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1.1 Policy 
 
San Francisco State University is committed to providing a safe and healthful environment for 
the campus community. SF State has established this written Injury and Illness Prevention 
Program (IIPP) in accordance with Title 8, California Code of Regulations, Section 3203, of the 

General Industry Safety Orders1. The University’s IIPP includes the following elements: 
 

• Authority and Responsibilities: 8 CCR §3203(a)1 

• Compliance: 8 CCR §3203(a)2 

• Communication: 8 CCR §3203(a)3 

• Hazard Identification: 8 CCR §3203(a)4 

• Accident Investigation: 8 CCR §3203(a)5 

• Hazard Correction: 8 CCR §3203(a)6 

• Training and Instruction: 8 CCR §3203(a)7 

• Allow employee access to the program: 8 CCR §3203(a)8 

• Record Keeping: 8 CCR §3203(b) 
 

This document describes the SF State IIPP and associated management systems used to 
maintain a safe and healthful campus environment for students, faculty and staff and 
establishes minimum requirements for implementing operation-specific safety plans to prevent 
occupational injuries and illness. All employees are required to comply with this program and 
related safety and health policies and practices. 

 

2.0    Scope 
 
The IIPP covers SF State employees in all job classifications, including student employees, 
faculty, staff, administrators, and workers controlled or directly supervised by SF State 
employees (e.g. volunteers, contractors, etc.). 

 

2.1    Exemptions 
 
▪ Students and student organizations governed by equivalent programs, policies, or 

procedures are not subject to the requirements of the SF State IIPP 
 
▪ Employees working off-site for extended periods of time will comply with the IIPP of their 

host institution but are subject to the injury and illness reporting requirements of the SF 
State IIPP 

 
▪ Members of the public, emergency response personnel, and service providers whose 

presence on campus will not likely involve exposure to operation-specific hazards are not 
subject to the requirements of the SF State IIPP 

 
 
 
 

 
 

 
 

1 
8 CCR §3203, Injury and Illness Prevention Program 
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3.0    Authority and Responsibilities: 8 CCR §3203(a)1 
 
Every SF State employee is responsible for his or her personal safety, and for complying with 
and supporting the safety and health policies, programs, procedures and practices of the 
University. This section describes the specific roles and responsibilities for SF State employees. 

 

3.1 SF State President 
 
The SF State President has ultimate authority and responsibility for the implementation and 
maintenance of the University’s IIPP. The President has delegated the authori ty  for program 
the Vice President, Administration and Finance and CFO, who has delegated responsibility for 
developing, implementing and maintaining the SF State IIPP to the Director, Environment, Health, 
and Safety:  
 

                         SFSU President:  Lynn Mahoney 
 SFSU VP Administration& CFO:  Jeff Wilson 
                    SFSU EHS Director:  Marc Majewski 

 
3.2 SF State President’s Cabinet 

 
Members of the President’s Cabinet provide leadership, resources, and support within their 
sphere of responsibility and influence. Cabinet members are responsible for the implementation 
and maintenance of the University IIPP within their areas of responsibility.  

 
3.3 Vice President, Administration and Finance and CFO 

 
The Vice President, Administration and Finance and CFO, is responsible for: 

 

▪ Implementing executive orders2 and directives  issued  by  the  Office  of  the  
Chancellor,  California  State University 

▪ Providing executive management oversight of the IIPP 
▪ Providing  the  Director,  Environment,  Health  and  Safety  (EHS)  with  the  delegated 

authority to develop, implement and enforce the University’s IIPP 
▪ Establishing University EHS performance goals and objectives 
▪ Implementing  EHS  programs  designed  to  achieve  optimal  reduction  of  risk  while 

achieving optimal program performance 
▪ Ensuring all operational units comply with the elements of the University’s IIPP, as well 

as other compliance and risk management programs designed to reduce the risks of 
injury and illness 

▪ Ensuring the SF State IIPP is evaluated as needed 
▪ Reviewing and evaluating requests for resources to achieve IIPP implementation and 

success 
 
 
 
 
 
 
 

2 
California State University –Occupational Health & Safety Policy, Executive Order No. 1039 
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3.4 Director, Environment, Health and Safety 
 
The Director, Environment, Health and Safety is responsible for: 

 
▪ Developing, administering, maintaining, and enforcing the SF State IIPP 
▪ Advising the SF State administration regarding their roles and responsibilities for the 

IIPP as well as other EHS programs 
▪ Monitoring   changes   in   EHS   regulatory  requirements   and   providing   updates   to 

operational units as appropriate 
▪ Coordinating or managing University communications with regulatory agencies, such as 

Cal/OSHA, Cal/EPA and the Department of Public Health 
▪ Establishing and maintaining an Integrated SF State Safety Committee 
▪ Participating in loss incident investigations as appropriate 

 
▪ Ensuring: 

o IIPP documentation is appropriately updated, maintained and made immediately 
available upon request 

o The routine dissemination of EHS information 
▪ Supporting: 

o Operational units in the: 
▪ Development of additional college and operation-specific EHS 

management policies and programs 
▪ Identification and coordination of EHS training needs 

▪ Providing: 

o Health and safety consultation services to colleges and operational units 
o Information, assistance, training and leadership for college and organizational 

unit safety committees, work teams and individuals 
o Revisions of the IIPP written Program to the SF State President, Vice President 

and CFO, Administration and Finance, and University Auditor, as needed. 
 

3.4.1   Environmental Compliance Manager 
 
The Environmental Compliance Manager is responsible for all environmental 
compliance issues for the University including: 

o Compliance with hazardous materials storage regulations 
o Arranging for the proper removal and disposal of hazardous waste 
o Training of hazardous waste generators and handlers 
o Payment of environmental fees and permits 
o Escorting environmental regulatory inspectors 
o Tracking closure of environmental issues 
o Working with the Sustainability group to minimize the University’s 

environmental footprint 
o Consulting with stakeholders on environmental issues 
o Waste minimization 
o Maintaining an environmental regulatory calendar 
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3.5 Deans and Other Senior Organizational Unit Administrators (e.g. VP Facilities 
Services, Capital Planning, etc.) 

