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SECTION I 
 
STATEMENT OF SAFETY POLICY 
 
The Orange County Department of Education (OCDE) believes our staff, students, and visitors 
benefit from a safe and healthy environment.  We are committed to maintaining an injury and 
illness free workplace as well as complying with applicable State and Federal laws and 
regulations. 
 
Unfortunately, accidents sometimes take place in the workplace and safety is everyone’s 
responsibility.  In order to reduce accidents and enhance workplace safety, OCDE has instituted 
a comprehensive Injury and Illness Prevention Program (IIPP).  As a result, this handbook is 
intended to provide information to all employees about the IIPP and its safety and health 
policies and procedures. 
 
Each of us can take positive action that will minimize risk and prevent accidents.  These actions 
should include maintaining a conscious awareness of safety, carefully following OCDE’s 
guidelines, and promptly reporting unsafe conditions. 

  



SECTION II 
 
INTRODUCTION 
 
The Orange County Department of Education’s (OCDE) primary functions are to educate 
children and support educators and families throughout Orange County.  Educating our 
employees about safety is also very important to OCDE.  As a result, the Injury and Illness 
Prevention Program (IIPP) is OCDE’s overall safety program; and this document, which is 
intended to ensure compliance with California Code of Regulations, Title 8, Chapter 4, 
Subchapter 7, and Section 3203, defines specific workplace safety responsibilities and 
procedures.   
 
This handbook describes the goals, statutory authority, and the responsibilities for all 
employees under the IIPP.  To be successful, the program not only requires cooperation in all 
safety and health matters between supervisor and employee, but also between each employee 
and his/her co-worker.  
 
OCDE employees may report to Risk Management any safety- or health-related issue or 
concern they may have anonymously and without fear of reprisal.  It is the obligation of every 
employee to comply with the requirements of the IIPP at all times.   
 
The IIPP will include the following parts:  Policy Statement, Responsibilities, Compliance, 
Communication, Hazard Assessment, Hazard Control, Accident/Injury Reporting Procedures, 
Accident/Injury Investigation, Training/Instruction, and Record Keeping.  Appendices are also 
included to provide further reference. 
 
 

 
  



SECTION III 
 
RESPONSIBLITY 
 
All managers, supervisors, and lead personnel are responsible for implementing the IIPP and for 
ensuring the health and safety of OCDE’s employees, students, and faculties.   
 
Managers/Supervisors must effectively execute the following responsibilities to achieve 
OCDE’s safety goals: 
 

1. Familiarize yourself with OCDE’s IIPP, and ensure its effective implementation. 
2. Conduct inspections on a scheduled basis. Enforce good housekeeping, and take 

prompt corrective action to eliminate workplace hazards. 
3. Provide safety training.  Teach general safety regulations and job specific safety rules to 

employees prior to assignment of duties.  Follow up periodically to ensure employees 
follow safe work procedures. 

4. Investigate or review all accidents resulting in employee injury and property damage. 
5. Review Material Safety Data Sheets (MSDS) with employees working near and/or with 

hazardous materials. 
6. Support the Risk Management Coordinator and all programs and committees that 

promote safety and health. 
 
To be successful, the program requires cooperation in all safety and health matters between 
manager/supervisor and employee and between each employee and his/her co-worker.  
Consequently, all employees are responsible for using safe work practices; for following all 
directives, policies, and procedures; and for assisting in maintaining a safe work environment.  
 
Employees must also effectively execute the following responsibilities to achieve OCDE’s 
safety goals: 
 

1. Follow all safety rules and regulations. 
2. Wear appropriate safety equipment as required by the job. 
3. Report ALL injuries and unsafe conditions and practices to our manager or supervisor. 
4. Ask questions if there is a misunderstanding on how to perform a task.  Do not attempt 

to perform any job or operate any machinery on which you have not been properly 
trained. 

5. Contribute ideas or suggestions to improve the safety program. 
 

 
  



SECTION IV 
 
COMPLIANCE 
 
Management is responsible for ensuring that all safety and health policies and procedures are 
clearly communicated and understood by all employees.  Managers and supervisors are 
expected to enforce the IIPP rules fairly and uniformly.   OCDE maintains an open door policy 
allowing all employees to communicate any safety concerns. 
 
All employees are responsible for using safe work practices; for following all directives, policies, 
and procedures; and for assisting in maintaining a safe work environment.  
 
