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ILLNESS & INJURY PREVENTION PLANPRIVATE 

PREAMBLE
It is the policy of the ____________________district to provide a safe working environment for all employees. In keeping with this commitment the District, through the Safety Committee establishes this written injury prevention program and the districts written hazardous materials program. This written program is an integral part of the districts regulatory responsibility to maintain compliance with, among others the following citings.

REGULATORY CITING
1. Senate Bill 198.  Statutes of 1989 Chapter 1369; Labor Code 6401.7

2. Cal/OSHA Title 8 California Code of Regulations (CCR) General Industrial Safety Orders, 3203

3. Cal/OSHA Title 8 California Code of Regulations (CCR) General Industrial Safety Orders, Section 5194

4. California Labor Code Sections 6360-6399.7.

DISTRICT POLICY

The __________________________District Board of Trustees has developed and approved a policy regarding the safety and health of District employees. 

Policy Number

Copies of the policy and the attendant rules are included as Appendix A of this document.

DISTRICT OBLIGATION
The district recognizes its obligation to provide an environment that is as free as possible from any health and safety hazard. The district will respond to and isolate or abate any such hazard, which may be determined through the established program of comprehensive biennial site safety inspections, or hazards that are identified by employee report. 

PURPOSE
1. To establish an all-inclusive training program for all District employees related to health and safety.

2. To establish the means through which an unsafe or unhealthy condition or work practice will be addressed.

3. To provide tools that supervisors may utilize in reporting and investigating accidents.  

4. To provide a means through which the District may communicate with all employees on matters of occupational safety and health. To encourage employees throughout the district to be alert for safety and health issues and convey these concerns to the appropriate person

5. To develop a system to assure employee compliance with health and safety rules and regulations. 

6. To provide a system for identifying and evaluating work place hazards, including scheduled and periodic site inspections to catalog unsafe conditions and work practices.

7. To identify, by name and position, the person responsible for implementing and maintaining this program.

PROGRAM ELEMENTS

A.
TRAINING
The district will provide training to all employees in the prevention of injuries as well as the handling and use of toxic or potentially toxic substances. This training shall be accomplished as a joint effort between the ​​​​​​​​​__________________Department, the District Safety Committee and Staff Development. The program will include the, but is not limited to, the following.

New employee orientation: As a part of any new employee's orientation program the issues of health and safety will be addressed at a level that ensures an understanding of the Districts position on these matters. Each new employee will be provided with the ________________District’s new employee manual. All new employees will receive training that includes an overview of the district’s workers compensation procedures.  

Supervisor Training: Supervisors are the link between the District administration and the employees throughout the District. To this end a program will be developed to provide site administrator or supervisors with the tools required to conduct informal meetings with employees and to recognize and deal with potentially unsafe practices or conditions. This training will be accomplished through the use of video and oral presentations. This training would be in the form of seminars taking place at administrators meetings and/or at the Districts annual pre-school conference.

Employee Training: Site administrators or supervisors will make periodic safety contacts with employees to discuss general safety and health work practices. The District provides all supervisors with a copy of a CD entitled “Safety Talk: Employee Safety Program.” Whenever a new substance, process, procedure or piece of equipment is introduced into the workplace that represents a new occupational safety or health risk, training will be provided. This may take the form of an oral presentation or may include training provided by the vendor or manufacturer of the product. In the event an employee is transferred to another position, the need for training in the new position will be evaluated. These contacts will also serve as a means to quiz employees in the proper use and handling of materials and equipment with which they are already working. These contacts will be used to present any new issues and to act as vehicle through which employees may raise concerns about safety. These contacts will also address hazards that are specific and unique to the particular site or department. The district will, in cooperation with the _____________________Department, provide periodic training sessions that will address relevant health and safety issues. These sessions will utilize video presentations, oral presentations, slide presentations or a combination of the above. At each of these sessions a sign in sheet will be established to document attendance. An orientation training session will be provided for all employees new to the district. This training will include, but not be limited to, the following:

a. Location and content of Material safety data sheets

b. A presentation on how to read an MSDS.

c. Safe handling and use practices for any hazardous materials or any dangerous equipment that the employee may be required to use during the performance of his or her duties.

d. The level and intensity of this training will be based on the employee’s job description and the potential for illness and injury. For example an elementary school classroom teacher would not need training in the handling and use of a circular saw. The same teacher would, however need to be properly instructed in correct lifting techniques

B. PROCEDURES FOR CORRECTING UNSAFE OR UNHEALTHY CONDITIONS
In the event an unsafe or unhealthy condition is reported to a site administrator or supervisor the following action should be taken.


