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Mesa College IIPP Program Description 

In 1973, the state of California adopted its own safety and health program, as permitted by the 

federal Occupational Safety and Health Act (OSHA) of 1970. The California Department of 

Industrial Relations, Department of Occupational Safety and Health (Cal-OSHA) establishes 

comprehensive occupational safety and health regulations that protect the working women and 

men of California.  California employers are mandated to develop an Injury and Illness Prevention 

Program (IIPP) by Title 8 of the California Code of Regulations (CCR). The IIPP must detail the 

means and methods each employer will use to ensure the safety and health of its employees. This 

IIPP requirement is unique to California; there is no equivalent regulation in the federal standard. 

As such, the working men and women of California enjoy the unique protection and benefits 

required by this regulation. Mesa College maintains its IIPP in full compliance with state 

requirements. The College also seeks to ensure that all of our employees are informed of the 

requirements of this regulation and that their health and safety is protected by this program. 

Injury and Illness Prevention Program Scope 

The Mesa College Injury and Illness Prevention Program (IIPP) is the capstone program for ensuring 

that employees of Mesa College have working conditions that are safe and healthy. As required by 

California regulation, all other safety programs and required training are governed by the principles 

set forth in the Mesa College IIPP. Training and inspection requirements for other enforcing 

agencies and/or certifying entities shall be harmonized to ensure compliance with California 

requirements and the requirements of the Mesa College IIPP. 

 

  



Policy Statement 

It is the policy of Mesa College to provide a safe and healthy campus environment for faculty, staff, 
students, and the public. To help achieve this goal, the college will promote a comprehensive IIPP 
that integrates a cooperative effort of the whole campus community to identify and eliminate 
unsafe conditions/practices, to control health hazards, and to fully comply with all applicable safety 
and health regulations. 

Mesa College, recognizing that the health, safety, and well-being of its employees is of paramount 
importance to the management of the San Diego Community College District, and affirms its 
commitment to create and maintain a safe and healthful working environment. The Chancellor has 
directed the President of Mesa College to implement the necessary procedures to ensure that the 
District's policy (4800) is realized and is ultimately responsible for maintaining a safe and healthy 
campus environment.  Deans, department chairs, managers, and supervisors shall take a leadership 
role in ensuring the program's effectiveness through developing the proper safety culture for those 
they supervise and ensuring that all operations under their control are conducted in compliance 
with applicable regulations and college policy. Additionally, each employee is responsible for 
preventing workplace injuries/illnesses by continuously performing their job duties consistent with 
the college’s safety program requirements. 

The Mesa College IIPP provides the framework and context for the campus's overall health and 
safety program, and establishes the College's commitment to a campus culture that creates a safe 
and healthy environment for our faculty, staff, students, contractors, and visitors. 

This document establishes methods to: 

1. Identify, assess, and abate workplace hazards. 
2. Delegate responsibility for implementation and enforcement of the District’s Injury and 

Illness Prevention Program at each of the District’s places of operation. 
3. Train all employees, supervisors and managers in the recognition of workplace hazards 

and proper safe work practices.  
4. Provide that all employees will comply with safe work practices, giving recognition to 

employees who demonstrate compliance.  
5. Create a system of communication between employees, supervisors, and management 

which will promote a safe working environment.  
6. Investigate the causes of accidents.  
7. Correct unsafe or unhealthy conditions, work practices, or work procedures in a timely 

manner. 
8. Provide for adequate recordkeeping and documentation. 

  



Responsibility 

Ultimately safety is the responsibility of each individual employee. Creating a broad based 
accountability for safety is the responsibility of the Chancellor and District leadership.  The 
Chancellor of the San Diego Community District has directed the President of Mesa College to 
implement the necessary procedures to insure that the District Policy is realized on the campus of 
Mesa College. 

The Vice President of Administrative Services (VPA), (also referred to as the Site Safety Officer) as 
delegated by the College President, is responsible for the implementation and management of 
the Mesa College Injury and Illness Prevention Program (IIPP). In this respect, he/she is 
responsible for ensuring that campus personnel are provided any safety information, and shall: 

 Provide advice and guidance to all college personnel concerning IIPP compliance 
requirements. 

 Provide centralized monitoring of campus activities related to implementation of campus 
IIPP.  

 Ensure that formal safety inspections are scheduled and performed, by the campus safety 
committee, in compliance with regulatory requirements and assist management and staff 
in identifying unsafe or unhealthy conditions. 

 Ensure safety and health training programs comply with regulatory requirements, college 
policy, and are being conducted at the department level. 

 Maintain safety and health records consistent with the requirements of this document 
and regulatory mandates, including, but not limited to, campus inspections, hazard 
abatement, and training. 

 Ensure program audits are performed.  These may include, but not limited to scheduled 
audits, audits as required by a process, equipment or personnel change, or by a safety 
program mandate. 

 Interpret existing or pending safety and health legislation and recommend appropriate 
compliance strategies to college personnel. 

 Conduct at least an annual review of this document and make the current revision 
available to all college employees. 

The Vice President of Administrative Services will co-chair the Campus Safety Committee and 
work in conjunction with said committee to ensure all safety related tasks are accomplished. 

Duties of Supervisors and Managers 

The most effective tool for creating a safe and healthy workplace is the properly trained and 
motivated Supervisor. All supervisors and managers must be trained to the hazards present in 
their workplace, prior to assuming their duties. They must conduct their supervision of employees 
with fairness and respect for employees' suggestions and right to a safe working environment. 
 
In this spirit supervisors and managers, working with appropriate staff, shall: 

 Develop and implement procedures that ensure effective compliance with the IIPP, as well 
as other college health and safety policies related to operations under their control. 

 Develop, implement, and maintain area specific safety procedures.  

 Consciously promote a spirit of good safety practice in all employees. 



 Develop their own knowledge and skills in safety and health relative to their areas of 
responsibility and ensure that all employees receive safety training relative to their work 
exposures. 

 Ensure that all employees have been sufficiently trained in the proper execution of their 
duties. 

 Enforce health and safety rules fairly and uniformly relative to job performance. 

 Conduct, regularly scheduled, informal inspection of their departmental workplace. Any 
hazards shall be corrected promptly or reported to the Site Safety Officer, Safety 
Committee or Facilities. 

 Conduct informal safety meetings to discuss appropriate safety issues, for example, safety 
standards, proper work habits, workplace hazards, accident causes, near miss incidents, 
safety rules, emergency procedures. 

 Conduct a Job Hazard Analysis (JHA) and evaluate all safety consequences before any 
changes in work practices are instituted. 

 Promptly, within 48 hours, and using the prescribed Near-Miss and Accident Investigation 
Form (Appendix G ), investigate accidents and near misses to determine and eliminate the 
root circumstances which brought about the accident and to evaluate it there is a lack of 
safety rules, a gap in training, or if training is ineffective. (This is distinct and different from 
the Workers’ Compensation Claim reporting process.) 

 Confer readily with the appropriate safety representatives; The Site Safety Officer or 
individual safety committee members. 

 Take appropriate disciplinary measures, in compliance with the employee’s collective 
bargaining agreement and district HR policies, against employees for deliberate refusal to 
adhere to state regulations, safe work practices, polices, or safety rules.  

 Commend employees for superior safety compliance. 

 Establish clearly outlined safety responsibilities in the “desk- job” descriptions that govern 
their employees. 

 Identify, provide and document general and job specific safety training. 

 Develop, maintain, and implement departmental Standard Operating Procedures (SOP).  
SOPs are a set of, fixed instructions, steps to be carried out or established procedures that 
are to be followed when carrying out a given operation. 

 Ensure that each work area has a current chemical inventory and Safety Data Sheets (SDS), 
either in hard copy or electronic form, for all chemicals used in their specific 
departments/work area in accordance with OSHA regulations. 

