2 ‘\ SAN MATEO COUNTY @ Office of Human Resources
COMMUNITY COLLEGE DISTRICT 3401 CSM Drive San Mateo, CA 94402

A Tel: (650) 574-6555 Fax: (650) 574-6574
Injurer’s Injury/lliness Incident Report

Reset Form Print Form
Injurer's Name: Date of Injury: [Omale ClFemale
Campus: CIsky [CJcsm CIcaN [CIcHANC OFFC

Category: [_JPermanent Employee [JAdjunct Faculty CJShort-Term/Student Asst [visitor (I Student_Molunteer

Home Address: Date of Birth:
Home Telephone: Alternative Telephone: SSH#:
Description of Incident: Time of injuryl/iliness: AM/PM Incident Location:

What were you doing before the incident occurred?

How did the injury occur (give all factors of contribution to accident/object/substance directly harmed you)?

What was the injury or iliness (body part injured and type of injury)?

Witnesses Name(s):

Health Care:
Student Insurance Information: [_] Advise student to report to health center if medical claim needs to be filed.

Health Center Care Treatment:DCollege Nurse [(JFirst Aid [Jo11 DCampus Security DOther:
Care Administered by:

Employment/Volunteer Health Care:
Note: Must have Pre-designated Personal Physician in writing before the injury/illness occurred.
If pre-designation did not occur, must refer injurer to District Designated Medical Facility List for medical treatment.

Pre-designated Personal Physician or Facility / Physician Where Treatment Occurred Contact Information:

Name: Address:

Were you seen in the emergency room? Were you hospitalized overnight as an in-patient?

If no medical treatment is needed, please select the below.

] decline medical treatment at this time. Should | decide to obtain medical treatment in the future, | will notify
Human Resources and/or my supervisor. | understand that my failure to do so may cause a delay, as well
as possible denial of payment for any treatment.

Employment Information:

Department: Supervisor Name:

Job Title: Date of Hire: Time Work Started: AM/PM
Signature of Injurer: Date:

Health Center Distribution: District Office, Operations, Health Center, Instructor Please return this form to Human Resources.

This form can be used for any type of incident reporting and awareness.


hernandezi
Note
This form is to be completed by the employee. This will serve to gather information pertaining to the incident, occurrence and prevention.

Please complete this packet only if you are just notifying the District that an incident has occurred. If first aid only has occurred please complete this packet. 

If medical treatment beyond first aid has occurred, please refer to the wc new injury reporting packet.

If you have loss time or job restrictions, please refer to the wc new injury reporting packet.


COMMUNITY COLLEGE DISTRICT Tel: (650) 574-6555 Fax: (650) 574-6574

) s\ SAN MATEO COUNTY @ Office of Human Resources
3401 CSM Drive San Mateo, CA 94402
-

SUPERVISOR’S INJURY/ILLNESS INVESTIGATION REPORT FORM

Reset Form Print Form

Campus:  [ISKY [Jcsm CcaN [CICHANC OFFC

Employee Name:

Department: How Long Employed:

Job Title: Location of Accident:

Date Reported: Date & Time of Accident:

Was Employee Sent/seen by Dr? ':'YES DNO If Yes, where?

Was First Aid Given? D YES D No Was Time Lost? D YES I:l No

First Aid Given By Whom? How Many Days?

IDENTIFICATION OF THE ACCIDENT FACTORS

Injury and/or Damage:
Brief Description of Accident (What Happened):

Accident [Istruck By CFall Oinhalation [ Contact With Electrical Current
Type [] struck Against [CJRepetitive Motion |:| Ingestion |:| Exposure to Temperature Extremes
(checkone) [ _] Overextended [ caughtin/oOn/Between  [JAbsorption [_]Rubbed or Abraded

Any Witnesses? Provide Name(s):

ACCIDENT CAUSES
What Specific Act was Responsible for this Accident?

What Specific Condition was Responsible for this Accident?

REASONS - Why was the Act Committed and/or Why did the Condition Exist? (please specify on the lines below)
|:| Lack of Knowledge/Experience |:|Attitude |:| Human Limitation  [_] Condition

CORRECTIVE ACTION
What Do You Suggest be Done to Prevent a Similar Accident?

Dlnstruction / Training |:|Motivation / Discipline |:|Proper Equipment Placement DRepair/ Eliminate DRecommend to Manager
(Please Specify)

What Actions Have You Taken?

Supervisor Signature Date Administrator Signature Date

PLEASE RETURN TO HUMAN RESOURCES.


hernandezi
Note
This form is to be completed by the employee's SUPERVISOR. This will serve to gather information pertaining to the incident, occurrence and prevention.