1.
Initiate a work request through the regular process. If it seems likely that such an item will need immediate attention, the work order should reflect that a health and safety problem exists and an urgent priority should be assigned. If the problem is an emergency and remedial action cannot be deferred, then a telephone emergency work request should be initiated.


2.
The Maintenance and Operations department will take whatever remedial action is necessary to abate the existing problem. This may take the form of a temporary repair until a more permanent solution can be established.


3.
At the conclusion of the remedial action the reporting site will note in a permanent file a record of the incident and the date repaired. This file is to be available to all employees during normal site business hours.

C. PROCEDURES FOR ACCIDENT REPORTING AND INVESTIGATION

1.    Each site administrator or supervisor will be responsible for conducting an investigation of any accident related to an employee under his or her supervision. An accident investigation form is to be used for this purpose. Questions regarding the particulars of this form are to be addressed to the __________________________Department at (phone #). Periodic training for the site administrator or supervisor will be provided as necessary. Essentially the procedure involves an interview with the injured employee. In the interview the site administrator or supervisor will attempt to determine the cause of the accident. Additionally the site administrator or supervisor will make constructive recommendations to the employee on how a similar accident might be avoided.

2.    Very few accidents are truly non-preventable. The process of investigating occupational accidents must utilize that basic premise. The fact that the employee alone could not have prevented the accident does not obviate the fact that the accident could have been prevented. For example if a light fixture in a classroom falls and strikes an employee, the investigation must be expanded to ask why the light was not securely fastened to the ceiling. Is it reasonable to assume that someone knew, or could have reasonably been expected to know, that the fixture was not secure? Remedial action could have been taken to prevent this accident. The employee, while certainly not the chief cause or the accident, may however have some responsibility for reporting dangerous situations in the classroom. 

D. COMMUNICATIONS
1.
The district provides various effective means of communicating with all employees at each site. This is to be accomplished through the following methods.

Meetings: Each site administrator will be responsible for holding meetings with staff members to relay any pertinent health and safety information. This may be accomplished as an agenda item during regular staff/faculty meetings. These items must be reflected in the meeting minutes and attendance is to be documented. Evidence of this meeting is to be forwarded to the______________________. 

Training Programs: The district provides a means of training all employees in the area of safety and health. This topic is discussed under Section A. of this document.

Postings: Each site will post on the employee bulletin board or in a conspicuous place, any information relevant to health and safety issues. This may be in the form of safety posters or bulletins.

Suggestion Boxes: As a means of allowing anonymous complaints or suggestions, the district will provide a suggestion box at each site.

Safety Committee: Currently there is a District Safety Committee in place. This committee is charged with addressing district wide issues and relaying the information to site administrators. In addition to this committee each site is required to remind employees of their right to make safety inquiries and report information without fear of reprisal. Employees are encouraged to bring forth the information to site administrators or supervisors. This may be accomplished through the use of a labor management safety committee at the site. If this type of committee is instituted meetings must occur at least quarterly throughout the school year. Minutes of this meeting is to be forwarded to the _______________________ .Each site administrator should appoint a site safety officer. This person will act as the liaison to the district safety committee and will be responsible for conducting site inspections. Ideally this will be a volunteer rather than an arbitrary selection. 

Newsletters:  Through the District safety committee, a newsletter will be developed which will contain, at a minimum a brief "tail gate" type presentation which may be used as a part of department or site safety meetings.

D. EMPLOYEE RESPONSIBILITY

Employees of the ​​​​​​​​​​​​​​​​​​______________________ School District have a responsibility to perform their duties in the safest manner possible. As stated throughout this written program, the district has and recognizes a duty to provide safe and healthy working conditions. It is not reasonable to presume that such a goal can be accomplished without the cooperation and diligence of all District employees. The job of building a safe and healthy working environment is clearly one of multiple responsibility. Employees are expected to do their part in the realization of this goal. To that end some of the ways in which employees are expected to participate in the process are as follows.

1. Report any and all hazards to your immediate supervisor.

2. Discuss with your supervisor any assignment that you feel may put you at in a dangerous situation.

3. Know the location of your site’s Material Safety Data Sheet, (MSDS) manual and use it whenever you have any questions or concerns regarding the storage, use or disposal of any hazardous material. 