 Ensure that all hazardous materials are properly labeled, stored and, as appropriate, 
identified for disposal in accordance with the district’s Chemical Hygiene Plan (CHP) and 
all OSHA regulations. 

 Ensure that all designated employees are provided with appropriate personal protective 
equipment (PPE) and are trained on the proper use and maintenance of such equipment, 
where applicable. 

 Maintain within the department and forward to the Vice President of Administrative 
Services, all departmental safety and health records including, but not limited to periodic 
inspections, accident investigations, corrective action documents and disciplinary 
documents consistent with the requirements of this document. 

 Encourage employees to report workplace hazards without fear of reprisals. 



 Always lead by example; use all PPE when entering worksites and promote a positive 

attitude towards safety.  It is the supervisor’s responsibility to instill a safety culture 

among the employees. 

 

Employees  

Employees are ultimately responsible for their own safety.  It is their responsibility to be proactive 
and inform themselves of the conditions that impact their workplace.   
 
Each employee must therefore: 

 Implement and practice established safe work practices (SOPs) at all times while 
performing their duties. This also includes accountability for using any issued PPE for 
protection against identified hazards. 

 Participate in all required training programs.  
 Comply with all applicable district and college safety and health policies and regulations. 
 Report all unsafe conditions, when observed and without fear of reprisal, to their 

immediate supervisor or by the provided link on the Mesa College Safety web page. 
 Report all “near miss” incidents immediately to their supervisor. A near miss incident is 

where an event occurs that has the potential to cause personal injury or property damage, 
but resulted in none.  For near miss incidents if corrective actions are not taken it will only 
be a matter of time before an injury will occur. 

College Safety Committee 

 Ensure that all of the regulatory and program requirements detailed in this document and 
the Mesa College Safety Program Manual are met, through the analysis of data from 
inspections, injuries and illnesses, and overall observance of the safety culture displayed 
on the campus. 

 Recommend any additions or changes to the workplace safety rules contained in any of 
the safety plans used by the campus. 

 Conduct formal inspections of assigned workplaces using Appendix B – Work Place 
Inspection Report   

 Assist supervisors in conducting workplace hazard assessments to identify, evaluate, and 
correct hazards. 

 Follow up on accident reports to make sure the contributing hazard(s) has been corrected. 

 

 

Adherence to Health and Safety Policies and Procedures 

Campus managers and supervisors are responsible for the development, implementation and 
reevaluation of effectiveness of written policies and procedures related to: 

 Department safety and health requirements in subject areas including PPE, employee 
conduct, emergency exit procedures, etc.  



 Task specific procedures that include mandatory safety requirements. 

The Vice President of Administrative Services shall be consulted prior to the establishment of any 
written policy or procedure regarding employee safety and health to ensure that it complies with 
regulatory requirements and College policy. 

 Campus managers or supervisors shall include a statement concerning adherence to 
health and safety policies and procedures in each employee performance appraisal.  

 Campus managers or supervisors shall take appropriate disciplinary action, in compliance 
with the employee’s collective bargaining agreement and district HR policies, with any 
employee who fails or refuses to follow established safety procedures.  

 Annually, campus managers or supervisors may nominate for the safety award those 
employees who have made exceptional contributions to safety and health in their work 
place. In addition to the annual award, managers are encouraged to recognize employees 
who follow safe and healthful work practices. The method of recognition shall be 
determined by the department administrator.  

Safety Communication 

The San Diego Community College District and  Mesa College shall communicate with employees 
in a form  readily  understandable  by  all  affected  employees  on  matters  related  to 
occupational  safety  and  health,  including  provisions  designed  to  encourage employees to  
inform  the  employers of  hazards at  the  worksite without fear  of reprisal. 

Several mediums are utilized by Mesa College to communicate with employees on matters 
related to occupational safety and health. 

 Mesa College has established a site safety committee that meets not less than quarterly, 
but may meet more frequently, as determined by the committee. The committee 
members are selected by the VPA.  This committee both disseminates information and 
receives input from all departments on campus. 

 Communicate on our website current and relevant safety and health issues.  
 Provide employee safety training in many specialty areas. 
 Receive anonymous and confidential hazard reporting.  
 Provide a prompt response to direct inquiries. 

 

The Safety Committee will be the primary source for employee to employee communication for 
safety related items.  The Committee’s activities include, but are not limited to, the following: 

1. Mandatory agenda items shall include: 

 A summary review of recommendations resulting from formal inspections.  

 Summarization of accident reports and investigations filed since the last meeting.  

 Consideration of all safety related employee complaints or suggestions. 

 Review of SDCC Workers’ Compensation loss data with the District Risk Manager, 
semi-annually. 



 Annually review and update the Safety Procedures. 

 Annually, in consultation with appropriate campus departments, review and update 
building and/or site Emergency and Evacuation plans and procedures. 

 Develop Action Plans that address strategic planning occupational health and safety 
issues. 

2. Follow up on departmental or campus hazard abatement that had been previously 
identified as a safety violation or safety issue. 

3. Communicate with the Facilities department concerning the abatement of environmental 
or other workplace hazards.  

4. Insure that all Supervisors and Managers have received sufficient safety training in order to 
fulfill their responsibilities under this IIPP.  

5. Publicly recognize superior compliance to safety policies by individual employees. 
6. Report semiannually on the status of the campuses’ safety efforts and provide any 

improvement recommendations to district safety plans to the District Safety & Health 
Committee or designated district department or person i.e. Risk Management. 

7. Participate in departmental staff meetings to brief faculty and staff on specific, or 
requested, safety and health topics.  

8. Fulfill any requirements as directed under other district or campus safety plans such as, but 
not limited to; the CHP, Hazardous Communication, Bloodborne Pathogens Plan. 

 
Anonymous and Confidential Hazard Reporting 

 
Any  employee  may  report  a  hazard  or  share  a  health  and  safety  concern 
anonymously.  

 On the Mesa College website there is a link that allows employees to send a health and 
safety concern, either anonymous or non-anonymous email directly to the Campus OEHS 
Coordinator. 

 
 

The District’s Anti-Reprisal Policy 
 

Employees and students shall not be discharged or discriminated against in any manner  for  
bona  fide  reporting  of  health  and  safety  hazards  to  San Diego Community College District, 
Mesa College, or to an y  appropriate governmental agencies.  Supervisors shall inform 
employees and students of this policy and encourage reporting of workplace hazards through 
the proper channels. 

 

Employee Access to IIPP Plan 

 
The employer shall provide access to the Program by doing one of the following: 

 Provide access in a reasonable time, place, and manner, but in no event later than five (5) 
business days after the request for access is received from an employee or designated 
representative. 

a. Whenever an employee or designated representative requests a copy of the 
Program, the employer shall provide the requester a printed copy of the Program, 
unless the employee or designated representative agrees to receive an electronic 
copy of the Program. 



b. One printed copy of the Program shall be provided free of charge. If the employee 
or designated representative requests additional copies of the Program within one 
(1) year of the previous request and the Program has not been updated with new 
information since the prior copy was provided, the employer may charge 
reasonable, non-discriminatory reproduction costs (per Section 3204(e)(1)(E)) for 
the additional copies. or, 

 Provide unobstructed access through a company server or website, which allows an 
employee to review, print, and email the current version of the Program. Unobstructed 
access means that the employee, as part of his or her regular work duties, predictably and 
routinely uses the electronic means to communicate with management or coworkers. 

 The Program provided to the employee or designated representative need not include any 
of the records of the steps taken to implement and maintain the written Program. 

 The employer shall communicate the right and procedure to access the Program to all 
employees. 

 Nothing in this section is intended to preclude employees and collective bargaining agents 
from collectively bargaining to obtain access to information in addition to that available 
under this section.  



