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COUNTY OF LOS ANGELES 

PROBATION DEPARTMENT 
DIRECTIVE

No.: 1498 

Issued: 
Post 
Until: 

SUBJECT:  Injury and Illness Prevention Program 

The Probation Department is committed to providing a safe environment for its members 
and visitors and to minimizing the incidence of work-related illness and injury. The 
Department will establish and maintain an illness and injury prevention plan and will provide 
tools, training, and safeguards designed to reduce the potential for accidents, injuries, and 
illness. It is the intent of the Department to comply with all laws and regulations related to 
occupational safety. To achieve this goal, all levels of management and supervision are 
required to ensure the guidelines of this Injury and Illness Prevention Program (IIPP) are 
followed. 

The IIPP is intended to provide guidance for complying with the safe work principles 
identified in the California Code of Regulation, Title 8, and Section 3203 (8 CCR §3203).  

The IIPP pursues this objective through the following eight elements: 

• Identify the person(s) with the authority and responsibility for implementing the
program.

• Provide a method to ensure employee compliance with safe work practices.

• Provide a system for communicating health and safety information with employees.

• Provide a method for identifying and evaluating workplace hazards and ensuring
that safety inspections are routinely conducted.

• Provide a procedure and protocol to investigate occupational injury or illness.

• Provide a procedure and protocol for correcting unsafe conditions and/or practices.

• Provide employees with health and safety training.

• Provide a method for record keeping and documentation.

This Directive applies to all personnel employed by Probation (i.e., temporary employees, 
part-time employees, and full-time employees). All personnel shall comply with the 
provisions outlined in this document. 

This Directive is separated into eight major sections and includes attachments as outlined 
below: 

• Section A – Responsibilities

• Section B – Employee Recognition and Performance Management
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• Section C – Communication 

• Section D – Hazard Assessment and Control 

• Section E – Occupational Injury & Illness Investigation 

• Section F – Hazard Correction 

• Section G – Training 

• Section H – Record Keeping 

Section A – Responsibilities 
 
General Responsibilities 
 
The ultimate authority and responsibility for the safety and health program for all Probation 
employees’ rests with the Department’s Risk Manager. 
 
The Safety Officer is assigned the responsibility of the health and safety of Probation 
employees, guests, vendors, agency partners and serves under the direction of the Risk 
Manager. All levels of management and supervision share equally in the responsibility for 
the development, implementation, and maintenance of the IIPP. 
 
Probation Risk Manager 

 
• Approve new or revised employee health and safety programs and policies; and 

• Authorize allocation of physical and financial resources necessary to maintain an 
effective IIPP. 

Probation Directors 
 

• Provide support, leadership, and direction for the IIPP. 

• Create and modify policy, as required, to maintain an effective IIPP. 

• Delegate authority, responsibility, and accountability to appropriate individuals to 
effectively implement and maintain all IIPP systems for each work location. 

• Ensure the IIPP and all other required written environmental health and safety 
programs have been implemented and are being followed wherever Probation duties 
are carried out. 

• Request physical and financial resources necessary for the correction of 
environmental health and safety hazards. 
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• Through discussion with supervisors, evaluate the effectiveness of the IIPP and 
provide recommendations for improvement to the Safety Officer. 

• Actively support the system implemented for communicating with employees on 
matters relating to employee health and safety. 

• Assist supervisors in pursuing corrective performance measures for employees who 
deviate from environmental health and safety rules and guidelines. 

Management/Supervisory Staff 
 

• Ensure that the IIPP and other safety programs are implemented within their 
section. 

• Remain familiar with the Department’s work safety policies, procedures, and 
programs. 

• Ensure that each employee is familiar with the department’s general safety and 
health policies and procedures. 

• Assist employees in identifying and correcting actual and potential safety and 
health concerns. All identified safety and health hazard must be reported to 
management on site and/or to the Safety Officer. 

