdivision shall be made available to the Division [of Labor Standards Enforcement (DLSE)] upon request for examination and copying.
(6) All records required by paragraphs (1) to (3) above, inclusive, shall be made available to employees and their representatives, upon request and without cost, for examination and copying within 15 calendar days of a request.
(7) The Division [of Labor Standards Enforcement (DLSE)] shall enforce this section by the issuance of a citation alleging a violation of this section and a notice of civil penalty in a manner consistent with Section 6317.



[bookmark: _Toc157001728]XI. Resources
· California OSHA:
http://www.dir.ca.gov/dosh/puborder.asp 
·  Guide One Insurance Center for Risk Management:  
http://www.guideonecenter.com/
· The Cutler Group: 800.843.6054
· ChurchWest Insurance: 
www.churchprotection.com
· California Senate Bill 553:
https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=202320240SB553 
· California Labor Code §6401.9:
https://casetext.com/statute/california-codes/california-labor-code/division-5-safety-in-employment/part-1-occupational-safety-and-health/chapter-3-responsibilities-and-duties-of-employers-and-employees/section-64019-effective-112024-workplace-violence-prevention-plans-generally#:~:text=2023%20Legislative%20Session.-,Section%206401.9%20%2D%20%5BEffective%201%2F1%2F2024%5D%20Workplace,to%20employees%20or%20other%20persons 
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[bookmark: _Toc58136575][bookmark: _Toc157001729]IIPP Form 1: Report of Unsafe Condition or Hazard Form

	Description of Unsafe Condition or Hazard. (Use additional page if needed.)










	Location of Unsafe Condition and Hazard: 





	Have you previously reported the unsafe condition? If so, to whom did your report? When?


	Your name (optional; you may submit this report anonymously).                      Date                           



	For Safety Committee:   IIPP     WVPP
Action taken:







By:
Date:



[bookmark: _Toc58136576][bookmark: _Toc157001730]IIPP Form 2: Safety Committee Meeting Documentation

IIPP   WVPP meeting  							
Date/time: 
List committee members present:

List committee members absent:

List visitors/guests present:

Previous business:




Accidents/incidents since last meeting  (include dates, names, and descriptions of events):






New business:





Other notes:



Meeting documentation by:                                                                            Date:

[bookmark: _Toc58136577][bookmark: _Toc157001731]IIPP Form 3: Safety Inspection Report
	Inspection by: 
	 IIPP     WVPP

	Date:
	
	Dept:
	
	Location:
	



	YES 
	NO 
	I SAFETY PRACTICES

	
	
	a. Are employees wearing the required safety equipment?

	
	
	b. Are employees using adequate footwear and clothing?

	
	
	c. Are employees following safety rules and procedures?

	
	
	d. Are food or drinks present in work areas?

	
	Comments:






























	YES 
	NO 
	II HOUSEKEEPING

	
	
	a. Are floors kept clean?

	
	
	b. Are floors slippery?

	
	
	c. Are working tables kept neat and clean?

	
	
	d. Are hazardous materials present?

	
	
	e. Are hazardous materials properly labeled and stored?

	
	
	f. Are materials and equipment neatly and safely kept and stored?

	
	
	g. Is hazardous waste being properly labeled and disposed of?

	
	
	h. Are there adequate disposal receptacles for garbage/waste?

	
	Comments:
































	
YES 
	NO 
	III FIRE SAFETY

	
	
	a. Are fire extinguishers accessible, currently serviced, and tagged?

	
	
	b. Are fire alarms available and in working order?

	
	
	c. Are exit doors clear, accessible, functional, and properly marked?

	
	
	d. Are flammable materials properly stored and labeled?

	
	
	e. Is flammable waste and rubbish being properly disposed of?

	
	
	f. Are overhead fans clean?

	
	
	g. Are electrical wiring, connections, boxes/panels, and controls in good condition?

	
	
	h. Are fire doors free of obstructions?

	
	Comments:































	YES 
	NO 
	IV MACHINERY & EQUIPMENT

	
	
	a. Are moving parts of machines and equipment properly guarded?

	
	
	b. Are points of operation properly guarded?

	
	
	c. Are safety controls and devices operating properly?

	
	
	d. Are dust collection and vacuum devices installed and in good working order?

	
	
	e. Are cylinders secured and properly stored?

	
	
	f. Are forklifts in good working order?

