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INTRODUCTION 

 

This Injury and Illness Prevention Program (IIPP) has been developed as the cornerstone of the 

City of Milpitas (the “City”) health and safety program, in an effort to provide our employees 

with a safe and healthful working environment.  The purpose of this program is to ensure that we 

identify, evaluate, and correct occupational hazards or unsafe acts in the workplace before they 

result in employee illness or injury. 

 

At the City of Milpitas, employees are our most important asset and their well being our greatest 

responsibility.  The health and safety of every employee, as well as the public, must be primary 

in every business decision and plan. 

 

A good safety record is evidence of effective management.  The objectives of our health and 

safety programs are both humanitarian and economic.  It is our policy to do everything 

reasonable to protect our employees, the public, and our property from the result of accidents.   

 

The City of Milpitas health and safety program includes: 

 

• Providing mechanical and physical safeguards to the maximum extent possible; 

 

• Conducting health and safety inspections to find, eliminate, or control health and safety 

hazards, as well as unsafe working conditions and practices, and to comply fully with the 

health and safety standards of every job; 

 

• Training all employees in good health and safety practices; 

 

• Providing necessary personal protective equipment, and instructions for their use and 

care; 

 

• Establishing a mechanism for employees to alert management or their supervisor of 

potential or existing hazards; 

 

• Investigating accidents in a prompt and thorough manner to find the cause and, when 

possible, take action to reduce the likelihood of reoccurrence; 

 

• Establishing and maintaining a system of recognition and awards for outstanding safety 

service or performance. 

 

This procedure serves as the City’s written program for compliance with the requirements of an 

Injury and Illness Prevention Program as contained in Title 8 of the California Code of 

Regulations. 
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RESPONSIBILITIES 

 

Program Administrator: 

 

The Program Administrator, responsible for implementation and maintenance of this Injury and 

Illness Prevention Program (IIPP), for the City of Milpitas is: 

 

Name:  Emma Karlen, Chair & Carmen Valdez, Co- Chair 

 

Title:  Director of Financial Services & Acting Human Resources Director  

 

Department: Finance & Human Resources 

 

Address: 455 E. Calaveras Blvd., Milpitas, CA 95035 

 

Telephone: (408) 586-3145 & (408) 586-3086 

 

Facsimile: (408) 586-3174 &  (408) 586-3092 

 

Email:  ekarlen@ci.milpitas.ca.gov & cvaldez@ci.milpitas.ca.gov 

 

 

While all members of executive management team and the City Risk Management & Safety 

Committee, or designee are responsible for safety and health in the work place, the Program 

Administrators are directly responsible for the IIPP. The Program Administrators shall perform, 

or designate a designee to perform, the following: 

 

• Establish policy; 

 

• Review the IIPP on an annual basis and evaluate the results on a quarterly basis; 

 

• Develop and maintain the IIPP Manual and its distribution; 

 

• Maintain an occupational health and safety training program designed to instruct 

employees in general safe and healthy work practices, and with respect to hazards 

specific to each employee’s job assignment.  

 

• Provide active leadership by participation, example, and a demonstrated interest in the 

program; 

 

• Act in an advisory capacity to City staff on matters relating to the IIPP and all safety 

programs; 

 

• Investigate losses, accidents, and incidents; 
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• Compile and publish City safety statistics; 

 

• Conduct and/or act as a liaison for Citywide safety training; 

 

• Arrange for periodic safety inspections or review of City operations and facilities by the 

Risk Management & Safety Committee, or designated members and ensure 

implementation of corrective action indicated; 

 

• Inform employees of safety standards and enforce safety rules; 

 

 

• Initiate and evaluate safety programs; 

 

• Ensure that all accidents are reported, investigated, and acted upon; 

 

• Chair the Citywide Risk Management & Safety Committee.  

 

The City is committed to maintaining a safe and healthful workplace, in compliance with all 

Federal, State, and local laws.  We recognize that the responsibilities for safety and health are 

shared. 

 

To meet this commitment, the City will maintain a health and safety program conforming to the 

best practices in local government.  To be successful, such a program must embody proper 

attitudes toward injury and illness prevention on the part of supervisors and employees.  It also 

requires cooperation in all health and safety matters, not only between supervisor and employee, 

but also between each employee and her/his co-workers.  Only through such a cooperative effort 

can a safety program, in the best interest of all, be established and preserved. 

