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Purpose - Introduction 

 
The goal of this Injury and Illness Prevention Program (IIPP) is to provide a safe and healthy 

workplace for all employees and to reduce the risk of occupational injuries and illnesses.  To 

achieve this, Nevada City School of the Arts, herein after referred to as “Nevada City School 

of the Arts” or the “Charter School,” has developed and implemented an Injury and Illness 

Prevention Program (IIPP) as required under the California Code of Regulations, Title 8, 

Chapter 4, Subchapter 7, Section 3203. 

 

The purpose of this manual is to provide a systematic and accessible informational source to 

communicate the Employee Safety and Health Program and procedures to implement it.  

Statements contained in this manual are intended to provide for consistent implementation 

of these procedures.  All employees of Nevada City School of the Arts are governed by the 

procedures set forth, unless otherwise stipulated by a specific policy or written statement. 

 

Procedures contained in this manual shall rescind any previous publications governing the 

same or similar matters.  Any questions concerning the currency, interpretation or 

application of any Employee Safety and Health procedures shall be referred to Nevada City 

School of the Arts management. 
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Nevada City School of the Arts Safety Policy 

 
It is Nevada City School of the Arts policy to promote good health, well-being, and 

occupational safety for its employees, clients, and visitors. This policy endorses programs 

which:  

 

1.  Provide safe and healthful conditions and reduce injuries and illnesses to the lowest 

possible level. No task is so important and no service so urgent that it cannot be done 

safely.  

2.  Assure compliance with federal, state, and local regulations providing for environmental 

health and occupational safety.   

3.  Provide information, training, and safeguards to employees regarding health and safety 

hazards, and to the surrounding community regarding environmental health hazards 

arising from our operations and events.  

4.  Install and maintain facilities and equipment in accordance with recognized and accepted 

standards essential to reduce or prevent exposure to hazards by employees, clients, and 

visitors.  

5.  Provide appropriate personal protective equipment to all employees at Nevada City 

School of the Arts expense when engineering controls are not adequate to minimize 

exposure.  

6.  Provide medical services as required by law and as may be dictated by existing 

circumstances or programs.  

7. Nevada City School of the Arts has developed and implemented a comprehensive safety 

program. These programs comply with all federal, state, and municipal laws, codes, acts, 

regulations and standards relating to health, safety and the environment.   
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Responsibilities for Safety 
 
Every employee shares an equal responsibility for safety. As such, specific responsibilities 
for safety are indicated below. Every employee must recognize and enthusiastically fulfill 
their respective responsibilities for safety. 
 

Nevada City School of the Arts Management & Supervisors - are responsible for the 

implementation of specific elements of the IIPP and related programs as outlined in this 

document. Specifically, the School will designate Toni Holman as a Safety Officer to ensure 

implementation of the IIPP. 

Employees - will adhere to Nevada City School of the Arts policies and procedures as directed 

by management.  Any employee who fails to adhere to job safety and health rules, Nevada 

City School of the Arts policies and procedures, or places others in danger of injury may be 

subject to disciplinary action as directed by Nevada City School of the Arts policy.  Employee 

responsibilities include, but are not limited to: 

1) Adherence to all safety rules and standard operating procedures. 

2) The appropriate use of personal protective equipment. 

3) The appropriate use of Nevada City School of the Arts equipment, including all 

safeguards and procedures. 

4) The prompt reporting of all known and suspected work-related injuries and illnesses, no 

matter how minor they appear.  The report should be made to the employee’s supervisor 

or other appropriate available persons. 

5) The reporting of all observed unsafe behaviors and conditions.  The report should be 

made to the employee’s supervisor or other appropriate available person as soon as the 

condition is discovered. 
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Employee Rights 

Employee rights are identified for clarification.  Any employee who has questions regarding 

their rights should discuss their concerns with their supervisor or Nevada City School of the 

Arts management.  

 

1. The right to a safe and healthful working environment. 
 

2. The right to receive training in general safe work practices and specific training with 
regard to hazards unique to any job assignment.  

 
3. The right to be given information and training about potential health hazards of 

materials and chemicals, and access to Material Safety Data Sheets. 
 

4. The right to refuse work that would violate a health and/or safety standard or order 
where such violation would pose a real and apparent hazard to his/her safety or 
health, or the safety or health of others. 

 
5. The right to observe Nevada City School of the Arts personnel or consultants when 

harmful substances, subject to CAL-OSHA standards, are monitored and measured 
in the workplace. 

 
6. The right to be told by Nevada City School of the Arts if he/she is being, or has been, 

exposed to concentrations of harmful substances at levels higher than the exposure 
limits allowed by CAL-OSHA standards. 

 
7. The right to see and obtain copies of records of exposure to toxic substances, 

harmful physical agents and medical records maintained by Nevada City School of 
the Arts and the records of exposure to toxic substances and harmful physical 
agents of employees with similar past or present jobs or working conditions. 

 
8. The right to request an inspection of the work site by making a complaint about 

unsafe or unhealthful working conditions to CAL-OSHA, which will keep the name of 
the person who makes the compliant confidential. 

 
9. The employee has the right to an employee representative accompanying Nevada 

City School of the Arts or Nevada City School of the Arts representative and a CAL-
OSHA representative on an inspection, and to talk privately to the CAL-OSHA 
representative during an inspection. 