	
	Comments:


































	
YES 
	NO 
	V LADDER SAFETY

	
	
	a. Are employees trained in proper use and operation of ladders?

	
	
	b. Do straight and extension ladders extend at least three feet above the elevated surface, and are they securely tied off to prevent slipping or tipping over?

	
	
	c. Are straight and extension ladders equipped with non-slip safety feet?

	
	
	d. Are ladders placed on firm, level surfaces?

	
	
	e. Are step-ladders ever used as single straight ladders?

	
	
	f. Are ladder rungs and steps free of mud, grease, and oil?

	
	
	g. Are ladders free of defects (broken or missing rungs, steps, cleats, or side rails)?

	
	
	h. Are metal ladders legibly marked with signs cautioning against using them around electrical power sources?

	
	Comments:






























	YES 
	NO 
	VI GENERAL CONDITION

	
	
	a. Is there adequate ventilation?

	
	
	b. Is dust control adequate?

	
	
	c. Are hand tools properly maintained and in good condition?

	
	
	d. Are floors in good condition?

	
	
	e. Are storage racks in good condition, secure, and earthquake safe?

	
	
	f. Are employees aware of and adherent to safety rules and procedures?

	
	
	g. Is non-smoking policy being enforced?

	
	
	h. Are bathrooms clean and in good working order?

	
	
	i. Are required safety signs properly displayed?

	
	
	j. Is first aid cabinet properly stocked?

	
	
	k. Is emergency lighting available and in good working order?

	
	
	l. Does Supervisor have a working flashlight?

	
	
	m. Are aisles properly marked and free of obstructions?

	
	Comments:
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	YES 
	NO 
	VII WORKPLACE VIOLENCE HAZARDS

	
	
	a. Are there any employees unaware of the WVPP, in need of training, or in need of refresher training? 

	
	
	b. Is there any known employee conduct in the workplace that is out-of-compliance with the WVPP (discrimination, harassment, bullying, etc.)?

	
	
	c. Do employees know what to do if they are subjected to or if they witness workplace violence or a workplace violence hazard, and how to protect themselves? 

	
	
	d. Are there any items, signs, posters, pictures, drawings, words, or any other matter displayed or otherwise visible to any employee in any area of the workplace that directly or indirectly conveys a threat, which may be perceived as a direct or indirect threat by another, or that is inherently likely to provoke a violent response by another?    

	
	
	e. Are workplace engineering controls/target-hardening measures adequately maintained to ensure they properly function as intended? [video surveillance cameras, lighting, alarms, access control measures (ID badges, doors, windows, gates, keys, key codes, key cards, and other access controls), etc.]    

	
	
	f. Are first aid and mass casualty incident (MCI) kits adequately stocked and maintained strategically within the workplace? Are staff members trained in their use?  

	
	
	g. Do staff members working in the field carry a cell phone while in the field and do they maintain contact with their supervisor (or another staff member) throughout the day updating their location? 

	
	
	h. Are employees aware that they should never enter any location where they feel unsafe and that they are encouraged to request a “buddy” to escort them (or even police assistance) if they ever feel unsafe in a situation?    

	
	
	i. Do employees know how to summon assistance from campus security? Law enforcement? Fire/rescue? Emergency medical services (EMS)?

	
	
	j. Have any employees expressed an uneasiness being at their workplace or any concerns for their safety or the safety of others while in the workplace?

	
	
	k. Does the Supervisor have any sense that there is in the workplace something amiss, trouble brewing, unresolved conflict, escalating tensions, etc. that – if left unresolved – may escalate to violence in the workplace?  

	
	Comments:










General comments and recommendations:






























	

	Name/Title

	



	Signature/Date
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[bookmark: _Toc58136578][bookmark: _Toc157001732]IIPP Form 3A: Workers' Compensation Hazard Correction Report
This page corresponds with IIPP Form 3.
Respond by number to those items that were answered “NO”. 