 
Deans and senior organizational unit administrators are responsible for implementing the 
University’s IIPP as it applies to their organizations. As the senior administrator for their units, they 
must provide leadership and resources appropriate to implement the IIPP. This position sets the 
tone for the safety culture in their organizational unit by: 
 

1) Providing leadership and resources appropriate to implement the IIPP within areas of 
responsibility. 

2) Budgeting for annual organizational environmental and safety: training costs, equipment 
needs, and personal protective equipment requirements. 

3) Assigning a Safety Point of Contact for the college/organizational unit to assist in 
implementing the college/organization’s responsibilities under the University IIPP. 

4) Participating in the assignment of a single Building Coordinator (liaison to Facilities 
Services), and a Building Emergency Response Coordinator, BERC, (liaison to University 
Police Department) within each of the buildings their organization occupies. 

5) Establishing annual, measurable safety performance criteria, for the 
college/organizational unit. 

6) Enforcing environmental, health, and safety training requirements for faculty, staff, and 
student members of the college/organizational unit.  

7) Communicating safety information and issues in staff meetings, emails, and postings. 
8) Informing the EHS Director of significant safety, health and environmental incidents, 

concerns and/or issues. 
 

 3.5.1 Department Chairs, Directors, Administrators, and Managers 
 

Department Chairs, Directors, Administrators, and Managers are responsible for: 

▪ Implementing, complying with and enforcing the University’s IIPP as it applies to their 
department 

▪ Ensuring that hazards identified by inspections, accident investigations, etc. are 
effectively and promptly corrected or mitigated. 

▪ Enforcing environmental, health, and safety training requirements for faculty, staff, 
and student members of the department.  
o Including the holding of at least one departmental safety orientation meeting at the 

start of each semester for new faculty and staff to review their responsibilities as 
described in this IIPP and ensure their knowledge of departmental safety and 
emergency procedures.  

 

3.5.2 Laboratory Supervisors and Principal Investigators  
 

 Laboratory supervisors and Principal Investigators are responsible for:  

▪ Implementing, complying with and enforcing the University’s IIPP as it applies to their 
laboratories. 

▪ Completing and maintaining the Laboratory’s on-line “profile” to identify the lab’s 
personnel and rooms whenever changes occur 

▪ Understanding the hazards associated with: their work spaces, routine and non-routine 
tasks, procedures, projects, and foreseeable emergency situations. 

o Completing the on-line Lab Hazard Assessment at the start of each semester 
o Providing appropriate personal protective equipment to unit employees for 

known and anticipated hazards. 
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▪ Enforcing the proper use and care of personal protective equipment. 

▪ Developing, providing, and enforcing safe work procedures 

o Communicating this information to other workers in the lab at the time of their 
initial assignment, when their assignments change, and when a new hazard is 
introduced to the work area. 

o Documenting initial lab-specific, and job-specific training for all new employees 
within 30 days of their start date. 

▪ Ensuring additional training of  lab personnel required by the EHS training matrix is 
completed 

▪ Maintaining an accurate, current inventory of all hazardous materials in the lab 

▪ Maintaining a copy of the current safety data sheet (SDS) for every hazardous 
materials in the inventory 

▪ Storing hazardous materials appropriately segregated by hazard class. 

▪ Ensuring hazardous wastes are properly segregated and have properly filled out, and 
dated hazardous waste labels  

▪ Assist EHS in conducting periodic lab safety inspections. 
o Ensuring that hazards identified by inspections are effectively and promptly 

corrected or mitigated. 
▪ Reporting all serious work-related injuries to the EHS director within 8 hours, and 

completing an incident report form for work related injuries or illnesses within 72 hours 
whether or not medical treatment was provided. 

 
3.6 Building Coordinators, (BCs), Building Emergency Response Coordinators, 

(BERCs), and Make Safety Happen-Points of Contact (MSH-POCs) 
  
 3.6.1   Building Coordinators (BCs) 
    

Each occupied building shall have a single BC designated by agreement among 
the Deans of the colleges with operations in the building. BC’s function as the 
single point of contact between the building occupants and the Facilities group for 
building-related issues such as maintenance and access.  
 

 3.6.2   Building Emergency Response Coordinators (BERCs) 
    

Each occupied building shall have a single BERC designated by agreement among 
the Deans of the colleges with operations in the building. BERC’s are the persons 
responsible for emergency plans, evacuation drills, and emergency training for the 
occupants of the building. BERCs should be located in the building they serve. 
    

 3.6.3   Safety Points of Contact (SPOCs) 
    

Each college shall have a SPOC designated by the Dean of the college. 
The SPOC is responsible for assisting the Dean in creating and implementing the 
College’s responsibilities under the University IIPP. They will assist in 
communicating IIPP requirements throughout their organizations and assisting with 
defining training requirements and arranging training.  
 

3.6.4 Current List of BCs, BERCs, and MSH-POCs 
 See Appendix J. 
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3.7 College and Organizational Unit Safety Committees 
 

College/organizational unit safety committee functions will mirror those of the 
University/Campus Safety Committee, with the exception that when appropriate or 
necessary, the college/organizational  unit  safety  committee  chair,  or  designee,  will  
address  safety concerns or issues proposed by the college/organizational unit safety 
committee directly to the Director, Environment, Health and Safety. A list of current college 
and organizational unit safety committees can be found in Appendix I 

 
The college/organizational unit’s administrative procedures should include:  
▪ Method by which committee members are selected or elected to ensure a balance 

of representation 
▪ Length of service for selected/elected committee members 
▪ Methods by which the committee will conduct, record and report its business/activities 

 
The college and organizational unit safety committee members should, as a 
collective, maintain adequate knowledge and skills in the following areas: 
▪ University IIPP requirements 
▪ EHS regulations and requirements relevant to assigned area/subject of responsibility 
▪ Techniques and methods to build and administer effective EHS 

programs. 
 