 
10. The employee has the right to see any citation Nevada City School of the Arts 

receives posted at or near the place where the violation occurred. 
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Identifying and Evaluating Unsafe Conditions and Behaviors 

 
Purpose: 
 

Management has the responsibility to identify unsafe conditions and behaviors and to take 

steps to eliminate hazards and reduce the potential for injuries and illnesses.  To ensure that 

hazards are identified and safety standards are met, assessments of the workplace are to be 

performed.  

 

When & How: 
 

Safety and health inspections shall be conducted using an inspection checklist.  The 

inspections shall include the facilities and equipment at each Nevada City School of the Art 

site.  Inspections shall be conducted: 

1. At least quarterly 

2. Whenever any new procedure/ equipment is introduced into the workplace. 

3. When injuries are investigated. 

4. Whenever management is made aware of a new or unrecognized hazard. 

 

The person or persons conducting the inspection shall maintain a copy of the inspections 

and their recommended corrective action.  A copy of the inspection and any associated work 

requests or other documents associated with correcting an unsafe condition or behavior 

shall be forwarded to the designated individual. Completed inspection checklists shall be 

maintained for at least one year. All unsafe conditions and work practices to be corrected 

shall be listed on the Nevada City School of the Arts inspection form, and shall include a 

timetable for the corrections to be completed.  The list shall include the nature of the unsafe 

condition, its location, the date it was identified, and if possible, the person identifying it, the 

corrective action to be taken (including its start and estimated completion dates) and the 

date it was actually corrected.  Once the corrections are completed, the program coordinator 

shall notify the employee and department supervisor and post the notice in the assigned 

location.  
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In addition to the official site inspections, employees who may observe unsafe conditions or 

work practices can report such concerns on the "Report and Correction of Unsafe Conditions 

or Work Practices" form (Appendix C).  Notice of this form’s availability shall be made to all 

employees during training and will include information as to where the forms may be 

obtained.  Employees shall be informed that they may fill out the form anonymously if they 

prefer and that no reprisal can or will be taken against them for unsafe conditions or work 

practices they may report.  In addition, employees shall be informed that they may telephone 

Cal-OSHA to verbally report unsafe conditions or work practices if they so choose. All 

received notices (either verbal or on the reporting form) shall be investigated within a 

reasonable time.     

 

Nevada City School of the Arts may choose to use other resources and expertise outside of 

Nevada City School of the Arts to evaluate the sites for general or specific safety, health or 

environmental protection concerns.  The findings of these inspections will be documented 

in writing and provided to Nevada City School of the Arts.  Nevada City School of the Arts will 

follow up on the recommendations made by the outside resources in the same manner as the 

internally conducted inspections. 

 

Correction of Unsafe Conditions and Behaviors 
 
When a hazardous situation is identified during a safety inspection or otherwise becomes 

known to the department supervisor or any other member of management, Nevada City 

School of the Arts shall take immediate corrective action.  When an imminent hazard exists 

which cannot be readily corrected without endangering employees, visitors, and/or 

property, all employees and visitors shall be removed from the work area except those 

persons required to correct the hazardous condition.  Nevada City School of the Arts 

Management shall be immediately notified upon recognition of an imminent hazard situation 

in their area.  

file:///C:/Users/mbrokenshire/AppData/Local/Temp/Appendix%20C%20-%20Report%20of%20Unsafe%20Conditions%20or%20Work%20Practices.pdf
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Injury and Illness Reporting and Investigation 
 

It is the responsibility of Nevada City School of the Arts management to investigate all 
injuries, illnesses or near misses and to report them on the Nevada City School of the Arts 
“Incident Investigation Form,” (Appendix B).  Nevada City School of the Arts management 
will submit the form to Nevada City School of the Art’s TPA as well as retain a copy.  
 
The procedure for reporting and investigating all injuries is as follows: 
 

Injury & Illness Reporting: 
 

a. Injured employee reports any known or suspected injury to Nevada City School of 

the Arts management, including near misses.  Near miss incidents are defined as 

incidents that did not lead to an actual injury, but which could have and which 

may or may not have caused property damage. 

b. Nevada City School of the Arts management will review all reports and take action 

as deemed necessary.  Injuries will be reported to Nevada City School of the Arts 

management in a timely manner, and if required, recorded on the OSHA 300 form. 

c. The injury will be reported to CAL-OSHA when and how required.  A report of any 

serious injury, illness or death must be made to CAL-OSHA immediately.  

Immediately means as soon as practically possible but not longer than eight hours 

after Nevada City School of the Arts knows or with diligent inquiry would have 

known of the death or serious injury or illness. The contact number for California 

is (415)-703-5100.  Serious injury or illness means any injury or illness which: 

i. Occurs in a place of employment or in connection with any employment 

which requires inpatient hospitalization for a period in excess of 24 

hours for other than medical observation. 

ii. An employee suffers a loss of any member of the body or serious degree 

of permanent disfigurement, but does not include any injury or 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.  

 

file:///C:/Users/mbrokenshire/AppData/Local/Temp/Appendix%20B%20-%20Incident%20Investigation%20Form.pdf
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If Nevada City School of the Arts can demonstrate that urgent circumstances exist, 

the time frame for the report may be made no longer than 24 hours after the 

incident.  When making such a report, the following information, if available, will 

be provided:   

i. Time, date and location of the incident. 

ii. Nevada City School of the Arts name, address and telephone number. 

iii. Name and job title of the person reporting the incident. 

iv. Name of person to contact at the site of the incident. 

v. Name and address of injured/ill employee(s). 

vi. Nature of the injury or illness. 

vii. Location where injured employee(s) were moved to. 

viii. List of other law enforcement agencies present at the site of the 

incident. 

ix. Description of incident and whether the incident scene or equipment 

involved has been altered. 