• Identify the physical and financial resources required for the correction of safety 
and health concerns and inform management of these requirements. 

• Notify the Risk Manager and/or Safety Officer of any display of flagrant or 
consistent disregard for safety and health rules and guidelines by employee(s). 

• Ensure employees are trained for the duties assigned to them. 

• Conduct accident investigation, in accordance with section 8.2 of this program, 
complete the Supervisor Work Related Injury/Illness Incident Investigation Form 
(Appendix C) and Employer’s Report of Occupational Injury or Illness, Form 5020, 
(Appendix D) and submit the completed forms to their assigned Disability 
Management & Compliance Coordinator. 

• Coordinate and conduct periodic inspections of their worksites and forward a copy 
of the completed Worksite Inspection Form (Appendix F) to the site Director and 
Safety Officer. 

• Maintain occupational safety and hazard information on employee bulletin boards. 

• Communicate safety and hazard information to employees when new hazards are 
identified or when new operations, materials, procedures, or equipment are 
introduced into the workplace. 
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• Enforce all Code of Safe Practices. 

• Ensure employees’ compliance with required personal protective equipment, safety 
programs and procedures necessary for safe execution of job responsibilities. 

Employee 
 

• Follow the guidelines of Probation’s IIPP and any other environmental health and 
safety programs implemented by the Department. 

• Protect themselves from recognized and uncontrolled hazards. 

• Responsible for conducting safe workplace practices. 

• Wear appropriate personal protective equipment (i.e., gloves, respirators, goggles, 
ear plugs, etc.) as applicable to the circumstance. 

• Maintain all equipment in good condition, ensuring all safety guards are in place 
when equipment is in operation, and report any defective equipment to their 
supervisor. 

• Immediately report all injuries and known safety deficiencies or potentially 
hazardous conditions that may lead to injury or illness. If the employee’s direct 
supervisor is not available, hazards are to be reported to the next available person 
in the employee’s line of supervision. 

• If injured, complete Employee Work Related Injury/Illness Incident Form (Appendix 
E) and submit completed form to the immediate supervisor. 

• Refrain from performing work tasks for which they have not received specialized 
training (e.g., electrical work, office equipment repair, heavy lifting, building 
maintenance, etc.). 

• Make suggestions for improving or correcting hazardous conditions. Suggestions 
may be made by informing their immediate supervisor or contacting the Safety 
Officer at (562) 940-2670. 

• Not interfere with the use of any method or process adopted for the protection of 
any employee, including themself. 

Safety Officer (Program Administrator) 
 
The Safety Officer is designated as Probation’s IIPP Administrator.  The Safety Officer will: 

 
• Initiate and manage the development of comprehensive, written safety and health 

programs and policies designed to assist employees in protecting themselves, and 
to comply with regulatory requirements. 
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• Ensure that Probation’s IIPP is reviewed annually and revised if necessary. 

• Ensure that all suspected, reported, or alleged safety and health hazards are 
documented and evaluated, and that all identified hazards are controlled. 

• Maintain and review all records and reports pertinent to the program. 

• Serve as the liaison between management, employee groups, and regulatory 
agencies for all Department safety and health issues and activities. 

• Ensure safety inspections of work sites and equipment are conducted on a regular 
basis. 

• Conduct periodic site inspections for each Probation site using the Periodic 
Worksite Inspection Form (Appendix F). 

• Post occupational injury statistics (California Occupational Safety and Health 
Administration (Cal/OSHA) Form 300). 

Disability Management & Compliance (DMC) Coordinators (Headquarters and On-site) 
 

• Coordinate with the Risk Manager in all matters dealing with industrial injuries and 
potential injuries, including ergonomic concerns. 

• Summarize monthly data of injuries and illnesses on the OSHA Log 300 (Appendix 
A). Prepare the OSHA Summary 300 A for posting and keep it posted where 
employees can see it for the designated period, February 1, through April 30th 
(Appendix B). 

