[image: image1.jpg]S
Strategies

to Support Families & Communities





ACME Family Resource Center

Injury and Illness Prevention Program

Policy

Acme Family Resource Center will institute and administer a comprehensive and continuous occupational Injury and Illness Prevention Program (IIPP) for all employees. The health and safety of the individual employee, whether in the facility or office, takes precedence over all other concerns. Management’s goal is to prevent accidents, to reduce personal injury and occupational illness, and to comply with all safety and health standards.

I.
Responsibility
The Program Administrator, 
, is responsible for the overall management and administration of the Injury and Illness Prevention Program. Each Supervisor is responsible for implementing the IIPP in his/her work area. A copy of the IIPP shall be available from each Supervisor. Questions regarding the program should be directed to him/her.

II.
Employee Compliance

Employees who follow safe and healthy work practices will have this fact recognized and documented on their performance reviews. Employees who are unaware of correct safety and health procedures will be trained or retrained as described in Section VI.

Willful violations of safe work practices may result in disciplinary action in accordance with company policies.

III.
Communication

Matters concerning occupational safety and health will be communicated to employees by written documentation, staff meetings, formal and informal training and posting. Communication from employees to supervisors and/or the safety representatives about unsafe or unhealthy conditions is encouraged and may be verbal or written, as the employee chooses. The employee may use the “Report of Safety Hazard” form and remain anonymous.

There shall be no retaliation against any employee for reporting hazards or potential hazards or for making suggestions related to safety.

The results of the investigation of any employee safety suggestion or report of hazard will be distributed to all employees affected by the hazard or shall be posted on appropriate bulletin boards.

IV.
Inspections

Each supervisor and/or safety representative will conduct an inspection/investigation to identify unsafe work conditions and practices:

1. Quarterly in all work areas; and

2. Whenever new substances, processes, procedures or equipment are introduced into the workplace that represent a new occupational safety and health hazard; and

3. Whenever the Supervisor/Safety Representative is made aware of a new or previously unrecognized hazard.

The “Hazard Checklist” or “Hazard Assessment” form shall be used to document these inspections/investigations.

V.
Injury and Illness Investigation

Occupational injuries and illness will be investigated in accordance with established procedures, and this investigation will be documented.

VI.
Correction of Unsafe or Unhealthy Conditions

Whenever an unsafe or unhealthy condition, practice, or procedure is observed, discovered, or reported, the Program Administrator or designee will take appropriate corrective measures in a timely manner based upon the severity of the hazard. Employees will be informed of the hazard and interim protective measures taken until the hazard is corrected.

Employees may not enter an imminent hazard area, without appropriate protective equipment, training, and the prior specific approval of the Program Administrator or designee.

VII.
Training

A. The Program Administrator or designee shall assure that supervisors receive training to familiarize them with the safety and health hazards to which employees under their immediate direction and control may be exposed.

B. It is the responsibility of supervisors to assure that those under their direction receive training on general workplace safety as well as specific instructions with regard to hazards unique to any job assignment.

This training is provided:

1. To all employees and those given new job assignments for which training has not previously been received. The “Employee Safety Checklist” should be used to document this training.

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

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

When a supervisor is unable to provide the required training, he/she should request such training be given to the employee by notifying the Program Administrator or designee. The “Request for Training” form should be used.

VIII.
Record Keeping
The Program Administrator or designee shall keep records of inspections, including the name of the person(s) conducting the inspection, the unsafe conditions and work practices that have been identified, and the action taken to correct the identified unsafe conditions and work practices. These records shall be maintained for one (1) year.

Exception: Employers with fewer than ten employees may elect to maintain the inspection records only until the hazard is corrected.

The Program Administrator or designee shall also keep documentation of safety and health training attended by each employee, including employee name or other identifier, training dates, type(s) of training, and training providers. This documentation shall be maintained for three (3) years.
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