Injury & Illness Investigation:  
 

The initial investigation and report preparation for all claims is the responsibility of 

Nevada City School of the Arts management.  All investigations will be documented 

using the Nevada City School of the Arts “Incident Investigation Form” (Appendix 

B).  Nevada City School of the Arts management will participate in the investigation 

of all serious or potentially fraudulent claims.  The investigation form is used for the 

following purposes: 

a. To provide Nevada City School of the Arts with information necessary to 

initiate compensation payments to the injured employee and activate other 

essential claim handling procedures. 

b. For management review to develop corrective actions to remove or reduce 

unsafe conditions and correct unsafe behaviors, thus reducing the potential 

for recurrence. 

 

file:///C:/Users/mbrokenshire/AppData/Local/Temp/Appendix%20B%20-%20Incident%20Investigation%20Form.pdf
file:///C:/Users/mbrokenshire/AppData/Local/Temp/Appendix%20B%20-%20Incident%20Investigation%20Form.pdf


 Board Policy #: 501 
Adopted/Ratified: 10/26/2018 

Revision Date: 1/14/2021 

  

 
NEVADA CITY SCHOOL OF THE ARTS     PAGE 11 OF 29 
INJURY & ILLNESS PREVENTION PLAN POLICY 

Good preparation by department managers and supervisors is necessary.  This 

includes a careful review of witnesses’ statements.  Interview the witness separately, 

and let them describe the incident in their own words.  Ask the witnesses and victims 

to share their thoughts regarding the means to prevent a recurrence.  After 

investigating the incident, Nevada City School of the Arts management should have 

the answers to the following: 

a. A description of what happened. 

b. A description of when and where the incident occurred.  

c. Who was affected? 

d. Why did it happen and what can be done to prevent a similar 

incident? 

 
Follow-up Action: 
 

Once corrective action is developed, the department manager or supervisor is 

responsible for ensuring the actions are implemented.  The corrective actions should 

be reviewed to determine if they are effective. 

 

OSHA Form 300: 
  

The Occupational Safety and Health (OSH) Act of 1970 requires certain employers to 

prepare and maintain records of work-related injuries and illnesses. Use OSHA form 

300 to record the type and severity of each work-related injury/illness. Recording 

criteria for work-related injuries and illnesses can be found in 29 CFR Part 1904-

Recording and Reporting Occupational Injuries and Illnesses. Certain employers are 

not required to keep OSHA injury and illness records if they are classified in 

specific Standard Industrial Classification Codes (SIC). Refer to 29 CFR Part 1904 

for a complete listing of exempt SIC codes. 
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Communication with Employees 
 
The safety program requires that adequate communication exists for all safety issues of 
concern to Nevada City School of the Arts and its employees. Nevada City School of the Arts 
management must be sure that every employee is able to freely communicate any concerns 
they have regarding safety, and that Nevada City School of the Arts will respond and 
resolve any safety issues that arise. 
 
Methods of Communication: 
 
Employee Meetings - Safety topics will be discussed at various employee meetings.  
Written safety, health and environmental protection information, as well as Nevada City 
School of the Arts policies and procedures, may be distributed at employee meetings. 
 
Anonymous Notifications and Suggestions – Nevada City School of the Arts encourages 
the anonymous notification of hazards by employees.   
 
Printed Materials - Written safety, health and environmental protection information will 
be provided to employees via handouts, posters, and other informational sources. 
 
Posting of OSHA Form 300A – Nevada City School of the Arts, if required, will annually 
post the OSHA Form 300A–Summary of Work Related Injuries and Illnesses. 
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Employee Training and Education  
 
Purpose: 
 
The goal of our safety training program is to develop safe work habits and attitudes. It is 
critical that new workers understand Nevada City School of the Arts rules and procedures 
prior to being assigned a job. Nevada City School of the Arts management is required to 
provide each employee with the appropriate safety training necessary to ensure they 
understand how to complete their work tasks correctly and safely. Safety training activities 
shall be documented and maintained by Nevada City School of the Arts management. 
 
Types of Training: 
 

1. New Employee Orientation – This training should include, but may not be limited to, 

employee responsibilities for working safely and general safety rules. New employees 

shall be provided with Nevada City School of the Arts health and safety rules upon 

hire. 

2. Position Safety Orientation – Regardless of years of service, when employees move to 

new positions, they should receive position safety training.  This training should 

include, but not be limited to, information they need to know to perform their new 

position safely, such as general hazards, clean-up duties, housekeeping 

responsibilities and job specific safety procedures. 

3. Planned Safety Talks – Job safety training is a continuous effort.  Planned safety talks 

are conducted on a regular basis, and topics include but are not limited to: new 

substances; any new processes, procedure or equipment introduced into the 

workplace; changes made to an existing process, procedure or equipment; and 

incident reviews. 

4. Correctional Safety Talks – These talks occur when an employee is observed working 

unsafely.  The department manager or supervisor will counsel the employee to 

correct their behavior.   

5. Refresher Training – Many safety, health and environmental protection standards 

require specific employee training during the initial and annually scheduled training. 

