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PURPOSE

Cal Poly Pomona is committed to providing an accessible, attractive, and safe environment
for faculty, staff, students, volunteers, and visitors. It is the policy of the University to
maintain, as it is reasonably within the control of the University to do so, a campus
environment that will not adversely affect their health and safety or subject them to
avoidable risks of accidental injury. There may be situations where the hazards are mitigated
by the employee, supervisor, or Environmental Health and Safety (EH&S). To accomplish this,
the University has developed an Injury and lliness Prevention Program (lIPP) in compliance
with Cal/OSHA regulations and guidelines defined in CCR Title 8 §3203.

The goal of the lIPP is to assist University employees, volunteers, and students in identifying
hazards in the workplace, determining how to correct hazards that may occur, and taking
steps to prevent them from recurring. The following describes specific requirements for
program responsibility, compliance, communication, hazard assessment, accident/exposure
investigations, hazard correction, training, and recordkeeping. The IIPP is intended to achieve
the following objectives:

e |dentify a person or persons with authority and responsibility for implementing the
program;

e Communicate with employees regarding health and safety matters and how to
report hazards;

o Develop compliance strategies;

e Provide procedures for identifying and evaluating hazards and unsafe conditions;

e |nvestigate accidents and incidents;

e Develop procedures for correcting hazards and unsafe conditions;

e Provide employee training programs; and

e Maintain documentation for health and safety programs.

POLICY

In alignment with Executive Order 1039, it is the policy of the University to maintain a
campus environment for faculty, staff, students and the public that will not adversely affect
their health and safety nor subject them to avoidable risks of accidental injury or illness. No
employee will be required to perform any task that is determined to be unsafe or
unreasonably hazardous.

To implement this policy, departments will ensure that facilities and equipment meet all
federal, state and local safety laws and regulations. With the assurance of EH&S,
departments will also develop appropriate health and safety policies, standards and
procedures for their areas.

All employees shall follow safe and healthful work practices defined by established campus
and departmental safety and health guidelines. Failure to do so may result in the initiation of
disciplinary measures.



While the President has the ultimate responsibility for campus health and safety, the
immediate responsibility for workplace health and safety rests with each manager or
supervisor. In addition, individuals are responsible for preventing campus accidents.
Accordingly, all employees are to ensure that safe and healthful conditions and practices are
provided and followed within the area under their control. All members of the campus
community are to cooperate fully with each aspect of the various campus health and safety
programs.

REFERENCE

1) California Labor Code, Section 6401.7
2) California Code of Regulations (CCR) Title 8, Division 1, Chapter 4, Subchapter 7,
Introduction, Section 3203.

OBJECTIVE

When properly designed and carried out, an effective Injury and lliness Prevention Program
will assist management in determining if hazards exist in the workplace. The program will
also outline how to correct hazards that occur and the steps to take to prevent them from
recurring.

The following objectives can be achieved through an effective Injury and lliness Prevention
program.

o

Management can eliminate many hazards through regular self-inspections.

b. Employees are advised to report potentially hazardous conditions without fear of
reprisal, and their reports will be given prompt and serious attention. Methods for
anonymous reporting are available to employees.

c. Workplace equipment is maintained in safe and good working conditions.

d. Management establishes procedures to investigate any workplace accidents, near-
miss incidents and reported injuries and illnesses.

e. Hazards are corrected as soon as reasonable once they are identified.

f. Employees receive written general safety and health rules which apply to everyone.

g. The University develops safe and healthy work practices for each specific job.

h. The University has established disciplinary procedures, which help ensure that safety

rules and work procedures are practiced and enforced.
i. The University establishes a written emergency plan.


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=LAB&sectionNum=6401.7.
https://www.dir.ca.gov/title8/3203.html
https://www.dir.ca.gov/title8/3203.html

ROLES & RESPONSIBILITIES

Campus Safety Committee

The Campus Safety Committee consists of management and labor representatives. The
committee has the following responsibilities in support of the Injury and Iliness Prevention
Program.

o

Meets on regularly scheduled basis.

b. Maintains written records of its actions, which are distributed to members of the
committee for posting or circulation.

c. Selectively reviews the investigations of alleged hazardous conditions and may
conduct its own investigation or inspections.

d. The committee submits recommendations to assist in the evaluation of safety
suggestions.

e. Raise any reported safety concerns identified within the represented areas of the
committee membership or the areas they represent.

f. Concerns raised by or to the committee that cannot be resolved at the level of EH&S

shall be elevated according to the following procedure.