Please complete this packet only if you are just notifying the District that an incident has occurred. If first aid only has occurred please complete this packet. 

If medical treatment beyond first aid has occurred, please refer to the wc new injury reporting packet.

If you have loss time or job restrictions, please refer to the wc new injury reporting packet.



FIRST AIDS

What is first aid? If the incident required only the following types of treatment, consider it first aid. Do
NOT record the case if it involves only:

e Visits to a doctor or health care professional solely for observation or counseling; diagnostic
procedures. Usually one time treatment only to get checked out where no only one or two
appointments was needed and no modified duty or job transfer exists.

e Using non-prescription medications at non-prescription strength;

e Administering tetanus immunizations;

e C(Cleaning, flushing, or soaking wounds on the skin surface;

e Using wound coverings, such as bandages, BandAids™, gauzepads, etc., or using SteriStrips™ or
butterfly bandages.

e Using hot or cold therapy;

e Using any totally non-rigid means of support, such as elastic bandages, wraps, non-rigid back
belts, etc.;

e Using temporary immobilization devices while transporting an accident victim (splints, slings,
neck collars, or back boards).

e Drilling a fingernail or toenail to relieve pressure, or draining fluids from blisters;

e Using eye patches;

e Using simple irrigation or a cotton swab 00 to remove foreign bodies not embedded in or
adhered to the eye;

e Using irrigation, tweezers, cotton swab or other simple means to remove splinters or foreign
material from areas other than the eye;

e Using finger guards;

e Using massages;

e Drinking fluids to relieve heat stress.

These types of incidents can be treated by the health center at each college or any of our District
Designated Facility List for treatment.

First Aids are not processed by workers compensation Administrator Sedgwick. This is to reduce our wc
cost.
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INJURY AND ILLNESS
PREVENTION PROGRAM

EMERGENCY PHONE NUMBERS

San Mateo County Community College SMCCD
3401 CSM Drive, San Mateo

All Emergencies (Fire, Police, Medical) ... 911
College of San Mateo Campus SECUIILY..........cuuuuuiiieeeeeeeeeeeiiee e e e e 574-6415
Campus Facilities Coordinator/Physical Plant.............cccoooooiiiiiiiiiiiiiieeeen 574-6577
College of San Mateo Campus Health Services ..........ccccovviiiiie e, 574-6396
Kaiser Hospital (Nearest EMergency SEerviCes) ........uuuuuiriueiiieieemieeeeeeeeeeeeeeeeeeeen. 299-2015
POIICE (SAN MALEO) .....cceiiiiiii e 522-7627
Vice-Chancellor of Facilities Planning, Maintenance & Operations.................... 574-6512
Vice-Chancellor of HUMan RESOUICES .......ccoooiiiiiiiiiiiiiii e 358-6767

Cafiada College
4200 Farm Hill Boulevard, Redwood City

All Emergencies (Fire, Police, MediCal) .........ccoovvriiiiiiiiii e 911
CaMPUS SECUILY ...ttt e e e e e e e e ettt e e e e e e e e e e e aaas e e e e e e e e e eeensnannaees 306-3420
Facilities Coordinator/Physical Plant ...........cccovvvuiiiiiiii e 306-3325
Campus Health SEIVICES.......cooiiiiiiii e 306-3309
Sequoia Hospital (Nearest Emergency ServiCes) .........uuveeriieeeeeeveeriinniiineaeeann. 369-5811
POIICE (REAWOOT CItY) ..evvuruieeeeeieeeiiiiiie et e e e e e e es 780-7100

College of San Mateo
1700 W. Hillside Blvd, San Mateo

All Emergencies (Fire, Police, MediCal)...........ccovvrriiiiiiiii e 911
CAMPUS SECUILY ..ottt e e e e ettt e e e e e e e e e e eaasa e e e e e e e e eeeenesnan e es 574-6415
Campus Facilities Coordinator/Physical Plant.............ccccvvvviiiiiiie e, 574-6577
Campus Health SEIVICES.......coooiiiiiii e 574-6396
Kaiser Hospital (Nearest EMergency SErIVICES) .....cciuuieeieriieeiiiiiiieeeeeeeeeeeiiinnnns 299-2015
POIICE (SAN MALEO) ... .ciieiiiiiie et 522-7627

Skyline College
3300 College Drive, San Bruno

All Emergencies (Fire, Police, MediCal)...........ccovvririiiiiiii e 911
CaMPUS SECUILY ...ttt e e e e e e e e et e e e e e e e e e eeaaaa e e e e e e e e eeeenennnn s 738-4199
Campus Facilities Coordinator/Physical Plant.............cccccvvvviiiiiiie e 738-4166
Campus Health SEIVICES.......coooiiiiiii e 738-4270
Kaiser Hospital (Nearest EMergency SErIVICES) .....ciiuieeeeveiiuiriiiieeeeeeeeeeeiiinnnns 299-2015
POIICE (SAN BIUNOD) ...t e e e e s 616-7100
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1 INTRODUCTION

