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ILLNESS AND INJURY PREVENTION PROGRAM 
 
INTRODUCTION 

 
Injury and Illness Prevention Program 
The Injury and Illness Prevention Program (IIPP) is a basic written workplace safety program. Title 

8 of the California Code of Regulations section 3203, requires every employer to develop and 

implement an effective IIPP. An effective IIPP improves the safety and health in a workplace and 

reduces costs through good management and employee involvement.     
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PROGRAM OVERVIEW 

The California Code of Regulations, Title 8, Section 3203 requires that every employer shall 

establish, implement and maintain an effective Injury and Illness Prevention Program 

(Program). The Program shall be in writing and, shall, at a minimum: 

1) Identify the person or persons with authority and responsibility for implementing the 

Program. 

2) Include a system for ensuring that employees comply with safe and healthy work 

practices. Substantial compliance with this provision includes recognition of 

employees who follow safe and healthful work practices, training and retraining 

programs, disciplinary actions, or any other such means that ensures employee 

compliance with safe and healthful work practices. 

3) Include a system for communicating with employees in a form readily 

understandable by all affected employees on matters relating to occupational 

safety and health, including provisions designed to encourage employees to inform 

the employer of hazards at the worksite without fear of reprisal. Substantial 

compliance with this provision includes meetings, training programs, posting, 

written communications, a system of anonymous notification by employees about 

hazards, labor/management safety and health committees, or any other means 

that ensures communication with employees. 

4) Include procedures for identifying and evaluating work place hazards including 

scheduled periodic inspections to identify unsafe conditions and work practices. 

Inspections shall be made to identify and evaluate hazards. 

5) Include a procedure to investigate occupational injury or occupational illness. 

6) Include methods and/or procedures for correcting unsafe or unhealthy conditions, 

work practices and work procedures in a timely manner based on the severity of 

the hazard. 

7) Provide training and instruction as needed. 

Records of the steps taken to implement and maintain the Program shall include:  

1) Records of scheduled and periodic inspections required by subsection (a)(4) to 

identify unsafe conditions and work practices, including person(s) conducting the 

inspection, the unsafe conditions and work practices that have been identified and 

action taken to correct the identified unsafe conditions and work practices. These 

records shall be maintained for at least one (1) year; and 

2) Documentation of safety and health training required by subsection (a)(7) for each 

employee, including employee name or other identifier, dates, type(s) of training, 

and training providers. Documentation shall be maintained for at least one (1) year. 

California Community Foundation (CCF) meets these requirements through the implementation 
and maintenance of this Injury and Illness Prevention Program (IIPP).  This IIPP describes program 
responsibilities, a system for compliance, communication, hazard assessment and correction, 
accident investigation, training and recordkeeping. 
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RESPONSIBILITY 
 
The Director of Human Resources and Administration serves as the Injury and Illness Prevention 
Program (IIPP) administrator.  He or she has the authority and responsibility for implementing the 
provisions of this program for CCF.  In lieu of naming a single individual in this and other policies 
or procedures to receive employee reports, concerns should be communicated to the Director of 
Human Resources, but may be discussed with any member of the Leadership Team in his/her 
absence.  All managers, supervisors and lead personnel are responsible for implementing and 
maintaining the IIPP in their work areas and for answering employee questions about the 
Program.  
 
A copy of this IIPP is available in the California Community Foundation office at  
221 S. Figueroa St., #400, Los Angeles CA 90012.   
 
 
COMPLIANCE 
 
CCF is responsible for ensuring that all safety and health policies and procedures are clearly 
communicated and understood by all employees. Leadership and Management Teams are 
expected to enforce the rules fairly and uniformly. All employees are responsible for using safe 
work practices, for following all directives, policies and procedures, and for assisting in 
maintaining a safe work environment. 
 
Our system of ensuring that all employees, including supervisors and managers, comply with work 
practices that are designed to make the workplace more secure, and do not engage in threats of 
physical actions which create a security hazard for others in the workplace include: 
 

 Informing employees, supervisors and managers of the provisions of our IIP 
program. 

 Evaluating the performance of all employees in complying with our foundation’s 
security measures. 

 Providing training and/or counseling to employees whose performance is 
deficient in complying with safe work practices. 

 
 
COMMUNICATION 
 

CCF recognizes that to maintain a safe, healthy and secure workplace, we must have open, two-

way communication between all community foundation employees, on all workplace safety, 

health and security issues, without fear of reprisal.  Our communication system consists of the 

following: 

 New employee orientation, including a discussion of site-specific safety and 

health policies and procedures. 

 Inclusion of the IIPP in all Safety and Wellbeing Program Handbooks, 
distributed to all employees. 

 Follow-through by Human Resources and Administration to ensure 

effectiveness. 
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 Workplace-specific safety and health training and annual drills. 

 Safety meetings held at least annually and more frequently as deemed 

necessary by the creation of hazards or occurrence of injuries and illnesses. 

 Effective written communication of safety and health concerns between 

employees and supervisors. 

 Posted and distributed safety information. 

 A read-only copy of the IIPP will be saved in the network “S drive” in the 
Administration & HR folder so that it may be accessed by any employee from 
his/her desk. 

 A system for workers to anonymously inform management about workplace 

hazards without fear of reprisal by providing information to Human Resources 

and Administration staff. 