4. Report, to your supervisor, any chemical that does not have a Material Safety Data Sheet, (MSDS) in evidence. 

5. Follow proper procedures for all tasks. Do not take shortcuts. As an example a teacher should not stand on a chair or a desk in order to hang material on walls. Take the time to have the site custodian bring a ladder. A carpenter should never try to defeat the safety features of power equipment. For example removing the guard from a table saw. To do so increases the risk of injury to an unacceptable level. 

6. Keep this manual and refer to it if you have any questions. For clarity contact your supervisor. 

E. EMPLOYEE COMPLIANCE


1.
The district will take steps to ensure that there is cooperation from all employees. This will include:

1. Incentives: The district will develop an incentive plan in the form of safety 

2. Awards and employee recognition, i.e.: safe employee of the month awards.

3. Communication with bargaining unit representation: the district will present this plan to the respective employee units and solicit their cooperation in making the district a safe and healthy place to work.

4. Discipline: the district will take disciplinary action against an employee who is negligent or ignores health and safety procedures related to his or her job and who endangers themselves and or other employees.

F. IDENTIFYING HAZARDS

One of the best ways to prevent accidents is to identify and remedy potential unsafe or unhealthy conditions before they become a problem.  In-depth biennial safety inspections will be conducted at every district site. In addition each site will conduct ongoing inspections. These inspections, while less formal undertakings, are nevertheless important to the entire inspection program. Custodians will be asked to apprise the site administrators of any hazardous situation and other employees are asked to report hazards as well. Working together, all of the programs addressed above will provide for a strong means by which to identify hazards. Recognizing that some situations identified may pose an immediate threat and that an imminent response from the Maintenance and Operations Department may not be possible the site should be prepared to lock out or isolate the suspect area or item until the hazard can be formally addressed.

G. RESPONSIBLE PERSON

The District has identified __________________________as being responsible for the implementation and maintenance of this plan. Any documentation required under this plan such as inspection reports, meeting logs, condition report logs or general related documentation should be forwarded to ___________________________ .

H. RECORD KEEPING

1. Records of scheduled and periodic inspections required by this plan to identify unsafe conditions and work practices will be maintained. This will include person(s) conducting the inspection, the unsafe condition or work practice that have been identified and the action taken to correct the situation. These records are to be maintained for three years. The records are available at the site and at the ______________________ Department.

2. Documentation of any health and safety training that occurred on site. This must include:





a. Employee Name





b. Training date(s)





c. Type of training

e. Training provider

3. These records will be maintained in the___________________________. Any training provided by the district through Staff Development will be documented and the records properly maintained. For any site initiated training, records must be forwarded to the _______________________________.

II. HAZARDOUS MATERIAL SECTION

HAZARDOUS MATERIALS INVENTORY

Each site shall be responsible for maintaining an inventory of all hazardous materials on site. This list is to be maintained as a part of the site's Hazardous Communication Program and should be amended each time a new material is introduced to the site. The most likely areas for the type of materials requiring this inventory would be found in science departments, industrial arts departments, custodial supply areas, food service areas, and to a lesser degree, art classes.  The duty of the district and the employee are briefly summarized below. Hazardous Communications is covered in much greater detail in Section II of this manual

MATERIAL SAFETY DATA SHEETS

For each product listed on the inventory the site must maintain a Material Safety Data Sheet (MSDS). These documents should be kept in a conspicuous place and should be readily available to employees in the event of a release of a hazardous material. If such a sheet is not present, the site should contact the supplier or manufacturer of the product to obtain one. Suppliers and manufacturers have a legal obligation to supply an MSDS at no charge. The site should send the appropriate form to the purchasing for securing MSDS for those materials, which were obtained through purchasing, or the district warehouse.

CONTAINER LABELING

Whenever a hazardous substance is transferred from its original container to another container the new container must be labeled to reflect the following information.

1. Manufacturer's name and address

2. Chemical identity

3. List of hazardous ingredients

4. Hazard warnings

EMPLOYEE RIGHTS
Under GISO 5194 each employee has certain rights. These rights include.

1. The right of the employee to review, upon request this written plan.

2. The right of the employee to have access to and to review MSDS for substances to which the employee may be exposed.

3. The right of the employee's physician or collective bargaining agent to review MSDS, upon request, for substances to which the employee may have been exposed.