 

Hazard Assessment and Control 

Mesa College shall have procedures for identifying and evaluating workplace hazards, including 
scheduled formal inspections to identify both unsafe work conditions and work practices.  
Members of the campus Safety Committee will have assigned areas on campus (Appendix A) and 
are responsible for conducting inspections using the safety inspection form contained in this 
document (Appendix B).  Deans, managers and supervisors are responsible for conducting 
periodic departmental inspections using an appropriate inspection form for their work area.  Staff 
and faculty are encouraged to use the forms, or to assist supervisors in the development of 
inspection forms that better address the unique hazards of their particular work locations.   

The department supervisor is responsible for follow-up and status report on all corrective action 
requests (see Appendix C) as a result from an inspection. The supervisor shall forward all 
completed forms including inspection reports, corrective actions, injury reports etc. to the VPA. 
The VPA is responsible for maintaining these records for a minimum of three years. 

Inspection Schedule 

Formal inspections by Safety Committee members shall be conducted according to the following 
schedule, where applicable: 

 Upon initial establishment of IIPP  

 When new substances, processes, procedures, or equipment which present potential new 
hazards are introduced 

 When new, previously unrecognized hazards are identified 

 When occupational injuries or illnesses occur 

 And periodically, as defined below: 

Monthly 

 All Fire Extinguishers, Eyewash and Safety Shower stations 

Annually  

 Operations - Carpentry, auto, maintenance, grounds, janitorial, storage, paint 
shop, and hazardous waste 

 Fine Arts (e.g., painting, printmaking, sculpture, and ceramics) 
 Applied Technology/Career/Vocational Program Areas 
 Health Sciences 
 Print shop 
 Media Center/Technology Support Services 
 Cafeteria and food services 
 Child Development Center and playgrounds 
 Chemistry laboratories and chemical storage areas 
 Biology laboratories and chemical storage areas 
 Administration offices 
 Classrooms (not identified above) 



 Auditorium, theaters 
 Learning Resource Center, book store, faculty/staff lounge 
 Athletic fields and bleachers 
 Gymnasiums, weight room, courts 
 All sidewalks, walkways, and parking lots 
 Any other areas not previously identified  

 
Outside Agencies 
 
Several outside agencies conduct random, regular, or periodic inspections at Mesa College, which 
assist the District in achieving some of its inspection responsibilities. These inspections should 
serve as additional tools in the identification and abatement of safety hazards on the campus.  
The inspections may include, but are not limited to: 
  

 Insurance carriers and brokers 
 Fire Marshal's Office 
 City Fire Department 
 County Environmental Health Department 

 
 
Other Safety control Mechanisms will also be completed: 

 The campus Safety Committee will conduct audits of all department health and safety 
activities to ensure compliance with this and other applicable regulatory requirements. 
The frequency of these audits will be correspond with the timing of the Safety 
Committee’s inspections.  

 Departments are responsible for engaging and correcting audit findings, and providing a 
written response to the Safety Committee regarding those corrections. A time frame for 
implementing any corrective action(s) shall be included on the response and agreed upon 
by the department and the Safety Committee.  

 Whenever a department adds, deletes or modifies a work task, material/product, piece of 
equipment or procedure that results in creating new or different exposure hazard(s), all 
affected employees must receive training specific to that hazard(s). The training must be 
provided prior to implementing the change and may be delivered by a qualified party 
determined by the department's manager or supervisor. Documentation of the training 
must be kept by the department for 30 years from the date of training.  

 The School’s Dean is responsible for completing the corrective action(s) and returning the 
Notice of Violation Form in (Appendix C), to the Safety Committee within the required 
time frame.  

 

 

Accident Investigation 



The San Diego Community College District and Mesa College shall investigate occupational injury 
or illness. Standardized procedures for investigating and reporting occupational injuries, illnesses, 
and accidents are reviewed below. 
 
Injury and Illness Incident and Investigation Reporting: 
All workplace accidents causing injury must be investigated fully to: 

 Eliminate the root causes of injuries. 

 To comply with CALOSHA, which mandates not only that investigations are required but 
also specifies the manner of the investigation.  
 

 
Guidelines for Conducting an Accident Investigation: 
 
Supervisors should immediately begin an investigation of all accidents, injuries, illnesses, 
exposures and “near misses”. A near miss incident is where an event occurs that has the 
potential to cause personal injury or property damage, but resulted in none.  For near miss 
incidents if corrective actions are not taken it will only be a matter of time before an injury will 
occur. Any hazards identified should be immediately corrected or the area secured to prevent 
injury to other employees. 

The purpose of conducting an accident investigation is to identify any specific conditions or 
actions that caused the accident. The initial investigation is the best opportunity to identify 
corrective actions that need to be taken and the need for additional training to prevent future 
accidents. The accident investigation should be well documented (Appendix G) and include the 
following: 

1. An interview with the injured employee to determine how the accident occurred. 
2. Inspect the location of the incident to determine whether any hazards exist.  
3. What the employee was doing at the time of the accident. 
4. Any equipment, materials or chemicals used by the employee at the time of the accident.  
5. Any actions that may have contributed to the accident. 
6. Any safety procedures that were or were not used. 
7. The condition of the workplace and any machinery, tools, materials or safety equipment 

being used at the time of the accident.  
8. Witnesses should be interviewed individually as soon after the accident as possible. They 

should be asked to describe what they saw in detail and what they think caused the 
accident. The names and phone numbers of witnesses should be written down.  

9. An Injury and Illness Incident and Investigation Report (Appendix D) and the Near-Miss 
and Accident Investigation Form (Appendix G) must be completed and signed by the 
investigating manager/supervisor and the appropriate Safety Officer for all accidents. The 
report must also contain any corrective actions that have been taken.  

Reporting Procedures 

Employees inform their supervisor of all work related accidents or illnesses immediately.  The 
supervisor completes the Injury and Illness Incident and Investigation Report.  The supervisor 
provides the employee a worker’s compensation claim form (DWC1) within 24 hours of the injury.  
If the employee needs medical treatment the supervisor will refer the employee to the District’s 

http://hr/hr/Risk/301w.doc


authorized medical facility.  The supervisor will notify Risk Management of the incident by 
sending the Injury and Illness Report to Risk Management as indicated on the Injury and Illness 
Incident and Investigation Report which is located on Risk Management’s website and as an 
Appendix to this document.  Refer to the Work Related Injury/Illness Flowchart found below for 
additional information regarding the process. Risk Management maintains the Injury and Illness 
Incident and Investigation reports for a minimum of five years. 

 
The injured employee is not to fill out the accident report. 



 

Additional Requirements for Reporting of Death or Serious Injury 

Death or serious injury or illness is defined as more than 24-hours’ hospitalization for other than 
observation; permanent disfigurement, and loss of body part. All serious injuries or fatalities shall 
be reported to Cal-OSHA within 8 hours of serious injury or the District will be fined $5000.  The 
supervisor shall contact Risk Management immediately to report all serious injuries.  For serious 
injuries occurring after hours, the supervisor shall report the serious injury to the San Diego 



Regional Cal-OSHA office at (619) 767-2280 within 8 hours of the injury, and advise Risk 
Management the call was made. 

Correction of Unsafe Conditions and Work Practices  

At the completion of an IIPP audit, inspection request or accident investigation performed by the 
Campus Safety Committee, the affected department may receive a Notice of Safety Violation 
(Appendix C). Receipt of a Notice will require the responsible manager to take the necessary 
corrective action(s) and, if the unsafe condition cannot be immediately abated, develop a suitable 
timetable for correcting the unsafe condition based on the severity of the hazard. A Report of 
Corrected Safety Violations shall be completed by the appropriate administrator and returned to 
the Campus Safety Committee upon completion of the abatement action. 

The Campus Safety Committee shall assist in hazard assessment by indicating the hazard 
classification for each unsafe condition noted on the Notice of Safety Violation. 