Level 1: Elevated to the Associate Vice President of Administrative Services
Level 2: Division Vice President
Level 3: University President

University Administration

Policies that govern the activities and responsibilities of the Environmental Health and Safety
(EH&S) program are established under the final authority of the President.

The primary responsibility for providing and maintaining a safe and healthy campus
environment lies at the operational department level. In this way, the University effectively
complies with the California Occupational Safety and Health Act (Cal/OSHA), which requires
that:

"Every employer shall furnish employment and a place of employment which are safe and
healthful for the employees therein."

Environmental Health and Safety (EH&S) Department
It is the responsibility of EH&S to develop and manage an Injury and lliness Prevention
Program. Further responsibilities include:

a. Development, implementation and coordination of the Injury and lliness Prevention
Program (IIPP).

b. Provide consultations with Deans, Directors, and Department Heads regarding
program compliance. Consult on issues of hazard identification and evaluation;
procedures for correcting unsafe conditions; systems for communicating with
employees; safety and training program meetings; compliance strategies; and
recordkeeping.

c. Centralized monitoring of campus-wide activities on a consultative basis.

d. Maintenance of centralized environmental and employee monitoring records,
allowing employee access as directed by law.

e. Conduct annual health and safety inspections of campus departments handling and
storing hazardous materials.



Deans, Directors, Department Heads (HEERA Manager)

It is the responsibility of the HEERA Manager to develop departmental procedures to ensure
effective compliance with the Injury and lliness Prevention Program. Specific responsibilities
include but may not be limited to the following:

a.

Develop and maintain written departmental safety procedures and ensure that each
supervisor complies with adopted procedures.

In consultation with the EH&S Office, develop and carry out a training program
designed to instruct all employees in general safe work practices. Specific
instructions shall be given regarding hazards unique to their job duties. Such training
shall take place before the employee is given new job assignments or whenever new
substances, processes, procedures or equipment are introduced into the workplace.
Instruct employees in the recognition and avoidance of unsafe conditions, including
hazards associated with non-routine tasks and emergency operations. Permit only
properly trained employees to operate potentially hazardous equipment. Never
assume that newly hired, newly assigned or reassigned employees understand all
safety procedures associated with the new job duties. Hazard exposure changes with
the addition of new equipment, materials or processes.

Maintain a process to ensure that required employee safety training is completed.
Ensure that your department maintains an inventory of any hazardous materials
present in all work areas within the department and Safety Data Sheets (SDS’s) for all
materials on the inventory are current and readily accessible upon request.

Ensure Principal Investigators and support staff serving in a lab supervisor or
coordinator role have completed and certified hazard assessments and maintain
current chemical inventories using the RSS Portal. All resulting safety notices and/or
signage must be posted in a conspicuous location.

Develop methods to inform employees of outside contractors, campus maintenance
personnel or other non-departmental employees who work in areas within the
department of the hazards to which those employees may be exposed.

If applicable, designate staff to serve as Department Safety Coordinator (DSC), to act
as liaison between the EH&S department and the HEERA Manager.

Ensure that all safety equipment within the department’s control is inspected and
certified according to manufacturer and/or regulatory requirements.

Designated Department Safety Coordinators (DSC)

Department Safety Coordinators (DSC) are not required and can be appointed by a Dean,
Director, or Department Head as deemed necessary by the department or college to serve as
a liaison between Management and EH&S. In the absence of a designated DSC, EH&S works
directly with management personnel. DSC duties include but are not limited to the following:

a.

Assist the Dean, Director, or Department Head in the development and
implementation of a school or department injury and iliness Prevention Program.
Serve as liaison with EH&S and other associated campus departments.
Coordinate with EH&S for educational materials and training of employees
concerning workplace hazards.