College and organizational unit safety committee responsibilities include: 
▪ Recommending college/organizational unit safety procedures and updates to maintain 

safe working conditions and safe work practices 
▪ Coordinating safety information and training sessions and/or notifications as 

appropriate or required 
▪ Assisting college/organizational unit management to: 

o Promote safety awareness and education programs 
o Conduct periodic audits of hazards, risks, and management systems 

▪ Reviewing: 
o Incident investigation reports to ensure the root causes have been        

appropriately identified and corresponding corrective actions identified and 
implemented 

o Minutes and actions of the University/Campus Safety Committee. 
▪ Collaborating  with  and  assisting  the  EHS  Director  in  the  University’s  responses  

to regulatory agency citations, notifications and required abatement activities 
 
3.8 Employees 

 
All employees and volunteers, regardless of position, are responsible for: 

 
▪ Complying with all federal, state, and local regulations and standards, as well as 

University and college/organizational unit EHS policies, training, programs and 
procedures. 

 
▪ Reporting: 

o Work-related injuries and illnesses as soon as reasonably possible after the injury or 
illness occurs or becomes known 
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o Health and safety concerns to supervisors, EHS or through use of the University’s 

Make Safety Happen Hazard Report Phone App. 

▪ Recommending ways to improve the IIPP and other EHS programs 

▪ Cooperating with injury and illness investigations and assisting with the identification of 

control measures to reduce the likelihood of or prevent recurrences 

▪ Discouraging and reporting any activity that could reasonably lead to injury, illness, or 
damage to property 

▪ Wearing appropriate personal protective equipment (PPE) in the prescribed manner 
 

3.9 University/Campus Safety Committee 
 

SF State will maintain an active University/Campus Safety Committee to reduce the 
likelihood of or prevent accidents, injuries and illnesses by means of continuous program 
improvement. The SF State Integrated Safety Committee provides a collegial, effective 
forum for management and employee representatives to communicate and exchange 
information on matters of EHS, loss prevention and regulatory compliance. College and 
operational unit safety committee chairs will normally participate in the University/Campus 
Safety Committee. The University/Campus Safety Committee is responsible for: 

 
▪ Promoting interests of health and safety consistent with the objectives of the University’s 

IIPP 
▪ Reviewing and discussing: 

o The  current  status  of  EHS  activities  conducted  by  the  University  and/or 
college/organizational units 

o EHS issues of common interest to the Committee members 
o EHS  inspection  reports,  incident  investigations,  EHS  incident  investigations, 

Employee/Student Hazard Reports, and Loss trends 

• Distributing  EHS  training,  resources,  and  information  to  facilitate  EHS  program 
implementation and regulatory compliance 

• Soliciting   SF   State   campus   community   input   on   EHS   program  initiatives   and 
administration 

 
 

3.11.1 University/Campus Safety Committee Membership 
 

The University/Campus Safety Committee is chaired by the Director, Environment, 
Health and Safety or their delegate and includes members from colleges and 
organizational units. Environment, Health, and Safety will maintain a current list of 
Committee members. Members will attend, actively participate and contribute to all 
Committee proceedings and activities as reasonably possible. 

 

3.11.2 University/Campus Safety Committee Functions 
 

University Safety Committee Functions Include: 
 

▪ Promoting the interests of health and safety consistent with the objectives of the 
University’s EHS policies and IIPP 

▪ Reviewing and discussing the current status of EHS activities conducted by the 
University, colleges and organizational units 

▪ Identifying needs for EHS training, resources, and information to facilitate program 
implementation and regulatory compliance 



8  

▪ Reviewing and discussing EHS issues of common interest to the Committee 
members 

▪ Soliciting campus community input on SF State EHS program initiatives and 
administration 

 
As appropriate or necessary, the Director, Environment, Health and Safety will discuss 
safety concerns or issues proposed by the University/Campus Safety  Committee directly 
with the Vice President and CFO, Administration and Finance. 

 

3.11.3  University/Campus Safety Committee Administration 
 

The Director, Environment, Health and Safety is responsible for administration and 
coordination of the University/Campus Safety Committee by providing leadership and 
guidance on all EHS matters. 

 
▪ The Director, Environment, Health and Safety or designee will chair all meetings 

and develop and distribute meeting agendas. 
▪ Meeting agendas will address current program initiatives, pertinent regulatory 

changes, relevant health and safety issues or topics proposed by Committee 
members. 

▪ The Director, Environment, Health and Safety will ensure the minutes of all meetings 
are maintained and copies distributed in a timely manner. 

▪ The University/Campus Safety Committee will hold scheduled, quarterly meetings 
▪ Additional meetings or sessions may be scheduled as deemed appropriate or 

necessary by the Director, Environment, Health and Safety. 
 

4.0     Compliance: 8 CCR §3203(a)2 
 
All employees, regardless of position or rank, are responsible for upholding safe work practices, 
EHS directives, policies and procedures; and assisting in the maintenance of a safe and 
healthful work environment. 