 
HAZARD ASSESSMENT 

 
The Director of Human Resources and the Office Manager will, with the assistance of 
Management Team and staff, monitor the suite for potential safety and security hazards on an 
ongoing basis.  Periodic inspections to identify and evaluate workplace hazards shall be performed 
by the Office Manager, according to the following schedule: 
 

 At least semi-annually prior to beginning of the shifts. 

 When new substances, processes, procedures or equipment that present 

potential new hazards are introduced into our workplace; 

 When new, previously unidentified hazards are recognized; 

 When occupational injuries and illnesses occur; 

 When we hire and/or reassign permanent or intermittent employees to 

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

previously conducted; and 

 Whenever workplace conditions warrant an inspection. 

Periodic inspections consist of identification and evaluation of workplace hazards utilizing 
applicable sections of the Hazard Assessment Checklist and any other effective methods to 
identify and evaluate workplace hazards. 
 
 
INCIDENT INVESTIGATIONS 

 
Any incidents of workplace violence or injury must be immediately reported to the Director of 
Human Resources (or Office Manager or member of Leadership Team in his/her absence) so that 
we may comply with OSHA and other mandated recordkeeping.  Investigation of workplace 
accidents, hazardous substance exposures and near-accidents will include: 
 

 Visiting the scene as soon as possible. 

 Providing needed medical attention and completing Worker’s Compensation 

paperwork as necessary.   

 Interviewing affected employees and witnesses. 
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 Examining the workplace for factors associated with the 

accident/exposure/near-accident. 

 Determining the causes of the accident/exposure/near-accident. 

 Taking corrective action to prevent the incident from reoccurring. 

 Recording the findings and corrective actions taken on the OSHA Form 301. 

HAZARD CORRECTION 

 
Hazards which threaten the safety or security of employees shall be corrected in a timely manner, 
based on severity, when they are first observed or discovered.  Employees deemed to pose a 
threat to others, who are either physically or verbally abusive, will be counseled, disciplined or 
discharged, as appropriate. 
 
When an imminent hazard exists which cannot be immediately abated without endangering 

employee(s) and/or property, CCF will remove all exposed employees from the area except those 

necessary to correct the existing condition. Employees necessary to correct the hazardous 

condition shall be provided with the necessary protection.   

All such actions taken and dates they are completed shall be documented on the Identified 

Hazards and Correction Record. 

 
 
 
 
TRAINING AND INSTRUCTION 

 
All employees including Leadership Team, supervisors and staff shall have training and instruction 
on general and job-specific safety and health practices as part of new-hire orientation and 
department orientation.  Additional training and instruction will be provided to all employees 
whenever management is made aware of new or previously unrecognized safety or security 
hazards.   General workplace security training and instruction may include, but is not limited to 
the following: 
 

 Explanations of this Illness and Injury Prevention Program, including measures 
for reporting any unsafe conditions, work practices, injuries, violent acts or 
threats of violence. 

 Recognition of workplace security hazards. 

 Measures to prevent workplace violence, including procedures for reporting 
workplace security hazards or threats to management. 

 Ways to defuse hostile or threatening situations. 

 Measures to summon others for assistance. 

 Floor evacuation routes. 

 Notification of building security and law enforcement when a criminal act may 
have occurred. 

 Provisions for medical services and first aid, including emergency procedures. 

 Proper housekeeping, such as keeping stairways and aisles clear, work areas 

neat and orderly, and promptly cleaning up spills. 
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Foundation-paid Medic First Aid training is made available to all staff every 2 years.  In addition, 
we provide specific instructions to all employees regarding hazards unique to their job 
assignment, to the extent that such information was not already covered in other training. 
 
 
 
RECORDKEEPING 

 
Our organization has ten or more employees and keeps records as follows: 
 

1) Records of scheduled and periodic inspections including the person(s) conducting 
the inspection, the workplace hazards (i.e., unsafe conditions and work practices 
that have been identified) and the action(s) taken to correct the identified unsafe 
conditions and work practices, are recorded on the Hazard Assessment Checklist 
and the Identified Hazards and Correction Record and the Investigation / 
Corrective Action Report. These records are maintained for at least one (1) year. 

2) Documentation of safety and health training for each employee, including the 
worker's name or other identifier, training dates, type(s) of training, and training 
providers. This documentation is maintained for at least one (1) year. 
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Injury and Illness Prevention Program for Non-High 
Hazard Employers 

This document constitutes the HUMBOLDT AREA FOUNDATION (HAF)/ WILD 
RIVERS COMMUNITY FOUNDATION (WRCF) Injury and Illness Prevention 
Program (IIPP), which meets the written program requirements of Cal/OSHA 
standard (8 CCR§3203). 
 
Title 8 of the California Code of Regulations §3203 requires certain California 
employers to develop, enforce and maintain a written IIPP. Employees should be 
aware of their company’s IIPP and have access to a written copy of the plan at 
each worksite, or at least at a central workplace if job sites change frequently. This 
plan meets all required IIPP elements. 
 
Company Name:  HUMBOLDT AREA FOUNDATION 
Address:   373 INDIANOLA ROAD, BAYSIDE, CA 95524 
Telephone Number: 707-442-2993 
 
Affiliate Name: WILD RIVERS COMMUNITY FOUNDATION 
Address:   879 J Street, Suite 1, Crescent City, CA 95531 
Telephone Number: 707 
 
1. Management Approval and Persons Responsible 
 
Adoption: This IIPP is hereby approved and supersedes any previous program that 
has been in effect since July 1, 1991. 
 