 

Managers and Supervisors: 

 

All Managers and Supervisors are responsible for implementing and maintaining the IIPP in their 

work areas and for answering worker questions about the IIPP.  A copy of this IIPP is available 

from each manager and supervisor.  

 

Management accepts the responsibilities for leadership of the health and safety program, for its 

effectiveness and improvement, and for providing the safeguards required to ensure safe 

conditions. 

 

Supervisors are responsible for demonstrating compliance with all aspects of the health and 

safety program, ensuring that all operations are performed with the utmost regard for the health 

and safety of all personnel involved, and ensuring that all employees are properly trained on 

existing and new equipment and practices. 
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Managers and Supervisors shall perform the following: 

 

• Keep informed about safety and health regulations affecting the operations that they 

supervise. 

 

• Insure that each employee completes her/his work tasks safely. 

 

• Insure that machines and equipment are maintained in a safe operating condition. 

 

• Insure that employees follow all safety and health regulations and practices. 

 

• Investigate accidents and near misses that may occur, identify the corrective action, and 

submit Safety Hazard Report and Supervisor’s Report of Employee Injury forms to the 

Finance Department and/or the Human Resources Department. 

 

• Immediately report any unsafe or unhealthy condition to the Department Head and the 

Finance Director and/or Human Resources Director. 

 

• Develop and maintain a Material Safety Data Sheet (MSDS) binder for each applicable 

area and ensure that employees know how to locate and use the information. 

 

• Develop and maintain a Job Safety Analysis (JSA) binder for each area and ensure that 

employees know how to locate and use the information. 

 

• Recommend or appoint Department / Division representatives to the Risk Management & 

Safety Committee. 

 

Employees: 

 

Employees are responsible for complying with all aspects of the health and safety program, 

including compliance with all rules and regulations, continuously practicing safety while 

performing their duties, and alerting management of hazards at the worksite. 

 

All Employees shall perform the following: 

 

• Comply with the IIPP. 

 

• Obey safety rules and established safe work practices. 

 

• Immediately correct unsafe conditions, if able to do so. 

 

• Immediately report unsafe conditions to a supervisor. 

 

• Immediately report all injuries to a supervisor. 

 

• Exercise caution in all work activities. 
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• Use good housekeeping practices. 

 

• Learn and adopt the ergonomic practices pertinent to your job duties. 

 

• Know the location of all Fire Exits and extinguishers in your Department. 

 

• Use all personal protective equipment. 

 

• Insure that all safety guards and other protective devices are in place before operating any 

equipment. 

 

• Insure that all tools and equipment are in good condition and in good working order. 

 

• When driving City vehicles, obey all traffic rules and speed limits; adjust driving style to 

weather conditions. 

 

• Know the location of Material Safety Data Sheet (MSDS) binders. 

 

City Risk Management & Safety Committee: 

 

The City Risk Management & Safety Committee accepts responsibility for primary coordination 

of Health and Safety Program activities.   The City Risk Management & Safety Committee, or 

designee shall perform the following: 

 

• Recommend safety objectives and policies for the City and its Departments. 

 

• Conduct annual safety inspections of all City facilities.  

 

• Review accident reports and make recommendations for corrective action.  

 

• Review reports and recommendations from employees on health and safety issues.  

 

• Identify health and safety training needs and make recommendations. 

 

• Provide leadership and assistance to Departmental Safety Committees. 

 

• Review Departmental safety programs for adequacy. 

 

• Hold meetings at least quarterly. 

 

 

Appendix A – City Risk Management & Safety Committee - describes the appointees, 

frequency of meetings and responsibilities of the City Risk Management & Safety Committee. 
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COMPLIANCE  

 

Senior Management is responsible for ensuring that all health and safety policies and procedures 

are clearly communicated and understood by all employees. Managers and supervisors 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. 

 

The City’s system of ensuring that all workers comply with the rules and maintain a safe work 

environment includes:  

 

• Informing workers of the provisions of the City’s IIPP;  

 

• Evaluating the safety performance of all workers; 

  

• Recognizing employees who perform safe and healthful work practices; 

 

• Providing training to workers whose safety performance is deficient;  

 

• Disciplining workers for failure to comply with safe and healthful work practices; and  

 

• Correcting unsafe conditions and work practices. 