Our system of ensuring that all employees comply with the rules and maintain a safe work 
environment includes: 
 

1. Informing employees of the provisions of our IIPP. 
2. Evaluating the safety performance of all workers. 
3. Recognizing employees who perform safe and healthful work practices. 
4. Providing training to employees whose safety performance is deficient. 
5. Disciplining employees for failure to comply with safe and healthful work practices. 
6. OCDE is also committed to providing all necessary personal protective equipment and 

safety training to employees at no cost to the employee. 
 

 
  



SECTION V 
COMMUNICATIONS 
 
The Orange County Department of Education (OCDE) recognizes that open, two-way 
communication between management and staff on health and safety issues is essential to an 
injury-free, productive workplace.  The following system of communication is designed to 
facilitate a continuous flow of safety and health information between management and staff in 
a way that is readily understandable and encourages employees to inform management of 
workplace hazards without fear of reprisal.  The system consists of one or more of the following 
items: 
 

1. All new employees of OCDE are required to attend a new-hire orientation, which 
includes a discussion of safety and health policies and procedures. 

2. A system to solicit employees’ ideas for improving safety can be achieved by completing 
the Employee Safety and Health Concern Form set out in Appendix 1 and providing this 
document to your supervisor or OCDE’s Risk Management Coordinator.  This form can 
be used for employees to anonymously inform management about workplace hazards 
without fear of reprisal. 

3. Safety meetings are held to discuss safety items and encourage open discussion 
between employees and management. 

4. Safety trainings will be provided through dialog between trainer and trainee, safety 
videos, safety literature, hands-on examples, on-the-job training, seminars, and 
workshops. 

5. Any safety or health code violations will be posted at the work site where such 
violations occurred in accordance with the laws of the governing jurisdiction of the 
agency providing the citation. 

6. Warning signs and other indicators of a hazardous condition will also be posted at the 
work site where hazards exist in accordance with applicable laws.  
 

 
  



SECTION VI 
 
HAZARD ASSESSMENT & CORRECTION 
 
HAZARD ASSESSMENT 
 
Periodic inspections to identify and evaluate workplace hazards shall be performed by the Site 
Administrator and documented by using the Good Repair/Safety Report (Appendix 2). 
Circumstances that may trigger additional inspections may include, but are not limited to, the 
following: 
 

1. When our Injury and Illness Prevention Program was initially established. 
2. Whenever new equipment that presents a new hazard is introduced to the workplace. 
3. When periodic unscheduled safety inspections of all areas are conducted by the Risk 

Management Coordinator to assist in the maintenance of a safe and healthful 
workplace. 

4. When new, previously unidentified hazards are recognized. 
5. When occupational accidents occur, to identify and correct hazards that may have 

contributed to the accident. 
6. When permanent or part-time workers are hired or re-assigned to processes, 

operations, or tasks for which a hazard evaluation has not been previously conducted. 
 
 
HAZARD CORRECTION 
 
Unsafe or unhealthy work conditions, practices, or procedures shall be corrected in a timely 
manner based on the severity of the hazards.  Hazards shall be corrected according to the 
following procedures: 
 

1. Hazards observed or discovered by any means shall be reported to the Site 
Administrator. 

2. The Site Administrator shall submit a work order request to Maintenance and 
Operations for correction of the hazardous condition(s), identifying the work order as a 
“safety priority.” 

3. Maintenance and Operations shall conduct the requested hazard abatement and notify 
the Site Administrator when completed. 

4. If the best method of correcting the hazardous condition or practice is not apparent or 
obvious, the Site Administrator should contact the Risk Management Coordinator. 

5. When an imminent hazard exists that cannot be immediately abated without 
endangering employees and/or property, all exposed workers will be removed from the 
area except those necessary to correct the existing condition.  Workers who are 
required to correct the hazardous condition shall be provided with the necessary 
protection. 

  



SECTION VII 
 
ACCIDENT REPORTING & INVESTIGATION 
 
ACCIDENT REPORTING 
 
Employees must immediately report all injuries or near misses to their Supervisor.  In the event 
of a “serious incident,” the Supervisor will call 911 as appropriate and then notify the Risk 
Management Department at (714) 966-4059.  Following a workplace accident or illness the 
Supervisor or designee will: 
 

1. Give the Employee the DWC 1 form (Appendix 3) and complete the Supervisor’s Report 
of Injury Form (Appendix 4). 

2. If no medical treatment is required, the Supervisor will forward the Supervisor’s Report 
of Injury Form to the Risk Management Department.   

3. Upon receipt of the completed DWC 1 form from the Employee, the Supervisor or 
designee will complete the “Employer” section of the form and forward it to the Risk 
Management Department. 