 
_______________________________________ 
 ____3/31/11________________ 
Signature of Management Official    Date 
 
 
Patrick Cleary        Executive 
Director____________ 
Printed Name       Title 
 
 
The person listed below is the IIPP administrator and is responsible for 
implementing this IIPP: 
 
 
Deborah Downs       Director of 
Administration____ 
Name         Title 
 
Other persons may assist the above-named person as designated by 
management or the responsible person. 
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2. Safety Policy Statement 
 
It is our Company policy to provide a safe and healthful workplace. Every employee is 

responsible for his/her safety, as well as the safety of others in the workplace. To achieve 

our goal of maintaining a safe workplace, everyone must be safety conscious at all times. 

To comply with California law, and to promote the concept of a safe workplace, this 

Company maintains an IIPP. The IIPP is available for employee and/or employee 

representative review at the following work locations: 

 
• 376 Indianola Road, Bayside, CA 95524 
• 373 Indianola Road, Bayside, CA 95524 
• 461 Indianola Road, Bayside, CA 95524 
• 879 J Street, Suite 1, Crescent City, CA 95531(WRCF) 

 
 
 
3. Elements Included in this IIPP 
 
Injury and Illness Prevention Program Requirements: This IIPP includes all of the 
following minimum elements consistent with the IIPP standard as contained in 8 
CCR §3203 and other applicable Cal/OSHA standards: 
 

• A system to identify, correct and prevent safety and health hazards 
 

• Periodic scheduled inspections 
 

• Investigation of injuries, illnesses and accidents 
 

• Employee safety training 
 

• Communication with employees regarding safety and enforcement of safety 
rules 
 

• Recordkeeping consistent with applicable requirements 
 

Other Mandatory Cal/OSHA Standards: This IIPP includes information that 
addresses certain standards that apply to all employees: 
 

• Emergency Action Plan, including medical emergencies 
 

• Fire Prevention Plan, including fire emergency planning 
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• Hazard Communication Program 
 
 
 
 
 
 
 

 
4. Communication of and Compliance with Safe Work Practices 
 
Employees at all levels of employment must comply with safe work practices. Our 
Company has a system in effect to communicate with employees about health and 
safety and to assure compliance with safe work practices. The IIPP administrator 
will make certain that effective employee communication is maintained through the 
following methods: 

• Periodic safety meetings. 
 

• Explanation of the IIPP and its procedures to new employees through a new 
employee orientation program. 

 
• Employee safety suggestions and questions (including anonymous ones) 

are provided with responses and considered by management. 
 

• Safety information is posted regularly in an obvious place. 
 

• One-on-one counseling. 
 

• Hazard Communication Information Summary is made available to all 
affected employees. 

 
Employee Communication: Our Company uses communication methods that are 
readily understandable by all workers, and we encourage employees to report 
workplace hazards without fear of reprisal. 
 
Upon hiring, we identify employees with special communication needs and 
address those needs so that every employee understands the company safety 
policy, compliance methods and failure-to-comply disciplinary actions. 
 
Employee Compliance: Our Company requires employees to comply with safe 
work practices and we recognize individuals who adhere to the safety policies. If 
we observe non-compliance, we will use the following disciplinary measures, as 
appropriate, to assure future compliance. The disciplinary method used shall 
match the severity and 
frequency of the safety policy violation. 
 

• Private counseling by the IIPP administrator or the violating employee's 
supervisor. 
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• Loss of incentives, negative effect on performance evaluation and similar 

personnel actions. 
 

• A written warning or warnings. 
 

• Suspension or termination. 
Documentation of Safety Communications and Enforcement: Our Company 
documents each instance of employee communication regarding the safety policy, 
using one of the following techniques: 
 

• Recording Safety meeting attendees on a Training Sign-in Sheet, which is 
saved and filed. 
 

• Maintaining written employee safety suggestions or questions on file, along 
with our response, including information on how we provided the response 
to employees. 
 

• Documenting actions taken to enforce compliance with safe work practices 
that exceed verbal counseling in the employee's personnel record by the 
IIPP administrator. 

 
5. System to Identify, Correct and Prevent Safety and Health Hazards 
 
Hazard Identification: This IIPP's system to identify safety and health hazards 
includes: 
 

• Using information from Cal/OSHA standards and other relevant material in 
this program to discover any potential hazards in the workplace. 
 

• Identifying potential hazards by investigating injuries, illnesses and 
accidents using the Accident Injury and Illness Investigation Form. 
 

• Identifying and preventing repetitive motion injuries using the Hazard 
Prevention Data Sheet: Ergonomics Safety. 

 
• Considering information provided by employees. 

 
• Conducting periodically scheduled inspections using the following 

checklists, as applicable: 
o Inspection Checklist for General Work Spaces and Surfaces 

 
o Fire Prevention Checklist 

 
o Ergonomics Checklist: Computer and Keyboard Issues 

 
o Ergonomics Checklist: Hand Tool Use 
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o Ergonomics Checklist: Manual Handling 
 

o Ergonomics Checklist: Task/Work Methods 
 

o Ergonomics Checklist: Workstation Layout 
Prevention of Hazards: Hazard inspections shall be performed: 
 

• At the time this IIPP was established. 
 