	Item # from Form 3
	Comments or 
Corrective Action 
Planned
	Projected Completion Date
	Actual Completion Date

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	

	
	


	
	



[bookmark: _Toc58136579][bookmark: _Toc157001733]
IIPP Form 4: Workers' Compensation Accident and Incident Report
Date/Time of accident/incident: ______________  Report completed by (print): __________________________

Specific location: _____________________________________________________________________________________

Report type:  accident     incident     workplace violence incident     other _________________________

Name(s) of involved employee(s): 
	First & last name
	Title/Department
	Cell phone
	E-mail

	
	
	
	

	
	
	
	

	
	
	
	



Witness(es) to the accident/incident: 
	First & last name
	Role/Association
(employee, visitor, 
contractor, etc.)
	Cell phone
	E-mail

	
	
	
	

	
	
	
	

	
	
	
	


 
Were there injuries? No	Yes	If “yes”, how were they treated and by whom? _______________
______________________________________________________________________________________________________
______________________________________________________________________________________________________

Person initially reporting accident/incident and when:_______________________________________________

How and when was the incident first brought to your attention? _____________________________________

Was the insurance company notified? If so, who and when? __________________________________________

Who else was notified and when? ____________________________________________________________________

Details of accident/incident: (Consider: Who? What? When? Where? Why? How?) ___________________
_______________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________
_______________________________________________________________________________________________________

Signature of person completing report:  ____________________________________  Date: _________________
[bookmark: _Toc58136580][bookmark: _Toc157001734]IIPP Form 4A: Accident/Incident Witness Report
As a witness to a reported accident or incident, what you heard and witnessed is important.  Please state in your own words only what you saw and heard regarding the accident or incident.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Are you aware of any others who may have been a witness or have information regarding this incident/accident?
	|_| Yes
	|_| No

	If Yes, please list their names:

	

	

	

	

	
	

	Name (printed) :
	

	Signature:
	

	Position held (if any):
	

	Date:
	



21

[bookmark: _Toc58136581][bookmark: _Toc157001735]IIPP Form 5: Safety Training Attendance Record

Date: ______________________________________	Time (start & end):  ______________________
Training Topic*: _______________________________________________ 		        IIPP     WVPP
*ATTACH OUTLINE OR CURRICULUM DETAILING SUMMARY OF TRAINING CONTENT. (Required by statute.)
Training Attendance (Clearly print name & job title; Required by statute.)
	PRINT EMPLOYEE’S NAME
	JOB TITLE

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	

	11. 
	

	12. 
	

	13. 
	

	14. 
	

	15. 
	

	16. 
	

	17. 
	

	18. 
	

	19. 
	

	20. 
	


(Use additional sheets as necessary)
Additional notes (use other side, if necessary): 



Training by** (print): ____________________________________Title: ______________________________
Instructor’s Signature: __________________________________Date: _____________________________
**ATTACH INSTRUCTOR’S QUALIFICATIONS/RESUMÉ/CV (Required by statute.)
[bookmark: _Toc58136582][bookmark: _Toc157001736]IIPP Form 6: New Employee Safety Orientation and Training Record
	Employee’s Name (print): 
	

	Trainer’s Name (print): 
	