 

 

Appendix B - Employee Code of Safe Practices - provides the City’s Code of Safe Practices 

for all employees. 
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COMMUNICATION  

 

The City recognizes that open, two-way communication between management and staff on 

health and safety issues is essential to an injury-free, productive workplace. The following 

system of communication is designed to facilitate a continuous flow of health and safety 

information between management and staff, in a form that is readily understandable and consists 

of the following items: 

 

• New worker orientation (employees, contractors, and volunteers) including a discussion 

of health and safety policies and procedures and Employee Code of Safe Practices;  

 

• Review of the City's Injury and Illness Prevention Program (IIPP); 

 

• Workplace health and safety training programs; 

 

• Regularly scheduled safety meetings for Departments and the City Risk Management & 

Safety Committee; 

 

• Effective communication of health and safety concerns between workers and supervisors, 

including translation where appropriate; 

 

• Posted or distributed safety information; 

 

• A system for workers to anonymously inform management about workplace hazards;  

 

• A Risk Management & Safety Committee that meets regularly, prepares written records 

of the health and safety committee meetings, reviews results of the periodic scheduled 

inspections, reviews investigations of accidents and exposures, makes suggestions to 

Management for the prevention of future incidents, reviews investigations of alleged 

hazardous conditions, and submits recommendations to the Program Administrators to 

assist in the evaluation of employee safety suggestions. 

 

• All Departments shall dedicate time in their regular staff meetings to discuss safety concerns 

applicable to their operations.  Such discussions are to be conducted at least quarterly.  The 

Fire, Police, and Public Works Departments shall each maintain a Departmental Safety 

Committee. 

 

The following notices are to be posted in all workplaces: 

 

• CAL/OSHA Safety and Health on the Job 

 

• City Provided Industrial Injury Care Provider 

 

• Employee Assistance Program 
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• Occupational Health and Safety Bulletins 

 

The Finance and Human Resources Department shall each keep a master Material Safety Data 

Sheet (MSDS) binder. The Fire, Police, and Public Works Departments must keep binders that 

contain MSDS for each chemical on their respective sites and provide the sheets to both the 

Finance and Human Resources.  Additional binders should be kept at every City site where 

chemicals are used or stored, with a MSDS for each. 
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HAZARD ASSESSMENT  

 

Inspections to identify and evaluate workplace hazards shall be performed periodically by the 

City Risk Management & Safety Committee.  Periodic inspections are performed according to 

the following schedule: 

 

• Annually 

 

• When new substances, processes, procedures, or equipment, which present potential new 

hazards, are introduced into the workplace; 

  

• When new, previously unidentified hazards are recognized;  

 

• When occupational injuries and illnesses occur;  

 

• When regular or temporary workers are hired and/or reassigned 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 Inspection Checklist and any other effective methods to 

identify and evaluate workplace hazards. 

 

REPORTING HAZARDS 

All employees are required to report any unsafe or hazardous conditions to their Supervisors. A 

hazard that creates an immediate danger shall be reported promptly to the Supervisor.  

Employees wishing to report a hazard that does not create an immediate danger should inform 

their supervisor and submit a "Safety Hazard Report Form". Copies of the Safety Hazard 

Report form should be sent to the Finance and Human Resources and the immediate supervisor. 

The employee should state the nature of the hazard, the location, and any details of the possible 

danger involved. 
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ACCIDENT AND EXPOSURE INVESTIGATIONS  

 

Procedures for investigating workplace accidents and hazardous substance exposures include: 

 

• Visiting the accident scene as soon as possible. 

 

• 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. 
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HAZARD CORRECTION  

 

Elimination of hazards before there is an accident is the primary goal of the Injury and Illness 

Prevention Program (IIPP).  Unsafe or unhealthy work conditions, practices, or procedures shall 

be corrected in a timely manner, based on the severity of the hazards.   Any hazard that cannot be 

corrected immediately should be brought to the attention of the Department Head for solution or 

further guidance.  Hazards will be corrected 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, all exposed workers will be removed 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; and 

  

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

appropriate forms. 

 

All records of hazards, including the Safety Hazard Report Form, shall be distributed to the 

Department Head and the City Risk Management & Safety Committee.  The City Risk 

Management & Safety Committee shall be responsible for follow-up on the action taken to 

correct the hazard.  The City Risk Management & Safety Committee will keep a record of 

reported hazards and any corrective actions taken. 

