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There are Department of Public Health (DPH) and Division of Environmental and Occupational Disease Control (DEODC) Injury and Illness Prevention Programs (IIPP). This manual defines the responsibilities of the Environmental Health Laboratory Branch (EHLB) within the Department and Division.

BACKGROUND 

Title 8 of the California Code of Regulations, Section 3203 of the General Industry Safety Orders, requires every California employer to have an effective written IIPP.  The Department's general IIPP has been incorporated in the Health Administrative Manual -- Section 8-0000 through 8-1230 (Attachment #1).  The Department’s IIPP can be accessed via http://cdphintranet/SvcProg/programs/Pages/HealthandSafety.aspx. Each supervisor and employee in EHLB needs to be familiar with and knowledgeable of the components of both the Department's general IIPP and the specific IIPP for EHLB. 
GOAL OF THE IIPP (PROGRAM)

The Program represents a specific administrative approach in providing for a safe working environment in EHLB.  This specific Program addresses unique duties, functions, or processes in the EHLB work setting.  For those parts of EHLB activities that, on a day-to-day basis operate in a general office setting, the general DHS IIPP for the Office Environment is suitable and is adopted as part of EHLB's IIPP.

SPECIFIC ELEMENTS OF THE IIPP (PROGRAM)

1.
Identification of persons in EHLB with the authority and  responsibility  for  implementing the IIPP, and the duties involved.  (See also Attachment #2 - EHLB Health and Safety Manual/Appendix A.)
1.1.
Branch Chief:  Responsible for providing a safe working environment and  accountable for the safety of employees in the Branch.  This includes participation  in the development and implementation of the Branch's IIPP. 

Responsible person:  Peter Flessel, Ph.D., Branch Chief  

1.2.
Health and Safety Officer:  Acts as liaison between Division and Branch in health and safety matters; serves on Laboratory Facilities Health, Safety and Quality Control Committee; conducts regular inspections of Branch facilities to ensure compliance with all rules and regulations; reports any unsafe conditions to Chief; in collaboration with Unit supervisors, mitigates any unsafe conditions in a timely fashion;  facilitates health and safety training of staff; implements protocols for safe handling, storage, and disposal of hazardous materials; participates in the development of the IIPP. 

Responsible person:  Kunning Zhu, Research Scientist II, Health and Safety Officer.

1.3
Health and Safety Committee:  Develops health and safety program within the Branch; serves as consultant to H&S Officer (See Attachment #2 - EHLB H&S Manual/Appendix A.)

1.4
Section Chiefs and Unit Supervisors:  Section Chiefs and Unit Supervisors are directly responsible for ensuring that a safe working environment is maintained at all times in their Sections and Units.  To this end, they inspect work areas and equipment regularly and instruct staff in healthful and safe work practices.  They cooperate fully with the H&S Officer and the Deputy in implementing the IIPP.

Responsible person(s):   See EHLB Organizational Chart (on file). 

2.
System for ensuring that employees comply with safe and healthy work practices.
Employees are instructed  in proper health and safety work practices by their immediate supervisors and are monitored for compliance with these practices by their supervisors.  Individuals who contribute to improved health and safety practices shall be recognized, in writing, for their efforts.  Should an employee fail to apply proper health and safety practices, disciplinary action shall be taken.  The appropriate disciplinary actions are described in the Department of Health Services Corrective/Adverse Action Guidelines (August 1995).

Employees shall also participate in Departmental health and safety training workshops and seminars that are appropriate to their work.  

3.
System for communicating with employees on health and safety matters.
Open communication shall be implemented through monthly briefings and by encouraging employees to call to the attention of their Supervisor and/or the Health and Safety Officer or Deputy any unrecognized hazards.  Employees shall be made aware of training programs through the distribution of program announcements to individuals and the posting of the announcements on bulletin boards located throughout the Branch. 

4.
A System of identifying and evaluating workplace hazards
An annual inspection of all EHLB facilities is conducted by the DHS Laboratory Facilities Health, Safety and Quality Assurance Committee.  In addition, to ensure compliance with current safety standards, the EHLB Safety Office staff perform periodic inspections, assisted by lab section staff, according to the following schedule:

1.
Weekly;

2.  
When new substances, processes, procedures, or equipment which present

potential new hazards are introduced into the worksite;

3.
When new, previously unidentified hazards are recognized;

4.
When occupational injuries and illnesses occur;
5.
When EHLB hires and/or reassigns permanent or intermittent staff to 




processes/operations or tasks for which a hazard evaluation has not been 



previously conducted; and,

6.
Whenever EHLB workplace conditions warrant an inspection. 
Information following the discovery of unsafe conditions within the workplace is immediately transmitted to the appropriate Unit Supervisor and Section Chief and to the Branch Chief; then, the immediate impact of the hazard on worksite staff is evaluated.  Steps are taken by all concerned to correct the unsafe condition. Deficiencies identified are addressed and mitigation measures to correct the deficiencies are documented in writing to the Committee Chairperson.  The time frame to complete the corrective action(s) is specified, according to a model protocol to be found in the EHLB Safety Office, Room G3-055. 