The following is an outline only. There may be other areas that you feel should be covered. Cover them, document them on this form, and report them to the Safety Committee Member in your area.  Return this checklist to Human Resources upon completion.
1. Clothing and Dress
[bookmark: Check1]|_|	Footwear – Discuss safety rules in detail. Show employee some examples of acceptable shoes. Look at theirs. Discuss enforcement of rule.
[bookmark: Check2]|_|	Personal clothing – Discuss danger of being improperly clothed for position.  Discuss jewelry, loose fitting clothes, shorts or other clothing that is inappropriate for the job. Talk of hair length around equipment.
[bookmark: Check3]|_|	Safety articles – Issue glasses, ear protectors, respirators, and protective clothing where applicable.  Give instructions for use and cleaning. Discuss enforcement of rule.
2. Material Handling
[bookmark: Check4]|_|	Lifting in general – Discuss some commonsense tips for lifting safety, such as the following:
a. Take a realistic look at an object you have never lifted before. Can you safely lift it?  How?
b. See if there is a label to tell you how heavy it is or how to lift it. (Give some examples where available.)
c. See how others are handling the object.
d. Give it a test tug or lift before trying to fully lift and/or carry it.
e. Do not be a hero! Use material handling equipment or ask for help where necessary.
[bookmark: Check5]|_|	Lifting techniques – Physically demonstrate to the employee the correct way to lift, push, pull, or move every item the employee will handle that is different enough to be covered separately. Use the "watch-me; now-you-do-it" approach and reinforce the principles of the following:
a. Foot position – Place feet as far apart as shoulders for balance and get as close as possible to the object rather than stretching.
b. Back position – Keep your back fairly straight, bend the knees, and squat to pick up the object.  Do not bend over to reach it.
c. Chin position – Concentrate on keeping your chin tucked in close to your chest. It helps to keep your spine straight and stops you from reaching out away from your body.
d. Palm position – Whenever possible, use the entire hand and palm to grip the object rather than merely the fingers.
e. Body position – Stay squarely above your feet when lifting.  Do not lean left, right or to the front or rear.
f. Arm position – keep your arms tucked in as close as possible to your body and to the object being lifted.
[bookmark: Check6]|_|	Special handling – Go over items that are sharp, fragile, caustic, slippery, etc., or that may provide other special lifting, moving, or handling problems. Identify which items must be handled with gloves or other protective devices.
[bookmark: Check7]|_|	Material storage – Show where materials, pallets, etc., may and may not be placed or stored.  Respect yellow lines. Do not encroach into aisles, workstations, or doorways.
3. Physical Survey
[bookmark: Check8]|_|	Equipment – Take a walk showing new employees where the fire extinguishers, alarms, hoses, and any other firefighting equipment are stored and how and when it is to be used. Stress to them that they are not to block, cover, or tamper with any of the equipment.
[bookmark: Check9]|_|	Emergency exit – Show the employee where all emergency exits are for each area and when they are to be used and what to do once outside.
[bookmark: Check10]|_|	Smoking – Physically show the employee where the smoking and no-smoking areas are and how cigarette butts are to be handled.
[bookmark: Check11]|_|	Flammables—Physically identify and show employees all flammable materials they could possibly be handling, how to handle them, where they are stored, and how they are to be disposed. Include handling of rags.
[bookmark: Check12]|_|	Building cleanliness – Show how trash and scraps are handled and where trash and scraps containers are kept. Go over employee's housekeeping responsibilities in detail.
4. Hazardous Substances/Materials
[bookmark: Check13]|_|	Introduce the employee to all hazardous materials and/or substances and demonstrate how and how not to handle, use, and store each. Test each employee.
5. Accidents And Unsafe Conditions
[bookmark: Check15]|_|	Stress accident prevention and reporting, and go over in detail what steps are to be taken by whom in case of an accident. Show them the form(s) used by the supervisor and by the employee. Discuss reporting of suspected unsafe workplace conditions or practices.
6. Review Safety Rules
[bookmark: Check16]|_|	While walking around the work area to show and demonstrate each of the items outlined, go over each of the individual safety rules that the above outline does not cover. Stress that you enforce the safety rules diligently and strictly.


7. Equipment
[bookmark: Check14]|_|	Go through, in detail, the proper handling and complete operation of every piece of equipment the employee might reasonably be expected to use. After you have demonstrated its use, make sure the employee can perform all operations safely and properly.  Document each piece of equipment below. Include things such as knives, ladders, forklifts, hand tools, power tools, and mounted equipment.
	Equipment Covered:

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 



8. Workplace Violence Prevention Plan Review
|_|	Employee identification – Review organizational policies and procedures regarding employees wearing photo identification at all times while in the workplace and how to respond when persons without proper credentials are found in any restricted  areas.
|_|	Workplace access – Discuss the need to safeguard workplace key, key codes, combinations, and key cards, and what to do if key and key cards are lost or if key codes and combinations are compromised. 
|_|	Corporate culture – Discuss the employee’s responsibility to their colleagues and their employer to positively contribute to a workplace culture that embodies civility, respect, and fairness with zero-tolerance for bullying, harassment, and violence.  
|_|	Workplace Violence Prevention Plan (WVPP) – Review the WVPP with the employee. Ensure that they understand the following:
· That the WVPP plan is required by law, applies to the employer, all employees and employee representatives, all worksites, and all employer-provided housing, and is in effect at all times .
· That this plan is accessible to employees and employee representatives at all times and that a printed copy is available to the employee and employee representatives from H.R. upon request at no cost to the employee.
· Who the WVPP Safety Coordinator is and how to contact them.  
· How they can participate in the development and implementation of the plan and how they can participate in the identification, evaluation, and correction of workplace violence hazards. 
· Workplace violence definitions as specified by California Labor Code §6401.9:
a. “emergency”
b. “engineering controls”
c. “workplace practice controls”
d. “log”
e. “plan”
f. “threat of violence”
g. “workplace violence”
h. “violence types” 
· That they will receive WVPP training:
a. Upon the plan’s initial implementation
b. Or upon the employee’s initial hiring
c. At least annually thereafter
d. Or whenever a new or previously unrecognized hazard has been identified
e. Or when the plan has been revised.
· How they can report violence, threats of violence, or other workplace violence concerns they have experienced, witnessed, or otherwise learned of with the organization’s assurance that employees may make such reports without fear of reprisal.
· They are entitled to be informed of the results of an investigation and any corrective actions to be taken by the employer after the employee has made a report. 
· They are entitled to obtain copies of records of:
a. Workplace violence hazard identification, evaluation, and correction
b. Training records
c. Violent incident logs
· Appropriate and feasible response in workplace violence emergencies (including evacuation and sheltering-in-place) and how they can protect themselves from harm.
· How they can summon aid from staff, campus safety, law enforcement, fire/rescue, and emergency medical services.