4. If medical treatment is required, the Supervisor or designee will complete and give the 
Employee the Workers’ Compensation Medical Service Order form (Appendix 5) to 
receive medical attention at one of OCDE’s approved medical facilities (Appendix 6).   

5. After seeking medical attention, if the Employee is authorized to return to work, he/she 
must provide a work status report releasing him/her to return to work.  The form must 
be presented to the Risk Management Department and/or the Supervisor.  If there are 
any work restrictions, a determination will be made by the Risk Management 
Coordinator and the Supervisor whether temporary accommodations can be made or if 
modified duties are available. 

6. The Employee will return to the physician for a follow-up evaluation and a return-to-
work status. 

NOTE:   Supervisors may obtain all required forms from OCDE’s intranet website under E-Forms.  
 
ACCIDENT INVESTIGATION 
 
Investigation of workplace accidents, hazardous substance exposure, and near-accidents will be 
done by the Supervisor and will include: 
 

1. Visiting the incident scene as soon as possible. 
2. Interviewing the injured employee and witnesses regarding how the injury/illness 

occurred. 
3. Examining the workplace for factors associated with the accident/exposure/near-

accident. 
4. Determining through this investigation what corrective actions, if any, are required. 
5. Notifying the Risk Management Department at (714) 966-4022 of all reported injuries or 

illnesses. 



6. Conducting a follow-up investigation, if deemed appropriate, by the Risk Management 
Coordinator and documenting accordingly.   

 

  



SECTION VIII 
 
TRAINING AND INSTRUCTION 
 
All workers, including managers and supervisors, shall have training and instruction on general 
and job-specific safety and health practices.  Employees attending or receiving training 
mandated by this program will sign attendance sheets and actively participate in trainings.   
 
Training will be provided when: 
 

1. The program is first established. 
2. New employee orientation will include safety and health training.  This training shall be 

documented, and all documentation should be maintained in the employee’s personnel 
file. 

3. An employee is potentially exposed to new hazards. 
4. An employee is assigned to new work tasks. 
5. New chemicals, materials, equipment, or processes are introduced into the workplace. 
6. An employee’s safety performance is deficient. 

 
What training is provided: 
 

1. Explanation of the OCDE’s IIPP, Emergency Preparedness Plan, and measures for 
reporting unsafe conditions, work practices, injuries, and when additional instruction is 
needed. 

2. Potential hazards in their workplace and those specifically related to their job 
assignment. 

3. The means of minimizing potential hazards, including work conditions, safe work 
practices, and personal protective equipment. 

4. Provisions for medical services and first aid, including emergency procedures. 
 

 
  



SECTION IX 
 
RECORD KEEPING 
 
The Risk Management Department will ensure retention of the following documents at the 
Orange County Department of Education for five years: 
 

1. Site safety inspection records. 
2. Regulatory citations and Corrective Action Notices. 
3. Employee accident investigation reports. 
4. Workers’ compensation claims. 
5. Employee training records. 
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Appendix 1 
 

Employee Safety and Health Concern Form 
 
  



Employee Safety and Health Concern Form 
 

For imminent hazards or threats or emergencies, please call 911 
For non-emergency concerns, please complete and fax this form to 714-549-4812 

 
Orange County Department of Education recognizes that to maintain a safe and secure 
workplace, there must be open, two-way communication that allows employees to report all 
potentially unsafe conditions without fear of reprisal.  Please complete this form to suggest 
ideas or report an unsafe workplace condition or practice.  You can also call OCDE’s Risk 
Management Coordinator at (714) 966-4059 to report any unsafe conditions. 
 

Please describe what OCDE can do to improve safety: 
 
 
 
 
 
 
 
 

 
Please describe any unsafe workplace condition or practice: 
 
 
 
 
 
 
 
 

 
Has this matter been reported to the area supervisor?  ____Yes ____No 
 

Employee Name: (optional):                                                               Date: 
 
 
Work Area: 
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Appendix 2 
 

Good Repair/Safety Report 
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Appendix 3 
 

Workers’ Compensation Claim Form DWC 1 
 
  



 

  



 
  



 



  



 

  



Injury and Illness Prevention Program 
 
 
 
 

 
 

 
 

Appendix 4 
 

Supervisor’s Report of Injury Form 
 
  



 

  



Injury and Illness Prevention Program 
 
 
 
 

 
 

 
 

Appendix 5 
 

Workers’ Compensation Medical Service Order 
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Appendix 6 
 

Approved Workers’ Compensation Medical 
Facilities 

 
  



 