 
The system to ensure that employees are informed about and comply with IIPP requirements 
includes the following: 

 
▪ Informing and educating employees about the purpose and requirements of the IIPP 
▪ Training employees on general safety policies, rules and work practices 
▪ Providing additional training to employees whose safety performance is deficient 
▪ Developing a variety of programs to encourage and incentivize colleges, organizational units 

and employees to improve and/or promote safe and healthful work practices 
▪ Disciplining employees in accordance with the provisions of the collective bargaining 

agreements and University disciplinary policies for failure to comply with safe and healthful 
work policies, programs, procedures or practices 
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5.0     Communication: 8 CCR §3203(a)3 
 
Each college and organizational unit will develop effective, two-way, management/employee 
communication systems regarding safety and health issues in a manner understandable by 
employees. Specific communication methods may include, but are not limited to: 

 
▪ New  employee  orientation,  including  a  discussion  of  safety  and  health  policies  and 

procedures 
▪ Review of the University’s IIPP during staff and/or safety meetings 
▪ EHS training programs 
▪ Posted and/or electronically distributed written safety and health information 
▪ Anonymous reporting of hazard and safety concerns (see Section 6.4 – Employee/Student 

Make Safety Happen - Hazard Reporting Phone App.) 

 

6.0     Hazard Identification: 8 CCR §3203(a)4 
 
A variety of methods will be used to identify hazards, including but not limited to: 

 
▪ Periodic Safety and Health Inspections 
▪ Job Hazard Assessments 
▪ Area Hazard Surveys 
▪ Hazardous Work Permits 
▪ Industrial Hygiene Monitoring 
▪ Employee/student Accident / Incident / Near Miss Reports and Investigations 
▪ Employee/student Make Safety Happen - Hazard Reporting Phone App 
▪  Analysis of Loss Data 

 
 

6.1 Periodic Inspections:  
  
Periodic inspections are performed to evaluate physical hazards, use of hazardous materials, 
safe work practices, and employee compliance.  
A description of periodic inspections, and their proposed frequency appears in Appendix H.  
Inspections shall be documented. Findings of the inspections should be shared with: 

 
▪ the Director, Environment, Health and Safety 
▪ the Dean or organizational unit senior administrator 
▪ the college/organizational unit safety committee if one exists 

 
In addition to routine inspections, additional inspections should be performed: 

 
▪ When relevant changes are made to the SF State IIPP 
▪ When new substances, processes, procedures, or equipment,  presenting potential new 

hazards, are introduced to the work and/or educational environment 
▪ When new, previously unidentified hazards are recognized 
▪ When occupational injuries and illnesses occur 

▪ When workplace/educational conditions reasonably warrant an inspection 
 
6.2 Job Hazard Assessments 

 
Job hazard assessments form the foundation for developing effective safe work practices, 
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identifying and specifying appropriate exposure control measures and establishing EHS training 
requirements.  

 
Job hazard assessments are ongoing processes. Assessments should be conducted when: 

 
▪ New or previously unrecognized hazards are identified 
▪ New substances, equipment, or operations are introduced 
▪ An occupational illness or injury occurs 
▪ Conditions or employee conduct indicate a need for re-evaluation 
▪ As requested by the Director, Environment, Health and Safety 

Job hazard assessments should follow the example in Appendix B. 

6.3 Area Hazard Surveys 
 
Area hazard surveys are similar to Job Hazard Analysis but have a slightly different focus. The 
purpose of Area Hazard Surveys is to identify and assess the unique hazards of an area that may 
call for special controls. 
  

6.4 Employee/Student “Make Safety Happen”- Hazard Reporting Phone App 
 
Managers and supervisors should encourage employees to report workplace hazards without 
fear of retaliation. Reports (including photos) may be submitted anonymously, directly to the EHS 
department for evaluation and response, using the Make Safety Happen”- Hazard Reporting 
Phone App.  

 

6.5 Other Means of Hazard Identification              
Hazardous Work Permits 

  Industrial Hygiene Monitoring 
  Employee/student Accident / Incident / Near Miss Reports and Investigations 
  Reports of hazards from the SFSU EHS Phone App 

 
6.6 Analysis of Loss Data 

 
The SFSU Workers’ Compensation manager will perform routine statistical analysis of loss data 
to identify loss trends. This data will be shared with the colleges, operational unit senior 
administrators and the University/Campus Safety Committee. Environment, Health, and Safety will 
assist with investigations and identification of corrective measures. 

 

7.0     Accident/Incident Investigations: 8 CCR §3203(a)5 
 
Employees are responsible for immediately reporting work-related injuries and illnesses to their 
supervisor. Supervisors shall provide injured/ill employees with an "Employee’s Claim for 
Workers' Compensation Benefits" Form, DWC Form 1 (see Appendix D) or request that 
Workers Compensation provide the form within one working day of an injury/illness report. 

 
In the event of a workers’ compensation claim, supervisors shall complete an "Employer’s 
Report of Occupational Injury or Illness," Form 5020 (see Appendix E) within 48 hours of 
receiving notice of the injury/illness and submit the completed Form 5020 to Workers 
Compensation. 

 
If an injured employee is treated at the Student Health Services (SHS), a copy of documentation 
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which describes the circumstances, nature, time and location of the injury/illness shall be 
forwarded to EHS for review and statistical purposes. 

 

The required notice to employees (Appendix F) will be posted in locations that are accessible to 
all employees to ensure employees and supervisors are aware of their responsibilities with 
regard to reporting work-related injuries and illnesses. Appendix F will be posted in both its 
English and Spanish versions. 

 

EHS department procedures for investigating workplace injuries, illnesses, property damage, 
hazardous substance exposures, and near miss incidents may include, but are not limited to: 

 
▪ Interviewing involved employees, students, and witnesses 
▪ Examining the workplace for factors associated with the incident 
▪ Determining the root causes of the incident 
▪ Taking corrective actions to prevent the incident from reoccurring 
▪ Recording the findings and actions taken on the University’s Incident Investigation Report 

form (Appendix G) 
▪ Submitting the Incident Investigation Report within two days to the: 

o Environment, Health, and Safety department at: sfehs@sfsu.edu 

 
In the event that serious injury or death results due to an incident, college/organizational units 
shall immediately (in no case longer than 8 hours after the occurrence of the incident) inform the 
Director, Environment Health, and Safety at x82596.  