The following hazard classification will be used: 

Class IV (imminent hazard) hazard  
Any condition or practice where there is reasonable certainty that it can be expected to 
cause death or serious physical injury or illness. The Campus Safety Committee will 
determine the existence of a Class IV hazard and immediately terminate the work practice 
or physical operation that creates the hazard. When the hazard has been mitigated, the 
task or process can continue. 

Class III hazard  
A hazard that can cause severe injury, serious illness, and property or equipment damage. 

Class II hazard  
A hazard that can cause minor injury or illness. Equipment damage may result. 

Class I hazard 
A hazard that can result in the need for first aid treatment. 

At any time when a Class IV hazard is identified during any safety inspection or otherwise 
becomes known, immediate corrective action shall be taken by the responsible Dean. When a 
Class IV hazard exists which cannot be immediately abated without endangering employees' 
and/or property, all students and employees shall be evacuated from the area except those who 
may be necessary to correct the hazardous condition. 

The College President and Campus Police shall be notified immediately upon recognition that a 
Class IV hazard situation exists. All other hazard class scenarios shall also be immediately 
reported to the Campus Safety Officer and each will be addressed on a case by case basis with the 
individual department Dean, Department Chair or Supervisor. 

Safety and Health Training 

Effective dissemination of safety information is an essential element of a successful IIPP. It is 
Mesa College’s  policy to require  that all employees be trained  to  protect  themselves  from  
hazards  in  their  work environments. Managers shall assure that employees are trained in: 



 General health and safety practices 

 Task-specific health and safety practices and hazards 

 Recognition and assessment of health and safety risks 

 Minimization of risks through sound safety practices and use of protective 
equipment 

 Regulations and statutes applicable to their activity 

 San Diego Community College District’s health and safety 
policies. 

 
Additionally, each safety training class should be recorded on a document at least as 
comprehensive as the Sample Safety Training Record Roster provided in this document (Appendix 
E). 

Training and instruction which ensures that each employee is knowledgeable about the materials 
and equipment they will be working with, what known hazards are present and how they are 
controlled shall be provided to: 

 All new employees.  
 All employees given new job assignments for which training has not previously been 

received and documented.  
 Whenever new substances, processes, procedures or equipment are introduced into the 

workplace and represent a new hazard.  
 Whenever the employer is made aware of a new or previously unrecognized hazard.  
 Supervisors to familiarize themselves with the safety and health hazards to which 

employees under their responsibility may be exposed. 

Such training and instruction shall inform employees: 

 That the success of the Mesa College IIPP depends on mutual cooperation.  
 Of the safe work procedures required for their jobs, and how these procedures protect 

them against exposure.  
 When personal protective equipment is required or needed, how to use it and maintain it 

in good condition.  
 What to do if emergencies occur in the workplace.  

All employees must be informed and understand that: 

 They shall not undertake a job until they have received instructions on how to perform it 
properly and safely.  

 They shall not undertake any job that appears to be unsafe.  
 Mechanical safeguards must always be kept in place.  
 They are to report to their immediate supervisor all unsafe conditions encountered during 

work.  
 Any work-related injury or illness suffered, however slight, must be reported immediately 

to the immediate supervisor.  
 Personal Protective equipment must be used when and where required, and maintained 

properly.  



It is also the responsibility of the college or department to determine the frequency of training for 
its employees. The Cal-OSHA sample training matrix in (Appendix F) will provide a resource for 
long term planning related to safety training. 

The IIPP Administrator, the VPA, reviews all safety related training for adequacy and consistency 
and consults with School Deans and department supervisor to help determine what type of 
training is required.  It is the VPA’s  responsibility to confer with each school/department Dean or 
Supervisor to ensure that the following safety training is being conducted within the respective 
schools/departments.  The responsibilities are as follows: 

 Develop procedures to identify employees who work in positions that require training.  
 Assist managers and supervisors in their development of safety training programs by 

providing advice, guidance and information concerning regulatory requirements relative 
to training content.  

 Ensure new Employee Safety Trainings are provided.  
 Provide training resources such as videos, training packets, PowerPoint presentations and 

on-line training materials to any department, Dean or supervisor. 
 Ensure that  job-specific (specialty) training is provided to employees, as based on 

Manager recommendations, especially to those employees with specific high-hazard 
exposures, which could include, but may not be limited to:  

o Bloodborne Pathogens  
o Respiratory Protection and Respirator Use  
o Portable Fire Extinguishers  
o CPR/First Aid  

Training Methods 

 Training is by one or more of the following methods: Web-based safety training. 
(Based on the job classification; automatic assignment of training modules  are  
tailored  to  job  specific  training  requirements),  formal  and informal  safety  
meeting,  discussions,  and  class  lecture   
o Web-Based Training program (Safe Colleges) is a valuable tool to assist 

managers. Based on job classifications, the program provides an automatic 
assignment of training modules tailored to job specific training requirements. 

o Risk Management has power point presentations, a collection of safety publications, 
and access to safety professionals to assist supervisors and departments in 
implementing training programs. 

 Material safety data sheets, videos, pamphlets, booklets, and postings may be used to 
supplement training 

 All safety related training shall be in a communication form readily understood by the 
employees 

 Safety training website:  http://sdccd.keenan.safecolleges.com/login 
 

Record keeping 

Cal-OSHA regulations have requirements for the maintenance and retention of records for 
occupations injuries and illnesses, medical surveillance, exposure monitoring, inspections and 

http://sdccd.keenan.safecolleges.com/login


other activities relevant to occupational health and safety. To comply with these many 
requirements, and to demonstrate that critical elements of this IIPP are being implemented, the 
following records retention schedule shall be kept by the College: 

The Vice President of Administration shall maintain the following records for the minimum length 
of time indicated below: 

Record Description: Retain for: 

Notices of Safety Violations 3 years 

Reports of Corrected Safety Violations 3 years 

Employee safety training documents  Duration of employment career 

Cal/OSHA 300 Log and Summary of Occupational Injury and 
Illness 

5 years 

IIPP audit and inspection records 3 years 

Accident Report forms 3 years 

Safety postings 3 years 

Periodic inspection records 3 years 

Safety meeting agendas 3 years 

Employee safety training documents Duration of employee's career 

The applicable department, where such activities occur, is also responsible for maintaining these 
records and must be able to present them to Cal-OSHA or other regulatory agency if requested. 
The Campus Safety Committee IIPP audits will include a review of the department's record 
keeping practices. 

  



 

Appendices 

 

Appendix A - Work Site Inspection Locations 

Appendix B - Work place Inspection Report 

Appendix C - Notice of Safety Violation  

Appendix D - Injury and Illness Incident Report 

Appendix E - Sample Training Record Roster  

Appendix F - Sample Training Matrix  

The matrix (list) is compiled by the California Department of Occupational Safety and Health (Cal/OSHA) as 

an aid to employers to review the training requirements for employees found in Title 8. 

Safety and Health Training and Instruction Requirements can be found at the Division of Occupational Safety 

and Health (DOSH) website (http://www.dir.ca.gov/dosh/dosh_publications/TrainingReq.htm). 

Appendix G – Near-Miss and Accident Investigation Form 

Appendix H – Infectious Disease Controls (Covid-19) 

  

http://www.dir.ca.gov/dosh/dosh_publications/TrainingReq.htm
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PURPOSE 
The San Diego Community College District (“District”), recognizing that the health, safety, and well‐being 

of its employees is of paramount importance, affirms its commitment to create and maintain a safe and 

healthful working environment during the COVID‐19 pandemic. 

The District’s COVID‐19 Prevention Plan (“Plan”) is a guide to assist college administrators and 

supervisors to promote the health and safety of all employees relative to COVID‐19. The District 

recognizes implementation of some elements in this Plan may be subject to bargaining with exclusive 

employee representatives; accordingly, this Plan may state general requirements without providing 

specific details on implementation. 