4. The right of the employee not to be terminated or discriminated against in any other way for exercising rights under the provisions of these regulations.

SAFE WORK 

PRACTICES

JOB SAFETY ANALYSIS

SAFE WORK PRACTICES
The District’s IIPP requires that we develop do Job Safety Analyses and as a result of these analyses develop and maintain Safe Work Practices for these jobs. 

In keeping with that requirement the _________________________ maintains a comprehensive collection of all Safe Work Practices at the ____________________.  

For purposes of this Loss Prevention Manual a copy of the somewhat generic General Safe Work Practices covering the job category of all Employees is made a part of this manual. *

Additionally, a listing of all Safe Work Practices is also included. A copy of a specific Safe Work Practice may be secured by calling _______________________________.

* Can be downloaded from CCCSIG website.

COMMUNICATIONS

MODULE

COMMUNICATIONS MODULEPRIVATE 

Perhaps the most important element of this plan is the section on communications. In order for any safety program to be even partially effective, communications is mandatory. 

In response to the requirements of SB 198, the district is required to devise a system for communicating with employees on safety and health issues. This system must also afford employees the opportunity for meaningful and reprisal free input into the district's program.

METHODS FOR COMMUNICATION:
The district will utilize several different methods of communicating with employees on matters of health and safety. A formal announcement of the placement of this plan at each site is perhaps the first and most important step on the road to communication. In developing this plan the district has demonstrated its continuing concern for the well being of all employees.

The District will communicate through any or all of the following means.

1.
Site Safety Meetings

2.
Training Programs

3.
Postings (posters or general bulletins)

4.
Written Communications (newsletters, Web Page etc)

5.
A system of anonymous notifications by employees (suggestion box etc.)

6.
Labor management safety committee

Site Safety Meetings

Site Safety meetings are an acceptable means of communicating with employees. These meetings may, and in most cases will, be an element of regularly scheduled staff meetings. The section on health and safety must be documented and kept on file. While safety meetings clearly meet the communications requirements of the regulation, some employees may be uncomfortable discussing sensitive matters in an open forum. Therefore some other method will be required to comply fully with the regulation. 

Content of meeting:

The time spent on safety meetings is invaluable. This is a time for the employee to present his or her concerns in the areas of site safety. Further, by holding regularly scheduled safety meetings, the administrator or supervisor demonstrates an awareness and a concern for safety related issues. Safety meetings need not be time consuming or involved. 

A program of regular scheduled safety meetings will be effective in reducing the number and the severity of on the job injuries. Further the establishment and the continuation of program that includes safety meetings is an important element of communicating with employees.

The material used at these meetings can vary widely from some type of training to the discussion of a recent accident. Employees should be encouraged to participate in the sessions. Concerns that are raised must be acted upon and the employees kept advised of the action. It is infinitely more desirable to give our employees an forum in which safety concerns can be raised than to have them registering complaints with regulatory agencies whenever they have a safety concern.

Keep a record of these meetings and forward to _________________________. This record should include the date of the meeting and those in attendance and a brief description of the topic or topics covered. These records will be maintained in Maintenance and Operations. Law requires such records.

Meeting guidelines:

A typical safety meeting should be conducted in an organized manner. Some steps that may be taken are as follows.

1.
The Administrator or Supervisor selects a topic of concern. This should specific and address a relevant issue. An example might be: Several people have been injured or nearly injured from bumping into lower file cabinet drawers that are left out. 

2.
Encourage discussion among the group, Why does the problem exist? What can be done to correct it?

3.
After discussion the group arrives at a conclusion. 

4. 
The recommended solution is acted upon. This may be a simple matter such as instructing an employee to keep the drawer closed when not in use. Some issues may be more complex and require the assistance of the Maintenance or Purchasing department. The administrator or supervisor must report back to the group as to the progress of the solution recommended.
TRAINING PROGRAMS:
Training programs have been discussed in the Training Module. These programs will serve to aid in compliance with the regulation. Clearly, through staff development, the major responsibility for providing the materials and, in many cases presentation of the program, will be at the district level. Short video presentations and "Safety Tips", however will occur on the site level. As with the safety meeting option, a forum form anonymous input would be required.