 
A serious injury is defined by Cal/OSHA as any injury or illness occurring in a place of 
employment or in connection with any employment: 

▪ that requires inpatient hospitalization for a period in excess of 24 hours for other than 
medical observation; (note: this definition will change in 2020) or 

▪ in which an employee suffers a loss of any member of the body; or 
▪ where the employee suffers any serious degree of permanent disfigurement 

 
 
Serious injury does not include any injury, illness, or death caused by the commission of a 
Penal Code violation (except the violation of Section 385 of the Penal Code) or an accident on a 
public street or highway. 

 

8.0     Hazard Correction: 8 CCR §3203(a)6 
 
When unsafe or unhealthful work conditions, practices or procedures are observed or 
discovered, they shall be brought to the attention of the appropriate supervisor for corrective 
action as soon as reasonably possible. Supervisors will abate hazards when feasible or enlist 
the assistance of appropriate SF State operational personnel, Facilities and Service Enterprises, 
and/or EHS staff to facilitate corrections.  Corrective measures may include, but are not limited to: 

 
▪ Operational changes 
▪ Physical changes 
▪ Work orders 
▪ Training sessions 
▪ Minor state-funded capital improvements 

 
In the event that an imminent hazard cannot be immediately corrected, at-risk employees and 

mailto:sfehs@sfsu.edu
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students shall be removed from the immediate hazard, except those needed to correct the 
condition and address security issues, and the Director, Environment, Health and Safety will be 
notified immediately. Employees required to correct hazardous conditions or address security 
issues will be provided with necessary training and protection prior to exposure to hazardous 
conditions. 

 

9.0     Training and Instruction: 8 CCR §3203(a)7 
 
All employees shall participate in designated EHS training on general and job-specific hazards 
and safe work practices. Supervisors and managers shall be trained on all relevant EHS hazards 
to which employees under their immediate direction and control are at-risk. 

 
In addition to hazard-specific EHS training, training will be provided when: 

 
▪ The SF State IIPP is significantly revised 
▪ New employees and volunteers are hired 
▪ Employees or volunteers are reassigned to new areas or tasks to which they have little or no 

prior training 
▪ New substances, operations, equipment, or procedures are introduced 

 
The CSU Master EHS Training Matrix adapted for SFSU defines required employee EHS training. 
 

10.0     Employee Access to the Program: 8 CCR §3203(a)8 
 
Employees and their representatives have access to the written program 24/7 through the list of 
Health & Safety programs on the SFSU EHS website at: https://ehs.sfsu.edu/content/health-safety-
programs. 
 
 
 

https://ehs.sfsu.edu/content/health-safety-programs
https://ehs.sfsu.edu/content/health-safety-programs
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11.0 Record Keeping 
 
Records will be maintained in accordance with the following table: 

 
Document Minimum Length of Retention 

Safety Inspections Three Years 

Employee Training Three Years 
Safety Committee Agendas & Minutes Three Years 

Revised IIPP Indefinite archive 

Industrial Hygiene Monitoring 
Length of employment of the monitored 
employees plus 30 years 

Employee Medical Reports 
Length of employment of the monitored 
employees plus 30 years 

Incident Investigation Indefinite archive 
 

Training documentation shall include: 
 
▪ The employee's name 
▪ The training date 
▪ The training topic 
▪ The identity of the training providers 

Inspection documentation shall include: 

▪ The name of the person(s) conducting the inspection 
▪ The unsafe conditions and work practices identified 
▪ The corrective actions taken 

▪ The follow up on the corrective actions 

Incident investigations shall include: 

▪ The name of the involved employee(s) and witnesses 
▪ The date of injury/illness 
▪ A detailed description of the incident leading to the injury/illness 
▪ Initial causational factors 
▪ Contributing factors 
▪ Corrective measures and actions needed 
▪ The corrective action plan identifying who is responsible and when the actions must be 

completed 
▪ The name of the investigative report reviewer 

 

12.0   Program Evaluation 
 
The University’s IIPP should be reviewed and revised to improve effectiveness on an annual basis 
by the Director, Environment Health and Safety. Major changes to the document will be reported 
in Appendix A – Revision History. A copy of the revised IIPP will be sent to the Vice President 
Administration and Finance/CFO, and Audit Manager annually by the Director, Environment, 
Health and Safety. When changes affect the defined responsibilities mentioned in the IIPP, 
they will be sent to the affected personnel through email and/or Docusign to get their 
signature documenting their receipt and comprehension of the changes. 
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13.0 Appendices 
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Appendix A – Revision History 
 
July 21, 2016:  

• Program rewritten in response to Chancellor’s Audit of 2014 
 
September 30, 2019:  

• Updated names of SFSU President, VP-CFO Administration, BERCs, BCs, and SPOCs 

• Added Revision History Appendix (A) 

• Added references from 8GISO 3203 (IIPP regulation) 

• Re-established University IIPP, eliminating college IIPPs 
• Eliminated inspection duties of building coordinators 

• Added EHS Phone App to hazard Identification section 

• Updated training section to include CSU Master EHS Training Matrix 

• Redefined the responsibilities of Deans, Dept Heads, and Lab Supervisors in much greater detail. 

• Added annual executive review of IIPP program document using email and/or Docusign to track. 
 