This document establishes methods to: 

1. Set forth the District’s regulatory compliance measures, safety protocols, and best practices 

related to COVID‐19. 

2. Delegate responsibility for implementation and enforcement of the Plan at each of the District’s 

places of operation. 

3. Create a system of communication between employees, supervisors, and management, which 

will promote a safe working environment relative to COVID‐19. 

4. Provide that all employees will comply with safe work practices related to COVID‐19, giving 

recognition to employees who demonstrate compliance. 

5. Provide training resources to all employees, supervisors, and managers regarding workplace 

hazards and proper safe work practices related to COVID‐19. 

6. Investigate exposures, potential exposures, and other health and safety matters related to 

COVID‐19. 

7. Correct unsafe or unhealthy conditions, work practices, or work procedures related to COVID‐19 

in a timely manner. 

8. Provide for adequate recordkeeping and documentation. 

 

AUTHORITY CITATIONS 
CCR, Title 8, § 3205 

 

DIVISION OF RESPONSIBILITIES 
Unless the Chancellor has appointed one or more designees to act as the administrator of the Plan 

(“Plan Administrator”), the District’s Risk Manager shall be the Plan Administrator in accordance with 

the existing duties and chain of command of the Risk Manager job classification. The Plan Administrator 

has the authority and responsibility for overall implementation and oversight of the Plan. Pursuant to 

the Plan, the authority of the Plan Administrator is fully delegated to the Vice President of 

Administration of each institution with respect to campuses and facilities within their respective direct 

oversight, who may further delegate specific responsibilities as needed at their discretion. 

All managers and supervisors are responsible for implementing and maintaining the COVID‐19 

Prevention Plan within their areas of responsibility and for answering questions about the COVID‐19 

Prevention Plan from employees or guiding employees to the appropriate resource. A copy of this plan 

will be made available to all employees and will be available for further distribution by supervisors to 
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their direct reports as needed, including to those employees who do not receive it, cannot locate it, or 

request a copy of it. Working within existing policies, collective bargaining agreements, and other 

applicable governance protocols, the Plan Administrator is authorized to implement procedures they 

deem necessary to ensure that the goals of this Plan are realized and/or recommend actions to the 

appropriate authority. 

Plan Administrator 
The Plan Administrator, including their designee(s), if any, is responsible for the implementation and 

maintenance of this Plan, including: 

 Ensuring and assisting with investigations of potential COVID‐19 cases; 

 Reporting and providing notifications regarding COVID‐19 test positive cases, exposures, and 

potential exposures in accordance with applicable guidelines; 

 Recommending additions or changes to this Plan; 

 Assisting managers and supervisors in conducting COVID‐19 related workplace hazard 

assessments to identify, evaluate, and correct COVID‐19 related hazards; 

 Reviewing campus specific plans for compliance with this plan, recommending revisions as 

needed, and approving campus specific plans; 

 Providing guidance and assistance to managers and supervisors in complying with this Plan, 

planning for return to onsite activities, and communicating Plan requirements to staff; and 

 Providing other support services as directed and needed to accomplish plan objectives. 

Managers and Supervisors 
Managers and supervisors are responsible for the following aspects of this Plan: 

 NOTIFY RISK MANAGEMENT IMMEDIATELY, at sdccdriskmanagement@sdccd.edu or (619) 

388‐6953 when notified an employee has tested positive for COVID‐19 or has been directed to 

quarantine/self‐isolate. 

 Ensure general adherence to infection prevention measures and protocols within their areas; 

 Ensure adherence to protocols for when an employee within their supervision is suspected or 

confirmed positive for COVID‐19 as set forth in this Plan; 

 Ensure adherence to Return‐to‐Onsite Activities Criteria specified in this Plan with respect to 

employees under their supervision; 

 Ensure adherence to protocols for social distancing, face coverings, basic hygiene, and cleaning 

practices within their areas as set forth in this Plan; and 

 Provide and facilitate access to District‐provided face coverings, sanitation supplies, and 

Personal Protective Equipment. 

Employees 
Employees are responsible for following the following aspects of this Plan: 

 NOTIFY THEIR SUPERVISOR AS SOON AS POSSIBLE if they have: 

o tested positive for COVID‐19; 

o had close contact with a person who has tested positive for COVID‐19; or 

o been advised by a public health agency or a treating health care provider to quarantine 

or isolate at home due to COVID‐19. 

 Participate in required training programs related to COVID‐19; 

mailto:sdccdriskmanagement@sdccd.edu
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 Adhere to healthful and safe practices in the workplaces relative to COVID‐19; and 

 Advise their supervisors of potential COVID‐19 hazards in the workplace. 

Employees who experience possible COVID‐19 symptoms when they are not physically present at a 

District worksite, which they cannot reasonably attribute to a known condition, should notify their 

supervisor and seek medical attention promptly to determine if they have been infected with COVID‐19. 

Employees who first experience possible COVID‐19 symptoms when they are physically present at a 

District worksite, which they cannot reasonably attribute to a known condition, must immediately 

inform their supervisor and leave the worksite. After leaving the worksite, they should seek medical 

attention promptly to determine if they have been infected with COVID‐19. 

In informing their supervisor regarding symptoms of COVID‐19, employees are not required to specify 

the exact symptoms and it is sufficient if they inform their supervisor that they have had one or more 

known symptom of COVID‐19, which they cannot reasonably attribute to a known condition. 

Possible symptoms of COVID‐19 include: 

o Fever or chills 

o Cough 

o Shortness of breath or difficulty breathing 

o Fatigue 

o Muscle or body aches 

o Headache 

o New loss of taste or smell 

o Sore throat 

o Congestion or runny nose 

o Nausea or vomiting 

o Diarrhea 

 

COMMUNICATION AND NOTIFICATION 
The District will communicate with potentially affected employees of COVID‐19 cases in accordance with 

local guidelines and directives from the San Diego County Public Health Department. Employees will 

notify their immediate supervisor about COVID‐19 symptoms, possible exposure to COVID‐19, and 

possible COVID‐19 hazards in the workplace, with no reprisal to employees. The District will provide 

information about vaccination and access to COVID‐19 testing as required by federal, state, and local 

guidelines. If COVID‐19 vaccination or testing is implemented, the District will inform affected employees 

of the reason for the vaccination or testing requirements, and the possible outcome of a positive test. 

 

COVID‐19 POSITIVE TESTS AND POTENTIAL EXPOSURES 
The following guidelines apply with respect to employees who: 

1. Tested positive for COVID‐19; 

2. Have been directed by a local health agency or a health care provider to isolate or quarantine 

due to COVID‐19; or 
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3. Have had close contact (less than 6 feet for 15 minutes or more, cumulatively over a 24 hour 

period) with someone who has tested positive for COVID‐19. 

Supervisors must adhere to the following: 

 Notify Risk Management immediately at sdccdriskmanagement@sdccd.edu or (619) 388‐6953. 

 All employees who were physically present at the same worksite as a test‐positive employee 

during the infectious period will be informed within one business day regarding potential 

exposure and provided information regarding when they may safely return to work. 

 Employees will be instructed to stay home in accordance with Return‐to‐Onsite Activities 

Criteria, below. 

 After the case is reported to Risk Management, the above duties may be shared by the 

supervisor and Risk Management in order to expedite and assure compliance with notification 

requirements. 

Employees must adhere to the following: 

 Promptly notify your supervisor if you have tested positive for COVID‐19, have had close contact 

with a person who has tested positive, or have been advised by a public health agency or a 

treating health care provider to quarantine or isolate at home; 

 Stay at home. Do not enter any District worksite if you are experiencing possible COVID‐19 

symptoms, have tested positive for COVID‐19, have had close contact with a person who has 

tested positive, or have been advised by a public health agency or a treating health care provider 

to quarantine or isolate at home; 

 Be prepared to be contacted by Risk Management and provide information related to the positive 
test or potential exposure, including recent entry into any District worksite and contact with other 
employees or students. 