Collaborate with EH&S to provide meaningful recommendations and implement
corrective actions regarding identified hazards or deficiencies.

Serve as liaison for the department on matters pertaining to inspections,
accident/injury investigations, employee safety education and training, reports and
as the primary department resource for coordinating these activities.
Department safety records are properly maintained.



Employees

a. Due to the number of potential hazards that may exist or be created in the work
environment, employees must first use common sense and sound judgment.

b. Employees are responsible for reading and complying with procedures and guidelines
provided by their supervisors.

c. Employees are encouraged to inform their supervisors or EH&S of workplace hazards
without fear of reprisal.

d. Employees shall attend established education and training sessions and are expected
to be knowledgeable of, and comply with, all applicable safety requirements
pertaining to their roles on campus. Compliance with established safety rules may be
documented in performance evaluations and failure to comply with these regulations
may lead to disciplinary action.

e. Employees are responsible for asking their supervisors questions when there is
concern about an unknown or hazardous situation before proceeding with an activity
or procedure.

PROGRAM COMPONENTS

Safety Communications
Safety Information will be communicated in a manner clearly understood by all employees.

If an employee wishes to submit an anonymous report of an unsafe condition or practice, the
suggestion or concern may be submitted in writing via e-mail or through the anonymous
reporting form on the EH&S website. All reports will be assessed, investigated and responded
to, as required by the Injury and lliness Prevention Program standard. Anonymous concerns
are generally void of any contact information which inherently prevents any further
communication with EH&S regarding follow-up or resolution of the concern. Resolution and
status of any safety concern is available upon request from EH&S.

Department Safety Meetings

Departments are encouraged to host regular safety meetings to provide employees with a
forum for discussing safety and health issues within the department as well as employee
suggestions or recommendations to improve safety. Management should endeavor to
schedule the meetings when most employees can attend, document who was present and
topics discussed.

EH&S provides departments with a variety of postings to be used in promoting safe work
practices. Postings must be displayed in high visibility areas within each applicable workplace.
Departments are permitted to create custom signage and postings in lieu of those provided
by EH&S. In such circumstances, the department will communicate with EH&S to ensure that
signage includes all minimum required information prior to dissemination.

Campus Safety Communications
EH&S may utilize mass e-mail notifications and newsletter-style formats to publish content to
a wide campus audience as deemed appropriate.



Health and Safety Inspections

Health and safety inspection programs are essential to reduce unsafe conditions that may
expose employees to hazards likely to result in injury. Definition of terms commonly
referenced in the inspection program:

Job Safety Classes - groupings of employees with common work assignments, locations, or
conditions and therefore, common hazard potential.

Safe Work Practices - a standardized set of safety rules based on hazard assessments and
generally in the form of a template which can be customized to meet specific needs of the
department.

Schedule Workplace Inspections

EHS shall perform annual inspections of the University facilities to evaluate their compliance
with campus safety procedures, regulatory standards, and best management practices. This
review shall be a pre-scheduled, announced, activity generally with the faculty members or
area supervisor in attendance.

In addition, EHS may conduct unannounced inspections of operations on campus to ensure
that daily activities meet all applicable standards.

Accident Investigation

When a manager or supervisor is given notice or has reason to believe that an employee has
sustained a work-related injury or illness, a report must be filed with both Workers’ Comp.
and EH&S.

Workers’ Comp: Form F-903, "Report of Employee Injury or lliness", is to be completed by
the manager or supervisor and sent to Human Resources within one working day of notice or
knowledge of the injury or illness. Human Resources will forward a copy of the report to
EH&S for review and investigation. The Manager’s report and employee claim form can be
submitted online through the Workers” Comp. website.
https://www.cpp.edu/eoda-hr/departments/wc/docs/managers-report.pdf

EH&S: The "Report Safety Concern" form must also be completed by the manager or
supervisor of the injured employee and submitted to EH&S within 24-hours.