In 1973, the state of California adopted its own safety and health program, as permitted
by the federal Occupational Safety and Health Act (OSHA) of 1970. The California
Department of Industrial Relations, Department of Occupational Safety and Health (Cal-
OSHA) establishes comprehensive occupational safety and health regulations that
protect the working women and men of California. On October 2, 1989, Senate Bill No.
198 (the Injury Prevention Program law) was enacted by the California Legislature.
SB198 reinforces CAL-OSHA Industry Safety Orders (GISO) 3203 and California Labor
Code Section 6401.7.

As incorporated into Title 8 of the California Code of Regulations (CCR), the regulation
mandates that all California employers develop an Injury and Iliness Prevention
Program (lIIPP) that details the means and methods each employer will use to ensure
the safety and health of its employees. As an expansion of the existing San Mateo
County Community College SMCCCD (SMCCD) safety practices and procedures and to
comply with state requirements, the following IIPP has been formulated.
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2 POLICY STATEMENT

It is the policy of SMCCCD to provide a safe and healthy campus environment for
SMCCCD personnel, students, and visitors and to promote safety awareness at all
levels. To help achieve this goal, the SMCCCD will promote a comprehensive IIPP that
integrates a cooperative effort of the whole campus community to identify and eliminate
unsafe conditions/ practices, to control health hazards, and to comply fully with all
applicable safety and health regulations.

As delegated by the SMCCCD, individual College deans, directors, department chairs,
managers, and supervisors shall take a leadership role in ensuring the IIPP's
effectiveness by promoting safety awareness for those they supervise and ensuring that
all operations under their control are conducted in compliance with applicable
regulations, SMCCCD policy, and this IIPP.

This IIPP shall include the identification of the persons responsible for program
implementation, the methods for identifying and evaluating hazards, and the means for
correcting unhealthy conditions and work practices in a timely manner. Safe work
practices shall be promoted through education, training and enforcement.

Each SMCCCD employee is expected to be responsible for preventing workplace

injuries/illnesses by continuously performing their job duties consistent with SMCCCD’s
safety program requirements.
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3

INJURY & ILLNESS PREVENTION PROGRAM

3.1.

AREAS OF RESPONSIBILITY

3.1.1. Vice Chancellor of Facilities Planning, Maintenance, and Operations

1. José Nuiiez, Vice Chancellor of Facilities Planning, Maintenance, and
Operations, as delegated by the Chancellor, is responsible for the
overall implementation and management of the SMCCCD IIPP and
shall:

a.

Provide guidance to SMCCCD personnel concerning I|IPP
compliance requirements;

Provide centralized monitoring of campus activities related to
implementation of the IIPP at each campus;

Ensure scheduled periodic safety inspections are performed in
compliance with regulatory requirements and assist management
staff in identifying unsafe or unhealthful conditions;

Ensure safety and health training programs comply with regulatory
requirements and SMCCCD policy;

Maintain safety and health records consistent with the requirements
of this document and regulatory mandates;

Ensure program audits, both scheduled and as required by a
process, equipment or personnel change, or by a safety program
mandate are performed;

Interpret existing or pending safety and health legislation and
recommend appropriate compliance strategies to SMCCCD
personnel; and

Conduct at least an annual review of this document and make the
current revision available all SMCCCD personnel.
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3.1.2.

3.1.3.

Vice Chancellor of Human Resources

1. Harry Joel, Vice Chancellor of Human Resources, is responsible for
supporting the employee safety training component of the IIPP by:

a. Developing procedures and job descriptions to identify employees

who work in positions that require specialized safety training;

. Assisting Deans, Directors, and Supervisors in their development of

Departmental safety training programs by providing advice,
guidance and information concerning regulatory requirements
relative to training content;

Providing other training resources such as videos, training packets,
PowerPoint presentations and on-line training materials; and

. Providing opportunities, in coordination with College Facilities

Departments, for specific training to include, but not be limited to:

i. Bloodborne Pathogens

ii. Respiratory Protection and Respirator Use
iii. Portable Fire Extinguishers

iv. CPR/First Aid

v. Fire Prevention And Response

vi. Emergency Alarm And Exit Procedures
vii. Earthquake Preparedness And Response
viii. General Safety Awareness

ix. Medical Emergencies

SMCCCD Safety Committee

1. The following are the responsibilities of the SMCCCD Safety
Committee:

a. Exercises oversight of all health and safety programs at SMCCCD;

b. Advises the Vice-Chancellor of Facilities Planning, Maintenance

and Operations and Vice-Chancellor of Human Resources on the
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adequacy of SMCCCD health and safety programs, policies, and
organization;

c. Recommends needs, priorities, and strategies to promote good
health, safety, and environmental practices at the SMCCCD
Colleges; and

d. Foster cooperation among units at SMCCCD having operational
responsibility for health and safety, and reviews and recommends
to the Vice Chancellor of Facilities Management, Maintenance and
Operations the adoption of SMCCCD policies with respect to those
health and safety matters that are not addressed by existing
administrative panels.

