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I. Introduction 
Authority 
This plan, as legally required and authorized by the Associate Vice Chancellor, Residential and 
Student Services (RSSP), contains the following components: designation of responsible 
persons; personnel training on general and specific hazards; means of establishing improved 
hazard communication; hazard identification and safety evaluation systems in the workplace; 
personnel compliance with safe work practices and policies; and a mechanism for investigating 
occupational injuries and illnesses. 

The Associate Vice Chancellor is implementing this Injury and Illness Prevention Program 
(IIPP) within RSSP, and is delegating responsibility and authority for accomplishing the 
provisions of this IIPP to the Directors and/or their designees and the IIPP Administrator. 

Policy 
RSSP believes that everyone benefits from a safe and healthful work environment. We are 
committed to achieving an injury-free and illness-free workplace, as well as compliance with 
applicable laws and regulations governing workplace safety. 

To achieve this goal, RSSP has adopted this IIPP. Every employee, including staff and 
management, is encouraged to report unsafe work conditions, practices or policies without fear 
of reprisal. 

II. Safety Roles and Responsibilities 
The IIPP Administrator, the Director of Housing, Operation Maintenance and Environment 
(HOME), has the authority and responsibility for implementing the provisions of this program 
for Residential and Student Service Programs, University of California Berkeley. 

All managers, Supervisors and Lead personnel are responsible for implementing and maintaining 
the IIPP in their work areas and for answering worker questions about the Program. A copy of 
this IIPP is available in each Departmental Manager's office.  

Directors  
Senior Management sets policy and provides leadership by participation, example and a 
demonstrated active interest in the program. 
Responsibilities include: 

• Ensure compliance with occupational health and safety regulations 
• Allocate funds for training and corrective measures for documented hazards 
• Support overall safety program, including the training component 
• Assign responsibilities as needed, including delegating department-specific training 

to Managers and Supervisors 
• Review and evaluate results of corrective actions 
• Meet three times a year as members of the Executive Safety Committee 
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Managers and Supervisors  
Managers and Supervisors are responsible for ensuring that employees know and abide by RSSP 
policies and procedures, including work rules. They are expected to do everything within their 
control to assure a safe workplace. 
 
Responsibilities include:  

• Distribute safety information to employees 
• Enforce safety policies and procedures 
• Provide personal protective equipment, as defined by law and/or contract, to 

employees and ensure that it is being used when required 
• Conduct Unit Safety meetings  
• Advise Safety Coordinator of special training needs 
• Provide employees time for safety training and safety meetings 
• Provide on-the-job training 
• Provide training for employees who fail to follow safety policies and procedures; take 

disciplinary action when needed 
• Investigate accidents and injuries with the Safety Coordinator, Human Resources 

Analyst and employees to discover cause(s) and to identify corrective actions to 
prevent future occurrences 

• Provide and respond to Reports of Unsafe Conditions from employees 
• Provide access to and explain Material Safety Data Sheets (MSDS) 
• Periodically inspect all worksites for safe work conditions, supplies, equipment and 

practices 
• Correct unsafe and unhealthful work conditions within their power, otherwise 

forward to management and the Safety Coordinator for resolution 
• Maintain chemical inventory and MSDS; provide copies and updates to the Safety 

Coordinator 
• Influence others by setting an example of working safely and attending departmental 

safety committee meetings 
 

Safety Coordinator (IIPP Coordinator)  
The Safety Coordinator has been delegated the responsibility of ensuring that the provisions of 
the IIPP are met by all staff and management. 
 
Responsibilities include: 

• Advise the Executive Safety Committee on safety and health requirements, policies, 
issues and concerns 

• Evaluate workplace hazards 
• Act as the main point of contact on safety matters with Environment, Health and 

Safety (EH&S) 
• Investigate serious injuries, accidents and near misses 
• Notify management, EH&S and employees of unsafe conditions 
• Propose corrective actions to the Executive Safety Committee 
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• Initiate and facilitate Executive Safety Committee meetings 
• Recommend safety policies and procedures to the Executive Safety Committee to 

ensure compliance with campus, state and federal regulations 
• Consult, facilitate and coordinate the revision of RSSP policies and procedures on 

workplace safety and health issues 
• Assist with planning for safety training at the department level, functional units and 

work groups  
• Provide accident investigation and prepare reports for management 
• Assist with departmental recordkeeping for safety training, safety meetings, 

inspections, hazard correction and injury records per OSHA, EH&S and campus 
requirements 