POSTINGS:
This will take the form of bulletins issued by the site administrator or supervisor and posted on employee's bulletin boards. The bulletin should reflect a current safety concern or issue that is relevant to a site or a particular job class. An example would be as follows:


SAFETY BULLETIN


WALK SAFELY!! Last week an employee, while walking across the yard, tripped on a portion of the concrete that was separated. Fortunately there was no serious injury involved. The potential, we can imagine, for such an injury to be very serious is high. Because of the drought tree roots are growing up in a search for moisture. This moves cement slabs and causes uneven surfaces. As they are discovered they are reported and dealt with by maintenance. As you might guess this can be difficult to keep up with in some areas. The custodian has been asked to spray these areas with a brightly colored paint in the interim. We must all be aware that this problem exists and try to be a little more observant while in the yard. We can do other things to protect ourselves as well. An important item is not to carry a load of books or other materials that would impair or block our line of sight to the ground. The district, of course, will repair these areas as soon as possible. We, as a group, must be acutely aware of the problem and exercise a higher level of caution. Caution and awareness will go a long way toward preventing a reoccurrence of a tripping accident such as the one that took place recently. We were lucky that time. Let's not depend on luck as a means of accident prevention.
This could either be posted or given to each employee individually.

EMPLOYEE INPUT, INCLUDING ANONYMOUS COMMUNICATION
Site administrators and supervisors are generally receptive to an employee’s report of unsafe condition. The regulation, however, requires that we remind them of their right to make safety inquiries and report information without fear of reprisal. This notification is handled in this plan. Additionally site administrators and supervisors must periodically remind employees of this right. One very effective method of dealing with this requirement is to establish a safety suggestion box. This might be placed in the employee lunchroom. Employees would then be able to use this as a means of anonymous communication. Once a week this box would be emptied and the matters addressed.

NEWSLETTERS AND WEB PAGE

(add information)
DISTIRCT SAFETY COMMITTEE There currently exists a safety committee composed of labor and management below is a schedule for the current year. This information will be updated on the web page. 

District Safety Committee Meeting Schedule:  (add schedule)
HAZARD EVALUATION

HAZARD EVALUATIONPRIVATE 

It is necessary to evaluate the hazards that may exist at each district site. This is accomplished through following this hazard evaluation guide. The purpose of the guide is to aid the site administrator or manager in recognizing, reporting, and following up on the evaluation of hazards. 

1. Reviewing reports from employees or from the site safety committee. These reports may address concerns about existing or potential safety problems. The site administrator or manager will investigate the problem and evaluate it to determine what, if any, remedial action is required. In the event that the problem is of a highly technical nature, contact the maintenance and operations department and request help ion the evaluation. In most cases the difficulty will be readily apparent. The site administrator or manager will then determine the risk involved. If the risk is high and poses an immediate threat to students or staff then the equipment or the area must be cordoned off or locked out. The maintenance and operations should be notified at once and advised that a safety hazard exists and that immediate action is requested.

2. The ________________________ will arrange for periodic inspections. These inspections will be accomplished on a regular basis. Each site will be inspected in great detail at least every other school year. More often if an inspection reveals that more frequent inspections are necessary. Normally the biennial inspection will be sufficient for a school, In addition to these inspections the school site staff should review all industrial arts and science environments at least quarterly. Any deficiency such as damaged power tools, discovery of unknown chemicals must be immediately reported, through the work request process, to the maintenance department. 

3. Review of industrial injuries is an important tool in the determination of existing unreported hazards. If there have been injuries related to a particular piece of equipment or a particular area the site administrator or manager must consider the possibility of a hazard even though none has been reported or discovered during routine inspection. Such a concern should be discussed with the ____________________________.

SAFETY INSPECTION

MODULE

Senate bill 198 requires an effective means of inspecting facilities for the presence of hazards which are liable to pose a threat to the safety and health of employees. This inspection must be conducted at regular intervals. SB 198 and the resulting standard 8 CCR 3203 are silent with respect to how often inspections should be conducted, indicating only that the inspections should be "periodic and scheduled." This open-ended requirement is termed a performance standard in that it allows the district to exercise some judgment regarding the timing of inspections. The district has historically conducted these inspections biennially. The frequency for those areas that may subsequently be identified as high risk will be at shorter intervals, in some cases on a monthly basis. A portion of the regulatory citing follows. 