Section B – Employee Recognition and Performance Management 
 
Employee Evaluations 

 
• Supervisors are given the opportunity to evaluate their employees’ work habits with 

respect to safety performance as part of the annual performance evaluation 
process.  

• Supervisors are required to accurately reflect the employee’s approach toward 
safety.  Accurate completion of the performance evaluation assists the Department 
in providing recognition to those employees who perform their work assignment in 
a safe manner.  The evaluation also assists by informing employees of 
opportunities to improve their work habits as they relate to safety. 

Employee Recognition 
 
Safety Certificate of Recognition – Employees who enhance Probation’s IIPP through the 
development of specific safety procedures, or who participate in significant safety and 
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health activities, will be recognized by the Department for their efforts. The procedures for 
employee recognition are outlined below: 

 
• An employee who witnesses or becomes aware of a co-worker’s extraordinary 

efforts to improve safety through successfully raising the level of safety awareness 
in their work area may nominate (in writing) the individual for a Safety Certificate of 
Recognition (Appendix G). The nomination must be submitted to the recognized 
employee’s supervisor or Safety Officer/Risk Management. 

• The Office of Risk Management will review the nomination and determine if a 
Safety Certificate of Recognition shall be issued. The employee (who submitted 
the nomination) and the recognized employee’s supervisor may be contacted if 
additional clarifying information is needed. 

• If the decision to issue a Safety Certificate of Recognition is established, the 
Certificate will be routed for appropriate signatures. 

• The Bureau Chief, Risk Manager and/or the designee will formally present the 
Safety Certificate of Recognition to the employee at a regularly scheduled Bureau 
meeting. 

• A copy of the Safety Certificate of Recognition will be placed into the recognized 
employee’s personnel file. 

Performance Management 
 
When a plausible allegation is made of an employee’s noncompliance with safety rules, the 
employee’s supervisor will carry out an investigation of the alleged compliance concerns. 
The supervisor shall determine the cause, and coordinate through the chain of command to 
determine if corrective performance management is appropriate.  
 
Section C – Communication 
 
Employee Bulletin Board Postings 
 
Employee bulletin boards shall be located in visible areas at all work sites occupied by 
Probation employees. Many questions regarding employee rights and responsibilities can 
be answered by reviewing the materials posted on these bulletin boards. The following 
items must be posted on the Employee Bulletin Board: 

 
• Cal/OSHA Poster, Safety and Health Protection on the Job. 

• Cal/OSHA Access to Medical and Exposure Records notification, as required 
where employees may be exposed to any toxic substance or harmful physical 
agents. 

• Cal/OSHA Form 300 A Summary of Occupational Injuries, and Illnesses, 
posted(February 1st through April 30th). 
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• Notification of new and/or modified safety procedures. 

• Notice of Workers’ Compensation Carrier. 

• Pay Day Notice. 

• Industrial Welfare Commission Orders Regulating Wages, Hours, and Working 
Conditions. 

• Discrimination in Employment is Prohibited by Law poster. 

• Notice to Employees of Unemployment and Disability Insurance. 
 

Staff Meetings 
 
Staff meetings with health and safety as an agenda item must allow employees time to 
discuss workplace health and safety concerns. Meeting minutes should be documented 
and submitted to the Health and Safety Unit. The meeting agenda may include: 

 
• Status report of recent injuries or illnesses. 

• Feedback on previous employee health and safety concerns. 

• New safety and health procedures and methods. 

• New employee safety and health concerns. 

• Other safety and health related issues. 
 
Reporting Unsafe Conditions/Hazards and Employee Safety Suggestions 
 
All employees are encouraged and required to inform management of concerns they have 
regarding potential hazards of their workplace. The following provides procedures for 
reporting hazards and submitting suggestions to improve workplace safety. 

 
• The Office of Risk Management/Safety Officer will acknowledge (unless submitted 

anonymously) receipt of all reports of unsafe conditions and indicate what actions 
or recommendations will be taken to address each concern. Safety concerns can 
be reported via telephone at (562) 940-2670 or email at 
losscontrol@probation.lacounty.gov. 