• Whenever new potential hazards are introduced to the workplace. 
 

• Whenever previously unrecognized hazards are identified. 
 

• Whenever injuries or illnesses occur. 
 

• Whenever new permanent or seasonal employees are hired or reassigned 
to areas where potential hazards exist. 
 

• Whenever warranted. 
 

Documentation of Inspections: The person inspecting the area will complete a 
Hazard Assessment and Correction Record, recording the inspection date, the 
area inspected, any observed hazards or deficiencies and corrective action taken. 
If no deficiencies are noted, the inspector shall so indicate. 
 
Hazard Correction: Our Company assures compliance with any applicable 
Cal/OSHA standard to address hazards covered by such standards. In addition, 
any unsafe or unhealthy condition or work practice we discover will be corrected in 
a timely manner, based on the following: 
 

• If the discovered hazard may cause impending injury or illness, employees 
shall be removed from the area, source of exposure or unsafe equipment 
until the hazard is corrected. Only those employees wearing protective 
equipment and trained to correct the hazard will be admitted to the affected 
area or participate in the correction. 

 
• If the hazard is one that is easily abated, it shall be corrected immediately. 

 
• Other hazards shall be corrected in a timely manner. 

 
Hazard abatement will be documented on the related Hazard Assessment and 
Correction Record. 
 
 
6. Investigating Injuries, Illnesses and Accidents 
 
Policy and Responsibility: Our Company will investigate injuries, illnesses or 
accidents to determine if any preventable safety or health hazard contributed to 
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the incident. The IIPP administrator will conduct, or appoint a responsible person 
to conduct, the investigation within a timely manner. The investigation will include: 
 

• Interviewing injured workers and witnesses. 
 

• Examining the workplace for factors associated with the accident/exposure. 
 

• Determining the cause of the accident/exposure. 
 

• Taking corrective action to prevent the accident/exposure from recurring. 
 

• Recording the findings and corrective actions taken. 
 
Serious Injury or Death: If a reportable serious injury or death results, the IIPP 
administrator will assure that a report is made to Cal/OSHA within eight hours 
using the Serious Incident Report Fax. 
 
Documentation of Investigation: Our Company will document each investigation of 
an injury, illness or accident to indicate information about the incident, the 
investigation's finding, whether a workplace hazard contributed to the incident, how 
the hazard will be abated and who the investigator was. 
 
We document investigations using the Accident, Injury and Illness Investigation 
Form. If a recordable injury occurs, we document with the Injury and Illness 
Incident Report (Cal/OSHA Form 301). 
 
 
7. Safety Training for Employees 
 
Policy and Responsibility: Our Company provides employees training in safe work 
practices and prevention of injuries and illnesses: 
 

• When the IIPP was first established 
 

• When an employee is hired or reassigned, prior to exposure to any potential 
hazards 
 

• Whenever new substances, processes, procedures or equipment are 
introduced to the workplace that represent a new hazard 
 

• Whenever we are made aware of a new or previously unrecognized hazard 
 
We also provide training to supervisors to familiarize them with the safety and 
health hazards to which workers under their direction may be exposed. We track 
all individual training activity with the Worker Training and Instruction Record. 
 
 
Training includes, but is not limited to: 
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• Implementation and maintenance of the IIPP Program. 

 
• Emergency Action and Fire Prevention Plans. 

 
• Provisions for medical services and first aid, including emergency 

procedures. 
 

• Prevention of musculoskeletal disorders, including proper lifting techniques. 
 

• Proper housekeeping, such as keeping stairways and aisles clear, work 
areas neat and orderly and promptly cleaning up spills. 
 

• Prohibiting horseplay, scuffling or other acts that tend to adversely influence 
safety. 
 

• Proper storage to prevent stacking goods in an unstable manner and 
storing goods against doors, exits, fire extinguishing equipment and 
electrical panels. 
 

• Proper reporting of hazards and accidents to supervisors. 
 

• Hazard communication, including worker awareness of potential chemical 
hazards and proper labeling of containers. 
 

• Proper storage and handling of toxic and hazardous substances, including 
prohibiting eating or storing food and beverages in areas where they can 
become contaminated. 
 

• Heat illness prevention as required by Cal/OSHA standards. 
 
The IIPP administrator is responsible for assuring employee training is provided 
and documented. Supervisors and other chosen employees may be designated to 
assist with training. 
 
Documentation of Training: Our Company documents training as follows: 
 

• The Worker Training and Instruction Record documents the employee's 
training status, including that IIPP training was provided and when 
additional training was received for new hazards, new assignments or to 
meet refresher training requirements. This form is kept in each employee's 
personnel record. 
 

• The Training Sign-up Sheet documents group training sessions by 
indicating the date, subject of the training, the name of the trainer and 
attendees. This form is used to update individual Worker Training and 
Instruction Record forms. 
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• The Individual Training Certificate documents individual training and is kept 
in the employee’s personnel file. This form is used to update individual 
Worker Training and Instruction Record forms. 