8 CCR 3203 states in part:


The program shall include..The employer's system for identifying and evaluating workplace hazards, including scheduled periodic inspections to identify unsafe conditions and work practices. The employer's methods and procedures for correcting unsafe and unhealthy conditions and work practices in a timely manner. (Labor Code 6401.7(a)) The employer shall correct unsafe and unhealthy conditions and work practices in a timely manner based on the severity of the hazard. (Labor Code 6401.7(b)) 

In response to this section the district has developed the following schedule.


1.
BIENNIALLY 
A complete and comprehensive inspection of all sites in the district will be conducted through __________________. Each site will be inspected a least every other year. Site that indicate a need will be scheduled for more frequent inspections

             2.  
MONTHLY
            Those areas that are high hazard. This will include industrial areas, Science labs, Maintenance facilities, Landscape facilities, or any other where power equipment or hazardous materials are in use. 


3.
SEMI-ANNUALLY
Clerical offices at schools and in support facilities.

CONDUCTING INSPECTIONS

For school shops and science labs the responsibility for inspection and reporting of hazards rests with the instructor in charge of the classroom, shop or lab. Any deficiency must be reported to the maintenance department. This is accomplished through the work request process. If the situation is critical and requires immediate attention, i.e.; a chemical spill in a shop that is too large for routine cleanup, an emergency must me phoned to ____________________________.

All site staff is charged with the responsibility of conducting site safety inspections to the degree that every member of the staff must report any observed hazard or potential hazard to the site administrator. Staff should be routinely reminded of this responsibility.

To this end, it is important to be observant and alert. Be particularly alert for less obvious problems such as an electrical plug that is not secure to the wall or material improperly stacked on shelves.

If the entire site team participates in the loss prevention program, there will be a reduction of injuries and/or near misses that did not cause an injury but certainly could have.

DOCUMENTATION OF INSPECTION
The biennial inspection will initially be reported to ____________________________. After review a copy of the report will be sent to the site administrator. Work requests must be initiated for those items that require some intervention by the maintenance department.

In cases where an employee reports a safety hazard either as a result of an inspection or a casual observance, there must be some documentation of that hazard. Generally a copy of the work request issued in response to the hazard will suffice.

 Safety inspections must be of concern to everyone on order to have an effective program. The site administrator or supervisor must be responsive to reports relative to safety inspections and follow through on them.

ACCIDENT

INVESTIGATION

MODULE

ACCIDENT INVESTIGATION MODULEPRIVATE 

It is important that those district personnel charged with the investigation of industrial accidents understand what causes them. For many years industry considered that a large majority of accidents were the result of carelessness. In light of that assumption little if any follow-up work was done beyond admonishing the employee to be more careful.

As management techniques and sensitivities evolved we became aware that there were other reasons for accidents on the job. Safety Professionals felt constrained to divide accidents into two basic categories - Unsafe acts and Unsafe Conditions. Unsafe acts were anything related to employee activity. Examples were failure to observe safety rules or procedures, failure to wear proper protective clothing, lifting improperly or horseplay. Unsafe conditions related to the physical environment. Examples included machines without proper guards, leaking containers, poorly maintained equipment, and weak structures.

Safety Professionals still considered most accidents to be the result of unsafe acts. That belief was later altered to suggest that both unsafe acts and unsafe conditions were involved in many accidents and addressing the unsafe conditions would aid in the abatement of accidents.

In recent years Safety Professionals have undergone a metamorphosis of their philosophy in the area of accident cause. Today the theory this is most often propounded is that accident causes are more complex than previously considered. Many Safety Professionals believe that unsafe acts and conditions are the result of much more subtle and multifarious issues relating to the causes of accidents. To get to the real cause of accidents it is necessary for us to examine five elements.


1.
Person


2.
Machine


3.
Material


4.
Methods


5.
Environment

We must delve deeper into each of these categories before we can really do a superior job of investigating accidents and take subsequent action that will result in the reduction of the number of occurrences as well as a lessening of the severity of those accidents that do occur. 

Let us examine a recent accident that occurred in the district using the five elements outlined above.

SITUATION
A Substitute industrial arts instructor severely injures his hand while operating a table saw in a shop class. Investigation revealed that the guard had been removed leaving no protection should the operators hand slip. On the surface the investigation seemed straightforward: The employee overlooked the engineering controls placed on the equipment and committed an "unsafe act". The cause of the accident could have been reported as an employee’s failure to follow prescribed guidelines where guards on equipment are concerned. The recommendation could have been simply to properly train the employee in the use of such equipment.

End of Investigation?
Not necessarily!

