Butte County Mosquito and Vector Control District

POLICY MANUAL

POLICY TITLE: Injury and lliness Prevention Program
POLICY NUMBER: 3020

3020.1 Program Goal and Outline. The goal of the District is to provide safe and healthful working
conditions for all of its employees. Therefore, the District will maintain a safety and health program
conforming to the best practices of agencies of this type. The District's safety and health program will include:

3020.1.1 Providing mechanical and physical safeguards to the maximum extent possible.

3020.1.2 Conducting a program of safety and health inspections to find and eliminate unsafe
working conditions or practices, to control health hazards, and to comply fully with the safety and
health standards and law for every job.

3020.1.3 Training all employees in good safety and health practices.
3020.1.4 Providing necessary personal protective equipment, and instructions for use and care.

3020.1.5 Developing and enforcing safety and health rules, and requiring that employees
cooperate with these rules as a condition of employment.

3020.1.6 Investigating promptly and thoroughly, every accident to determine its cause and correct
the problem so it will not happen again.

3020.1.7 Developing a system of recognition and awards for outstanding safety service and/or
performance.

3020.2 Program Responsibility. Although the District recognizes that the responsibility for safety and
health is shared, the District Manager shall be responsible and have full authority for implementing this policy
and the District's Injury and lliness Prevention Program.

3020.2.1 The District accepts responsibility for leadership of the safety and health program, for its
effectiveness and improvements, and for providing the safeguards required to ensure safe
conditions.

3020.2.2 Supervisory personnel are responsible for developing proper attitudes toward safety and
health for themselves and in those they supervise, and for ensuring that all operations are
performed with the utmost regard for the safety and health of all personnel involved, including
themselves.

3020.2.3 No employee will be required to work at a job he/she knows is not safe or healthful.
Employees are responsible for wholehearted, genuine operation of all aspects of the safety and
health program -including compliance with all rules and regulations - and for continuously practicing
safety while performing their duties. Any employee found not practicing safety while performing their
duties will be subject to appropriate discipline.
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3020.3 Injury and lliness Records. The District's record keeping system for its Injury and lliness
Prevention Program shall conform to Cal/OSHA standards. Records shall be used to measure and evaluate
the success of said program.

3020.3.1 A report shall be obtained on every injury or iliness requiring medical treatment. (See
also Section 3020.8.)

3020.3.2 Each injury or illness shall be recorded on the "Cal/OSHA Log and Summary of
Occupational Injuries and llinesses," Cal/OSHA Form 300A, according to its instructions.

3020.3.3 A supplementary record of the occupational injuries and ilinesses shall be prepared on
OSHA Form 5020, "Employer's Report of Injury or lliness," with the same information as in 3020.3.2,
above.

3020.3.4 Annually, the summary Cal/lOSHA Form 300A shall be prepared and posted no later than
February 1 in a place easily observable by employees. Said form shall remain posted until April 30.

3020.3.5 All records specified in this section shall be maintained in the District's files for a minimum
of five (5) years after their preparation.

3020.4 Documentation of Activities. Records shall be maintained of steps taken to establish and
maintain the District's Injury and lliness Prevention Program. They shall include:

3020.4.1 Records of scheduled and periodic inspections as required by Cal/lOSHA [California
Code of Regulations, Title 8, Chapter 4] to identify unsafe conditions and work practices. The
documentation must include the name of the person(s) conducting the inspection, the unsafe
conditions and work practices identified, and the action taken to correct the unsafe conditions and
work practices. The records are to be maintained for at least three (3) years.

3020.4.2 Documentation of safety and health training required by Cal/lOSHA [California Code of
Regulations, Title 8, Chapter 4] for each employee. The documentation must specifically include
employee name or other identifier, training dates, type(s) of training and the name of the training
provider. These records must also be kept for at least five (5) years.

3020.5 Program Communication System. Readily understandable communication shall be maintained
with all affected employees on matters relating to occupational safety and health, including provisions
designed to encourage employees to inform the District of hazards at the worksite without fear of reprisal.
Communications with employees shall include meetings, training programs, posted written information, and a
system of anonymous notification by employees about hazards.

3020.5.1 Written communications to employees shall be in a language they can understand. If an
employee cannot read in any language, said communication shall be made orally in a language
he/she can readily understand.

3020.5.2 The District's Code of Safe Practices, below, shall be posted at a conspicuous location in
the District's briefing rooms of the Oroville and Chico facilities, and shall be provided to each
supervisory employee who shall keep it readily available.

3020.5.3 Periodic meetings (at least one per quarter) of supervisory employees (Safety
Committee) shall be held under the direction of the Assistant Manager for the discussion of safety
problems and accidents that have occurred. Documentation of these meetings shall be maintained
for three years.

3020.5.4 Supervisory employees shall conduct "toolbox" or "tailgate" safety meetings, or
equivalent, with their crew(s) at least every ten working days to emphasize safety.
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3020.5.5 General employee meetings shall be conducted (at least one per quarter, preferable
monthly) at which safety is freely and openly discussed by those present. Such meetings should
be regular, scheduled, and announced to all employees so that maximum employee attendance
can be achieved. Documentation of these meeting shall be maintained for three years.
Discussions at these meetings should concentrate on:

3020.5.5.1 Occupational accident and injury history within the District, with possible
comparisons to other similar agencies.