 
 
8. Recordkeeping and Posting Requirements 
 
Policy and Responsibility for IIPP Recordkeeping: The IIPP administrator 
maintains records that document IIPP implementation. The following records will 
be maintained for the period indicated, at a minimum: 
 

IIPP Records 
Time Period 
Maintained 

The Written IIPP Indefinitely 

OSHA Log 300 Forms 5 years 

Inspection Forms 1 year 

Investigation Forms 1 year (if a Log 
300 injury, 5 
years) 
 

Employee Training Forms: 
• Personnel Records 
• Training Sign-up Sheets 
 

Duration of 
employment 
1 year 
 

Records Relating to Employee Communication and 
Enforcement 
• Safety Meeting Sign-up Sheets 
• Employee Suggestion/Question and Responses 
• Disciplinary Actions 

3 years 
3 years 
3 years 
 

All Other Safety Records other than those Subject to the 
Access Standard 

3 years 
 

Employee Exposure Records (Subject to §3204) Duration of  
employment 
plus 30 years 
 

 

Poster Policy: Our Company posts all posters required by federal and state 
occupational safety and health and labor laws and regulations in the workplace. 
 
 
9. Maintaining the Injury and Illness Prevention Program 
 
Reviewing and Updating the IIPP: The IIPP administrator will periodically review 
this IIPP, verify effective implementation of each program element and make any 



                          Page 20 of 21 

necessary changes. He or she will communicate program status and revisions to 
management and employees. 
 
New Employees: Each new hire will be subject to the IIPP. All employees 
transferred to a new job will be trained in the safety aspects of the new 
assignment. The IIPP administrator will assure that each new employee is 
included in the IIPP and will provide training on any provisions applicable to the 
new, or transferring, employee’s position. 

 

 
10. Forms 
 
Our Company uses the forms listed below to document activities connected with 
IIPP maintenance. Completed forms are 
to be filed in the location noted below. 
 

Form 
 

Form File 

Emergency Action Plan  With IIPP 

Fire Prevention Plan  With IIPP 

Hazard Communication Program  With IIPP 

Hazard Communication Information Summary  With IIPP 

Training Sign-in Sheet  With IIPP 

Hazard Prevention Data Sheet: Ergonomics 
Safety  With IIPP 

Accident, Injury and Illness Investigation Form  With IIPP 

Inspection Checklist for Work Spaces and 
Surfaces  With IIPP 

Fire Prevention Checklist  With IIPP 

Ergonomics Checklist: Computer and 
Keyboard Issues  With IIPP 

Ergonomics Checklist: Hand Tool Use  With IIPP 

Ergonomics Checklist: Manual Handling  With IIPP 

Ergonomics Checklist: Task/Work Methods  With IIPP 

Ergonomics Checklist: Workstation Layout  With IIPP 

Hazard Assessment and Correction Record  With IIPP 

Serious Incident Report Fax In employee medical files 

Worker Training and Instruction Record In employee files 

Individual Training Certificate In employee files 

Heat Illness Prevention Plan (Outdoor 
Workers) With IIPP 

 
Note: Employers with obligations to record work place illness and injuries must 
use these additional Cal/OSHA forms, available online from CalBizCentral.com or 
Cal/OSHA: 
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Cal/OSHA 
Form Number 

 
Form Name 

Cal/OSHA Form 300 Log of Work-Related Injuries and Illnesses 
 

Cal/OSHA Form 301 Injury and Illness Incident Report 
 

Cal/OSHA Form 300A Annual Summary of Work-Related Injuries and Illnesses 
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Review and Approval 
 
This Silicon Valley Community Foundation Injury and Illness Prevention Program    
(IIPP) is hereby approved and effective on this date. 
 
 
 
________________________________________________________________________ 
Don Aguilar, Vice President of Human Resources                             Date 
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Section One 
Policy Statement and Scope 
 
Silicon Valley Community Foundation has developed an Injury and Illness Prevention Program (IIPP) to 
comply with the California Department of Industrial Relations (Division of Occupational Safety and 
Health) General Industry Safety Order:  “Injury and Illness Prevention Program” Code of California 
Regulations (CCR) Title 8, Section 3203.  This regulation requires the development of a program to 
prevent accidents and injuries in the workplace.  This written program is divided into the following 
sections: 
 

 Program Responsibilities 
 Compliance 
 Employee Communication 
 Identification of Workplace Hazards 
 Training and Employee Information  
 Hazard Correction 
 Recordkeeping and Documentation 

 
The Injury and Illness Prevention Program described in this document is applicable to all community 
foundation operations.  
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Section Two 
Injury and Illness Prevention Program Responsibilities 
 
Executive Management 
Silicon Valley Community Foundation management is responsible for providing a safe, healthy and 
environmentally responsible workplace. The community foundation’s executive management staff 
recognizes this responsibility and is committed to providing the resources necessary to achieve this goal. 

 
IIPP Administrator 
The IIPP Administrator, Don Aguilar, Vice President, Human Resources, is responsible for 
implementing and maintaining the community foundation’s IIPP program. 

 
Leadership Team 
All members of the leadership team are responsible for the implementation of safety programs and 
ensuring training and communication is provided in an effort to raise the level of health and safety 
awareness of all employees. 

 
Employees 
Employees are responsible for the safety of their own actions and for monitoring the safety of operations 
around them.  Employee responsibilities include: 
 
 Completing all required health and safety training programs. 
 Following safe work practices. 
 Promptly reporting any accidents, unsafe conditions or unsafe acts to their supervisor and/or to 

human resources. 
 Being familiar with all emergency and evacuation procedures. 
 Maintaining their personal work area in accordance with appropriate housekeeping guidelines as 

outlined in the community foundation’s facilities protocols and procedures. 
 