A thorough investigation will look beyond the obvious; utilizing the five investigation elements previously outlined. 

1.
Man: Certainly the employee in this instance does bear some responsibility for this accident. If the guard had been left in place the chances that this accident would not have occurred or could have been diminished. Further training to make the employee aware of the reasons for guards as wells as the risk associated with removing or altering them is appropriate.

2.
Machine: What about the equipment? This machine was operating properly; however there were some problems that had to be addressed. The blade was chipped and in poor condition. This could have caused an accident of another type. Often when we investigate accident causes we find that the particular accident in question was merely the "tip of the iceberg" There may be other items that are not related to the current situation but have a devastating potential. Hence the need for a good inspection program.

3.
Material: There did not appear to be any related materials associated with this particular accident. An example of materials as a cause might be sawdust or wood chips that become lodged in the mechanism causing the materials be thrown back out at the operator.

4.
Methods: The method of using this equipment without the safety features that were engineered into it were obviously a contributing factor to the accident. Also the method of inspection and employee training was certainly a cause in this incident.

5.
Environment: Often the most subtle but important element in the supervisor’s investigation is the environment in the work area. We usually think of the environment when related to accident causes as being airborne toxins or spilled chemicals.  We must examine this issue more carefully. The dictionary defines, in part, environment as "all conditions, circumstances, and influences surrounding, and affecting an organism or a group of organisms." We therefore must consider the area surrounding the machine that was involved in the accident. Was the area maintained so as to prevent feet slipping which might have been a contributing factor in the employee’s hand moving into the blade? Was there a switch that was clearly marked for emergency cut off of the saw? Were others in the shop (students) instructed in what to do in the case of an emergency? While these procedures would not have prevented the accident; perhaps the severity could have been reduced. An inspection of the entire shop revealed numerous problems of a like nature that would potentially lead to further accidents if not addressed. Hence the "environment" did play a part in this accident. 

After such an investigation we must still conclude the obvious: If the employee had not intentionally removed the guard the accident would probably not have occurred. However other elements certainly were involved. While this investigation will do nothing to ease the pain, suffering, and expense of an industrial accident it will point out problems which need immediate attention and help to prevent any future occurrences

Another Example:

An employee, while working in a classroom slips and falls from a ladder and is seriously injured. The supervisor's investigation reveals that the employee does not remember too much about what happened. He admits that his lack of attention to ladder safety probably caused the accident. 

Cause of accident: Unsafe Act.

End of story?

Maybe not.

The supervisor investigated the accident further. During the initial employee interview the employee admitted not remembering much about what happened. This is not an unusual reaction. The supervisor, however, upon further questioning discovered that employee said he seemed feel a little “spaced out” shortly before the accident. Further investigation revealed that the employee, a painter, was working in a classroom on a ladder at ceiling level. He had been using an open can of mineral spirits to clean his brush. The vapors evidently became trapped in at the ceiling level and soon caused the employee to become dizzy or as he characterized it " spaced out” Hence the real cause was the employee being overcome by vapors. Now we have introduced three elements into the investigation. 1. The obvious the employee fell off the ladder because he was not paying attention. An unsafe act.  2.The reason he was not paying attention goes beyond carelessness however. He was exposed to vapors that caused dizziness and disorientation and were the reason he was not paying attention and why he did not seem to remember too much about the accident.  3. The employee was not using the proper equipment (a respirator) for working with the mineral spirits in a confined space of in any area that would not provide adequate ventilation.

While the actual cause of the accident was much subtler than an employee simply being carelessness, they were extremely important revelations for two reasons. 1. The most important reason is that the employee's physician, being made aware of an exposure to toxic vapors can now broaden the scope of the medical examination to include the possible effects of the exposure. And 2 Armed with this knowledge the supervisor can re-evaluate his program for training employees on when and where respirators must be utilized.

Accident Investigation

Once we are aware of the fact that accident causes can sometimes be complex and have multiple causes, we are better prepared to conduct an intelligent investigation. The results of these investigations are an important part of any safety program as well as being specifically required by SB 198.

1.
Who should conduct the investigation?



The employee’s immediate supervisor should always be the first choice for the initial investigation of any accident. This person has a better knowledge about the workings of a department or a school than a third party. Further the immediate supervisor is usually immediately available to start such an investigation. 
Getting started as soon as possible after the accident is very important in light of the fact that we tend to very quickly forget important details of incidents as time passes.