• Supervisors are responsible for implementing corrective action(s) within their 
jurisdiction. 

• The Safety Officer is responsible for facilitating the discussion of safety and health 
issues brought forth by an employee. The Safety Officer is also responsible for 
ensuring that all relevant materials/issues are presented to management, including 
recommendations on how the unsafe condition is to be handled/corrected. 
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• Employees are advised to immediately report serious hazards to management for 
immediate action. 

Anonymous Hazard Notification by Employees 
 
Open communication between employees and management is encouraged. To provide all 
employees with an opportunity to inform management of their workplace safety and health 
concerns without fear of reprisal, various methods of notification have been established. 
These methods are: 

 
• Employees may discuss their safety concern or suggestion directly with their 

supervisor or manager. Supervisors or managers are to evaluate each concern or 
suggestion and discuss and resolve with the Safety Officer. 

 
• Provide written notice of a safety concern to the Safety Officer at the Probation 

Department Headquarters (Office C01), 9150 Imperial Hwy. Downey, CA 90242, or 
voicemail at (562) 940-2670. The Safety Officer is to evaluate the safety concern 
and discuss at the Agency Safety Committee or the Department Risk Management 
Committee meeting. 
 

• Anonymously inform Chief Executive Office, Risk Management Branch at (213) 
351-6406 of the existence of a safety concern. 

 
• Whether contacting the Chief Executive Office, Risk Management Branch or using 

the written notice/voicemail system, employee notification should indicate: 
 

o The nature of the concern; 
o The location; 
o The time the concern was first identified; 
o When appropriate, the names of the individual involved. 

Supervisors and managers are responsible for responding to any notices 
and, if possible, correcting the identified concerns. 

 
Section D – Hazard Assessment and Control 
 
Objectives 
 
The specific objective of hazard assessment and control is to improve the effectiveness of 
the IIPP.  This is accomplished by: 

 
• Reviewing accidents and exposures to provide guidance on how to prevent future 

incidents, reduce injuries, and in so doing reduce associated workers’ 
compensation costs. 

• Evaluating the accuracy of safety and health record-keeping practices. 
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• Categorizing safety deficiencies for the purpose of identifying hazard occurrence 
trends so corrective actions can be taken. 

• Evaluating the thoroughness and effectiveness of employee safety and health 
training. 

• Conducting walk-through inspections for the purpose of: 

o Improving work-area housekeeping. 
o Identifying and eliminating work area hazards. 
o Complying with Federal, State, Local, and County laws and regulations. 

 
• Document the effectiveness of each division’s compliance with the IIPP by 

completing a written report that identifies areas needing improvement and provide 
suggestions on corrective actions to be taken. 

 
Inspections 
 
Identifying and evaluating workplace hazards includes periodic inspections to identify 
unsafe conditions and work practices. Inspections shall be made to identify and evaluate 
hazard when: 

 
• The program is first established. 

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

• Whenever the Department is made aware of a new or previously unrecognized 
hazard. 

 
Periodic Inspections 
 
Each site manager must coordinate and conduct periodic inspections for their respective 
worksites. A Work Site Inspection Form (Appendix F) must be completed and retained for 
each inspection. 

 
• The manager must ensure that the Work Site Inspection Form is completed per the 

frequency noted in the preceding bullet points by either completing the checklist 
personally or by assigning the responsibility to an employee under his/her 
direction. The manager must forward a copy of the completed Work Site Inspection 
Form to the Safety Officer at LossControl@probation.lacounty.gov. 

• Upon completion of the inspection, the manager ensures that all identified 
deficiencies are corrected timely (corrective action taken are to be noted on the 
Work Site Inspection Form). 

Informal Identification and Correction of Safety Concerns 
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The informal identification and correction of safety concerns allows an employee who 
identifies a potentially hazardous situation the opportunity to report the hazardous condition 
to their supervisor and to correct the noted condition. 

