		
[bookmark: 32]INJURY AND ILLNESS PREVENTION PROGRAM
FOR STAFFING AGENCIES
[bookmark: injury]This template for an Injury and Illness Prevention Program (IIPP) is designed to help staffing agencies develop an effective health and safety program to protect their employees who are placed in their clients’ workplaces.  All of the elements required by Cal/OSHA’s IIPP standard are described as they relate to dual employer situations. This includes the steps staffing agencies should take to assess the workplaces of host employers before their employees begin work, the expectations regarding training by both the staffing agencies and the host employers, and the obligations to be sure staffing agency employees are protected from hazards while working in secondary workplaces. The boxes in this template that are already checked are required elements. The boxes not checked are good practices that staffing agencies may also want to include to protect their employees.
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Company Name and Address

     
     
Name and Contact Information for Individual Completing this form
RESPONSIBILITY FOR OUR IIPP (Title 8 California Code of Regulations §3203(a)(1))
|X| We have an Injury and Illness Prevention Program (IIPP) administrator that has the authority and responsibility for implementing and maintaining this IIPP.1 
Our Injury and Illness Prevention Program (IIPP) administrator is: 	
	
Name, Job Title, and Contact Information
The person from our agency who is responsible for reviewing our clients’ Injury and Illness Prevention Programs (IIPPs) to ensure they include the workers we send to their workplaces is:1
     
Name, Job Title, and Contact Information (business address, phone numbers)
|X| All employees, including employees we send to our clients’ workplaces, have been told who is in charge of health and safety for our agency and in the workplace(s) where they will be working. 1
ACCIDENT/EXPOSURE INVESTIGATIONS IN OUR CLIENTS’ WORKPLACES (Title 8 CCR §3203(a)(5))
|X|	We have told our client employers to notify us if an accident, serious injury, serious illness and/or hazardous substance exposure occurs to one of our employees placed in their workplaces and to report their findings from the investigation of the incident, back to us. 1 Our contracts with our host employers explain our expectation that they will notify us immediately when one of our employees is seriously injured.
[bookmark: Check8]|X|	We also participate in these investigations in our clients’ workplaces.
|X|	We recognize that it is our responsibility to notify Cal/OSHA within 8 hours of a fatality, serious accident or illness that requires hospitalization of more than 24 hours, or the loss of a body part or other serious disfigurement that occurs to one of our employees that is placed in a client’s workplace.  The host employer must also notify Cal/OSHA. 1
|_|	We include in our contracts with our client employers an explanation of the systems for investigating accidents involving our employees. 
|_|	Other:	 
HAZARD ASSESSMENT / INSPECTION OF OUR CLIENTS’ WORKPLACES (Title 8 CCR §3203(a)(4))
|X|	We conduct an initial inspection of our client employers’ workplaces before placing our employees in those workplaces, as well as periodic inspections to identify unsafe conditions and work practices.  Periodic inspections shall be conducted whenever new substances, processes, procedures, or equipment are introduced to the workplace that represent a new safety or health hazard and whenever we learn of a new or previously unrecognized hazard. 1 
The following person conducts these investigations: 	
|X|	In addition, we require our clients to inform us promptly whenever new substances, processes, procedures, or equipment are introduced to the workplace that may represent a new safety or health hazard to our employees, as well as when they change the job duties of any of our employees in a manner that may affect his or her health or safety.
|_|	In addition, we work with our clients in the following ways to identify unsafe or unhealthy work conditions, practices or procedures that may affect our employees that are sent to work in their workplaces:       ____________________________________
|X|	The employees we place in our clients’ workplaces are informed that they have the right to report hazards or unsafe conditions to the client employer, our agency, or both. They are told how to report hazards or unsafe conditions and who should receive these reports. 1 We want our employees placed in our clients’ workplaces to report hazards or unsafe conditions in the following ways: 	
		
	
|X|	Our employees are also informed that they have the right to refuse to do any task to which they are assigned by the client employer if they reasonably believe that task is dangerous or violates any of our or the client employer’s safety rules, until such danger is eliminated.  Our employees are also informed that they will not be terminated, sanctioned or disciplined in any manner for reporting hazards or refusing to do a task under the circumstances set forth in this paragraph.1
|_|	We include in our contracts with our client employers an explanation of how we will assess the hazards in their workplace that may affect our employees.
HAZARD CORRECTION IN OUR CLIENTS’ WORKPLACES (Title 8 CCR §3203(a)(6))
|X|	We take the following steps to ensure that our employees who are placed in our clients’ workplaces are protected from the health and safety hazards on their jobs: 1 	
		
		
		
|X|	We ensure that our employees who are placed in our clients’ workplaces are provided with any personal protective equipment or clothing that is required for the work being performed. 1
|X|	If an imminent hazard exists at one of our clients’ workplaces which cannot be immediately abated without endangering employee(s) and/or property, we will immediately remove all exposed employees from the area.1
|_|	We include in our contracts with our client employers an explanation of how our employees will be protected from hazards in their workplace.
COMMUNICATION WITH EMPLOYEES WORKING IN OUR CLIENTS’ WORKPLACES ABOUT SAFETY (Title 8 CCR §3203(a)(3)) 
|X| All managers and supervisors within our agency are responsible for communicating with our employees about occupational health and safety hazards and protections in a manner that is easily understandable by all employees. 1 We address this in the following ways for our employees placed in our clients’ workplaces:
|X|	Our employees are informed that they have the right to refuse to do any task to which they are assigned by the client employer if they reasonably believe that task is dangerous or violates any of our or the client employer’s safety rules, until such danger is eliminated.  Our employees are also informed that they will not be terminated, sanctioned or disciplined in any manner for reporting hazards or refusing to do a task under the circumstances set forth in this paragraph.1
|X|	We communicate with our client employers in the following ways when we identify unsafe or unhealthy work conditions, practices or procedures that may affect our employees that are sent to work in their workplaces: 1 	
		