Serious occupational injuries, illness, or exposures to hazardous substances, as defined by
Cal/OSHA, must be reported to EH&S immediately after they become known. EH&S will
contact Cal/OSHA where required by law. EH&S, with a management representative from the
injured employees’ department, will investigate the circumstances of the incident to
determine the cause.


https://www.cpp.edu/eoda-hr/departments/wc/docs/managers-report.pdf
https://app.smartsheet.com/b/form/96e7d42644924b319280fb55742f97f1

TRAINING

Employee Safety Training

EH&S maintains a curriculum for employee safety training based on job hazard assessments
and safe work practices. To administer safety training to the campus community,

EH&S splits training assignments into two categories:

e Core Safety Training: Safety training that applies to all employees or employee groups,

e Supplemental Training: Safety training that addresses specific hazards unique to an
employee’s assigned duties.

The EH&S Office has the responsibility for determining safety training curriculum for
employees and students based on regulatory standards or requirements. Training and
professional development is administered by Employee and Organizational Development and
Training (EODA) and through coordination with EH&S assists in the assignment of web-based
training assets or the scheduling of instructor-led training (ILT).

Safety training that applies to all employees includes but may not be limited to
the following topics:

e Injury lliness Prevention Program

e Fire Safety and Prevention

e Workplace Violence Prevention Plan

Specific Safe Work Practices

It is the responsibility of each supervisor to develop specialized training sessions dealing with
an employee's unique job assignment if training is not available through EH&S. Additionally,
it is the responsibility of each supervisor to understand his/her employee's job tasks and
related hazards. Specialized training is based on the template hazard assessment and safe
work practices which was developed by EH&S for common job safety classes. Training can be
documented using a template sign-in sheet available from the EH&S website.

Training Sign-in Sheet:
https://www.cpp.edu/ehs/all-pdfs/additional-resources/safety-training-employee.pdf

RECORD KEEPING REQUIREMENTS

Cal/OSHA regulations set forth requirements for the maintenance and retention of records
for occupational injuries and illnesses. Records are also required for medical surveillance,
exposure monitoring, inspections, and other activities and incidents relevant to occupational
safety and health.

Campus Accidents, Injuries and llinesses

It is essential that all employee accidents, injuries and illnesses occurring either
on university property or off-campus during University sponsored events are documented by
the completion of the following forms:

e Workers’ Comp: https://www.cpp.edu/eoda-hr/departments/wc/docs/managers-
report.pdf



https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcsu.sumtotal.host%2Fcore%2FpillarRedirect%3FrelyingParty%3DLM%26url%3Dapp%252Fmanagement%252FLMS_ActDetails.aspx%253FActivityId%253D67092%2526UserMode%253D0&data=05%7C01%7Clainarda%40cpp.edu%7Cd8b69c8fe7024d7e166808db25716506%7C164ba61e39ec4f5d89ffaa1f00a521b4%7C0%7C0%7C638144941179354174%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=mltu3KfmH1jT2%2BCTO99vdSGodDkr408EX6uZ9d%2FTX5k%3D&reserved=0
https://csu.sumtotal.host/core/pillarRedirect?relyingParty=LM&url=app%2Fmanagement%2FLMS_ActDetails.aspx%3FActivityId%3D82330%26UserMode%3D0
https://csu.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D134225%26UserMode%3D0
https://www.cpp.edu/ehs/all-pdfs/additional-resources/safety-training-employee.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.cpp.edu/eoda-hr/departments/wc/docs/managers-report.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.cpp.edu/eoda-hr/departments/wc/docs/managers-report.pdf

e EH&S: https://app.smartsheet.com/b/form/96e7d42644924b319280fb55742f97f1

OSHA Logs

a. Workers’ Compensation maintains a master log and summary of occupational injuries
and illnesses.

b. Records will be kept on file in Human Resources for five (5) years and will

c. be accessible to Cal/OSHA upon request

d. Asummary of injuries for the previous calendar year will be prepared by Human
e. Resources and posted in a prominent location for employee review.

f. Employee injuries and illnesses will be recorded and compiled each calendar quarter by
Human Resources.

Safety Data Sheets (SDS's)

Each SDS received from a chemical manufacturer must be maintained for at least thirty

(30) years. If an SDS is not available, some record of the identity (chemical name if known) of
the substance or agent, where it was used, and when it was used must be retained for at
least thirty (30) years.