3.1.4. College Administrators

1. The following are the responsibilities of the College Administrators:

a. Become familiar with the IIPP and ensure its applicable and
effective implementation;

b. Be aware of all safety considerations when introducing a new
process, procedure, machine, chemical or material to the work
place or classroom;

c. Give maximum support to all programs and committees whose
function it is to promote safety and health;

d. Actively participate in safety committees as required; and

e. Review accidents to ensure that required reports are completed
and appropriate action is taken to prevent accident reoccurrence.

3.1.5. College Safety Committees
1. Each College will have a local safety committee with representation

from campus security, faculty, administration, health clinic, buildings &
grounds and office staff. They will meet on a monthly basis and report
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all findings to the College President. Topics discussed in the monthly
College Safety Committee meeting should include, but not be limited
to:

a. Work-related employee accidents, injuries, and illnesses since the
last meeting;

b. Status and results of accident/injury/iliness investigation reports for
incidents reported,;

c. Annually review and update College safety policies and Emergency
Evacuation Plan;

d. Review and make recommendations related to semester facility
and departmental inspection reports;

e. Training topics to be considered, scheduled, and available to
faculty and staff;

f. Safety promotional ideas and/or incentive programs.

3.1.6. College Department Deans, Directors, and Supervisors

1. The following are the responsibilities of the College Department
Deans, Directors, and Supervisors:

a. Become familiar with SMCCCD safety policies, programs and
procedures;

b. Develop and maintain area specific safety procedures where known
hazards or hazardous materials are present;

c. Establish clearly outlined safety responsibilities in the job
descriptions that govern their employees;

d. Ensure that each academic department using or storing hazardous
chemicals implements and maintains a site-specific Chemical
Hygiene Plan in accordance with the HAZCOM Program;
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e. Ensure that MSDSs for hazardous chemicals in use by their
respective departments are readily available to employees;

f. Ensure that all chemicals are properly labeled and stored and that
appropriate hazard warning information is contained on each label.
Labels must be in English;

g. Ensure the appropriate handling and disposal of hazardous waste
by each of their departments by requiring coordination of disposal
and waste manifesting with the SMCCCD Senior Buyer,

h. Ensure that employees who choose to or are required to wear air-
purifying respirators during work activities receive appropriate initial
and annual respirator training and participate in annual medical
evaluations to confirm that they can safely wear a respirator;

i. Maintain a current list of all chemicals used in the workspaces
under their control;

J.  Conduct an annual inventory of all chemicals present in each work
space, including total quantity on hand of each chemical, to be
submitted to the SMCCCD Senior Buyer for use in updating each
College’s Hazardous Materials Business Plan; and

k. Arrange for initial hazardous communication program and special
chemical hazard training to newly hired employees, and annual
employee training thereatfter.

3.1.7. SMCCCD Faculty and Staff

1. The following are the responsibilities of the SMCCCD Faculty and
Staff:

a. Be familiar with and comply with all applicable SMCCCD and
Departmental safety and health policies and regulations;
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3.1.8.

b. Be familiar with and comply with established and applicable safe
work practices at all times;

c. Wear appropriate safety equipment as required;

d. Maintain equipment in good condition, with all safety guards in
place when in operation;

e. Immediately report all injuries, regardless of how minor, to your
supervisor;

f. Encourage co-workers to work safely; and

g. Immediately report all unsafe conditions observed, without fear of
reprisal, to their immediate supervisor or Campus Police.

Campus Security and Health Services

1. The following are the responsibilities of the Campus Security and
Health Services:

a. Ensure that any work-related injury or illness to which they are a
responder, resulting in hospitalization or death is immediately
reported to the Vice-Chancellor of Human Resources and the Vice-
Chancellor of Facilities Management, Maintenance & Operations
(See Accident Investigation Section).

3.2. ADHERENCE TO HEALTH AND SAFETY POLICIES AND PROCEDURES.

3.2.1

College Deans, Directors and Supervisors are responsible for the
development, communication, and enformcement of written policies and
procedures related to:

1. SMCCCD and College safety policies and procedures.
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3.2.2

2.