Human Resources Department 
The Human Resource (HR) Department is responsible for: 
 
 Making health and safety training programs available to members of the community foundation 

staff. 
 Maintaining employee records pertaining to this IIPP. 
 Ensuring that all new employees receive appropriate health and safety training through New Hire 

Safety Orientation Training. 
 
A copy of this IIPP is available at:  http://svcf-sp/hr/health/default.aspx 
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Section Three 
Compliance 
 
Management is responsible for ensuring that all safety and health policies and procedures are clearly 
communicated and understood by all employees. Supervisors are expected to enforce the rules fairly and 
uniformly. 
 
All employees are responsible for using safe work practices, following all directives, policies and 
procedures, and assisting in maintaining a safe work environment. 
 
The following is our system of ensuring that all employees comply with the rules and maintain a safe 
work environment: 
 

 Informing employees of the provisions of our IIPP 
 Evaluating the safety performance of all employees 
 Recognizing employees who perform safe and healthful work practices through informal 

recognition.  
 Provide training to employees whose safety is deficient 
 Disciplining employees for failure to comply with safe and healthful work practices. The 

following outlines our disciplinary policy: 
 

Employee Disciplinary Policy 
 
At times it may be necessary for the community foundation to utilize a disciplinary process with an 
employee who has in some way violated existing policies, rules or practices.  The community 
foundation’s disciplinary policy consists of the following options, which are utilized independently 
depending on their appropriateness to the infraction: 
 
Verbal Warning: A meeting attended by the employee, their supervisor and Human Resources will be 
held. The infraction will be discussed and clarified, and any corrective action will be presented. This 
meeting will be documented and placed in the employee’s personnel file. 
 
Written Warning: A meeting attended by the employee, their supervisor, Human Resources and the 
department head will be held. The infraction, which will be documented in writing beforehand, will be 
presented, discussed and clarified with the employee, and any corrective action with associated timelines 
will be presented. The signed written warning will be placed in the employee’s personnel file. 
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Suspension: A meeting attended by the employee, their supervisor, Human Resources and the 
department head will be held. The infraction, which will be documented in writing beforehand, will be 
presented, discussed and clarified with the employee, as will the decision to suspend employment.  The 
employee will also be informed of the length of the suspension and whether it will be paid or unpaid. 
Documentation of the suspension will be placed in the employee’s personnel file. 
 
Termination: Termination will occur per the policies and practices detailed in our Employee 
Handbook. 
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Section Four 
Employee Communication 
 
It is Silicon Valley Community Foundation’s policy that there must be open, two-way communication 
between management and employees with respect to safety and health information.  No procedures or 
work practices should be implemented that impede this communication process.  The following 
represent our system of communication: 
 

 New employee orientation, including a discussion of site-specific safety and health policies and 
procedures. 

 Safety meeting held at least quarterly – more frequently as deemed necessary by the creation of 
hazards or occurrence of injuries and illnesses. 

 Posted and distributed safety information 
 Anonymous health and safety reports can be submitted in a sealed envelope to the human 

resources department 
 Employees are encouraged to report any health and safety issues or concerns to their supervisor 

using the form Employee Report and Safety Issue located in the Employee EHS Handbook.  
Supervisors, in conjunction with the human resources department, are responsible for providing 
the necessary resources to address these reports in a timely manner. 

 
The community foundation’s IIPP is designed to allow and encourage employees to communicate with 
various levels of management on health and safety issues and also to provide the necessary mechanism 
for management to keep employees informed regarding matters important to their health and safety.  
Employees have been advised that there will be no reprisals for expressing any concern, comment, 
suggestion or complaint about a safety related matter. 
 
 
.  
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Section Five 
Identification of Workplace Hazards 
 
Periodic inspections are used by Silicon Valley Community Foundation to identify unsafe conditions 
and work practices. 
 
At a minimum, inspections are performed: 
 
 Annually (during the spring). 
 Whenever new processes, procedures or office/kitchen equipment are introduced that represent the 

potential for a new hazard.  
 Whenever the community foundation is made aware of a new or previously unrecognized hazard. 
 When we hire and/or reassign regular or intermittent workers to processes, operations, or tasks for 

which a hazard evaluation has not been previously conducted. 
 Whenever workplace conditions warrant an inspection 

 
 
Periodic inspections consist of identification and evaluation of workplace hazards utilizing 
applicable sections of the community foundation’s Health and Safety Inspection Checklist located in 
Appendix 1. 
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Section Six 
Accident Investigations and Response 
 
Accident investigations are intended to determine causative or contributing factors of occupational 
injuries and illnesses and for use in determining if any action is necessary in preventing a recurrence.  
All accidents involving injury or property damage are to be investigated.  Furthermore, “near misses” 
that could have produced significant injury or damage (e.g., hospitalization, death, environmental impact 
and considerable property damage or business interruption) will also be investigated. 

 
The IIPP Administrator, in conjunction with the Chief Financial and Administration Officer, will ensure 
that corrective actions are implemented through a follow-up investigation. 
 