Employee Exposure Record's

Each employee exposure record will be preserved and maintained by Environmental Health
& Safety for at least thirty (30) years except certain background data related to workplace
monitoring and certain biological monitoring results.

Such records include workplace monitoring or measuring of a toxic substance or harmful
physical agent, and biological monitoring results that directly assess the absorption of a toxic
substance or harmful physical agent by body systems.

Departments using regulated carcinogens have additional reporting and recordkeeping
requirements under Cal/OSHA.

Medical Records

The medical record for employees that participate in the annual medical exams will be
preserved and maintained for at least the duration of employment plus thirty (30) years.
There is an exception for certain health insurance claims records, first aid records, or the
medical records of employees who have worked for less than one (1) year if they are
provided to the employee upon termination of employment.

Employee Exposure and Medical Record Analyses

Each analysis using exposure or medical records will be preserved and maintained for at least
thirty (30) years.

Periodic Inspections

Records of scheduled and periodic inspections to identify unsafe conditions and work


https://app.smartsheet.com/b/form/96e7d42644924b319280fb55742f97f1

practices. The documentation includes the name of the person(s) conducting the inspection,
date and time of the inspection, the unsafe conditions and work practices identified, and the
corrective action(s) taken. These records will be maintained for at least three years.

Safety Training

Documentation of health and safety training for each employee. Specifically, records must be
retained for a minimum of three years unless otherwise noted, documenting employee name
or other identifier, training dates, type(s) of training and the name of training provider.

a. Training records will be submitted to EH&S and EODA. Copies should be maintained in
the department and producible upon request.

b. Hazardous waste training and related materials shall be retained for 3-years post-
employment.

Employee Access to Exposure and Medical Records

The University recognizes that an employee and his/her designated representative(s) and
authorized representatives of the Chief of the Division of Occupational Safety and Health
(Cal/OSHA) have a right of access to relevant exposure and medical records. Such access is
necessary to yield both direct and indirect improvements in the detection, treatment, and
prevention of occupational disease. Whenever an employee or designated representative
requests access to a record, the University shall ensure that access is provided in reasonable
time, place and manner and in alignment with 8 CCR §3204.

RESOURCES

EH&S has broad oversight over all campus-wide health and safety programs. Existing
programs are outlined below; specific elements are contained in the appendices noted.

Biological Safety
The biological Safety program provides guidance for the University’s academic and research
activities involving the acquisition, use, storage, and disposal of biohazardous agents. The
program ensures the University's compliance with applicable institutional policies, National
Institutes of Health guidelines, and state regulations regarding the use of infectious agents and
toxin-producing agents that have the potential for infecting individuals, animals, or plants.

e Exposure Control Plan

e Medical Waste Plan

e Biosafety Portal

Chemical Hygiene

The written Chemical Hygiene Plan provides standard operating procedures used for safety
and health protection in laboratories. Guidelines are provided to minimize employee exposure
to certain chemicals. EH&S personnel consult with individuals using chemicals in
laboratories. EH&S provides technical consultation regarding methods of safe handling and
storage of reactive and toxic substances, as well as personal protective equipment.
EH&S coordinates with departments to arrange for laboratory inspections to identify and
correct hazardous conditions and unsafe practices.

e Chemical Hygiene Plan


https://www.cpp.edu/ehs/all-pdfs/lab-safety-forms/medwst_rev_7.3.23.pdf
https://csu.risksafety.solutions/auth/login?originalUri=https%3A%2F%2Fcsu.risksafety.solutions%2F%3FreturnUri%3Dhttps%253A%252F%252Fcsu.risksafety.solutions%252Fmyboard%252F

e |INSPECT safety inspection module

Hazard Communication
The written Hazard Communication programis intended to educate employees on the
hazardous substances used in their work area and understand the safety data sheets for each
hazardous substance used. It establishes a system of labeling containers and a comprehensive
training program for employees who use hazardous materials.

e Hazard Communication Plan

Hazard Identification
EH&S consults with departments to help supervisors identify unsafe conditions and how to
provide effective protection for staff. Through consultation, EH&S assists departments and
Principal Investigators (PI’s) in completing and certifying hazard assessments.

e Laboratory Hazard Assessment Tool (LHAT)