• Arrange and conduct safety and health inspections; follow up to ensure that necessary 
corrective actions are completed 

• Establish accident reporting and investigation procedures 
• Maintain records of responses to employee safety concerns, workplace inspections, 

accident investigations and hazard corrections 
• Provide topic suggestions for the various safety meetings, assist in acquiring videos, 

technical experts and other sources for presentations 
• Act as an intermediary for employees pertaining to safety issues that cannot be 

resolved by a Supervisor or Manager 
 

Human Resources Analyst  
The Human Resources Analyst works with Managers and Supervisors to reduce Worker’s 
Compensation costs and to expedite return to work. 
 
Responsibilities include: 

• Oversee Worker’s Compensation cost control program in coordination with the 
Office of Disability Management Services 

• Coordinate medical accommodations 
• Manage the return to work program 
• Analyze and report on injury and illness trends in coordination with the Safety 

Coordinator 
 

Employees  
All employees, including contract employees, are responsible for using safe work practices, for 
following all directives, policies and procedures and for assisting in maintaining a safe work 
environment. 
 
Responsibilities include: 

• Follow safe work practices and procedures established by RSSP 
• Wear and use personal protective equipment and clothing as required 
• Inform their immediate supervisor (or anonymously to the Safety Coordinator) of any 

unsafe condition and/or act that they observe 
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• Report all incidents involving property damage or injuries to their supervisor 
immediately, or as soon as physically possible 

• Correct unsafe conditions within reason, whenever possible 
• Use acquired safety training in the performance of tasks 
• Be knowledgeable of the chemical hazards for the materials they use in the 

workplace, including knowing how to access MSDS information, and to report any 
potential exposures to hazardous substances 

• Protect the safety of coworkers and the public, as well as their own 
• Influence others by setting an example of working safely 
• Attend departmental and/or unit Safety Committee meetings 

 

Safety Committees 
Safety committee meetings should include discussion of the resolution of any identified hazards 
and assignment of action items. For each meeting, written minutes are prepared and made 
available to all affected employees. Additional topics for the committee to consider during the 
meetings include the status of the department’s compliance with safety training, plans to address 
upcoming self-inspections and other items as needed. 
 
Each department (or working unit) should meet at least twice a year, once in the Spring and once 
in the Fall. Departments or working units with shops should meet more frequently. Some union 
contracts stipulate more frequent meetings, including “tailgate” monthly meetings. 

Executive Safety Committee  
The Executive Safety Committee and its members are charged with the development and 
maintenance of safety education and awareness programs, including both routine safety and 
emergency preparedness. Management will rely on the safety committee members to establish 
and communicate general safety principles and techniques among their respective departments.  
 
Responsibilities include: 

• Meet at least three times a year 
• Maintain and distribute minutes from each meeting 
• Develop and implement the annual safety awareness program 
• Discuss safety needs and policies and make recommendations 
• Analyze injury and illness trends and recommend corrective actions and/or training 
• Contribute ideas and suggestions to promote safe work conditions 
• Review results of periodic, scheduled worksite inspections 
• Review investigations of occupational accidents and incidents resulting in injury, 

illness or exposure to hazardous substances 
• Influence others by setting an example of working safely 

Functional Division Safety Committees  
The following are the functional divisions: Cal Dining, HOME,  the Residential and Student 
Services Building Administrative group (RSSB-Admin), Early Childhood Education Program 
(ECEP), Office of Student Development (OSD), Information Technology (IT), Family Housing. 
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The Director of each functional division will appoint the committee’s chairperson and vice 
chairperson, and charge them to: 

• Ensure that Managers, Supervisors and employees are represented from all worksites 
and subgroups 

• Meet at regular intervals as a Departmental standing committee with the Safety 
Coordinator 

• Maintain written minutes of each meeting and make them available to employees 
• Review the results of periodic, scheduled worksite inspections 
• Review investigations of occupational accidents and incidents resulting in injury, 

illness or exposure to hazardous substances. When appropriate, submit suggestions to 
the Executive Safety Committee for review and advisement on the prevention of 
future incidents 

• Review investigations of hazardous incidents brought to the attention of any 
committee member 

• When needed, conduct inspections or investigations to assist with remedial solutions 
to unsafe work practices or conditions 

 

Office of Environment, Health & Safety 
EH&S is responsible for administering, coordinating, facilitating and monitoring implementation 
of the campus Safety Program.   
 