|X|	We have a communication system that includes all of the following checked items:
|X|	We conduct new employee orientation with each new employee.1 
|X|	We post or distribute safety information in the following ways: 1	
	 
|_|	Other methods we use to ensure communication with our employees who are placed in our clients’ workplaces include: 	
|_|	We include in our contracts with our client employers an explanation of how our staffing agency, the host employer, and our employees will communicate about safety issues.  
TRAINING AND INSTRUCTION (For the employees we place in our clients’ workplaces) (Title 8 CCR §3203(a)(7))
|X| All of our employees, including supervisors and employees that we place in our clients’ workplaces, are provided with training and instruction on general and job-specific safety and health practices in the following ways1: 
|X|	Before they start work, we provide health and safety orientation training for new employees who will be placed in our clients’ workplaces. This training includes information about our safety and health policies and procedures, the types of common hazards in the types of workplaces where they are being sent and how to protect themselves from these hazards, a review of our Injury and Illness Prevention Program, and information about how to report health and safety problems in the workplaces where they are working.1
The following is a description of how our training is conducted and who conducts the training:        ___________________________________________________________
	
|X|	We ensure that we or our client employers provide our employees who are placed in their workplaces with site-specific, job-specific and hazard-specific health and safety training before our employees begin working in that workplace.1 In addition,  supplementary or updated training shall be provided whenever new substances, processes, procedures, or equipment are introduced into the workplaces where they are placed and whenever our employees are switched to a new task involving new hazards.1   We do this in the following ways:
|_|	We review our client employers’ training records. 
|_|	We discuss with our client employers what site-specific, job-specific and hazard-specific training is provided to our employees.
|_|	We include in our contracts with our client employers what the responsibilities are on our part and on the part of the client employers for training our employees who work at their workplace. This includes when the training is provided and the topics. We ensure that this training occurs before our employees begin working in their workplace and before they are assigned new tasks. 
|_|	We ensure that the host employers do not give our employees new tasks or expose our employees to new hazards without informing us first and without providing training to our employees before they take on the new tasks. 
|_|	Other methods we use to ensure our employees have adequate training before they begin work in our clients’ workplaces include: 	
Training we expect our clients to provide the employees we place in their workplaces includes such topics: (e.g., lock-out/tag-out procedures, dealing with hazardous chemicals, etc.) 	
	
EMPLOYEE COMPLIANCE WITH SAFETY PROCEDURES  (Title 8 CCR §3203(a)(2)) 
|X| Management is responsible for ensuring that all of our safety and health policies and procedures, and those established by our clients for their workplaces, are clearly communicated to our employees.1
|X| All of our employees, including those we place in our clients’ workplaces, are responsible for complying with safe and healthful work practices. Our system of ensuring that all employees comply with these practices includes all of the following checked practices.1
|X|	Recognizing employees who perform safe and healthful work practices.1 This recognition is accomplished by: 	
	
|X|	Fair and consistent disciplining of employees who fail to comply with safe and healthful work practices.1 The following outlines our disciplinary process: 
[bookmark: Check10]|_|	Evaluating the safety performance of all employees.
[bookmark: Check11]|_|	Providing training to employees whose safety performance is deficient.
[bookmark: Check13]|_|	Other systems we have in place to ensure compliance with safety practices: 	 
	
The responsibilities of all employees include the following checked practices: 
|X| Reporting unsafe conditions, unsafe work practices and accidents to our staffing agency and to a supervisor at the host employer’s workplace immediately. 1
|X| Following safety rules and work practices.1
|X| Using appropriate personal protective equipment (PPE) as instructed by their supervisors. 1
|_| Other: 	
RECORDKEEPING AND DOCUMENTATION (Title 8 CCR 3203(b))
|X| This written document and any attachments documents how we implement and maintain our Injury and Illness Prevention Program as it relates to our employees who are placed in our clients’ workplaces.
Copies of this IIPP can be found at: 	
|X| We maintain records of the trainings that we provide to our employees. Our records include the names of the employees receiving the training, the training topic, the name of the trainer, and the date(s) of the training. 
|X| We maintain records of our worksite inspections, including those we conduct in our clients’ workplaces. These records include the name of the person(s) conducting the inspection, the hazards identified and the action taken to correct the unsafe hazards. 
|X| We have reviewed our client employers’ IIPPs to make sure they include our employees who are placed in their workplaces. 1
Additional notes about our program: 
	
	
	
	
	
Additional information:
“Protecting Temporary Agency Employees”: 
http://www.dir.ca.gov/dosh/dosh_publications/Protecting-Temp-Agency-Employees-fs.pdf
“Guide to Developing Your Workplace Injury & Illness Prevention Program”: http://www.dir.ca.gov/dosh/dosh_publications/iipp.pdf
Additional online tools that employers can use to develop their IIPP:  http://www.dir.ca.gov/dosh/etools/09-031/index.htm
	
Disclaimer: This document is not meant to be either a substitute for or a legal interpretation of the occupational safety and health regulations. Readers should refer directly to Title 8 of the California Code of Regulations and to the Labor Code for detailed information regarding the scope, specifications, and exceptions of a particular regulation and for other requirements that may be applicable to their operations.
 This item is an activity that is required by Cal/OSHA for compliance with the IIPP standard.
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