3.

Department safety and health requirements in subject areas including
personal protective equipment requirements, employee conduct,
emergency exit procedures, Chemical Hygiene Plans, etc.

Task specific procedures that include mandatory safety requirements
for working with known hazardous materials or activities.

College Deans, Directors and Supervisors shall:

1.

Include a statement concerning adherence to health and safety
policies and procedures in each employee performance appraisal.

Take appropriate disciplinary action with any employee who fails or
refuses to follow established safety procedures.

Encourage recognition of employees who follow safe and healthful
work practices. The method of recognition shall be determined by the
department administrator.

3.3. SAFETY COMMUNICATION

3.3.1

The SMCCCD utilizes several means and methods to develop and
communicate with employees on matters related to occupational safety
and health such as:

1.

2.

Monthly SMCCCD and College Safety Committees.

Semester meetings of Academic Departmental Staff where SMCCCD
and Departmental safety programs are reviewed and safety issues
discussed.

SMCCCD Human Resources Department provision of copies of the
SMCCCD IIPP and Hazard Communication Program to new faculty
and staff during their initial employment orientation.
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4. Academic Department initial and annual site specific training to faculty
and staff regarding known Departmental physical and chemical
hazards.

5. Maintenance Department conducting monthly safety topic reviews and
specialized safety training to employees of current and relevant safety
and health issues.

6. Periodic posting of current and relevant safety and health notices on
Campus bulletin boards;

7. Providing a proactive response to direct inquiries.

3.4. HAZARD ASSESSMENT AND CONTROL

3.4.1

3.4.2

Annually, the Office of the Vice-Chancellor of Facilities Management,
Maintenance and Operations will coordinate audits of each College’s
health and safety activities to ensure compliance with this and other
applicable regulatory requirements.

Each Semester, each College Dean, Director and Supervisor shall
conduct a formal safety inspections of their respective facility, equipment
and projects to identify unsafe conditions and work practices. The
appropriate Safety Inspection Checklist (Appendix A) shall be used to
conduct the inspection. The Office of the Vice-Chancellor of Facilities
Management, Maintenance and Operations will provide assistance and
guidance on an as needed basis. Completed inspection records and any
corrective actions taken to rectify an unsafe condition(s) shall be
maintained by the appropriate Dean, Director or Supervisor for a minimum
of 3 years.

1. The inspection shall be a continuous interrupted activity and not be
mixed in during the day’s other activities.

2. The inspection should focus on unsafe practices, unsafe conditions,
defective equipment, defective tools, and poor housekeeping practices.
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3. Immediate corrective action should be taken whenever possible. If
corrective actions will require additional time, the inspector will write up
appropriate suggestions.

4. A copy of the inspection report and the recommendations should be
submitted to the Department Dean or Director and a copy should be
forwarded to the Vice-Chancellor of Facilities Planning, Maintenance
and Operations.

5. Whenever a Department adds, deletes or modifies a work task,
material/product, piece of equipment or procedure that results in
creating new or different exposure hazard(s), all affected employees
must receive training specific to that hazard(s). The training must be
provided prior to implementing the change and may be delivered by a
gualified party determined by the Department's manager or supervisor.
Documentation of the training must be kept by the department for 30
years from the date of training.

3.4.3 In addition to the periodic safety and health inspections conducted by
each Department, the SMCCCD may conduct specialized inspections.
These inspections will typically be conducted as a result of a workplace
accident or a request/complaint. Upon completion of each inspection, the
SMCCCD will provide a report, to the Department administrator, of the
observed deficiencies and recommendations for corrective action(s). The
Department administrator is responsible for completing the corrective
action(s) and returning the Notice of Corrected Violation form in Appendix
A to the SMCCCD within the required time frame.

3.5. SAFETY AND HEALTH TRAINING

3.5.1 Effective dissemination of safety information is an essential element of a
successful IIPP. It is necessary to provide employee training on general
safe work practices and specific instruction related to hazards unique to
each employee's job assignment.
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3.5.2

3.5.3

3.54

Supervisors are the primary safety trainers. However, College
Administrators, Deans, and Directors must ensure that Supervisors under
their charge are trained to recognize and abate safety and health hazards
to which their employees are exposed. Part of each College’s
Administrator, Dean, Director and Supervisor safety training responsibility
includes ensuring that their College's or Department's safety training
records are appropriately maintained by the specific college or
department. Additionally, each safety training class must be recorded on a
document at least as comprehensive as the sample Safety Training
Record Roster provided in this document (See Appendix B ).