As the Administrator of the Campus Program, EH&S has the following responsibilities: 

• Keeping the program document current and available to the campus community at all 
times 

• Preparing, maintaining, and making available Program training for all UC Berkeley 
employees 

• Assisting departments or work units in complying with the requirements of the UC 
Berkeley Program by: 

o Assisting DSCs and/or supervisors in providing additional health and safety 
training where appropriate 

o Working collaboratively with other UC Berkeley departments such as the 
University Health Services (UHS), UC Police Department (UCPD), and Physical 
Plant-Campus Services (PP-CS) to help supervisors identify, evaluate, and correct 
unhealthy or unsafe conditions 

o Serving as liaison between the campus and regulatory agencies, regulatory 
inspectors, the outside community, and other external organizations in matters 
related to employee health and safety 

III. Compliance  
Management is responsible for ensuring that all safety and health policies and procedures are 
clearly communicated and understood by all employees. Managers, Supervisors and Lead 
personnel are expected to enforce the rules fairly and uniformly. 
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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 following is RSSP’s system of ensuring that all workers comply with the rules and maintain 
a safe work environment: 

• Informing workers of the provisions of our IIPP  
• Evaluating the safety performance of all workers  
• Recognizing employees who perform safe and healthful work practices. Employees who 

make a significant contribution to the maintenance of a safe workplace, as determined by 
their supervisors, will receive written acknowledgment of such contributions, which is 
maintained in the employees' personnel files 

• Providing training to workers whose safety performance is deficient  
• Disciplining workers for failure to comply with safe and healthful work practices. The 

disciplinary process includes standard progressive disciplinary measures in accordance 
with the appropriate personnel program or union contract  

• Other means that RSSP uses to ensure employee compliance with safe and healthful work 
practices include encouraging all employees to regularly attend scheduled Safety 
Committee meetings and to discuss safety concerns with supervisors and/or appropriate 
safety leaders  

IV. Communication  
RSSP recognizes that open communication between and among 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 safety and health information 
between management and staff in a form that is readily understandable. 

1. The new employee orientation includes a review of the RSSP IIPP and a discussion of 
policy and site-specific safety and health procedures that the employee is expected to 
follow. 
 
2. Functional division safety meetings are used to provide safety information and to allow 
discussion of safety-related issues freely and openly between managers, supervisors and 
staff. Attendance and minutes are taken at these meetings.  
 
3. From time to time, written safety notifications are distributed and/or posted. 
Employees, supervisors and managers should check safety bulletin boards regularly for 
such postings. Other methods of communicating pertinent health and safety information 
to managers and supervisors may include memos, email and the Executive Safety 
Committee minutes. 
 
4. All employees are required to inform their supervisor, Safety Committee 
Representative, Safety Coordinator or EH&S of any matter which they perceive to be a 
workplace hazard. Employees are also encouraged to make safety and training 
suggestions. No employee will be retaliated against for reporting hazards or potential 
hazards, or for making suggestions related to health and safety. 
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If an employee so wishes, he or she may make such a notification anonymously by filling 
out a Report of Unsafe Condition and putting it in the Safety Coordinator’s mailbox. 
Responses by Managers, Supervisors, the Safety Coordinator or Director will be posted 
on the safety bulletin board.  
 
5. Suggestions and notifications are reviewed by the Safety Coordinator, who will initiate 
an investigation of each report. 
 
6. Any directives issued as a result of the investigation must be distributed to all 
employees affected by the hazard. This may be via email and/or posted on safety bulletin 
boards. 

7. Effective communication of safety and health concerns between workers and 
supervisors is paramount to a successful IIPP. We have endeavored to provide safety 
information in translation. If further translation is necessary, please see the Safety 
Coordinator. 

8. Safe vehicle operation is a component of safe work practices. Please see the Vehicle 
Protocols document for more information. 

V. Injury Reporting 
Employees who are injured at work must report the injury immediately to their supervisors. If 
emergency medical treatment beyond first aid is needed, call 911 from any landline phone or 
510-642-3333 from a cell phone. If non-emergency medical treatment is needed for work-related 
injuries or illnesses, go to the Tang Center’s Occupational Health Clinic or Urgent Care Clinic. 
 