Hazardous Materials Management
The Hazardous Materials Management Program provides guidance
and training of employees related to the safe handling, labeling and storage practices of
hazardous materials. This program provides procedures for safe emergency response, the use
of personal protective equipment/clothing and appropriate safety equipment.

e Hazmat Management Plan

Occupational Safety

The Occupational Safety program covers a wide area of individual programs. As a whole,
it provides for safe working/walking surfaces, adequate illumination, proper maintenance of
tools and other equipment, and proper guarding of machinery. The program also includes safe
use and storage of compressed gas, a confined space entry procedure, equipment, and
procedures for the safe handling of materials, and a vehicle and driver safety program. One
large subset of Occupational Safety includes the area of industrial hygiene which
focuses on occupational exposure including areas like indoor air quality assessments.

e Occupational Safety Portal

Radiation Safety
The Radiation Safety program provides safe work practices and procedures for employees
working with radioactive materials or radiation generating equipment. EH&S administers
program areas for equipment calibrations, dosimetry, contamination surveys and material
inventory.

e Radiation Safety Manual

e Laser Safety Manual


https://csu.risksafety.solutions/auth/login?originalUri=https%3A%2F%2Fcsu.risksafety.solutions%2F%3FreturnUri%3Dhttps%253A%252F%252Fcsu.risksafety.solutions%252Fmyboard%252F
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APPENDICES

Appendix A—Safety Inspection Checklist

Today’s Date |

Name Title
Building Room Number
Department College
I.FLOOR AND WALKWAYS
Observation Yes |[No |N/A Comments
Are walkways and stairways kept clear of
obstructions?
Are buckets and mops available to clean up
spills so no one will slip?
Are non-slip mats, grates, or slip-free
coatings used in wet areas to prevent falls?
Do stairways have handrails?
Are carpets and rugs causing a potential trip
hazard?
II.LLADDERS AND FALL PROTECTION
Observation Yes |[No |N/A Comments
Are the appropriate ladders for the job
available and in good condition? Are they
inspected before each use?
Do ladders have safety feet?
Are non-metal ladders used when there is a
chance of electric shock?
If work is done at an elevated work location
(above 30 inches, or 48 inches if the platform
is not part of the building), are guard rails
installed?
Have employees been trained in ladder
safety as needed?
lII.FIRE SAFETY
Observation Yes |No |N/A Comments

Is there at least one fire extinguisher
available in the area?

Are the locations of fire extinguishers clearly
marked?

Do fire extinguishers have up-to-date
inspection tags, and are they visually
inspected monthly?




Are fire exits clearly marked and pathways to

the exits clear?

IV.ELECTRICAL HAZARD

Observation

Yes

No

N/A

Comments

Have employees who use machinery been
told how to recognize when a machine has
been locked out and tagged

Are electrical cords in good condition (no
fraying or other defects)?

Are power tools and other equipment in good
condition?

Is all electrical equipment, including power
tools, properly grounded?

Are there enough outlets so extension
cords don’t have to be used?

Are cords kept out of areas where someone
could trip over them, or where they could be

damaged?

V.LIGHTING

Observation

Yes

No

N/A

Comments

Is there adequate lighting throughout the
workplace, including outdoors?

Are the areas around all machines
well lighted?

Are outside pathways and parking lots
adequately lit at night?

VI.ERGONOMIC HAZARD

VII.NOISE

Observation

Yes

No

N/A

Comments

Have employees been trained in proper lifting
methods?

Are mechanical lifting devices available if
needed?

Are job tasks that require repetitive
movements varied or rotated?

Are computer workstations set up to avoid
awkward postures and to ft the
individual needs of workers?

Are employees able to avoid standing or
sitting for long periods of time?

Observation

Yes

No

N/A

Comments

Do workers feel noise levels are
comfortable?




Do workers know when and where hearing
protection is necessary?

VIII.GENERAL WORKPLACE ISSUES

Observation Yes [No [N/A Comments

Have all employees received health and
safety training?

Is there someone in the workplace trained
in first aid and CPR? Who?

Is there a written Emergency Action Plan and
have all employees been trained in what to
do during an emergency?

Comments
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