Previously unrecognized hazards identified by  staff and communicated to the H&S Officer, or designee, shall be investigated in a timely fashion, evaluated, and appropriately mitigated.  Investigations shall be documented in writing.  Documentation is kept on file in the Branch Office.

When a new substance, process, procedure, or piece of  equipment  is introduced to the  workplace, or a new hazard arises, appropriate safety training and educational materials are provided by the immediate supervisor and Section Chief, in collaboration with the H&S Officer or Deputy.

5.
Procedures to investigate occupational injury and illness. 

Occupational injuries, illnesses, and exposures are investigated individually by the supervisor, Section Chief, and Health & Safety Officer.   Procedures for investigating workplace accidents and hazardous substance exposures include:

1.
Visiting the accident scene as soon as is safely possible;

2.
Interviewing injured workers and witnesses;

3.
Examining the workplace for factors associated with the 




  
accident/exposure;

4.
Determining the cause of the accident/exposure;

5.
Taking corrective action to prevent the accident/exposure from 





recurring; and

6.
Recording the findings and all corrective actions taken.

All reports are summarized both quarterly and annually and then forwarded to the State Laboratory Director Department of Public Health..

Injuries or illnesses which result in loss of work time are documented and reported within appropriate time frames so as to comply with the worker's compensation program.     

6.  Method for correcting unsafe or unhealthy conditions or work  practices.
For each Section of EHLB, information gained from the investigations conducted under Program element 5 above are used to correct unsafe or unhealthy work practices in a timely manner, the time period to be specified in writing.  Employees are removed from any unsafe work area until the problem is remedied.  Actions taken are documented in writing as required and kept on file in the Branch Office.

7.
Training to instruct employees in general safe work practices and specific instruction with respect to specific hazards.

7.1
General Training.  Within ten (10) working days after an employee joins the Branch, the Health and Safety Officer or the Deputy shall provide the new employee with a copy of the Health and Safety Manual (Attachment #2) and the present document (IIPP).  The Health and Safety Officer or Deputy shall discuss the contents of the Manual with the employee. 

7.2
Special Training Intensive safety training is done when special potential problems exist. 

      7.2.1
Special provisions for training are made for employees who handle human blood specimens.  These are described in detail in Appendix P of  the Health and Safety Manual “Bloodborne Pathogen Exposure Control Plan”.  Employees who handle blood samples are also offered the opportunity to obtain Hepatitis B vaccinations (HBV). 

7.2.2
Special provisions for training are made for employees who handle
radioactive materials.  In EHLB, the only qualifying material is Nickel-63.  The specifying order for leak testing of the containment vessel, and staff training, are described in Attachment #3, Appendix O, "Leakage testing of sealed sources (including but not limited to ECDs)."

8.
Written records of training and inspections.
Written records for the following shall be kept on file for three (3) years:

· Safety inspections with full documentation of findings and steps taken for correcting unsafe conditions.

· Safety seminars and training given,  including the following information:

1.
names, phone numbers, and addresses of the training agency and names of training personnel;

2.
attending EHLB staff;

3.
effective duration for the training received and recertification date.

· Representation by EHLB designee at H&S meetings and training.

· Minutes of all H&S meetings.

· H&S communications issued by DHS management.

Note:
These written records shall be kept accessible to all staff, in Room G3-055, for view within the documented privacy limits specified by the Laboratory Chief.

Worksite Responsibility

Field Offices or Offsite Facilities

(To be completed by the Local Emergency/Safety Coordinator and filed in the IIPP binder)

Gary Gascoigne/Rick Kreutzer
LOCAL EMERGENCY/SAFETY COORDINATOR

Environmental & Occupational Disease Control/Environmental Health Lab Branch

DIVISION/BRANCH

850 Marina Bay Parkway, Richmond 94804

OFFSITE LOCATION

Managers and supervisors are responsible for implementing and maintaining the IIPP in their work areas and for answering employees’ questions about the IIPP.  A copy of the IIPP is available to each manager and supervisor and is also available on the CDHS Intranet.

COMPLIANCE

All employees, including managers and supervisors, are responsible for complying with safe and healthful work practices.  Our system of ensuring that employees comply with these practices includes one or more of the following checked practices:

Informing employees of the provisions of our IIPP.

Evaluating the safety performance of all employees.

Recognizing and/or rewarding employees whom perform safe and healthy work practices.


Providing training to employees whose safety performance is deficient.

Disciplining employees for failure to comply with emergency, safe, and healthy work practices. 

COMMUNICATION

All managers and supervisors are responsible for communicating information about occupational safety and health to all employees in a form readily understandable.  All employees are encouraged to inform their managers and supervisors about workplace hazards without fear of reprisal.

Our communication system includes one or more of the following checked items:

New employee orientations including a discussion of safety, emergency, security, and health policies and procedures.


Review of our IIPP.


Training programs.


Workstation Ergonomics.


Regularly scheduled safety meetings.


Posted or distributed safety information.

A system for employees to anonymously inform management about workplace hazards.
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