The supervisor of the injured employee must work with the designated department personnel to 
ensure that the Employer’s Report of Incident form is completed and turned in to RSSP HR 
within 24 hours. EH&S should be notified immediately in case of serious injury (requiring 
hospitalization). If the injury occurs at night, EH&S should be notified via the UC Police 
Department. 

VI. Hazard Assessment  
Periodic inspections to identify and evaluate workplace hazards must be performed by the Safety 
Coordinator, as well as Shop Leads (Self-Inspections), Supervisors and Managers according to 
the following schedule: 

• Annual inspections of offices, storage rooms and other workplace areas 
• Annual inspections of kitchens and shop areas 
• Inspections and investigations will be performed when new substances, processes, 

procedures or equipment present a new potential safety or health hazard. MSDS for 
new substances must be reviewed by management prior to use and disbursement 

• Inspections and investigations are conducted when a new or previously unrecognized 
hazard is introduced or discovered 
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• Investigation are conducted when an occupational injury, illness or near-miss 
accident occurs 

• Reports of Unsafe Conditions and complaints must be evaluated and responded to 
within a two week period by a Manager, Supervisor or Safety Coordinator 

• Periodic, unannounced inspections, recordkeeping and compliance audits will be 
conducted by the Department Safety Coordinator and/or the Executive Safety 
Committee 

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

VII. Accident and Exposure Investigations 
Investigation of workplace accidents, hazardous substance exposures and near-accidents will be 
done by Managers, Supervisors and the Safety Coordinator and will include: 

• Visiting the scene as soon as possible  
• Interviewing affected workers 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 

VIII. Hazard Correction  
Unsafe or unhealthy work conditions, practices or procedures at RSSP work facilities must 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, RSSP will remove all exposed workers 
from the area except those necessary to correct the existing condition. Workers 
necessary to correct the hazardous condition must be provided with the necessary 
protection 

• All such actions taken and completion dates must be documented on an attached 
Identified Hazards and Correction Record 

Actions to be taken may include, but are not limited to: 

• Fixing or replacing defective equipment 
• Implementing new safety procedures 
• Installing guards or modifying equipment 
• Employee notification and training 
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• Posting warning notices 
 
When corrective actions involve multiple steps or cannot be completed promptly within fourteen 
days, an action plan will be developed, and it will provide temporary safeguards until the 
permanent correction can be initiated. The Report of Unsafe Condition and the Accident/Incident 
Investigation form is to be used for this purpose and is filed as directed in Recordkeeping. 
 
While corrective actions are in progress, necessary precautions will be taken to protect or remove 
employees from exposure to the hazard. Employees expected to correct these imminent hazards 
must be properly trained and provided with necessary safeguards and personal protective 
equipment. If the imminent hazard is beyond the capabilities of RSSP personnel, other resources 
must be contacted by the Manager, Supervisor and/or the Safety Coordinator. 
 

IX. Training and Instruction  
RSSP includes safety as an integral part of employee training. Safety training is provided to 
employees in an understandable manner, so that employees can be productive and safe workers. 
All training must be documented as directed in the Recordkeeping section of this IIPP. 
 

Safety Coordinator, Managers and Supervisors 
The Safety Coordinator, Managers and Supervisors must determine training topics and needs. 
These include human relations, trainer skills and familiarization with hazards and risks faced by 
employees. The Safety Coordinator, Managers and Supervisors who recognize their own need 
for training are encouraged to submit a direct request for training in any area in which they feel 
deficient. Supervisors must be trained on the hazards their employees face.  
 

Employees 
Managers and Supervisors are expected to assess training needs of all employees under their 
direction. They are to train employees they supervise in general workplace health and safety and 
give them specific instructions regarding the unique hazards of any job assignment. 
 

Safety Committee 
The Unit or Functional Division Safety Committee reviews injury and illness trends and 
recommends training for injury prevention. These recommendations are evaluated by the Safety 
Coordinator and the Executive Safety Committee for implementation. 
 