 

 

 

 



City of Milpitas  Section 8 - Training and Instruction 
Injury and Illness Prevention Program 

IIPP  Document  page 14 
Revised 4/2006 

 

TRAINING AND INSTRUCTION  

 

All workers, including managers and supervisors, shall have training and instruction on general 

and job-specific health and safety practices. Training and instruction shall be provided as 

follows: 

  

• When the IIPP is revised;  

 

• To all new hired employees; 

 

• To all workers given new job assignments for which training has not been previously 

provided;  

 

• Whenever new substances, processes, procedures, or equipment are introduced to the 

workplace and represent a new hazard;  

 

• Whenever the City is made aware of a new or previously unrecognized hazard;  

 

• To supervisors, to familiarize them with the health and safety hazards to which workers 

under their immediate direction and control may be exposed; and  

 

• To all workers, with respect to hazards specific to each employee's job assignment. 

 

Workplace health and safety practices include, but are not limited to, the following: 

 

• Explanation of the IIPP, emergency action plan, fire prevention plan, and measures for 

reporting any unsafe conditions, work practices, injuries, and when additional instruction 

is needed.  

 

• Use of appropriate clothing, including gloves, footwear, and personal protective 

equipment.  

 

• Information about chemical hazards to which employees could be exposed.  

 

• Availability of toilet, hand-washing, and drinking water facilities.  

 

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

 

In addition, specific instructions shall be provided to all workers regarding hazards unique to 

their job assignment. 
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RECORD KEEPING 

 

The Program Administrators shall keep the following records for a period of three years: 

 

• Records of hazard assessment inspections, including the name of the person 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.   

 

• Documentation of health and safety training for each worker, including name and 

employee number (where applicable), training dates, types of training, training provider, 

and grading/scoring, if applicable.   

 

Record keeping forms (Accident Investigation Report, Hazard Inspection Checklists, Hazard 

Assessment and Correction Record, and Worker Training Record) are included as appendices. 
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RISK MANAGEMENT & SAFETY COMMITTEE 

 

The City is committed to maintaining a safe and healthful workplace, in compliance with all 

Federal, State, and local laws.  To meet this commitment, the City will maintain a health and 

safety program conforming to the best practices in local government.  The City Risk 

Management & Safety Committee accepts responsibility for primary coordination of Health and 

Safety Program activities.  In addition, Department Safety Committees will continue to function 

in the Fire, Police, and Public Works departments. 

 

City Risk Management & Safety Committee 

 

The City Risk Management & Safety Committee will be comprised of representatives from the 

following Departments: 

 

♦ Building  

♦ City Clerk  

♦ Engineering   

♦ Finance  

♦ Fire   

♦ Human Resources  

♦ Information Services  

♦ Planning  

♦ Police   

♦ Public Works  

♦ Recreation  

 

The chairs of the City Risk Management & Safety Committee is the Program Administrators or 

their designee.  The Committee Chairs are responsible for scheduling and coordinating meetings. 

 

The Committee may include as many ad-hoc members as it deems necessary.  The City Risk 

Management & Safety Committee will meet at least quarterly, and as directed by the Program 

Administrators. 

 

The purpose of the Committee is to serve as the primary coordinator of Health and Safety 

Program activities for the City of Milpitas. 

 

The City Risk Management & Safety Committee shall perform the following: 

• Recommend safety objectives and policies for the City and its Departments. 

 

• Conduct annual safety inspections of all City facilities.  

 

• Review accident reports and make recommendations for corrective action.  

 

• Review reports and recommendations from employees on health and safety issues.  
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• Identify health and safety training needs and make recommendations. 

 

• Provide leadership and assistance to Departmental Safety Committees. 

 

• Review Departmental safety programs for adequacy. 

 

• Hold meetings at least quarterly. 

 

Departmental Health and Safety Committees 

 

All Departments shall dedicate time in their regular staff meetings to discuss safety concerns 

applicable to their operations.  Such discussions are to be conducted at least quarterly.  The Fire, 

Police, and Public Works Departments shall each maintain a Departmental Safety Committee. 

 

The Departmental Health and Safety Committee shall perform the following minimum 

requirements: 

 

• Provide leadership for Departmental safety programs. 

 

• Assist in promoting the objectives of the City’s Injury and Illness Prevention Program. 

 

• Conduct at least quarterly Departmental Safety Committee meetings. 

 

• Conduct periodic inspections to identify and evaluate worksite hazards. 

