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Management  
All management staff are responsible for implementing and maintaining the IIPP in their work 
areas and for setting a good example to their staff.  A copy of this IIPP is available from each 
Manager and Supervisor. Manager’s responsibilities are as follows: 

�x Develop and maintain area specific safety procedures. 
�x Conduct and document preliminary investigations of all reported industrial injuries, 

incidents, and illnesses. 
�x Provide and document general and job specific safety training. 
�x Maintain current Safety Data Sheets (SDS), either in hard copy or electronic form, for all 

hazardous materials used in their specific departments. 
�x Ensure that all hazardous materials are properly labeled, stored and, as appropriate, 

identified for disposal. 
�x Conduct and document periodic safety inspections of facilities, equipment, and projects 

to identify unsafe conditions and practices. 
�x Ensure that all employees are provided with appropriate Personal Protective Equipment 

(PPE) and are trained on the proper use and maintenance of such equipment. 
 
Employee 
Employee responsibilities are as follows: 

�x Always follow established safe work practices while performing their duties.  This also 
includes accountability for using any issued PPE for protection against identified 
hazards. 

�x Comply with all applicable Shops safety and health policies and regulations. 
�x Report all unsafe conditions, when observed and without fear of retaliation, to their 

immediate manager and/or supervisor. 
�x Each employee shall constantly monitor their work area for potentially unsafe 

conditions and report such conditions to their manager and/or supervisor 
immediately. 

 

Compliance 
All employees are expected to adhere to safe and healthy work practices.  An unsafe act can 
threaten not only the health and well-being of the employee committing the unsafe act but can 
also affect the safety of his/her coworkers and customers. Our system of ensuring that all 
workers comply with these practices include one or more of the following practices: 

�x Informing workers of the provisions of our IIP Program. 
�x Evaluating the safety performance of all workers. 
�x Providing training to workers whose safety performance is deficient. 
�x Disciplining workers for failure to comply with safe and healthy work practices. 

 
The Shops disciplinary process consists of severe measures when an employee fails to correct a 
problem after being given a reasonable opportunity to do so. The underlying principle of sound 
progressive discipline is to use the least severe action that you believe is necessary to correct 
the undesirable situation. Increase the severity of the action only if the condition is not 
corrected. If an employee fails to correct a problem after a reasonable opportunity to do so, the 
following steps may follow within the disciplinary process.  
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Employee Coaching - The Beach Shops approach for progressive discipline is to communicate 
with our employees in “good faith” when a correction is needed to ensure job performance 
standards are being met. Managers are key partners for employees in providing guidance, 

mailto:FNS-Risk@csulb.edu
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The Risk Manager is responsible for maintaining the Safety Suggestion Program database. 
Urgent items will be acted upon immediately. Non-urgent items may be deferred for review 
and action at the next Risk Management Committee or general department meeting. The Risk 
Manager will respond, in writing, to the person suggesting or reporting a hazard if possible, 
indicating actions taken or the status of each recommendation. 
 
Safety suggestions, recommendations, or hazard reports may also be submitted anonymously 
by delivering them to the Human Resources Office inbox or by email to 
BeachShopsHR@csulb.edu or via phone at 562-985-7953.  
 
Risk Management Safety Committee  
The Beach Shops’ Risk Management Committee will be comprised of staff members from the 
organization.  They will meet on a quarterly basis, and review the following: 

�x Minutes of the 

mailto:BeachShopsHR@csulb.edu
https://www.csulb.edu/beach-shops/risk-management
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A planned safety inspection will also be made whenever there are significant changes to the  
worksite these will include: 
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https://www.csulb.edu/beach-shops/workers-compensation-information-and-accident-forms
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�x Permanent disfigurement.  
�x Death.  
�x In cases where the employee receives professional medical care because of an on-the-

job injury, the employee will receive treatment and will return to work as directed by 
the treating physician.  

 
Managers Reporting Responsibilities  
All Beach Shops Managers are responsible for investigating injuries/illnesses occurring within 
his/her department and providing a written report.  The purpose of an injury/illness 
investigation is to establish all relevant facts (what happened, why the incident happened, 
what should be done, what action has been taken) and options so that a proper conclusion 
can be drawn about what must be done to prevent a reoccurrence.  All investigations will be 
reviewed by the Risk Management Committee to assist in making recommendations for 
corrective action.  The investigations will be discussed in a way the HIPPA rights and 
protections of the injured employee are not violated in any manner. 
 
Preventing a reoccurrence is the true objective of the injury/illness investigation.  Accident 
investigations should include, but are not limited to the following information: 

�x An Accident Investigation Report form filled out. 
�x Statement from all witnesses, including the time, date, location and what the witness 

observed if applicable.  
�x Root cause analysis – understanding why the accident occurred and actions taken to 

preclude reoccurrence. 
�x Review all camera footage taken of the incident if possible.  

 
In addition, the Risk Manager/Risk Management Committee Member will investigate each 
incident within the Shops and will assist managers to prevent similar injuries/illnesses in the 
future. 
 
Employee Reporting Responsibilities  
If you have been injured on the job, you should:  

�x Call the emergency number if necessary and seek appropriate medical care.  
�x Inform your supervisor immediately and follow the employee requirements provided 

by Human Resources.  
�x Check the employee information poster board for medical attention information on 

where to go get help.  
�x Visit the employee information page at https://www.csulb.edu/beach-shops/workers-

compensation-information-and-accident-forms under the tab for Workers' 
Compensation Information and Accident Forms. 

�x The employee handbook has more information under the employee safety section on 
page 32-34. 

�x If medical attention is not desired or the employee refuses treatment, you must still fill 
out an Employee Accident Report for reporting purposes.  

 
Corrective Action Plan  
Corrective actions intend to address the root causes of the incident and create a plan to  

https://www.csulb.edu/beach-shops/workers-compensation-information-and-accident-forms
https://www.csulb.edu/beach-shops/workers-compensation-information-and-accident-forms
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general interest to the Shops and/or training sessions on specific safety topics within their 
department.  Certificates received from an outside training vendor should be turned in to the  
 
Human Resources department to place into the employee’s personnel file, if applicable. 
 
In addition to general workplace safety and health practices include, but are not limited to, the 
following: 

�x

https://www.csulb.edu/beach-shops/risk-management
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Recordkeeping 
Recordkeeping is an important requirement of safety training and Cal-OSHA regulations have 
requirements for the maintenance and retention of records for occupational injuries and 
illnesses, medical surveillance, exposure monitoring, inspections, and other activities relevant to 
occupational health and safety.  Both formal and informal training must be documented.  If 
possible, training should take place through Alliant Succeed Management to maintain the 
history and record of the specific training.  Department managers and/or supervisors are 
encouraged to document all on-the-job safety training, including staff meetings and one-on-one 
training.  Records must be kept for all employees.  The following records retention schedule 
shall be kept by Human Resources department: 
 

Record Description Retain For: 
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Appendix A: Inspection Forms 
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Appendix B: Procedures for Injury/Illness in the Workplace 
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Appendix C: Accident and Investigation Report/Corrective Action 
Forms 
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Appendix D: Training Record Roster 
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