Return To Onsite Activities Criteria 

 COVID‐19 cases with COVID‐19 symptoms will not return to onsite activities until all the 
following have occurred: 
o At least 24 hours have passed since a fever of 100.4 or higher has resolved without the 

use of fever‐reducingmedications. 

o COVID‐19 symptoms have improved. 
o At least 10 days have passed since COVID‐19 symptoms first appeared. 

 COVID‐19 cases who tested positive but never developed COVID‐19 symptoms will not return 

to work until a minimum of 10 days have passed since the date of specimen collection of their 

first positive COVID‐19 test. 

 If an order to isolate or quarantine is issued by a local or state health official, the employee 
will not return to work until the period of isolation or quarantine is completed or the order is 
lifted. If no period was specified, then the period will be as specified above. 

 A negative COVID‐19 test will not be required for an employee to return towork. If any of 
these criteria conflict with any requirements of any local, state, or federal order by an agency 
with jurisdiction, the District and its employees shall comply with the local, state, or federal 
order. 

 The District will follow Cal OSHA requirements when an employee is exposed to an individual 

who has tested positive for COVID‐19. 

mailto:sdccdriskmanagement@sdccd.edu
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 Vaccinated employees will only be required to quarantine following a confirmed exposure if 

they are experiencing COVID‐19 symptoms. 

 Unvaccinated employees will be required to quarantine following a confirmed exposure, 

regardless of whether they are experiencing COVID‐19 symptoms. 

 Employees required to quarantine who are not experiencing symptoms will be required to 

work remotely while in quarantine if their job duties can be performed remotely. Employees 

experiencing symptoms or whose job duties cannot be performed remotely will be placed on 

leave while in quarantine. 

The criteria set forth above may be modified from time to time in accordance with local, state and 
federal guidelines and regulations, to ensure the District is following the latest guidance. 

 
Previously Infected and Vaccinated Employees – Exceptions to Quarantine 
 
Employees who have had a “close contact” potential exposure as defined in this Plan are not required to 

quarantine if either one of the following applies: 

1. The potentially exposed employee tested positive for COVID‐19 within the three (3) months 

preceding the exposure and has fully recovered; and the employee did not develop any 

symptoms associated with COVID‐19 following the recent exposure; or 

2. The employee has been fully vaccinated against COVID‐19 preceding the exposure; and the 

employee did not develop any symptoms associated with COVID‐19 following the recent 

exposure. An employee qualifies as “fully vaccinated” if it has been at least two (2) weeks 

following receipt of the second (2nd) dose in a two‐dose series, or at least two (2) weeks 

following receipt of one (1) dose of a single‐dose vaccine. 

 
 

IDENTIFICATION AND REMEDIATION OF COVID‐19 HAZARDS 
Periodic inspections to identify and evaluate potential COVID‐19 exposure hazards shall be performed 

by managers and supervisors when on site consistent with, and limited by, District guidelines regarding 

access to facilities while in remote operations. 

Periodic inspections are performed according to the following schedule: 

 When the District initially establishes this COVID‐19 Prevention Plan; 

 When a campus specific plan is initially established; 

 When individuals of the public, including students, are observed on campus without 

appropriate face coverings or social distancing and in violation of District guidelines; or 

congregated in such a manner as to increase the risk of transmission; 

 When employees are observed within District facilities and worksites without appropriate face 

coverings or social distancing, and in violation of District guidelines; or congregated in such a 

manner as to increase the risk of transmission; 

 When a confirmed COVID‐19 exposure has occurred at a District facility; and 

 Whenever workplace conditions reasonably warrant an inspection. 
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Employee Participation 
Employees and their authorized employees’ representatives are encouraged to participate in the 

identification and evaluation of COVID‐19 hazards by contacting Risk Management for at  

sdccdriskmanagement@sdccd.edu or (619) 388‐6953. 
 

Employees will promptly inform their supervisors of any perceived workplace hazard related to COVID‐ 19 

and may elevate their concern to an up‐line manager as needed. Supervisors, managers and 

administrators may contact Risk Management for assistance at sdccdriskmanagement@sdccd.edu or 

(619) 388‐6953. 

 
Correction of COVID‐19 Hazards 
The District has a commitment to correct unsafe or unhealthful work conditions in a timely manner, 

based on the severity of potential hazards. Supervisors will provide a report of observed violations of this 

Plan that require correction to their manager and to other department(s) as deemed necessary by the 

manager in consultation with the supervisor and, if needed, with the responsible administrator. The 

supervisor of the inspected unit is responsible for making and documenting all corrective actions. 

If the unsafe condition cannot be immediately abated, a suitable timetable for correcting the unsafe 

condition based on the severity of the hazard shall be established by the appropriate college 

administrator(s). 

If a hazard presents an imminent danger to employees or building occupants and the hazard cannot be 

immediately corrected without endangering personnel and/or property, then all exposed personnel will 

be evacuated from the area. Employees remaining to correct the identified hazardous condition may do 

so only if they are properly trained and properly using appropriate PPE. 
 

ANONYMOUS AND CONFIDENTIAL HAZARD REPORTING 
Any person may anonymously report a hazard or health and safety concern, including COVID‐19 related 

hazards, to Risk Management at sdccdriskmanagement@sdccd.edu or (619) 388‐6953. 

 

ANTI‐REPRISAL POLICY 
Employees and students shall not be discharged or adversely treated in any manner for bona fide 

reporting of health and safety hazards, including COVID‐19 related hazards, to the San Diego Community 

College District, its representatives, or to an appropriate federal, state, or local governmental agencies. 

Employees will be informed of this policy and encouraged to report workplace hazards to management. 

 

TRAINING AND INSTRUCTION 
All employees, including managers and supervisors, shall be provided information regarding and resources 

for training and instruction on COVID‐19. Employees who receive training will document their 

participation in a manner that is reasonable for the type of training, such as an email to their supervisor 

confirming individual training, an attendance roster for a webinar, or by other reasonable methods based 

on circumstance. Documentation will be maintained for not less than one year. The following       training 

resources will be provided to employees: 

1. Signs and symptoms of COVID‐19 (how it spreads): 

mailto:sdccdriskmanagement@sdccd.edu
mailto:sdccdriskmanagement@sdccd.edu
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https://www.cdc.gov/coronavirus/2019‐ncov/symptoms‐testing/symptoms.html 
 

2. Social distancing measures:  https://www.cdc.gov/coronavirus/2019‐ncov/prevent‐

getting‐sick/social‐distancing.html 
 

3. How employees can protect themselves:  https://www.cdc.gov/coronavirus/2019‐

ncov/prevent‐getting‐sick/prevention.html 
 

4. Proper handwashing practices and the use of hand sanitizer stations:  

https://www.cdc.gov/handwashing/when‐how‐handwashing.html 
 

5. Cough and sneeze etiquette:  

https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html 
 

6. Routine infection control precautions, such as the proper use, care and disposal of masks or face 

coverings: 

https://www.cdc.gov/coronavirus/2019‐ncov/prevent‐getting‐sick/prevention.html 
 

7. District Specific policies and procedures to protect employees from COVID‐19 hazards:  

https://www.sdccd.edu/about/departments‐and‐offices/human‐resources/risk‐ 

management/covid‐employees.aspx 
 

8. Information regarding COVID‐19 related benefits to which employees may be entitled under 

applicable federal, state, or local laws:  

https://www.sdccd.edu/docs/District/employee/COVID.FMLExpansion.pdf 
 

The above training resources shall be provided to all current employees when the Plan is formally 

adopted and whenever a supervisor becomes aware of specific areas requiring additional training. All 

employees hired after this Plan is formally adopted shall be provided the training resources upon hire. 
 