This training will be conducted in accordance with California regulations and Nevada 

City School of the Arts policies and procedures. 
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6. Introduction of New Processes - Whenever a new substance, process, and/or 

procedure are introduced; the employer must provide adequate training to reflect the 

change and possible hazards. 

 

Recordkeeping 
 
Documentation of the activities associated with the implementation of and adherence to the 

Nevada City School of the Arts IIPP is maintained in order to provide proof of those activities 

to administrating agencies and to provide various measurements that reflect the 

effectiveness of the program. 

 

Mandatory records include, but may not be limited to: 

 

1. Workplace Inspections 

2. Employee Training  

3. Occupational Injuries and Illnesses  
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Appendix A   
 
Code of Safe Working Practices  
 

1. All persons shall follow these safe practice rules, render every possible aid to safe 
operations, and report all unsafe conditions or practices to the Business Office or 
Director.  

2. The Business Office shall insist upon employees observing and obeying every rule, 
regulation, and order as is necessary to the safe conduct of the work, and shall take 
such action as is necessary to obtain observance.  

3. Anyone known to be under the influence of drugs or intoxicating substances that 
impair the employee’s ability to safely perform the assigned duties shall not be 
allowed on the campus while in that condition.  

4. Horseplay, scuffling, and other acts that tend to have an adverse influence on the 
safety or well-being of the employees shall be prohibited.  

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

6. All hazardous chemicals will be identified properly with a label and Material Safety 
Data Sheet. All Material Safety Data Sheets will be posted in a well visible area and 
made available upon request. 

7. No one shall knowingly be permitted or required to work while the employee’s 
ability or alertness is so impaired by fatigue, illness, or other causes that it might 
unnecessarily expose the employee or others to injury.  

8. Employees shall not enter manholes, underground vaults, chambers, tanks, silos, or 
other similar places that receive little ventilation, unless it has been determined that 
it is safe to enter.  

9. Employees shall be instructed to ensure that all guards and other protective devices 
are in proper places and adjusted, and shall report deficiencies promptly to the 
Business Office or School Director.  

10. Workers shall not handle or tamper with any electrical equipment, machinery, or air 
or water lines in a manner not within the scope of their duties, unless they have 
received instructions from their supervisor.  

11. All injuries shall be reported promptly to the Business Office or School Director so 
that arrangements can be made for medical or first aid treatment.  

12. When lifting heavy objects, use the large muscles of the leg, instead of the smaller 
muscles of the back shall be used.  

13. Inappropriate footwear or shoes with thin or badly worn soles shall not be worn.  
14. Materials, tools, or other objects shall not be thrown from buildings or structures 

until proper precautions are taken to protect others from the falling objects.  
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Appendix B - Incident Investigation Form 
 

School Location- Department- 
Location of Incident  
(Be specific – eg. K Classroom) 

 

Date of incident or onset 
____________________                               
 
Time_________      am/pm   
 

Date reported accident/incident 

Name of employee involved (last name first – please print) 
 
_______________________________________________________________     Age: ____________     Sex:  M / F 
 
Date of employment:______________________  Occupation/Position: _________________________________________ 
 
Experience (time) in job:________________________     Employee works Full/ Part time (circle one) 

 
Supervisor’s name: _____________________________  Supervisor’s Contact number: ___________________________ 
 
Object/equipment/substance inflicting damage/injury:_______________________________________________________ 
 
Nature of injury (eg. Cut, slip and fall)_______________________________ Body part(s) affected:___________________________ 
 
Was the employee acting in the normal course of employment?    Yes/No 
 
Did the employee go for medical treatment?  Yes/No   If yes, where? ___________________________________________ 
 
Did the employee decline medical treatment? Yes/No 
 
Was anyone else involved in the incident? Yes/No   Who?  ___________________________________________________ 
 
Were there any witnesses? Yes/No         Witness(s) name ___________________________________________________ 

 
 

Describe the event and how it occurred: 
 
 
 
 

 
 
Supervisor’s Signature: ______________________________       Date: ________________________________________   
 
Signed by Person Involved: _________________________          
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Appendix C - Report of Unsafe Conditions or Work 
Practices 
 
 

 
Name of individual reporting the condition (optional): __________________ 
 
Job Title: __________________ Condition Date: _____________________  
 

  

Summary: Reporting individual to fill out. (Use separate sheet if needed) 
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
______________________________________________________ 

 

Location: Reporting Individual to fill out. 

 

 

 

Causes of Condition: To be completed by the individual investigating the condition 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
________________________ 
What action, if any, has been taken to reduce or eliminate hazard/ exposure? 
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
______________________________________________________________________________________________________ 

 
 
Condition investigated by: ___________________ Date: _______________ 
 
Signature: ____________________________________ 
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COVID-19 Addendum 
 

California employers are required to establish and implement an Injury and Illness 
Prevention Program (“IIPP”) to protect employees from all worksite hazards, including 
infectious diseases.  
 

Charter School has adopted this addendum to accommodate reopening school for in-
person instruction in accordance with the Framework for Reopening K-12 Schools from the 
California Department of Public Health (“CDPH”). Resumption of in-person instruction 
presumes that the school operates in a county that has been removed from the state’s 
monitoring list for 14 days, but school and worksite administrators should coordinate 
with state and local health officials to obtain timely and accurate information about the level 
of disease transmission in the local community before resuming on-site work practices. Local 
conditions will influence the decisions that public health officials make regarding 
community-level strategies.   
 