Investigation of workplace accidents, hazardous substance exposures and near-accidents will be done by 
Don Aguilar, Vice President, Human Resources, and will include: 
 

 Visiting the scene as soon as possible. 
 Interviewing affected employees and witnesses. 
 Examining the workplace for factors associated with the accident/exposure/near-accident. 
 Determining the causes of the accident/exposure/near-accident. 
 Taking corrective action to prevent the accident/exposure/near-accident from reoccurring. 
 Recording the findings and corrective actions taken on the Accident Injury and Illness 

Investigation Form. Located in Appendix 2 
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Section Seven 
Hazard Correction 
 
Unsafe or unhealthy work conditions, practices or procedures at our work facilities shall be corrected in 
a timely manner based on the severity of the hazards, and according to the following procedures: 
 

 When observed or discovered 
 When an imminent hazard exists which cannot be immediately abated without endangering 

employee(s) and/or property, we will remove all exposed workers from the area except those 
necessary to correct the existing condition. Workers necessary to correct the hazardous condition 
shall be provided with the necessary protection 

 All such actions taken and dates they are completed shall be documented on the Identified 
Hazards and Correction Record. Located in Appendix 3. 
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Section Eight 
Training and Instruction 
 
Silicon Valley Community Foundation will provide health and safety training and/or instruction: 
 
 To all new employees. 
 To all employees given new job assignments for which training has not been previously received. 
 Whenever new processes, procedures or office/kitchen equipment are introduced to the workplace 

and represent the potential for a new hazard.  
 Whenever the community foundation is made aware of a previously unrecognized hazard. 
 
 
This training will include (but is no limited to): 
 

 Explanation of our IIPP, emergency action plan and fire prevention plan, and measures for 
reporting any unsafe conditions, work practices, injuries and when additional instruction is 
needed. 

 Provisions for medical services and first aid, including emergency procedures. 
 Proper housekeeping, such as keeping stairways and isles clear, work areas neat and orderly, and 

promptly cleaning up spills. 
 Proper storage to prevent stacking goods in an unstable manner and storing materials and goods 

against doors, exits, fire extinguishing equipment and electrical panels. 
 
 
To communicate general safety policies and rules, all employees shall read and review the community 
foundation’s Employee EHS Handbook during their initial orientation.  All employees who review this 
handbook must complete and sign the Training Documentation Form included with the manual.  
Specific policies and procedures are to be reviewed with the new employee by the human resources 
department.  The employee sign-in sheets for EHS Trainings will be maintained by the human resources 
department in an EHS Training file.  
 
 
 
 
 

 



 
 

 
 

   
  

 

12

 

 
 
 
 
Section Nine 
Recordkeeping and Documentation 
 
Inspections 
Inspection records of Silicon Valley Community Foundation work areas are kept by the human 
resources department for a period of three years, following presentation and review by a member of the 
organization’s safety committee.  

 
Training Records 
Training records for community foundation employees are kept by the human resources department for a 
period of at least three years, following successful completion of training. 

 
Accident Investigation and Reported Employee Concerns 
Accident investigation and reported employee concerns records will be kept on file by the human 
resources department for a period of three years, following investigation and review. 
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Appendix 1 
Health and Safety Inspection Checklist 

 
No. TOPIC YES NO N/A 

     
 General Office Work Areas    

1 Are office work sites clean and orderly?    
2 Are work surfaces kept dry or are appropriate means taken to ensure the surfaces 

are slip-resistant? 
   

3 Are all work areas adequately illuminated?    
4 Are all spilled materials or liquids cleaned up immediately?    
5 Are all floor openings covered or otherwise guarded?    
     
 Walkways    

6 Are aisles and passageways kept clear?    
7 Are aisles and walkways marked as appropriate?    
8 Are materials or equipment stored in such a way that sharp projections will not 

interfere with the walkway? 
   

9 Are changes of direction or elevation readily identifiable?    
10 Is adequate headroom provided for the entire length of any aisle or walkway?    

     
 Workstations    

11 Are computer video display terminals (VDTs) positioned and movable to afford 
operator comfort? 

   

12 Is there excessive screen glare due to background lighting on VDT screens? Are 
filters available if requested by employees? 

   

13 Do employees complain of eyestrain or fatigue?    
14 Are keyboards moveable to allow operators to find comfortable positions?    
15 Are wrist rests and other protective devices available?    

16 Are chairs and other work station furniture capable of being adjusted to 
accommodate person dimensions and comfort preferences? 

   

17 Are any employees complaining of physical discomfort due to a workstation or 
repetitive task problem? 

   

     
 Exiting and Egress    

18 Are all exits kept free of obstructions?    
19 Are all exits marked with an exit sign and illuminated by a reliable light source?    

20 Are doors, passageways or stairways that are neither exits nor access to exits and 
which could be mistaken for exits appropriately marked "NOT AN EXIT," 
"STOREROOM" and the like? 
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No. TOPIC YES NO N/A 

21 Are exit signs provided with the word "EXIT" in lettering at least 5-inches high 
and the stroke of the lettering at least 1/2 inch wide? 

   

22 Are the directions to exits, when not immediately apparent, marked with visible 
signs? 

   

23 Are special precautions taken to protect employees during construction and 
repair operations? 

   

     

 Exit Doors    
24 Are doors that are required to serve as exits designed and constructed so that the 

way of exit travel is obvious and direct? 
   

25 Can exit doors be opened from the direction of exit travel without use of a key 
or any special knowledge or effort when the building is occupied? 