 

• Conduct periodic accident report reviews and develop an annual training calendar to 

evaluate and instruct employees in safe equipment use and healthy work practices. 

 

• Recommend training guidelines and identify program resources. 

 

• Encourage and regularly communicate with employees regarding health and safety 

matters. 

 

• Motivate others to adopt safe work attitudes and practices. 

 

• Maintain safety training records and provide an annual report of activities and 

accomplishments to the City Risk Management & Safety Committee. 

 

• Organize a recognition program to identify safe work practices, worksite safety 

improvements, and employee training. 

 

Record Keeping 

 

Records of hazard and safety inspections are to be developed by each Departmental Safety 

Committee and tailored to meet their specific needs.  Inspection records are to be submitted to 
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the City Risk Management & Safety Committee and kept on file by the Finance and Human 

Resources Departments. 

 

Inspection Records must include the area of inspection, date, names of those conducting the 

inspection, areas/issues reviewed, findings, and corrective actions taken.  The City Hazard 

Inspection Checklist can be used or the department can create a checklist tailored to their needs. 



City of Milpitas                    Appendix B – EMPLOYEE CODE OF SAFE PRACTICES 
Injury and Illness Prevention Program 

IIPP  Document  page 19 
Revised 4/2006 

EMPLOYEE CODE OF SAFE PRACTICES 

All Employees shall perform the following: 

 

1. Comply with the IIPP. 

 

2. Obey safety rules and established safe work practices.  

 

3. Immediately correct unsafe conditions, if able to do so.  

 

4. Immediately report unsafe conditions to a supervisor.  

  

5. Immediately report all injuries to a supervisor.   

 

6. Exercise caution in all work activities. 

 

7. Use good housekeeping practices. 

 

8. Know the location of all fire exits and extinguishers in your department. 

 

9. Learn and adopt the ergonomic practices pertinent to your job duties. 

 

10. Use all personal protective equipment. 

 

11. Insure that all safety guards and other protective devices are in place before operating any 

equipment. 

 

12. Insure that all tools and equipment are in good condition and in good working order. 

 

13. When driving City vehicles, obey all traffic rules, speed limits; adjust driving style to 

weather conditions. 

 

14. Know the location of Material Safety Data Sheet (MSDS) binders. 

 

 

GENERAL PRACTICES 

 

1. All employees will be trained on the proper use and maintenance of pertinent equipment 

and in the safe performance of her/his job duties. 

  

2. Anyone known to be under the influence of drugs or intoxicating substances that impair 

the employee’s ability to safely perform the assigned duties shall not be allowed on the 

job while in that condition. 

 

3. No one shall knowingly be permitted or required to work while the employee’s ability or 

alertness is so impaired by fatigue, illness, or other causes that it might unnecessarily 

expose the employee or others to injury.   
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4. Horseplay, scuffling, and other acts that tend to have an adverse influence on the safety 

or well being of the employees shall be prohibited. 

 

5. Work shall be well planned and supervised to prevent injuries in the handling of materials 

and in working with equipment. 

 

6. Employees shall not enter manholes, underground vaults, chambers, tanks, silos, or other 

similar places that receive little ventilation, unless it has been determined that it is safe to 

enter. 

 

7. Employees shall be instructed to ensure that all guards and other protective devices are in 

proper places and adjusted, and shall report deficiencies promptly to a supervisor. 

 

8. Workers shall not handle or tamper with any electrical equipment, machinery, or air or 

water lines in a manner not within the scope of their duties, unless they have received 

instructions from their supervisor. 

 

9. When lifting heavy objects, the large muscles of the leg instead of the smaller muscles of 

the back shall be used. 

 

10. Footwear with thin or badly worn soles shall not be worn in areas where protective 

footwear is required. 

 

11. Materials, tools, or other objects shall not be thrown from buildings or structures until 

proper precautions are taken to protect others from the falling objects.  

 

For further Health and Safety information, please consult with your supervisor and review the 

City of Milpitas Injury and Illness Prevention manual. 

 

EMPLOYEE CODE OF SAFE PRACTICES – Acknowledgement 

 

I have read the Employee Code of Safe Practices.  I understand that I am to review the Code and 

if I require assistance in understanding the information or have questions or concerns, I should 

contact my immediate supervisor, or the Human Resources Department at 586-3090. 

 

 

Name:           

(Please print) 

 

Signature:          Date:      

 

 

HR Representative:         Date:      
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