This addendum contains three parts.  Part one contains background information 
regarding COVID-19, including known symptoms, emergency warning signs and high-risk 
factors.  Part two provides guidelines for implementation of a COVID-19 Infection Control 
Plan, which includes short-term measures to implement while COVID-19 remains endemic 
in states and communities.  Part three contains measures to maintain a healthy workforce 
until herd immunity in the population is achieved or the global incidence of COVID-19 comes 
under control.   

 
Background 
 

In November 2019, a novel coronavirus (SARS-CoV-2) was discovered in Wuhan, 
China, which was found to cause a viral respiratory illness (coronavirus disease 2019, or 
“COVID-19”) leading to severe injury and death in certain populations, particularly elderly 
persons and persons with underlying health conditions.   
 

COVID-19 was declared a pandemic by the World Health Organization on March 11, 
2020.  In response to the COVID-19 Pandemic, public health officers in many states and 
counties ordered all individuals to stay home or at their place of residence (i.e., “Shelter in 
Place”), except as needed to maintain continuity of operations of certain critical 
infrastructure sectors.  Across the nation, public schools and most other government offices 
and private businesses were closed in order to slow the spread of the coronavirus in the 
community.  Many states and localities have now commenced phased reopening.  

 
In 2020, the CDC identified the following symptoms of COVID-19, which typically 

appear within 2-14 days after exposure to the virus:   
 

 Fever or chills 
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 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 Muscle or body aches 
 Headache 
 New loss of taste or smell 
 Sore throat 
 Congestion or runny nose 
 Nausea or vomiting 
 Diarrhea 
 
The CDC also recommends that, if a person shows any of the following emergency 

warning signs,* he or she should seek emergency medical care immediately: 
 

 Trouble breathing 
 Persistent pain or pressure in the chest 
 New confusion 
 Inability to wake or stay awake 
 Bluish lips or face 

 
*Please note that this is not a complete list of all possible symptoms.  Anyone experiencing 
any other symptoms that are severe or concerning should contact a medical provider.   
 
Certain people are at higher risk for severe illness from COVID-19, including: 
 

 People 65 years and older 
 People who live in a nursing home or long-term care facility 
 People of all ages with underlying medical conditions, particularly if not well 

controlled, including: 
o People with chronic lung disease or moderate to severe asthma 
o People who have serious heart conditions 
o People who are immunocompromised 

 Many conditions can cause a person to be immunocompromised, 
including cancer treatment, smoking, bone marrow or organ 
transplantation, immune deficiencies, poorly controlled HIV or AIDS, 
and prolonged use of corticosteroids and other immune weakening 
medications 

o People with severe obesity (body mass index [BMI] of 40 or higher) 
o People with diabetes 
o People with chronic kidney disease undergoing dialysis 
o People with liver disease 

 
Decisions to resume operations should be based on both the level of disease 

transmission in the community and the capacity to protect the safety and health of staff and 
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students at each school site.  By providing guidelines for the design of a control plan for 
COVID-19, part two of this addendum is intended to allow for the resumption of school by 
implementing measures to prevent and slow the spread of COVID-19 within the workplace. 

 
COVID-19 Infection Control Plan 
 

Before resuming normal or phased school activities after a Shelter in Place order is 
lifted, prepare and implement a COVID-19 preparedness, response, control and prevention 
plan (i.e., COVID-19 Infection Control Plan).  Federal, state, and local public health 
communications must be monitored to keep up with information available about COVID-19 
regulations, guidance, and recommendations, to ensure that workers have access to the 
timeliest information.  

 
1. Design, implement, update and maintain a COVID-19 Infection Control Plan: 
 

The overall goal of the COVID-19 Infection Control Plan is to decrease the spread of 
COVID-19 and lower the impact of the disease in the workplace. This includes the following 
objectives: 

 
 Prevent and reduce transmission among employees; 
 Maintain healthy school operations; and 
 Maintain a healthy work environment. 

 
All site administrators should implement and update as necessary a control plan 

that: 
 

 Is specific to your workplace; 
 Identifies all areas and job tasks with potential exposures to COVID-19; and 
 Includes control measures in this policy to eliminate or reduce such exposures. 

 
COVID-19 Infection Control Plans should consider that employees may be able 

to spread COVID-19 even if they do not show symptoms, which is a source of anxiety in the 
workforce, particularly among higher-risk individuals.  Therefore, it is important to have 
discussions with workers about planned changes and seek their input. Additionally, 
collaboration with workers to effectively communicate important COVID-19 information.   

 
2. Adjust operations to slow the spread: 

 
 Employees who have COVID-19 symptoms should notify their supervisor and stay 

home as directed. 
 Sick employees should follow CDC-recommended steps for self-quarantine. 

Employees should not return to work until the criteria to discontinue home 
isolation are met, in consultation with their supervisor, local health departments 
and healthcare providers. 
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 Employees who appear to have symptoms upon arrival at work or who become sick 
during the day should immediately be separated from other employees, students, and 
visitors, and sent home. 

 Adopt a procedure for the safe transport of an employee who becomes sick while at 
work. The employee may need to be transported home or to a healthcare provider. 

 Employees who are well but who have a sick family member at home with COVID-19 
should notify their supervisor and follow CDC-recommended precautions. 

 If implementing in-person health checks, conduct them safely and respectfully. 
Protect the screener using social distancing, barrier or partition controls, or personal 
protective equipment (“PPE”). However, reliance on PPE alone is a less effective 
control and is more difficult to implement, given PPE shortages and training 
requirements. 