2.
What accidents should be investigated?



Some agencies feel that only accidents that result in injury or death need to be investigated. This policy of "no harm no foul" has some dangerous pitfalls built in to it. For example if a file cabinet in a school office tips over and crashes to the floor without hurting anyone, is there a problem? Undeniably there is. This type of an incident that does not result in injury is largely a function of luck. The file cabinet did fall and there is a reason why it fell. The fact that no one was in the vicinity at the time does not mean that we can ignore a potentially dangerous situation. Granted we do not need injury reports or medical attention; but we must determine what happened and prevent it from happening again. The next time we might not be so lucky. There are a couple of reasons why a file cabinet can fall over. The first and most obvious is that too many drawers were open at one time causing the weight to shift forward. Perhaps the file cabinet was in such a location that it was in the traffic lane where a custodian moved his cart or other equipment and could hit it hard enough to push it over. Whatever the reason a brief investigation will reveal the source of the problem and positive correction action can be taken to abate the hazard.

3.
What is the purpose of an accident investigation?



The primary reason is to gather information and develop a solution to prevent a recurrence. A secondary reason may be to gather formal documentation in the event of litigation. Third is to keep the district in compliance with CAL/OSHA regulations that require such an investigation. Always remember that the investigator’s mission is fact-finding not fault finding. If those involved are concerned that the investigation is being conducted simply to lay blame and to take action against those responsible, cooperation is much likely. Certainly when an employee continually shows repeated and blatant disregard for rules and procedures and for his or her personal well being as well as that of fellow employees; then some disciplinary actions not only warranted but also are required by regulation.

4.
Get the facts.



The focus of each investigation should be to gather facts about the accidents. Interview the person or persons involved using the guidelines set out below. Do not solicit opinion or ask any party or witness to affix blame. Gather the information and handle the report in a confidential and orderly manner.

GUIDELINES



1.         Show concern for the employee's injury, no matter how minor you may perceive it to be.



2.
Explain why the investigation is necessary.



3.
Use a friendly approach.



4.
If possible, discuss the accident at the scene.



5.
Listen to the injured employees before asking questions.



6.
Check your understanding of the employee’ story.



7
Listen carefully. Do not interrupt.



8.
Use tact in resolving any discrepancies in the story.



9.
Avoid sarcasm, blame, and threats.



10.
Discuss ways to prevent recurrence of the accident.

Remember that investigation is an important in the chain that is needed to successfully reduce the number of accidents that occur in the district. A good investigation and subsequent is an invaluable tool.
TRAINING  GUIDELINES

Training GuidelinesPRIVATE 

The following is an outline of prospective hazardous materials and injury prevention training.

I:
PROGRAM CONTENT


A:
Industrial injury prevention: This program will contain a section on the prevention of on the job injuries. Included will be training on how to recognize potential hazards, how to avoid creating a hazard, proper way to deal with toxic materials, and the method for reporting potential problem areas.


B:
M.S.D.S: Training on what an M.S.D.S is, What it is used for, How to read and understand an M.S.D.S, and Where they are located on the site


C:
Employee Rights: Training regarding the appropriate regulations which give employees certain rights in the work place. This will include an explanation of these rights.


D:
Specialized training: In some cases specialized could be offered to certain target in very specific areas. This may include such topic as VDT training or proper lifting techniques.

II. RESOURCES

A:
Video Presentations: Either district owned or from the library available through the Contra Costa County Schools Insurance Group.


B:
Formal district workshops will involve oral Presentations supported by other media productions. Also there will be “hands on type training, where necessary, for certain staff. This training will involve an interactive method of question and answer. 


C:
On occasion ________________________may arrange for training that is provided by an outside vendor. This may be done as the result of introducing a new product or piece of equipment. An outside vendor may also be utilized for very technical presentations. 


D:
A CD ROM can be provided by CCCSIG to all supervisors and site administrators that contains a series of safety talks that may be used for staff meetings or “tailgate” meetings.

Training is a critical component of _____________________________________Loss Prevention program. Supervisors and site administrators are encouraged to make discussion s on safety issues a part of regular staff meetings. In addition to the CD ROM discs that are supplied the district has an extensive library of videos that are specific to school employees and in many cases are job specific. The videos are available, upon request, from CCCSIG. 

Anytime a meeting is held that does include safety as a topic, a copy of the agenda for the meeting and a sign in sheet for those attending should be sent to ________________________ .
