APPLICABLE HUMAN RESOUCE LAWS BY COMPANY SIZE

One or More Employees

SAMPLE SB 198 PROGRAM
Employee safety is of paramount importance to the company. In keeping with its commitment to safety in the workplace, the company has established this Injury and Illness Prevention Program (the "IIPP") to explain its safety policies and procedures. Some of the key features of the program are summarized below:
1. Responsibility for Administration: The individual with principal authority and responsibility for implementing and administering the company’s IIPP is Mary Smith, the Acting Safety Director. This person is referred to as the "IIPP Administrator" in this IIPP statement.
2. Need for Compliance: All employees are required to comply with the company’s safety and health policies and practices. This includes employees at every level and in all positions within the company. Performance evaluations take into consideration all aspects of an employee’s performance, including the employee’s compliance with the company’s safety standards. Consequently, strict adherence to the company’s safety standards and legal obligations concerning safety will be viewed positively in an evaluation. In the same manner, employees who fail to promote the interests of safety and health in the work place may be viewed negatively in an evaluation. In addition, violations of safety standards or conduct that shows either a disregard for safety concerns or negligent or reckless conduct may result in disciplinary action. In this regard, it should be remembered that the employment relationship is at the mutual consent of the employee and the company and can be terminated at will, at any time, either by the employee or by the company.
3. Communication: Employees will be informed of matters relating to occupational safety and health from time to time. Communications of this nature may be contained in posted notices, memos, personnel policy statements, employee newsletters, or safety guidelines. Important safety issues may also be raised at employee meetings and training programs.
Employees are, in turn, encouraged to direct any questions they have regarding safety issues or the IIPP to the IIPP Administrator. It is also the responsibility of each employee to inform his or her supervisor or the IIPP Administrator immediately of any hazard or unsafe condition in the work site. This can occur without fear of reprisal in any form. Employees can also notify the IIPP Administrator of any such hazards anonymously if they prefer to do so. This can be done either by calling the IIPP Administrator at [(510) 555-1212] and indicating that the employee does not wish to identify himself or herself or by writing to the IIPP Administrator at [Mary Smith, Safety Director, Company X, 777 Park Ave., Anywhere, California 99999].
4. Inspections: The company has adopted procedures that are designed to assist it to identify and evaluate workplace hazards, including unsafe conditions and work practices. These procedures include periodic inspections. Inspections may be scheduled at various times. In addition to the inspections that were conducted when our IIPP was first established in 1997, inspections may occur (a) when new substances, processes, procedures or equipment that represent a new occupational safety and health hazard are introduced to the workplace, and (b) when the company becomes aware of a new or previously unrecognized hazard.
5. Investigation of Injuries and Illnesses: The company will investigate occupational injuries and illnesses when and in the manner that it determines appropriate. This may involve a physical inspection of the location where an injury occurred, the circumstances that led to the injury or illness, and whether specific procedures, practices, or preventive measures could have helped to reduce or eliminate the danger or prevent the injury or illness. Such investigations may be conducted by the IIPP Administrator or a person designated by the Administrator for that purpose.
6. Correction of Unsafe Conditions: Where it is determined that an unsafe or unhealthy condition, work practice or work procedure exists, the company will take steps that it determines are appropriate under the circumstances to correct the condition, practice or procedure in a timely manner. The severity of a hazard will be considered along with other relevant factors when evaluating the most appropriate method of correcting any hazardous situation and the time frame within which the correction will be made. If an imminent hazard exists that cannot be abated immediately without endangering one or more employees or property, the company may find it appropriate to remove all exposed personnel from the area in which the hazard exists, unless they are necessary to correct the existing condition. Where employees are found necessary to correct the hazardous condition, they will be provided necessary safeguards.
7. Training and Instruction: The company will also provide training and instruction to employees under the IIPP from time to time. Such training and instruction will be provided (a) when the program is first established, (b) as part of the orientation provided to new employees, (c) to employees provided new job assignments for which training has not previously been received, (d) when new substances, processes, procedures or equipment are introduced to the workplace and represent a new hazard, (e) when the company becomes aware of a new hazard or one that was previously unrecognized, and (f) to supervisors who must be familiar with the safety and health hazards to which employees under their immediate direction and control may be exposed.
8. Records: The company will retain records of inspections and training conducted under the IIPP for the period required by law.
The objectives of the IIPP can only be fully accomplished with the cooperation of all employees. We again wish to stress the importance of safety to the company and all of its employees and urge every employee to cooperate in our goal of achieving "safety first." If you have any questions regarding the IIPP or your responsibilities with respect to workplace safety, please direct them to the IIPP Administrator.
 

Division of Occupational Safety and Health Guidelines
According to DOSH, every employer should perform an initial assessment to identify workplace security factors which have been shown to contribute to the risk of violence in the workplace. If you have one or more of the following factors present in your workplace, you should consider your workplace at potential risk of violence:
1. exchange of money;
2. working alone at night and during early morning hours;
3. availability of valued items (e.g., money and jewelry);
4. guarding money or valuable property or possessions;
5. performing public safety functions in the community;
6. working with patients, clients, passengers, customers or students known or suspected to have a history of violence; or
7. employees with a history of assaults or who have exhibited belligerent, intimidating or threatening behavior to others.
If a company has one or more of these or "other recognized indicators of violence in the workplace," then the company should perform further evaluation. The DOSH guidelines mandate the employers who are "at risk" for workplace violence must implement and maintain an effective security plan as part of the employer’s IIPP.
Division of Occupational Safety and Health Guidelines
Employers at risk must include as part of their establishment’s IIPP program:
1. A system to insure that all employees comply with work practices designed to make the workplace more secure and do not engage in threats or physical actions which may create a hazard;
2. A system to communicate with employees about security hazards including ways for employees to inform the employer of security hazards;
3. Procedures to identify security hazards including scheduled periodic inspections;
4. Procedures to investigate injuries or illnesses which arise from workplace assault or threat of assault;
5. Procedures for correcting unsafe conditions, work practices and work procedures with attention to procedures for protecting employees from retaliation for reporting threats; and
6. Training and instruction regarding how to recognize workplace safety hazards, how to prevent workplace assaults, and what to do when an assault occurs including emergency action and post-emergency procedures.