REMOTE OPERATIONS AND LIMITED ONSITE WORK 
Whenever Emergency Health Orders declared by the State of California or observed by the County of 
San Diego Public Health so require, all District operations will be carried out remotely, except as 
specifically permitted below. 
 
Employees able to perform the essential tasks of their position will do so remotely. Employees who are 
unable to perform essential functions of their position remotely may be allowed limited access to 
District worksites. These employees will be determined by their supervisor and will be contacted to 
report on‐site to complete specific duties. Designated employees will be allowed on‐site access for the 
period of time needed to complete specific tasks that cannot be performed remotely. 
 
The Chancellor may authorize specific instructional programs, student service programs, and 
administrative support functions to resume onsite in accordance with applicable public health 
requirements and guidelines and this Plan. 
 
If an employee is granted access to a District worksite in accordance with the above guidelines, the 

http://www.cdc.gov/coronavirus/2019
http://www.cdc.gov/coronavirus/2019
http://www.cdc.gov/coronavirus/2019
http://www.cdc.gov/handwashing/when
http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
http://www.cdc.gov/coronavirus/2019
http://www.sdccd.edu/about/departments
http://www.sdccd.edu/docs/District/employee/COVID.FMLExpansion.pdf
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following health and safety preventative measures have been put in place for onsite activities. 

 

COVID‐19 Employee Screening Checklist 
All employees must conduct a self‐assessment for COVID‐19‐related symptoms before reporting to work 

at any District facility. Any employee experiencing symptoms must report their symptoms to their 

supervisor and request leave or work remotely. 

The District will not broadly require temperature checks when employees report to work onsite; 

however, each College, District Division, and specific programs may implement additional screening 

measures, including temperature checks, as appropriate to maintain health and safety and/or comply 

with regulatory requirements as part of a reopening plan approved by the Risk Management 

Department. 

Physical Distancing 
Unless required by a public health agency with jurisdiction, individuals are not required to be physically 

distanced while working, attending classes, or receiving services at a District facility. 

Physical distancing may be required as an added safety measure where appropriate. Each College and 

District Division may determine specific activities, programs, and work locations where physical 

distancing will be provided. 

Physical distancing may be provided to individual employees as part of a reasonable accommodation for 

medical needs, as determined in consultation with the District’s Risk Management Department. 

Physical distancing may be required by the Plan Administrator or appropriate manager for a work unit 

where multiple COVID‐19 infections and/or a major outbreak, as defined by Cal OSHA regulations, have 

occurred. 

Face Coverings 
All individuals must wear face coverings while indoors at a District facility regardless of vaccination 

status, unless they have a medical exemption approved by the Plan Administrator. 

Face coverings means a surgical mask, a medical procedure mask, a respirator worn voluntarily (N95 

mask), or a tightly woven fabric or non‐woven material of at least two layers. A face covering has no 

visible holes or openings and must, cover the nose and mouth. A face covering does not include a scarf, 

ski mask, balaclava, bandana, turtleneck, collar, or single layer of fabric. 

Face coverings may be removed while individuals are outdoors and physically distanced (six feet apart), 

when alone in a workspace, when in a vehicle alone, while eating or drinking and physically distanced, 

while performing duties that cannot be done safely while wearing a face covering, or for specific 

meetings or events attended only by fully vaccinated individuals as approved by the Plan Adminisrator. 

The District will provide face coverings to employees, students, and other visitors as needed, including 

N‐95 masks upon request. 

CDPH’s guidance for the use of face coverings:  

https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID‐19/Guidance‐ for‐

Face‐Coverings_06‐18‐2020.pdf 

http://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID
http://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID
http://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID
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Additional guidance from the CDC regarding proper use and care for face coverings is available at:  

https://www.cdc.gov/coronavirus/2019‐ncov/prevent‐getting‐sick/diy‐cloth‐face‐coverings.html 
 

Face Covering Accommodations: Employees who are unable to wear a face covering as required by this 

Plan will inform their supervisor before coming onsite in a District facility. Supervisors will follow the 

process outlined in the “ACCOMMODATIONS” section, below, and may contact Risk Management at 

sdccdriskmanagement@sdccd.edu or (619) 388‐6953 for assistance with requests for accommodation. 

 

Hand Sanitizing 
In order to implement effective hand sanitizing procedures: 

 The District has evaluated handwashing facilities and will re‐evaluate as necessary to determine 

the need for additional facilities or supplies if conditions change. 

 Employees will be allowed the reasonable and appropriate time to wash their hands frequently 

for 20 seconds with soap throughout the work day, including before and after using common‐ 

use or shared equipment; before and after eating; after coughing or sneezing; after classes 

where employees handle shared items, such as outside recreation, art, or labs; and before and 

after using the restroom. 

 Hand sanitizer can be used but should not regularly replace handwashing for 20 seconds or 

more. 

Personal Protective Equipment 
The District has procured Personal Protective Equipment (PPE). When needed or required, appropriate 

PPE will be made available to employees. Campus or facility management will maintain and provide 

updated information regarding availability. PPE must not be shared. As indicated above, employees 

need to wear a face covering or mask when entering any District facility. 

Other Workplace Controls 
 Shared Items: Items that employees come in regular physical contact with, such as phones, 

headsets, desks, keyboards, writing materials, instruments and tools shall not be shared, to the 

extent feasible. Where there must be sharing, the items will be disinfected between uses by the 

employees who use such equipment, as described below in the Cleaning and Disinfecting 

section. 

 Air Quality: In District buildings with mechanical or natural ventilation, or both, steps have been 

taken to maximize the quantity of outside air provided to the extent feasible with existing 

systems. Wherever possible, the District has upgraded air filters in accordance with American 

Society of Heating, Refrigerating, and Air‐Conditioning Engineers (ASHRAE) Guidance as 

recommended by the Centers for Disease Control. If conditions change sufficiently to warrant 

recalibration, additional adjustments will be made to maximize air flow to the extent feasible 

with existing systems. 
 

ACCOMMODATIONS 
The District will make accommodations for employees with medical or other qualifying conditions that 

affect compliance with this Plan, in accordance with applicable laws and regulations and relevant District 

policies and procedures. Employees who believe they at an increased risk of COVID‐19 are encouraged 

http://www.cdc.gov/coronavirus/2019
mailto:sdccdriskmanagement@sdccd.edu
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to speak with their supervisors to discuss appropriate reasonable accommodations that may be available. 

Supervisors must contact Risk Management at sdccdriskmanagement@sdccd.edu or (619) 388‐6953 for 

assistance with accommodations related to COVID‐19 safety measures that would involve non‐

compliance with this Plan, such as an exemption from wearing a face covering. The District will engage in 

an interactive process to determine if it can reasonably accommodate the employee’s needs so that they 

can perform the essential functions of their position with such accommodation(s), unless providing such 

accommodation(s) would create an undue hardship or cause a direct threat to workplace safety. 

 

CLEANING AND DISINFECTING 
The District has instituted regular COVID‐19 compatible sanitation and cleaning practices, which includes 

cleaning and disinfecting common surfaces, workplace common areas, frequently used tools and 

equipment, and other frequently touched surfaces and objects (e.g. doorknobs, elevator buttons, 

equipment, tools, handrails, handles, controls, bathroom surfaces, and steering wheels) in the workplace.  

Employees should regularly perform basic sanitation of their assigned and common‐use work            areas. 

The District has implemented the following cleaning and disinfecting procedures: 

 Using disinfectants that are EPA approved for use against the viruses that causes COVID‐19. 

 Providing EPA‐registered disposable wipes for employees to wipe down commonly used 

surfaces before and after use. 

 Following the manufacturer’s instructions for all cleaning and disinfection products (e.g., safety 

requirements, protective equipment, proper dilution, contact time). 

 Following safe work practices such as never mixing products together and using adequate 

ventilation. 

 Cleaning visibly dirty surfaces first before disinfection. Disinfectants are less effective if used on 

soiled surfaces. 