 Complete the health checks in a way that helps maintain social distancing guidelines, 
such as providing multiple screening entries into the building. 

 Follow guidance from the Equal Employment Opportunity Commission regarding 
confidentiality of medical records from health checks. 

 To prevent stigma and discrimination in the workplace, make employee health 
screenings as private as possible. Do not make determinations of risk based on race 
or country of origin or any other protected characteristics, and be sure to maintain 
confidentiality of each individual’s medical status and history. 
 

3. Conduct a Workplace Hazard Assessment: 
 

The purpose of a hazard assessment of the workplace is to identify where and how 
workers might be exposed to COVID-19 at work. Combinations of controls from the 
hierarchy of controls are used to limit the spread of COVID-19 (see Controls Table in 
Appendix A).  These include engineering controls, workplace administrative policies, and 
personal protective equipment (PPE) to protect workers from the identified hazards. 
 

 Conduct a thorough hazard assessment to determine if workplace hazards are 
present, or are likely to be present, and determine what type of controls are needed 
for specific job duties. 

 When engineering and administrative controls cannot be implemented or are not 
fully protective: 

o Determine what PPE is needed for each workers’ specific job duties, 
o Select and provide appropriate PPE to the workers at no cost, and 
o Train their workers on its correct use. 

 Until lifted, the Governor has ordered that all workers must wear a cloth face covering 
at work if the hazard assessment has determined that they do not require PPE (such 
as a respirator or medical facemask) for protection. 

o A cloth face covering contains the wearer’s respiratory droplets to help protect 
their co-workers and others.  

o Cloth face coverings are not considered PPE. They help prevent those who do 
not know they have the virus from spreading it to others, but do not offer the 
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same level of protection for wearers from exposure to the virus that causes 
COVID-19 as PPE. 

 Remind employees that CDC recommends wearing cloth face coverings in public 
settings where other social distancing measures are difficult to maintain, especially 
in areas of significant community-based transmission. Wearing a cloth face covering, 
however, does not replace the need to practice social distancing. 

 
4. Take action if an employee is suspected or confirmed to have COVID-19 infection: 

 
Effective January 1, 2020, employers are required to provide certain notices in 

response to a “notice of potential exposure to COVID-19,” in accordance with Labor Code 
section 6409.6.  A “notice of potential exposure” means any of the following: 

(a) Notification from a public health official or licensed medical provider that an 
employee was exposed to a qualifying individual at the worksite;  

(b) Notification from an employee, or their emergency contact, that the employee is a 
qualifying individual;  

(c) Notification through the school’s testing protocol that the employee is a qualifying 
individual; or  

(d) Notification from a subcontracted employer that a qualifying individual was on 
the school site. 

 
Upon receipt of a “notice of potential exposure,” the Charter School must take the 

following actions within one (1) business day of the notice: 
 
(a) Provide a written notice to all employees who were on the premises in the same 

worksite1 as the qualifying individual2 within the infectious period3 that they may 
have been exposed to COVID-19.4 

                                                 
1 The “worksite” does not include buildings, or floors within multistory buildings, that a qualifying 

individual did not enter.  If the Charter School operates multiple worksites, the school must only notify 

employees who worked at the same worksite as the qualified individual. (Labor Code § 6409.6, subd. 

(d)(5).) 
2 A “qualifying individual” means (a) a laboratory-confirmed case of COVID-19, as defined by the State 

Department of Public Health; (b) a positive COVID-19 diagnosis from a licensed health care provider; (c) 

a COVID-19-related order to isolate provided by a public health official; (d) died due to COVID-19, in the 

determination of a county public health department or per inclusion in the COVID-19 statistics of a county. 

(Labor Code § 6409.6, subd. (d)(4).) 
3 The “infectious period” means the time a COVID-19-positive individual is infectious, as defined by the 

State Department of Public Health. (Labor Code § 6409.6, subd. (d)(2).)  
4 Written notice must be provided in the same manner that the Charter School ordinarily uses to 

communicate employment-related information.  Written notice may include, but is not limited to, personal 

service, email, or text message if it can reasonably be anticipated to be received by the employee within 

one business day of sending and shall be in both English and the language understood by the majority of 

the employees. 
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(b) Provide a written notice to the exclusive representative, if any, of the above 
employees.5  

(c) Provide all employees who may have been exposed and the exclusive 
representative, if any, with information regarding COVID-19-related benefits to 
which employees may be entitled under applicable federal, state, or local laws. 

 Information regarding COVID-19-related benefits includes, but is not 
limited to, workers’ compensation, and options for exposed employees, 
including COVID-19-related leave, Charter School sick leave, state-
mandated leave, supplemental sick leave, or negotiated leave 
provisions, as well as anti-retaliation and antidiscrimination 
protections applicable to employees. 

(d) Notify all employees, and the employers of subcontracted employees and the 
exclusive representative, if any, on the disinfection and safety plan that the 
employer plans to implement and complete per the guidelines of the federal 
Centers for Disease Control. 

 
Records of the above notices must be retained for a minimum of three (3) years.   
 
Effective January 1, 2020, the school must also take the following responses in the 

event of a COVID-19 “outbreak,” as defined by CDPH: 
 Within forty-eight (48) hours, the School Director or designee shall notify the county 

public health department of the names, number, occupation, and worksite of 
employees who meet the definition of a qualifying individual.6   

 The School Director shall also report the address and NAICS code of the worksite 
where the qualifying individuals work.   