July 30, 2020:  

• Added Appendix K  - Covid-19  Addendum 
 
August 15, 2020 

• Updated Appendix J - Lists of BERCs, BCs, and SPOCs 
 
April 13, 2021 

• Inserted  “Employee Access to the Program” as a new section 10.0 

• Added language to Appendix K mentioning the Covid IIPP that appears as a separate document. 
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Appendix B – Sample Job Hazard Assessment Format 
 
Job hazard assessments should: 

• Contain a header that identifies the college or organizational unit and the specific 
department where applicable and the position title that experiences the task and/or 
hazard 

• Contain three columns: 
1. Hazard description 
2. Hazards 
3. Control measures 

• The hazards listed in the hazard column should list the hazards exposures and not 
the injuries or illnesses that may result from hazard exposure. 

• The control measures should include applicable: 

o Written programs 
o Assessments and evaluations 
o Safe laboratory procedures 
o Safe workplace procedures 
o Safety equipment 
o Personal protective equipment 
o Safety inspections 
o Employee training – list all applicable topics 
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All Departments 
OFFICE HAZARD ASSESSMENT 

Hazard Category Potential Hazards Control 

Ergonomics Risk 
Factors 
• Computer 

workstations 

• Adding machines, 
copiers 

• Telephone use 

• Manual material 
handing 

• Computer workstation setup 

• Shared workstations - multiple 
users 

• Office and desk layout 

• Repetitive activities (phone, 
keyboarding, copying, filing) for 
long periods without breaks 

• Lifting equipment and materials 

• Moving materials 

• Ergonomics program 

• Workstation evaluations 

• Work task evaluations 

• Breaks and exercises 

• Material handling equipment 

• Documented training regarding: 

o Ergonomics awareness 
o Back safety training 

Fire & Electrical 
Hazards 

• Lax housekeeping 

• Defective power cords or 
equipment 

• Improper extension cord, power 
strip use 

• Inadequate electrical outlets 

• Faulty fire extinguishers 

• Lack of fire alarms/smoke 
detectors 

• Employee/Student Hazard 
Identification Forms 

• Routine documented safety 
inspections 

• Power cord covers 

• Annual fire extinguisher 
servicing 

• Corrective action tracking 

• Documented training regarding: 
o Safety inspections 
o Floor maintenance 
o Basic electrical safety 

Slip, Trip, Falls • Slippery, wet surfaces 

• Damaged carpeting, floor 
materials 

• Stairs 

• Low lighting 

• Lax housekeeping (aisles, 
stairs) 

• Storage practices 

• Improper use of extension or 
power cords in aisles 

• Extension or power cords in or 
across aisles 

• Employee/Student Hazard 
Identification Forms 

• Routine documented safety 
inspections 

• Power cord covers 

• Corrective action tracking 

• Documented training regarding: 
o Safety inspections 
o Floor maintenance 
o Basic electrical safety 

Ladder Usage 

• Step ladders 

• Step stools 

• Improper ladder setup and use 

• Inappropriate ladder for the task 

• Damaged or broken ladder 

• General Office Safety Program 

• Provision of appropriate sized 
ladders and step stools 

• Routine documented 
inspections: 
o Safety 
o Ladders 

• Documented training regarding: 
o Department orientation 
o Office safety 
o Ladder safety 
o Safety inspection 
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 All Departments 
OFFICE HAZARD ASSESSMENT 

Hazard Category Potential Hazards Control 

Office Equipment 

• File cabinets 

• Furnishings 

• Copiers, fax 
machines, printers 

• Computers, 
TV/VCR/DVD 
player 

• Small appliances 

• Paper cutters, 
staplers, hole 
punchers, paper 
shredders 

• Conducting maintenance or 
repairs on energized electrical 
equipment 

• Sharp edges/points/corners: 
paper cutters, paper shredders, 
Exacto knives, hole punchers, 
staplers 

• Unsecured file cabinets, 
bookcases, and storage 
cabinets 

• Open file drawers 

• Damaged furnishings; i.e., 
chairs, desks 

• Overhead storage practices 

• Secure filing cabinets, 
bookcases and storage cabinets 

• Routine documented safety 
inspections 

• Assess storage practices 

• Provision of appropriate sized 
ladders and step stools 

• Documented training regarding: 
o Department orientation 
o Office safety 
o Ladder safety 
o Safety inspection 

o Basic electrical safety 

Chemical Exposure 

• Common office 
products with 
hazardous 
ingredients: 
o Cleaning 

supplies 
o Office 

equipment 
chemicals 
(toner, ink) 

o Paints, 
adhesives 

o Correction 
fluids 

o White board 
markers, 
cleaner 

• Lack of appropriate safety data 
sheets (SDS) 

• Unlabeled chemical containers 

• Improper use of chemicals 

• Lack of adequate ventilation 

• Hazard Communication 
Program 

• Labels for secondary containers 

• SDS system 

• Documented training regarding: 

o Hazard communication 

Emergency 
situations such as: 

• Fire 

• Earthquake 

• Severe weather 

• Bomb threat 

• Incomplete/un-posted 
evacuation plans 

• Lack of procedures 

• Lack of employee training for 
fire extinguishers, evacuation 
procedures, emergency 
response 

• Lack of equipment for 
emergency response 

• Emergency Action Plan 

• Routine documented safety 
inspections 

• Documented emergency 
response drills 

• Documented training regarding: 
o Emergency response 

o Fire extinguisher 
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  All Departments 
OFFICE HAZARD ASSESSMENT 

Hazard Category Potential Hazards Control 

Workplace Violence 

• Office security 

• Parking lot security 

• Assaults from: 
o Co-workers 
o Relatives 

o Members of the public 
o Vendors 

• Limited parking lot lighting 

• Landscape design 

• Working/leaving/arriving alone 

• Workplace Security Program 

• Security assessment 

• Worksite modifications 

• Routine documented 
inspections: 
o Safety 
o Parking lot lighting 

• Documented training regarding: 
o Workplace violence 

prevention 
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Appendix C – Employee/Student Hazard Report Form  
(A modified version of this form is available as the Make Safety Happen - Hazard Report Phone App) 