 
• Safety deficiencies that do not pose a substantive threat of injury or illness shall be 

addressed in a timely manner commensurate with the relative risk. 

• The supervisor must ensure that known safety deficiencies are appropriately 
addressed. 

Section E – Occupational Injury and Illness Investigation 
 
Reporting Requirements 

 
• Employees must immediately report all work-related injuries or illnesses to their 

supervisor unless the employee is unable to do so. In this case, the lead worker or 
coworker must make the notification. 

• Upon becoming aware of an employee injury or illness, the supervisor will seek the 
assistance of emergency services if the injury or illness is of a serious or life-
threatening nature. 

• The supervisor will assess the need for medical attention if the injury or illness is 
not of a serious or life-threatening nature. If the supervisor determines that the 
employee should seek medical attention, the employee will be directed to the 
closest available medical clinic. 

• The supervisor will immediately report any “serious” injury or illness, or death of an 
employee occurring in the workplace to the Office of Risk Management/Safety 
Office.  The Risk Manager must report the serious injury or illness, or death, to the 
nearest District Office of Cal/OSHA within eight (8) hours of the occurrence of the 
incident. 

“Serious injury or illness” is defined as: “Any injury or illness occurring in a place of 
employment or in connection with any employment that requires inpatient hospitalization for 
other than medical observation or diagnostic testing, or in which an employee suffers an 
amputation, the loss of an eye, or any serious degree of permanent disfigurement, but does 
not include any injury or illness or death caused by an accident on a public street or 
highway, unless the accident occurred in a construction zone.” 

 
Injury and Illness Investigation 

 
• The supervisor must investigate each reported injury or illness to determine the 

cause and implement corrective actions needed to prevent recurrence within 24 
hours of receiving the report. Suggested procedures for investigating workplace 
accidents and hazardous substances exposure include the following: 

o Visit the accident/incident scene as soon as possible. 



PROBATION DIRECTIVE 
INJURY AND ILLNESS PREVENTION PROGRAM 
PAGE 11 OF 27 
 
 

 
MANUAL HOLDERS:      CROSS-REFERENCE YOUR MANUALS TO THIS DIRECTIVE WHERE APPROPRIATE 

 

o Interview injured employees and witnesses. 
o Examine the workplace for factors associated with the accident/incident. 
o Determine the root cause. 
o Implement corrective actions to prevent reoccurrence. 
o Record findings and corrective action. 
o Take photos/videos of accident scene, if possible. 
o Identify who, what, where, when, and why. 

 
• The supervisor must complete a Supervisor Work Related Injury/Illness Incident 

Investigation Form (Appendix C) and Employer’s Report of Occupational Injury or 
Illness, Form 5020, (Appendix D) clearly indicating the nature of the injury and 
illness, the cause, and corrective action taken within 24 hours of receiving report of 
the injury or illness. 

• The employee must complete the Employee Work Related Injury/Illness Incident 
Form (Appendix E) and any corrective action taken and submit the form within 72 
hours to the Safety Office at LossControl@probation.lacounty.gov. 

• The Disability Management & Compliance Coordinator and Safety Officer will 
review all information related to the accident including the Supervisor Work 
Related Injury/Illness Incident Investigation Form and Employer’s Report of 
Occupational Injury or Illness, Form 5020, photographs (if any), witness statement, 
etc. to assure appropriate recommendations have been made to preclude or 
minimize future recurrences of incidents with 5 working days of the occurrence. 
Additional recommendations will be implemented, as necessary. 

 
Prevention Measures 

 
• Prevention measures must be immediately implemented to ensure that similar 

accidents do not occur. Appropriate communication will be provided to employees 
regarding hazards for which prevention measures cannot be immediately 
implemented. 

• When required, training and retraining will be provided to address both procedural 
and behavioral adjustments. 