 Additional notice will be provided of any subsequent laboratory-confirmed cases of 
COVID-19 at the worksite. 
 
Specific guidelines for responding to suspected and confirmed cases of COVID-19 in 

schools are also found in the Framework for Reopening K-12 Schools released by the CDPH 
on July 17, 2020.  In most cases, you do not need to shut down the facility. If it has been less 
than seven (7) days since the sick employee has been in the facility, close off any areas used 
for prolonged periods of time by the sick person: 

 

                                                 
5 Written notice to the exclusive representative must contain the same information as required in an incident 

report in a Cal/OSHA Form 300 injury and illness log unless the information is inapplicable or unknown 

to the school.  This requirement does not apply if the school’s employees do not have an exclusive 

representative.  
6 A “qualifying individual” means (a) a laboratory-confirmed case of COVID-19, as defined by the State 

Department of Public Health; (b) a positive COVID-19 diagnosis from a licensed health care provider; (c) 

a COVID-19-related order to isolate provided by a public health official; (d) died due to COVID-19, in the 

determination of a county public health department or per inclusion in the COVID-19 statistics of a county. 

(Labor Code § 6409.6, subd. (d)(4).) 
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 Wait 24 hours before cleaning and disinfecting to minimize potential for other 
employees being exposed to respiratory droplets. If waiting twenty-four (24) hours 
is not feasible, wait as long as possible. 

 During this waiting period, open outside doors and windows to increase air 
circulation in these areas. 

 
If it has been seven (7) days or more since the sick employee used the facility, 

additional cleaning and disinfection is not necessary. Continue routinely cleaning and 
disinfecting all high-touch surfaces in the facility. 

 
Follow the CDPH and CDC cleaning and disinfection recommendations: 
 
 Clean dirty surfaces with soap and water before disinfecting them. 
 To disinfect surfaces, use products that meet EPA criteria for use against SARS-Cov-

2, the virus that causes COVID-19, and are appropriate for the surface. 
 Always wear gloves and other PPE appropriate for the chemicals being used when 

you are cleaning and disinfecting. 
 You may need to wear additional PPE depending on the setting and disinfectant 

product you are using. For each product you use, consult and follow the 
manufacturer’s instructions for use. 

 
Determine which employees may have been exposed to the virus and may need to 

take additional precautions: 
 

 Inform employees of their possible exposure to COVID-19 in the workplace but 
maintain confidentiality as required by the Americans with Disabilities Act (ADA). 

 Follow the Public Health Recommendations for Community-Related Exposure and 
instruct potentially exposed employees to stay home for fourteen (14) days, or such 
period as established by local health order, telework if possible, and self-monitor for 
symptoms. 
 

Measures to Maintain Healthy Ongoing School Operations 
 

1. Identify a workplace coordinator. Holly Pettitt will be responsible for COVID-19 issues 
and their impact at the workplace. 
 

2. Protect employees at higher risk for severe illness through supportive policies and 
practices. Older adults and people of any age who have serious underlying medical 
conditions are at higher risk for severe illness from COVID-19. 

 
 Provide options to telework, if available and reasonable. 
 Offer vulnerable workers duties that minimize their contact with students and other 

employees, if the worker agrees to this. 
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 Offer flexible options such as telework to employees where available and reasonable 
to eliminate the need for employees living in higher transmission areas to travel to 
workplaces in lower transmission areas and vice versa. 
 

3. Communicate supportive workplace polices clearly, frequently, and via multiple 
methods. Employers may need to communicate with non-English speakers in their 
preferred languages. 
 
 Train workers on how implementing any new policies to reduce the spread of COVID-

19 may affect existing health and safety practices. 
 Communicate to any contractors or on-site visitors about changes that have been 

made to help control the spread of COVID-19. Ensure that they have the information 
and capability to comply with those policies. 

 Create and test communication systems that employees can use to self-report if they 
are sick and that you can use to notify employees of exposures and closures. 

 Use a hotline or another method for employees to voice concerns anonymously. 
 

4. Establish policies and practices for social distancing. Where possible and reasonable, 
alter your workspace to help workers and students maintain social distancing and 
physically separate employees from each other and from students, such as: 
 
 Implement flexible worksites (e.g., telework). 
 Implement flexible work hours (e.g., rotate or stagger shifts to limit the number of 

employees in the workplace at the same time). 
 Increase physical space between employees at the worksite by modifying the 

workspace. 
 Increase physical space between employees and students (e.g., physical barriers such 

as partitions). 
 Use signs, tape marks, or other visual cues such as decals or colored tape on the floor, 

placed 6 feet apart, to indicate where to stand when physical barriers are not possible. 
 Implement flexible meeting and travel options (e.g., postpone non-essential meetings 

or events in accordance with state and local regulations and guidance). 
 Close or limit access to common areas where employees are likely to congregate and 

interact. 
 Prohibit handshaking. 
 Deliver services remotely (e.g., phone, video, or web). 
 Adjust school practices to reduce close contact with and among students — for 

example, by using larger formal spaces (e.g., auditoriums) or outdoor areas for 
instruction. 

 
5. Give employees and students what they need to clean their hands and cover their 

coughs and sneezes: 
 
 Provide tissues and no-touch trash cans. 
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 Provide soap and water in the workplace. If soap and water are not readily available, 
use alcohol-based hand sanitizer that is at least 60% alcohol. Ensure that adequate 
supplies are maintained. 