Notes: 








All of the Training/Orientation represented in this outline was completed on ____/____/______.
	
	
	

	Signature of Trainee
	
	Date



	Signature of Trainer
	
	Date
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[bookmark: _Toc157001737]Violent Incident Log				


	Date/
Time
	Location of Incident
	Violence Type
	Detailed Incident Description
(use additional spaces as needed)
	Offender
Classification
	Circumstance
Classification
	Environment
Classification
	Incident
Type
	Consequences of Incident
	Name/Title
Date

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	

	
	
	1  2  3  4
	
	
	
	
	
	
	







[bookmark: _Toc157001738]Instructions for Completing Violent Incident Log				



WORKPLACE VIOLENCE TYPE(S):
· “Type 1 Violence” –  workplace violence committed by a person who has no legitimate business at the worksite and includes violent acts by anyone who enters the workplace or approaches the workers with the intent to commit a crime.  
· “Type 2 Violence” – workplace violence directed at employees by customers, clients, patients, students, inmates, or visitors.
· “Type 3 Violence” – workplace violence against an employee by a present or former employee, supervisor, or manager.
· “Type 4 Violence” – workplace violence committed in the workplace by a person who does not work there but has or is known to have had a personal relationship with an employee.  

OFFENDER CLASSIFICATION:
· Client, customer, student, visitor, etc.
· Family, friend, or acquaintance of a client, customer, student, visitor, etc.
· Stranger with criminal intent
· Current or former co-worker, supervisor, manager
· Partner or spouse
· Parent or other relative
· Other perpetrator

CIRCUMSTANCE CLASSIFICATION, including, but not limited to, employee completing usual job duties, working in a poorly lit area, rushed, working during low-staffing levels, isolated/alone, unable to get help or assistance, working in a community setting, working in a new/unfamiliar location, etc.

ENVIRONMENT CLASSIFICATION of where the incident occurred such as workplace, parking lot or other outdoor workplace, or other area.




INCIDENT TYPE, including, but not limited to,
· Physical attack without a weapon, including, but not limited to, biting, choking, grabbing, hair-pulling, kicking, punching, slapping, pushing, pulling, scratching, or spitting 
· Attack with a weapon or object, including, but not limited to, a firearm, knife, or other object
· Threat of physical force or threat of the use of a weapon or other object
· Sexual assault or threat, including, but not limited to, rape, attempted rape, physical display, or unwanted verbal or physical sexual contact
· Animal attack
· Other

CONSEQUENCES OF INCIDENT, including, but not limited to, 
· Whether security or law enforcement was contacted and their response
· Actions taken to protect employees from a continuing threat or from any other hazards identified as a result of the incident

EXAMPLE:
	Date/
Time
	Location of Incident
	Violence Type
	Detailed Incident Description
(use additional spaces as needed)
	Offender
Classification
	Circumstance
Classification
	Environment
Classification
	Incident
Type
	Consequences of Incident
	Name/Title
Date

	Sunday2/30/23
9:45am
	Lobby of auditorium
	1  2  3  4
	2 employees were accompanying the offering to the accounting office for deposit into the safe when they were confronted in the auditorium lobby by the suspect. He had his hand in his jacket pocket and quietly said “Quietly hand me the cash and nobody gets hurt.” No weapon was actually displayed or seen. He was given the money pouch, walked out the front door, and ran e/b toward the alleyway. Church Security & Anytown PD notified. 
	Stranger with criminal intent
(armed robbery)
	Employees performing usual duties
	Workplace
(church lobby)

	Simulated firearm in pocket
	PD responded. Suspect arrested 5 blocks away still in possession of pouch & cash Money pouch & cash returned to church; deposited in safe. No injuries.
	John Doe, Security Director 2/30/2023