Training and instruction which ensures that each employee is
knowledgeable about the materials and equipment they will be working
with, what known hazards are present and how they are controlled shall
be provided to:

All new employees

All employees given new job assignments for which training has not
previously been received and documented.

Whenever new substances, processes, procedures or equipment are
introduced into the workplace and represent a new hazard.

Whenever the employer is made aware of a new or previously
unrecognized hazard.

Supervisors are to familiarize themselves with the safety and health
hazards to which employees under their responsibility may be
exposed.

Training and instruction shall inform employees:

That the success of the SMCCCD'’s IIPP depends on mutual cooperation.

Of the safe work procedures required for their jobs, and how these
procedures protect them against exposure.
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3.5.5

When personal protective equipment is required or needed, how to use it
and maintain it in good condition.

What to do if emergencies occur in the workplace.

All employees must be informed and understand that:

They shall not undertake a job until they have received instructions on
how to perform it properly and safely.

They shall not undertake any job that appears to be unsafe.
Mechanical safeguards must always be kept in place.

They are to report to their immediate supervisor all unsafe conditions
encountered during work.

Any work-related injury or illness suffered, however slight, must be
reported immediately to the appropriate administrator.

Personal Protective equipment must be used when and where required,
and maintained properly.

3.6. RECORD KEEPING

3.6.1

Cal-OSHA regulations have requirements for the maintenance and
retention of records for occupations injuries and illnesses, medical
surveillance, exposure monitoring, inspections and other activities relevant
to occupational health and safety. To comply with these many
requirements, and to demonstrate that critical elements of this [IPP are
being implemented, the following records retention schedule shall be kept
by the SMCCCD:

1. The Vice-Chancellor of Human Resources shall maintain the following
records for the minimum length of time indicated below:
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Record Description Retention Period:

Notices of Safety Violations 3 years

Reports of Corrected Safety Violations 3 years

Employee safety training documents conducted by Duration of employment career
the SRMIS office.

Cal/OSHA 300 Log and Summary of Occupational 5 years
Injury and lliness

[IPP audit and inspection records 3 years

Accident Report forms 3 years

Safety postings 3 years

2. Departments shall maintain the following records for the minimum
length of time indicated below:

Record Description Retention Period
Periodic inspection records 3 years
Safety meeting agendas 3 years
Employee safety training documents Duration of employee's career
3.6.2 The applicable College or Department is responsible for maintaining these

records and must be able to present them to Cal-OSHA or other
regulatory agency if requested. IIPP audits will include a review of the
college's or department's record keeping practices.

3.7. ACCIDENT REPORTING AND INVESTIGATION

3.7.1. Definitions: First Aid vs. Medical Treatment

1. First Aid Treatment: “One-time treatment and subsequent observation
of minor scratches, cuts, burns, splinters, and so forth, which do not
ordinarily require medical care.” For example, first aid treatment
includes cleaning, bandaging, applying cold compresses, splinting to
limit movement, etc. First aid treatment must be provided in the office
or in the field.

2. Medical Treatment: “Treatment administered by a physician or by
registered professional personnel under the standing orders of a
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3.7.2.

3.7.3.

physician.” Any medical treatment must be reported to the workers’
compensation carrier.

Procedures for Injuries Requiring First Aid Treatment

1. Provide first aid treatment in the office or in the field. If unsure whether

first aid injury or not, contact your Supervisor or the SMCCCD Office of
Human Resources. Employee is to complete the Injurer’s Injury/lliness
Incident Report (Attachment B). In order to provide first aid treatment,
it is imperative for all offices to have First Aid Kits available in the office
and in each vehicle. If medical complications from a first aid treatment
develop later, such as infection, the employee can open a workers’
compensation claim through the SMCCCD Office of Human Resources
at the later date.

. The supervisor should fill out the Supervisor's Injury/lliness

Investigation Report (Appendix H-1) with the injured worker
collaboration. Forward the completed forms to your Supervisor and
the SMCCCD Office of Human Resources. Investigation of First Aid
injuries can be helpful to avoid possible major injuries in the future.

Procedures for Filing Worker's Compensation Reports (Injuries Requiring
Medical Treatment)

1. Provide first-aid immediately. If medical treatment is necessary and

injury/iliness occurs in or near the office, use the college health center.
Employee is to complete the Injurer’'s Injury/lliness Incident Report
(Attachment B). You may pre-designate in writing your personal
physician prior to an injuryl/iliness occurring. SMCCCD has “medical
control” of injured personnel treatment for the first 30 days of all
Workers Compensation claims; unless a pre-designation of personal
physician exists. If emergency medical treatment is necessary while
working on a SMCCCD campus, go to the nearest medical facility.
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2. Call the SMCCCD Office of Human Resources to file a worker’s
compensation claim. Timely 24-hour reporting is critical.