Health and Safety training is provided: 

• For any new employee 
• For employees given a job assignment for which they have not previously received 

training. If the position is supervisory, such training must include familiarization with 
hazards and risks faced by the employees under his/her direct supervision 

• Employees are informed and trained on hazards specific to their job task and the 
methods they can use to determine the presence of hazardous conditions or substances 

• Whenever new substances, processes, procedures or equipment pose a hazard 
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• Whenever the manager, supervisor or safety Coordinator becomes aware of a 
previously unrecognized hazard 

• Periodic refresher safety training involving general workplace safety, job-specific 
hazards and/or hazardous material are provided as applicable 

This training includes (but is not limited to): 

• Explanation of our IIPP, building emergency action plan and evacuation procedures, 
and measures for reporting any unsafe conditions, work practices and injuries  

• Availability of toilet, hand-washing, and drinking water facilities  
• 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 
• Prohibiting horseplay, scuffling or other acts that adversely affect safety 
• Proper storage to prevent:  

o stacking goods in an unstable manner  
o storing materials and goods in a way such that it blocks access to doors, exits, 

fire extinguishing equipment and electrical panels  

Where applicable training may also include: 

• Prevention of musculoskeletal disorders, including proper lifting techniques  
• Use of appropriate clothing, including gloves, footwear and other personal protective 

equipment 
• Information about chemical hazards to which employees could be exposed and other 

hazard communication program information 
• Proper food and beverage storage to prevent them from becoming contaminated 

In addition, RSSP provides specific instructions to all workers regarding hazards unique to their 
job assignment, to the extent that such information is not already covered in other training. 

X. Recordkeeping 
No operation can be successful without recordkeeping that enables a department to learn from 
past experience and make corrections for future operations. The IIPP regulation requires records 
to be kept of the steps taken to establish and maintain the RSSP IIPP. 
 

• Each manager maintains an updated copy of the RSSP IIPP and appropriate work rules  
• The Safety Coordinator will retain the following records on file for at least three (3) 

years: 
o Master copy of the IIPP including changes and updates; Unit backup copies of 

chemical inventories and MSDS lists as provided 
o Documents verifying that each unit has maintained ongoing two-way 

communication with employees, such as: 
� Memos, letters to employees on safety and health issues 
� New employee safety orientation session acknowledgement 



 

Page 13 

� Employee safety suggestions and Departmental responses 
o All records of inspections and investigations, including date, name of the persons 

who performed the inspection or investigation, unsafe conditions and work 
practices identified, corrective actions taken and date of correction. Forms 
covered in this category include: 

� Report of Occupational Injury or Illness 
� Accident and Incident Investigation 
� Report of Unsafe Condition 
� Safety Inspection (General or Office) 
� Shop Safety Self-Inspection checklist 

 
o Records of safety and health training received by employees, containing the 

employee’s name, training date, type of training and identification of the trainer. 
Examples include: 

� Monthly Unit all-hands Safety Committee Meeting Attendance Sheet 
� Functional Division Represented Safety Committee Meeting Attendance 

Sheet 
� Employee Safety Training Attendance Sheet 
� New Hire and Transfer Safety Orientation checklist 
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XI. Safety Resources 
 
The Tang Center 
Phone: (510) 642-6891 
Clinic 4 
University Health Services 
2222 Bancroft Way #4300 
Berkeley, CA 94720-4300 
http://uhs.berkeley.edu/facstaff/occhealth/index.shtml 
 
RSSP Human Resources 
RSSPHR@berkeley.edu 
http://housing.berkeley.edu/staff/human_res_index.html 
 
BusOps: Student Affairs Business Operations site – for HR-related forms  
� http://campuslife.berkeley.edu/busops/centers/rssp - general 
 
� http://campuslife.berkeley.edu/busops/hr/injury – to report an injury  
 
� http://campuslife.berkeley.edu/busops/services/ergonomics – ergonomics information 
 
� http://campuslife.berkeley.edu/busops/services/safety – Safety Coordination 
 
Office of Environment, Health and Safety (EH&S) 
510-642-3073 
http://ehs.berkeley.edu 
 
University Health Services (UHS) – For assistance with psychological counseling, medical 
evaluations, ergonomics at work, worksite wellness and Disability Management Services. 
510-642-2000 
http://uhs.berkeley.edu 
 
UC Police Department (UCPD) 
510-642-6760 
http://police.berkeley.edu 
 
Office of Emergency Preparedness (OEP) 
510-642-9036 
http://oep.berkeley.edu 
 
Office of Risk Management (ORM) 
510-642-5141 
http://controller.berkeley.edu/riskManagement/ 
 
 
 