3020.5.5.2 Feedback from employees.

3020.5.5.3 Guest speakers from the District's workers' compensation insurance carrier or
other agencies concerned with safety.

3020.5.5.4 Brief audio-visual materials that relate to the District's operations.

3020.5.6 Training programs shall be conducted when new equipment, machinery or tools are
purchased. Employees shall be instructed in the safe operation of said equipment, machinery, or
tools. Documentation of training programs shall be maintained for three years.

3020.5.6.1 New employees shall be trained by their supervisor in the safe operation of
the equipment, machinery, and tools with which they will be working prior to being
allowed to work independently. Documentation of new employee training shall be
maintained for three years.

3020.5.7 Posters and bulletins relating to and encouraging safe and healthy practices shall be
posted on a rotational basis at a conspicuous location in the District facilities.

3020.5.8 A safety suggestion box shall be maintained where employees, anonymously if desired,
can communicate their concerns to the District Manager.

3020.6 Hazard Assessment and Control. Periodic safety inspections shall be conducted to identify
existing hazards in the workplace, or conditions, equipment and procedures that could be potentially
hazardous. The inspections shall be conducted by personnel who, through experience or training, are able
to identify actual and potential hazards and who understand safe work practices.

3020.6.1 Safety inspectors will observe if safe work practices are being followed and will ensure
that unsafe conditions or procedures are identified and corrected properly.

3020.6.2 Safety inspections will be conducted at least annually. The frequency of the inspections
will depend on the operations involved, the magnitude of the hazards, the proficiency of employees,
changes in equipment or work processes, and the history of workplace injuries and illnesses.

3020.6.3 A written assessment shall be prepared after said inspections which will document
identified hazards and prescribe procedures for the elimination of same, and measures that can be
taken to prevent their recurrence.

3020.6.4 The District Manager will review written inspection reports and/or assessments and will
assist in prioritizing actions and verify completion of previous corrective actions. He/she shall also
review the overall inspection program to determine trends.

3020.7 Accident Investigation. All accidents shall be thoroughly and properly investigated by the
Assistant Manager and/or Regional Supervisor, with the primary focus of understanding why the accident or
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near-miss occurred and what actions can be taken to preclude recurrence. A written report of said
investigation shall be prepared which adequately identifies the cause(s) of the accident or near-miss occur-
rence.

3020.7.1 The investigation must obtain all the facts surrounding the occurrence: what caused the
situation to occur; who was involved; was/were the employee(s) qualified to perform the functions
involved in the accident or near-miss; were they properly trained; were proper operating procedures
established for the task involved; were procedures followed, and if not, why not; where else this or a
similar situation might exist, and how it can be corrected.

3020.7.2 The accident investigator must determine which aspects of the operation or process
require additional attention (what type of constructive action can eliminate the cause(s) of the
accident or near-miss).

3020.7.3 Actions already taken to reduce or eliminate the exposures being investigated should be
noted, along with those remaining to be addressed.

3020.7.4 Any interim or temporary precautions should also be noted. Any pending corrective
action and reason for delaying its implementation should be identified.

3020.7.5 Corrective action should be identified in terms of not only how it will prevent a recurrence
of the accident or near-miss, but also how it will improve the overall operation. The solution should
be a means of achieving not only accident control, but also total operation control.

3020.8 Code of Safe Practices.
GENERAL

3020.8.1 All employees shall follow these safe practices rules, render every possible aid to safe
operations, and report all unsafe conditions or practices to the Regional Supervisor, Assistant
Manager, Office Manager, Administrative Manager, or District Manager.

3020.8.2 Supervising employees shall insist on employees observing and obeying every rule,
regulation, and order as is necessary for the safe conduct of the work, and shall take such action as
necessary to obtain observance.

3020.8.3 Anyone known to be under the influence of drugs or intoxicating substances which impair
the employee's ability to safely perform the assigned duties shall not be allowed on the job while in
that condition, and will be subject to the discipline specified in Policy #7190.

3020.8.4 Horseplay, scuffling, and other acts which tend to have an adverse influence on the
safety or well-being of the employees shall be prohibited.

3020.8.5 Work shall be well planned and supervised to prevent injuries in the handling of materials
and in working together with equipment.

3020.8.6 No one shall knowingly be permitted or required to work while the employee's ability or
alertness is so impaired by fatigue, illness, or other causes that it might unnecessarily expose the
employee or others to injury.

3020.8.7 Employees shall be instructed to ensure that all guards and other protective devices are

in proper places and adjusted, and shall report deficiencies promptly to the Regional Supervisor
and/or Assistant Manager.
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3020.8.8 All injuries shall be reported promptly to the Regional Supervisor and/or Assistant
Manager so that arrangements can be made for medical or first aid treatment.

3020.9 For specific safe practices for tools, equipment, machinery, and vehicles, please see the District's
Injury lliness Prevention Program Manual.
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