3. Your supervisor or the SMCCCD Office of Human Resources will
provide the appropriate forms and direct the injured worker to the
designated clinic.

4. The area SMCCCD Office of Human Resources will contact the
workers compensation insurance carrier per instructions from the
carrier.

5. The SMCCCD Office of Human Resources will maintain the OSHA 300
log of injuries and illnesses.

6. The employee’s Supervisor or the SMCCCD Office of Human
Resources should call the employee at home before the end of the day
to inquire how the medical appointment went, what the prognosis is.
The employee should be informed of their responsibility to keep in
touch with the office on a daily basis regarding their progress and
return to work status.

7. If upon returning from the clinic, it was determined that first aid and
diagnostic tests were the only treatment provided, it may be possible to
pay the clinic directly and not file a workers compensation claim.
Contact the SMCCCD Office of Human Resources if there is a
guestion as to whether the case is first aid only.

3.8.  ACCIDENT INVESTIGATION

3.8.1

When occupational illnesses/injuries occur, or near miss incidents with the
potential for injury or property damage occur they will be investigated by
the manager/supervisor. All recordable occupational injuries and illnesses
will be investigated. First aid cases will be investigated at the discretion of
the SMCCCD Office of Human Resources. Appropriate corrective action
will be determined during this investigation. The investigation will be
documented on the Supervisor's Injury/lliness Investigation Report
(Appendix H-1).
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3.8.2 The purpose of the investigation is to find the cause of an accident and
prevent further occurrences, not to fix blame.

3.8.3 The investigation will determine at least the following:

Who and What was directly involved in the accident.
Who and What was indirectly involved in the accident.
Where and When the accident occurred.

The cause of the accident.

Steps and procedures to prevent re-occurrence.

a bk wnNPRE

3.84 The investigation should be conducted within 24 hours of the accident or
incident or as soon as practical after the accident.

3.8.5 At the discretion of the SMCCCD Office of Human Resources, a further
investigative procedure with employee’s supervisor will be convened. This
form is shown as Appendix H-2.

3.9. WORK-RELATED VEHICLE ACCIDENT REPORTS

Report vehicle accidents to your immediate Supervisor, who will report to the
Executive Vice-Chancellor’s Office.

After reporting the accident to the claims representative, the employee should review
the Accident Report (Appendix H-3) and complete Report of District
Vehicle Accident (Attachment C).

If the vehicle accident involves injury to an employee, the supervisor with the
employee collaboration should also complete the Supervisor's
Injury/lliness Investigation Report (Appendix H-1) and the workers’
compensation new injury reporting forms with the Office of Human
Resources.
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3.10. HAZARD COMMUNICATION

3.10.1. Purpose

1. This section establishes the requirements for hazard communication
as required by 29 CFR 1910.1200 (Title 8 CCR 5194 in California). All
employees have the right to know about the hazardous materials and
operations present in their workplace.

3.10.2. Hazardous Materials Definition

1. A hazardous material is defined as having one or more of the following
characteristics:

a.

International Agency for Research on Cancer (IARC) and found to
be a carcinogen or potential carcinogen, is listed in the Annual
Report on Carcinogens published by the National Toxicity Program
(NTP) or is regulated by OSHA as a carcinogen. Example:
benzene

Corrosive -A substance that causes visible destruction of, or
irreversible alterations in, living tissue by chemical action at the site
of contact. Example: sulfuric acid

Highly Toxic - A chemical with an oral LD50 of 50 mg or less per kg
of body weight (50 mg/kg) or a skin LD50 of 200 mg or less per kg
of body weight (200 mg/kg) or a LC50 in air of 200 ppm or 2000
mg/m®, Example: Aldrin, Dieldrin (organochlorine pesticides)

Irritant - A substance, which is not corrosive, but which causes a
reversible inflammatory effect on living tissue by chemical action at
the site of contact; includes skin, eye, mucous membrane, or
respiratory irritants. Examples: sulfur dioxide - respiratory irritant,
solvents (toluene) - skin irritant

Sensitizer - A substance that causes an allergic reaction in normal
tissue after repeated exposure to the substance. Sensitizers affect
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a substantial proportion of exposed people but not all people.
Example: isocyanates

Toxic - A chemical with an oral LD50 of 50 to 500 mg per kg of
body weight or a skin LD50 of 200 to 1000 mg per kg of body
weight or an LC50 in air of 200 to 2000 ppm or 2000 to 20,000
mg/m?.