 

San Francisco State University 
Employee / Student Hazard Report 

Employees/students will complete the top portion and provide it to their supervisor, instructor, 

manager, Dean, or Director or submit it to the Environment, Health 
and Safety Department 

 

E
m

p
lo

y
e
e
/S

tu
d

e
n

t 
H

a
z
a
rd

 I
n

fo
rm

a
ti

o
n

 

1.   Date of Hazard/Concern Report 2.  Location of Hazard 

   

3.   Employee/Student Name: (Optional) 4.   Name of Person/Department Hazard Report Submitted to: 

  

5.   Describe the Hazard or Concern: 

 

6.   Corrective Action Recommendation: 

 

S
u

p
e
rv

is
o

r’
s
 U

s
e
 O

n
ly

 

For Supervisor Use 
7. Review the employee/student hazard reporting procedure to obtain applicable timelines and complete this form. Investigate and 

analyze the reported hazard. Review your conclusions with your manager, Dean, Managing Director, or Environment, Health and 

Safety Department. Record your analysis and response below. Use additional sheets if necessary. 

 

8.   Manager’s Name: 9.   Date Reviewed with the Manager: 

  
10. Dean’s/Managing Director’s Name 11. Date Reviewed with the Dean/Managing Director: 

  
12. Responding Person: 13. Date Response Posted or Delivered to Employee/Student: 
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Appendix D – DWC Form 1 
The full form is located on the next page. This form will be completed by the employee and 
submitted to the Workers’ Compensation/Return-to-Work Manager within 24 hours. 

 
The form is available from Workers Compensation or via this link to the California  
Department of Industrial Relations. 

http://www.dir.ca.gov/dwc/DWCForm1.pdf
http://www.dir.ca.gov/dwc/DWCForm1.pdf
http://www.dir.ca.gov/dwc/DWCForm1.pdf
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Appendix E – Employees’ and Supervisors’ Report of Injury Illness Form 

 

Go to: http://erm.sfsu.edu/sites/default/files/Employees%20Report%20of%20Work-
Related%20Incident%20Injury%20or%20Illness%20%2812-2018%29.pdf 

 
 

  

http://erm.sfsu.edu/sites/default/files/Employees%20Report%20of%20Work-Related%20Incident%20Injury%20or%20Illness%20%2812-2018%29.pdf
http://erm.sfsu.edu/sites/default/files/Employees%20Report%20of%20Work-Related%20Incident%20Injury%20or%20Illness%20%2812-2018%29.pdf
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Appendix F – “Notice to Employee – Injuries Caused By Work” Poster 
The full form is located on the next page. This notice will be posted in locations that are 
accessible to all employees and will be posted in both English and Spanish. 

 
Additional notices can be obtained from Workers Compensation or at this link from the 
Department of Industrial Relations. 

http://www.google.com/url?sa=t&amp;rct=j&amp;q&amp;esrc=s&amp;frm=1&amp;source=web&amp;cd=1&amp;cad=rja&amp;ved=0CDsQFjAA&amp;url=http%3A%2F%2Fwww.dir.ca.gov%2Fdwc%2Fnoticeposter.pdf&amp;ei=cirbUq2bFIWxoQSOkICIBw&amp;usg=AFQjCNGVkWejYNmqX84rtNPFVVDJNirhWw
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Appendix G  

San Francisco State University 
Accident/Incident Investigation Report of Occupational Injury or Illness 

This report must be completed by the Supervisor and sent to    
and EHS within 2 working days of the injury/illness. 

 
1. Name of injured employee (last, first) 2. Employee ID # 3. Date of Injury 

   

4.  How injury/illness occurred in detail. Describe sequence of events. Specify object or exposure which directly produced the injury/illness. 

 

5.  Initial Factors 

 

Cut/Puncture/Scrape Fall – from elevation Repetitive activity involved Disease exposure 

Struck by/against Slip/trip/fall – same level Motor vehicle operated Chemical exposure 

Caught in/under/between Material handling/lifting Body fluid exposure Other 

6.   CONTRIBUTING FACTORS - Identify multiple contributing factors involved in the accident or incident 

Equipment / PPE 

Defect or malfunction 

Improper for job 

Improper use 

Not readily available 

Design/ quality contributed 

to hazard 

Environment / Work Area 

Inadequate layout/space 

Poor housekeeping 

Ergonomic hazards 

Unauthorized entry 

Environmental 

conditions 

Policy / Procedure 

None available for task 

Does not address hazards 

Specific responsibilities not 

clearly assigned 

No method to monitor and 

track implementation 

Not consistent with best 

practices or regulations 

Implementation 

Hazard not identified, or 

perceived as low risk 

Lack of resources to 

implement safety policy 

Inadequate training 

Poor/inconsistent 

implementation of policy 

Employee unaware of 

hazard 

Individual 

Employee fatigue 

Not able to perform work 

Difficult to perform task 

without help 

Aware of hazard and controls 

but did not follow safe 

practice 

Other 

7.   CORRECTIVE ACTIONS - Select possible corrective actions for each contributing factor identified 

Equipment / PPE 

Develop inspection 

procedure 

Identify proper equipment 

(JSA) 

Train employees on proper 

equipment use 

Evaluate equipment needs 

and access 

Review equipment 

design/quality for task 

Environment 

Redesign work area 

Implement periodic safety 

inspections 

Conduct ergonomic 

evaluation 

Develop controls to 

prevent entry 

Review controls for 

environmental conditions 

Policy / Procedure 

Develop procedure 

Revise to control the 

hazards identified 

Revise to assign 

responsibilities 

Develop system to monitor 

implementation 

Revise to reflect best 

practices/regulations 

Implementation 

Establish hazard assessment 

and risk prioritization system 

Review resource allocation 

for safety 

Revise training plan to 

ensure job-specific training 

for supervisors and 

employees 

Establish method to monitor 

compliance 

Review training delivery and 

effectiveness 

Individual 

Review contributing factors 

for fatigue 

Review job demands / need 

for transitional duty 

Assess need for job 

redesign/assistive devices 

Initiate compliance 

procedures (Department IIPP 

and County Safety 

Management Plan) 