 Ideally, place touchless hand sanitizer stations in multiple locations to encourage 
hand hygiene. 

 Place posters that encourage hand hygiene to help stop the spread at the entrance to 
your workplace and in other workplace areas where they are likely to be seen. This 
should include signs for non-English speakers, as needed. 

 Direct employees to visit CDC’s coughing and sneezing etiquette and clean hands 
webpage for more information. 
 

6. Perform routine cleaning: 
 
 Incorporate the Guidance for Cleaning and Disinfecting to develop, implement, and 

maintain a plan to perform regular cleanings to reduce the risk of exposure to COVID-
19. 

 Routinely clean and disinfect all frequently touched surfaces in the workplace, such 
as workstations, keyboards, telephones, handrails, and doorknobs. 

o If surfaces are dirty, clean them using a detergent or soap and water before 
you disinfect them in accordance with Healthy Schools Act protocols. 

o For disinfection, most common, EPA-registered, household disinfectants 
should be effective. A list of products that are EPA-approved for use against 
the virus that causes COVID-19 is available on the EPA website. Follow the 
manufacturer’s instructions for all cleaning and disinfection products (e.g., 
concentration, application method, and contact time). 

 Discourage workers from using each other’s phones, desks, offices, or other work 
tools and equipment, when possible. 

 Provide disposable disinfecting wipes so that employees can wipe down commonly 
used surfaces (e.g., doorknobs, keyboards, remote controls, desks, other work tools 
and equipment) before each use. 

 Store and use disinfectants in a responsible and appropriate manner according to the 
label. 

 Do not mix bleach or other cleaning and disinfection products together. This can 
cause fumes that could be very dangerous to breathe in. 

 Advise employees to always wear gloves appropriate for the chemicals being used 
when they are cleaning and disinfecting and that they may need additional PPE based 
on the setting and product. 
 

7. Perform enhanced cleaning and disinfection after persons suspected/confirmed to 
have COVID-19 have been in the facility: 
 
 If a sick employee is suspected or confirmed to have COVID-19, follow the CDC 

cleaning and disinfection recommendations. 
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8. Minimize risk to employees when planning meetings and gatherings: 
 
 Use videoconferencing or teleconferencing when possible for work-related meetings 

and gatherings. 
 Cancel, adjust, or postpone large work-related meetings or gatherings that can only 

occur in-person in accordance with state and local regulations and guidance. 
 When videoconferencing or teleconferencing is not possible, hold meetings in open, 

well-ventilated spaces continuing to maintain a distance of 6 feet apart and wear cloth 
face coverings. 

 
The School Director is authorized to implement changes or additions to this addendum in 
order to ensure compliance with new or revised orders or guidance from local, county, state 
or federal authorities (“Agencies”) and/or the facts of a specific circumstance, and to take 
any and all actions consistent with orders and guidance from the Agencies that is not 
specifically addressed by this policy. The School Director shall provide the Board with 
regular updates as to actions taken pursuant to this section.  
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Appendix A 
Controls Table 
 
The following table presents examples of controls to implement in the workplace. The most 
effective controls are those that rely on engineering solutions, followed by administrative 
controls, then PPE.   PPE is the least effective control method and the most difficult to 
implement. Worksites may have to implement multiple complementary controls from these 
columns to effectively control the hazard. 
 

Engineering (Facilities and Equipment) 
 Assess job hazards for feasibility of engineering controls 
 Ensure ventilation and water systems operate properly 
 Alter office workspaces to maintain social distancing. Examples include: 

o Configure partitions as a barrier shield 
o Move electronic payment reader away from cashier in cafeteria 
o Use verbal announcements, signage, and visual cues to promote social 

distancing 
o Remove/rearrange furniture 

 
Administrative 
Management and Communications 

 Monitor state and local public health communications about COVID-19 
 Require students who are ill to stay home 
 Encourage sick workers to report symptoms, stay home, and follow CDC guidance 
 Develop strategies to: 

o communicate with staff 
o manage staff concerns 

 Remind staff of available support services 
 Communicate to partners, suppliers, other contractors on policies and practices 
 Encourage social distancing and the use of cloth face coverings (if appropriate) in 

the workplace 
 Use technology to promote social distancing (e.g., telework and virtual meetings) 
 Cancel group events 
 Close/limit use of shared spaces 
 Consider policies that encourage flexible sick leave and alternative work 

schedules. 
 Schedule stocking during off-peak hours 

Cleaning and Disinfection 
 Clean and disinfect frequently touched surfaces, (e.g., counters, shelving, displays) 
 Provide employees with disposable disinfectant wipes, cleaner, or sprays that are 

effective against the virus that causes COVID-19 
Training 
Provide employees with training on: 

 Symptoms, emergency warning signs and high-factors for COVID-19 
 Policies to reduce the spread of COVID-19 
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 General hygiene 
 Cleaning and disinfection 
 Cloth face covers 
 Social distancing 
 Use of PPE 
 Safe work practices 
 Stress management 

 
Personal Protective Equipment (PPE) 

 Conduct workplace hazard assessment 
 Determine what PPE is needed for their workers’ specific job duties based on 

hazards and other controls present 
 Select and provide appropriate PPE to the workers at no cost, and train 

employees in the use of the PPE. 
 

 
 
 
 
 
 