. Target Organ Effect - A chemical which has a primary toxic effect
on an organ system within the body. Examples:

i. liver - chlorinated compounds

ii. kidneys - cadmium

iii. blood-forming system - benzene

iv. central nervous system - toluene, ethylbenzene, gasoline

. Flammable - A substance with a flashpoint less than 100°.
Example: toluene

Combustible - A substance with a flashpoint greater than 100° F but
less than 200° F.

Compressed Gas - A gas contained in a tank or cylinder with
absolute pressure exceeding 40 psi.

Explosive - A chemical compound that detonates as a result of
shock or heat. Example: nitroglycerin.

Organic Peroxide - An organic compound that is a structural
derivative of hydrogen peroxide where one or both of the hydrogen
atoms have been replaced.

. Oxidizer - A substance that initiates or promotes combustion in
other materials through the release of oxygen. Examples:
peroxides, perchlorates, nitrates

. Pyrophoric - A substance that will ignite spontaneously in air at a
temperature of 130° F or below. Example: phosphorus, titanium
dichloride
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0. Water Reactive - A substance that reacts with water to release a
gas that is either flammable or presents a health hazard. Example:
Sodium.

3.10.3. Material Safety Data Sheets

1. Each Department, Laboratory, Workshop and Studio will acquire and
maintain a Material Safety Data Sheet (MSDS) for each hazardous
material they use or store.

2. Each fixed job site will maintain a MSDS for each hazardous material
used at the job site, including materials used by outside contractors
with which SMCCCD personnel may come in contact.

3. Individuals buying chemicals are expected to request an MSDS from
the manufacturer, importer, or distributor of any chemical at the time of
purchase. The MSDS will be given to the person responsible for the
Department, Laboratory, Workshop and Studio where the chemical will
be used so that they can incorporate the MSDS into their respective
Chemical Hygiene Plan and make it available to any person using the
chemical.

3.10.4. Hazardous Material Inventory

1. Each Department, Laboratory, Workshop and Studio will be required to
conduct a hazardous material inventory. The inventory is to be
updated annually and be available in their Chemical Hygiene Plan.
Each inventory will include the following information for each item of
hazardous material.

a. Common or chemical name of the material
b. Quantity on hand
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3.10.5. Labeling

1. To be in compliance with 29 CFR 1910.1200, each container of a
hazardous material must be labeled to identify the hazards of that
material. All containers should maintain the manufacturer's labeling
including hazard warnings. When small quantities of a hazardous
material are removed from larger containers, the smaller containers
must be labeled with the chemical identity and all appropriate hazard
warning information prior to issue. An exception to this is a small
guantity of a chemical that will be used during the same work shift by
the individual who did the chemical transfer.

3.10.6. Training

1. All personnel who work with, or are exposed to, any chemical material
which is deemed to be hazardous will receive appropriate training
provided by their supervisor. The following will be the minimum annual
training requirements for personnel working with hazardous materials.
Employees will also be trained on any new materials introduced into
the work place or when new information regarding existing materials
are brought to the attention of Kleinfelder.

a. Explanations of methods and observations used to detect the
presence or release of a hazardous substance in the work place.
This will include an explanation of industrial hygiene monitoring,
visual appearance or odor of chemical being released, etc.

b. The physical and/or health hazards of chemicals in the work area.

c. Steps personnel can take to protect themselves from recognized
hazards, including specific procedures that have been implemented
to protect personnel from exposure to hazardous chemicals. This
will include explanation of appropriate work practices, emergency
procedures, and personal protective equipment to be used.

d. The details of the Hazard Communication Program, including the
specifics of hazardous material labeling, Material Safety Data
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Sheets (location and how to read) and how personnel can obtain
and use appropriate hazard information.

e. Training may be conducted in several ways. Formal classroom
training, work center safety meetings, on-the-job instruction, and
printed information sheets may all be used to convey hazard
communication information.

f.  All training will be documented.

3.10.7. Non-Routine Tasks

1. Employees (for the purpose of hazard communications training) will be
trained as to the hazards of substances used as part of non-routine job
tasks, prior to performing those tasks. Non-routine tasks are those
operations performed infrequently (once or twice a year, or
periodically) or those jobs the employee has never performed before.
Each supervisor is responsible for adequately training his employees
of hazardous tasks. The specification for the job must include job
safety requirements and information regarding possible hazards.

3.10.8. Contractors

1. Subcontractors will be informed of hazardous substances used by
SMCCD at each campus to which their employees may be exposed.
The SMCCD project manager will provide contractors or
subcontractors the necessary information so the contractor can train
their employees on the hazardous substances brought onto the site by
Kleinfelder. If requested by the contractor, this information will include
applicable MSDSs. An appropriate warning should be made that the
supplied information is not all-inclusive and that many job hazards are
due to the nature of the contractor's business.
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