 
Section F – Hazard Correction 
 
Objective 
 
The objective of the Hazard Correction policy is to provide methods/procedures for 
correcting unsafe or unhealthy conditions, work practices, and work procedures in a timely 
manner based on the severity of the hazard. 
 
Procedures 
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Staff are to identify, evaluate and resolve unsafe work conditions as soon as practical and 
to be actively involved in providing recommendations to ensure a safe workplace; Hazards 
are to be corrected when observed or discovered. Priority is to be given when an imminent 
hazard exists that cannot be abated without endangering employee(s) or property. 
 
Section G – Training 

 
Employees 
 
The Department will provide all employees with basic training modules, new employee 
safety training/orientation, refresher training and training for new tasks. 
 

• New Employee Safety Training/Orientation - New employees will receive an 
introduction to the Department’s IIPP during an orientation session at the 
beginning of their service with Probation.  This training will consist of, but will not 
be limited to, the elements listed below: 
 

o An introduction to the Department’s IIPP. 
o Safety and health objectives, Department policy and procedures, and 

personal application of policy and procedures. 
o Hazard recognition and reporting procedures including Safety Officer 

contact information. 
o Emergency equipment and procedures. 
o Systems for ensuring safety and health compliance such as recognition, 

retraining and discipline. 
o Employee rights to a safe and healthy workplace and their responsibilities 

under IIPP. 
o Other safety and health programs, department policies and procedures. 

 
• New Assignment Orientation - Employees will receive training when given a new 

assignment, when new material or operation is introduced into the workplace or 
when a previously unrecognized hazard has been identified. All training will be 
documented and will ensure the following: 

o Identification and explanation of hazards and consequences of 
exposure/injury. 

o Explanation of safe operation and/or use of equipment. 
o Specific information to aid employees in the recognition of warning signs or 

conditions that may result in a hazardous exposure. 
o Methods to avoid injury or exposure associated with the task of operation, if 

applicable. 
o Emergency procedures and rescue methods, if applicable. 

• Reviewing Environmental Health and Safety Subjects - Review of subject material 
previously presented in comprehensive training will be accomplished through one 
or more of the following methods: 
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o Safety/Staff meetings. 
o One-on-one supervisor and employee review, or one-on-one review with a 

member of the Health and Safety Office. 
o Repeating comprehensive training session when determined appropriate by 

the supervisor. Some “appropriate” conditions for an employee to repeat 
comprehensive training are: 
 When it has been determined by the supervisor or the Safety Officer that 

the employee does not understand the material. 
 When the employee is due for retraining. 

 
Specialized training may be required before performing certain jobs within Probation. Some 
of these jobs may include work where equipment service or repair requires that energy 
sources must be locked out or require the use of specialized tools and equipment. 
Employees must refrain from performing or participating in tasks that require specialized 
training (i.e., electrical, computer, or building repairs, etc.) unless they are assigned such 
tasks and have the requisite training and job duties. Employees who are uncertain if 
specialized training requirements or qualifications are needed to perform a particular job 
within the Department are required to discuss their concerns with their supervisor, or with 
the Safety Officer, Risk Management Branch, (whichever person is most available) before 
proceeding with the assignment. 
 
Section H – Record Keeping 
 
Training Records 

 
• Directors/Supervisors maintain training records at their respective locations. 

• Employees interested in obtaining training history, or a hard copy of a particular 
document, can request the information through their supervisor or Director. 

• Copies of employee safety and health training records are maintained for no less 
than one (1) year. 

Inspection Records 
 

• Each Director must maintain the Work Site Inspection Forms for their Facility. 
Copies of these forms are forwarded to the Office of Risk Management/Safety 
Office for review. 

• Inspection reports are to be maintained for no less than one (1) year. 

 
Injury and Illness Records 

 
• Copies of the Employer’s Report of Occupational Injury or Illness are forwarded to 

the Workers’ Compensation Third Party Administrator for review and opening of a 
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