   

26 Are windows that could be mistaken for exit doors made inaccessible by means 
of barriers or railings? 

   

27 Where exit doors open directly onto any street, alley or other area where 
vehicles may be operated, are adequate barriers and warnings provided to 
prevent employees from stepping into the path of traffic? 

   

 Environmental Controls    
28 Are all work areas properly illuminated?    

29 Does the HVAC system provide at least the quantity of outdoor air required by 
the state Building Standards Code, Title 24, Part 2 at the time the building was 
constructed? 

   

30 Are inspection records retained for at least 5 years?    
31 Is the work area's ventilation system appropriate for the work being performed?    
32 Is the HVAC system inspected at least annually, and problems corrected?    

 Emergency Action Plan    
33 Is there a written emergency action plan?    
34 Have emergency escape procedures and routes been developed and 

communicated to all employees and are posted? 
   

35 Is the employee alarm system that provides a warning for emergency action 
recognizable and perceptible above ambient conditions? 

   

36 Do employees know who is responsible for reporting emergencies, during an 
emergency, and for conducting rescue and medical duties? 

   

37 Is the emergency action plan reviewed and revised periodically?    
38 Are alarm systems properly maintained and tested regularly?    
39 Are employees with medical emergency duties instructed in proper first aid and 

other emergency procedures? 
   

 Fire Prevention    
40 Is there a written fire prevention plan?    
41 Does this plan describe the type of fire protection equipment and/or systems?    
42 Are fire doors and shutters in good operating condition?    
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43 Are fire doors and shutter fusible links in place?    
No. TOPIC YES NO N/A 

44 Is proper storage practiced to minimize the risk of fire, including spontaneous 
combustion? 

   

45 Do metal guards protect sprinkler heads when exposed to possible physical 
damage? 

   

46 Is maintenance of the automatic sprinkler system assigned to responsible 
persons or to a sprinkler contractor? 

   

47 Where sprinkler systems are permanently installed, are the nozzle heads directed 
or arranged so that water will not be sprayed into operating electrical 
switchboards and equipment? 

   

48 Are employees trained in the use of fire extinguishers?    
49 Are all extinguishers serviced, maintained and tagged at intervals not to exceed 

one year? 
   

50 Are "NO SMOKING" signs posted in appropriate areas where flammable or 
combustible materials are used or stored? 

   

51 If there are outside private fire hydrants, are they flushed at least once a year and 
on a routine preventive maintenance schedule? 

   

52 If there is a fire alarm system, is it certified and tested at least annually?    
53 Is a record of required monthly checks of extinguishers maintained?    
54 Are automatic sprinkler system water control valves, air and water pressures 

checked weekly/periodically, as required? 
   

55 Are extinguishers free from obstructions or blockage?    
56 Are all extinguishers fully charged and in their designated places?    

 
Deficiencies Noted and Corrective Actions Required: 

 
Deficiency Corrective Action(s) Required

  
  
  
  
  
  
  
 
Verification of Correction of Deficiencies 
All above deficiencies are corrected except as noted: 
___________________________________________________________________________
___________________________________________________________________________ 
 
 
Date:__________     Inspector:___________________________ 
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Appendix 2 
Accident, Injury and Illness Investigation Form 
 
 
Name of individual completing the form:____________________________________  
 
1. Date and time of injury or illness:____________  
 
2. Name(s) of affected employee(s):_________________________________________  
  
3. Work area/job of affected employee(s):  
____________________________________________________________________________________
____________________________________________________________________________________ 
 
4. Nature of injury or illness: 
____________________________________________________________________________________
____________________________________________________________________________________ 
 
5. Part(s) of body affected: 
____________________________________________________________________________________
____________________________________________________________________________________ 
 
6. What workplace condition, work practice or protective equipment contributed to the incident?  
____________________________________________________________________________________
____________________________________________________________________________________ 
 
7. Was a safety rule violated? ______  
 
 If Yes, which one?____________________________________________________________________ 
____________________________________________________________________________________ 
 
8. What corrective actions will prevent recurrence? 
____________________________________________________________________________________
____________________________________________________________________________________ 
  
9. What other employee(s) may have witnessed the accident, or any event that led to the injury or 
illness?  
____________________________________________________________________________________
____________________________________________________________________________________ 
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10. Was the unsafe condition, practice or protective equipment problem corrected immediately? ______ 
 
If No, what has been done?______________________________________________________________ 
____________________________________________________________________________________ 
 
11. Until corrected, what actions have been taken to prevent recurrence in the interim? 
____________________________________________________________________________________
____________________________________________________________________________________ 
 
 
Note: Communicate the results of the investigation to affected employees, management and others 
responsible for follow-up actions. Make sure employee receives claim form in a timely manner and you 
report the incident to your carrier within five days of the incident. 
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Appendix 3 
Hazard Assessment and Correction Record 
 
  

Inspection  
Date: 

Area/Department  
Inspected: 

Inspected by: 

Unsafe Condition or Work Practice: 

Corrective Action Taken: 
 
 
 
 
Inspection  
Date: 

Area/Department  
Inspected: 

Inspected by: 

Unsafe Condition or Work Practice: 
 
 
 
 
Corrective Action Taken: 
 
 
 
 
 
Inspection  
Date: 

Area/Department  
Inspected: 

Inspected by: 

Unsafe Condition or Work Practice: 
 
 
 
 
Corrective Action Taken: 
 
 
 
 
 