Establish corrective actions 

appropriate for the 

contributing factor 

8.   Corrective Action Plan 

Action Who When 

a)   
b)   
c)   

9.   Investigation Review and Approval 

Supervisor name Supervisor approval signature Date 

   

Department Safety Coordinator name Department Safety Coordinator approval signature Date 

   

Director/Manager name Director/Manager approval signature Date 

   

Near Miss Investigation 
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Appendix H – Inspection Frequency List  

 

SAFETY INSPECTIONS AND RECOMMENDED FREQUENCIES LIST  

 Inspection By 
Recommended 

Frequency 
  

HAZARDOUS MATERIALS LOCATIONS  
   

Designated Haz Waste Accumulation Areas (COSE, RTC, Fine Arts, FSE) EHS 1 week   

Haz Material Storage & Haz Waste Satellite Areas EHS 3 months   

Stockrooms  EHS/Lab Owner 3 months   

Research Labs  EHS/Lab Owner 3 months   

Teaching Labs  EHS/Lab Owner 3 months   

SAFETY & HVAC EQUIPMENT   
   

Emergency Eyewash & Deluge shower equipment Facilities 1 month   

Spill kits Lab Owner after use   

First Aid kits Lab Owner after use   

Local exhaust equipment (Chemical Fume Hoods, Biosafety Cabinets) EHS Contractor 12 months   

Fire extinguishers Facilities 1 & 12 months   

Automatic Electronic Defibrillators (AEDs) EHS 2 months   

Emergency Exit lighting Facilities 12 months   

Escape chairs BERC 12 months   

Exterior Building Lighting Facilities 6 months   

Fire suppression systems Facilities 12 months   

HVAC Systems Facilities 12 months   

Smoke detectors Facilities 12 months   

Backup generators Facilities 1 & 12 months   
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Appendix I – College and Organizational Unit Safety Committees  

 

College of Science & Engineering 

 Science Council  

 Radiation Safety Committee (RSC) 

 BioSafety Committee (BSC) 

Institutional Biosafety Committee (IBC) (will replace the BioSafety Committee) 

 Institutional Review Board (IRB) 

 Laser Safety Committee 

 

College of Liberal & Creative Arts 

 Theatre and Dance Safety Committee 

 

Organization Research Protocol  

Institutional Animal Care and Use Committee (IACUC) 

 

Facilities & Engineering Services (FES) 

 Facilities Safety Committee  

 

University Lab Safety Committee 

 

University/Campus Safety Committee 
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Appendix J  
 
Lists of Building Coordinators, Building Emergency Response Coordinators and Organization Safety Points of Contact  
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BUILDING COORDINATOR LIST 10-8-19
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BUILDING EMERGENCY RESPONSE COORDINATOR LIST 10-8-19
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ORGANIZATION SAFETY POINT OF CONTACT LIST 10-8-19 
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Appendix K – Covid-19 Addendum 

In response to the ongoing Covid-19 public health emergency, SFSU has implemented a Covid IIPP as a separate 

document in compliance with the CalOSHA Emergency Order. It describes a variety of ongoing programs, practices, and 
preventive measures including but not limited to: 

 

Restricted Access  

Beginning in mid-March, SFSU initiated limiting access to the campus workplace to essential workers.  

Permission to be on campus for essential workers requires permission from a University VP. 

 

Face to Face instruction on campus has been eliminated (with a very small number of exceptions) for the summer and fall 
semesters. 

 

Beginning in mid-August when a limited number of employees and students will be allowed back on campus, building 
access will be controlled by “Ambassadors” at building entries. 

 

Room and Laboratory Access required administration approval of written re-opening plans that identified the specific 
hazards and countermeasures for each area, including schedules of operation to minimize occupancy rates, enhanced 
cleaning of commonly accessed areas and equipment, and procedures for hand washing, sanitizing, and disinfection. 

 

Social Distancing 

While on-campus employees are required to maintain social distancing of at least 6 feet at all times. (In the presence of 
others has been defined by the SFDPH as within 30 feet when outdoors). 

Signage around campus reminds employees of this requirement. 

 

Required Face Coverings 

While on campus and in the presence of others employees are required to wear a face-covering with at least two layers of 
material. The University provides face coverings to employees free of charge. 

 

Sanitization & Disinfection 

Hand sanitizing stations are available at every campus building open for occupancy. 

Enhanced cleaning of occupied areas is being conducted by Facilities custodians. 

Specific sanitization procedures are also written into individual area re-opening plans required before occupancy is 
approved. 

 

Health Screening 

Beginning in mid-August employees and students will be required to provide evidence that they have passed a daily self-
administered Covid-19 Health Screening before coming to campus. A phone app for this purpose is available on the 
SFSU phone app site. 

 

Communication 

Campus announcements regarding Covid-19 are posted and updated online at https://news.sfsu.edu/campus-plan 

Additional resources regarding Covid-19 can be found online at https://news.sfsu.edu/campus-plan/covid-19-resources 

 

Training 

All employees, whether they are coming on campus or working from home exclusively are required to take an online 
course titled “SFSU: Working Safely During the Covid-19 Pandemic”. The course has been assigned through the CSU 
learning Management System known as CSU-Learn, also known as Sum Total. A similar course for students is available 
through CSU-Bridge (also known as Skillport).   

https://news.sfsu.edu/campus-plan
https://news.sfsu.edu/campus-plan/covid-19-resources