 Ensuring there are adequate supplies to support cleaning and disinfection practices, including 

cleaning products and tools and chemical resistant gloves. Such disinfectants and supplies will 

be available to workers commensurate with their responsibilities for cleaning and disinfecting. 

 Cleaning and disinfecting workstations and/or District‐owned vehicles between shifts and 

between employees where applicable. 

 Closing breakroom areas or cleaning them at least once per day when in use by employees who 

have been issued proper PPE, such as nitrile, latex, or vinyl gloves and gowns, as recommended 

by the CDC. 

 Frequently changing all trash receptacles at worksites where employees have been granted 

limited access in accordance with this Plan, by someone wearing nitrile, latex, or vinyl gloves. 

 Encouraging employees who have been granted limited access in accordance with this Plan to 

routinely clean frequently touched surfaces in their workspace, such as keyboards, mice, 

telephones, and desks. 

 Thoroughly cleaning and disinfecting restrooms on a regular basis in areas that have been 

opened for use in accordance with this Plan. 

mailto:sdccdriskmanagement@sdccd.edu
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COVID‐19 TESTING 
The District may implement a COVID‐19 testing requirement for employees as needed to prevent the 

spread of COVID‐19 in the workplace or as required by public health agencies with jurisdiction. No 

employee required to be tested for COVID‐19 by the District will be required to pay for the cost of the 

test. 

Employee experiencing recognized COVID‐19 symptoms and employees who have been exposed to 

COVID‐19 should be tested promptly. The District provides no‐cost health insurance options to all 

eligible employees. Additionally, the Families First Coronavirus Response Act ensures that COVID‐19 

testing is free to anyone in the U.S., including the uninsured, and free testing is available in San Diego 

County. With respect to workplace exposure that falls within workers’ compensation, the District will 

make testing available through its medical provider network. Upon request, the District will assist an 

employee in using these resources. Employees may contact Risk Management at  

sdccdriskmanagement@sdccd.edu or (619) 388‐6953 for assistance. 
 

For information about San Diego County Testing (including free testing):  

https://www.sandiegocounty.gov/content/sdc/hhsa/programs/phs/community_epidemiology/dc/2019‐ 

nCoV/testing.html 
 

If the District establishes a comprehensive testing program, it will provide information to all employees 

as appropriate. 

 

REPORTING, RECORDKEEPING, AND ACCESS 
To the extent required by, and in accordance with applicable laws and regulations, the District and its 

employees will: 

 Report information about COVID‐19 cases within the District to the local health department, and 

provide any related information requested by the local health department. 

 Report immediately to Cal/OSHA any COVID‐19‐related serious illnesses or death, as defined under 

CCR Title 8 section 330(h), of an employee occurring in their place of employment or in connection 

with their employment. 

 Maintain records of the steps taken to implement this Plan. 

 Upon request, make this Plan available to employees, authorized employee representatives, and 

representatives of Cal/OSHA. 

 Keep a record of COVID‐19 cases and the information collected in connection with such cases as 

required by applicable laws and regulations, and provide such information to an employee or their 

authorized representative as required or permitted by law or regulation. 

 Maintain the confidentiality of personal identifying information of COVID‐19 cases or persons with 

COVID‐19 symptoms, except when such information must be provided to local health 

departments, government agencies, or other persons or entities, in accordance with applicable 

laws and regulations. 
 

CAMPUS SPECIFIC PLANS 
Each institution within the District may prepare and implement its own COVID‐19 prevention plan, 

provided that it is in alignment with this Plan and complies with local, state, and federal laws and 

mailto:sdccdriskmanagement@sdccd.edu
http://www.sandiegocounty.gov/content/sdc/hhsa/programs/phs/community_epidemiology/dc/2019
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regulations. Prior to implementation, a campus specific plan must be approved by the Risk Management 

Department. 

 

REOPENING 
Phased‐in Return to Onsite Work 

Beginning July 1, 2021, all fully vaccinated employees who have submitted the required forms to Human 

Resources may resume working onsite. Unvaccinated employees who have an approved exemption from 

Human Resources may also resume working onsite. Employees who have been working onsite throughout 

the pandemic will continue to work onsite regardless of vaccination status. 

Beginning August 16, 2021, employees who have been working remotely may be required to return to 

onsite work up to two (2) days per week, regardless of vaccination status. Supervisors must give 

employees at least 10 days’ notice before they are required to resume onsite work. 

Beginning September 7, 2021, employees who have been working remotely may be required to return 

to onsite work up to four (4) days per week, regardless of vaccination status. Supervisors must give 

employees at least 10 days’ notice before they are required to increase the number of days of onsite 

work required. 

Beginning September 20, 2021, employees who have been working remotely may be required to return to 

onsite work completely, regardless of vaccination status. Supervisors must give employees’ at least 10 

days’ notice before they are required to return to onsite work completely. 

While employees may be required to return to work as outlined above, supervisors are encouraged to 

work with employees to continue to provide remote work flexibilities. 

If an employee can provide evidence that the place of care for an employee’s dependent is closed or no 

longer available due to COVID‐19, the timelines for return to onsite work may be extended. Supervisors 

must contact the Human Resources Division when notified by an employee of a COVID‐19‐related 

dependent care concern. 

***Supervisors are encouraged to give as much advanced notice as possible before requiring any 

employee to resume working onsite*** 
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Appendix A 

Return to Onsite Activities Checklist 

Prior to resuming onsite instructional, student services, or administrative support activities at a District 

or college site, the following items must be addressed and submitted to the Plan Administrator for 

approval. 

 
Instructions: Check each box that applies for the activities that will resume onsite. 

 
A. Social/Physical Distancing Protocols 

Optional Elements (physical distancing is not generally required, but may be used as a health and safety 

measure) 

 Adjustments to work/activity areas have been made to provide physical distancing 

during activities 

 An appropriate individual has been designated to monitor compliance with physical 

distancing requirements and report unresolved noncompliance to the appropriate 

manager 

 A communication plan has been developed to ensure all participants are aware of and 

understand physical distancing protocols prior to engaging in onsite activities 

If Appliable 

 Physical distancing is being provided as part of a reasonable accommodation 

 
B. Face Coverings and PPE 

Select as Applicable 

 All activities will require constant use of effective face coverings with limited exceptions 

as allowed in the COVID Prevention Plan (eating and drinking; working in an isolated 

area; etc.) 

 One or more activities will be performed without face coverings in accordance with 

public health authority guidelines 

i.   If yes, please describe other mitigation efforts to reduce the likelihood of the spread of COVID‐19:   

 
 

 One or more activities require use of specific PPE (N95 respirator; protective clothing, 

gloves, helmets, etc.) 

 Required PPE will be provided to all participants 

Required Elements: 

 Effective face coverings, including N95 masks, will be provided to all participants upon 

request 

 An appropriate individual has been designated to monitor compliance with face 

covering and PPE requirements and report unresolved noncompliance to the 

appropriate manager 
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 A communication plan has been developed to ensure all participants are aware of and 

understand face covering and PPE protocols prior to engaging in onsite activities 

 
C. Air Flow and Ventilation 

Select as Applicable 

 The activities will occur exclusively outdoors 

 One or more activities will occur indoors (check all that apply) 

 Doors and/or windows will be open to provide outside air flow and ventilation 

 HVAC system for areas where activities will occur has been upgraded to MERV‐13 

and/or with HEPA filters 

 Air systems will be run constantly while activities are being performed to increase 

air flow and ventilation 

 Portable air cleaners and/or fans will be used while activities are being performed 

 Other:   

 

D. Cleaning and Sanitation 

Required Elements: 

 Routine cleaning supplies will be available for participants (cleaning solutions do not 

require special training or PPE for use) 

 Specialized cleaning will be conducted before and/or after activities by appropriate staff 

 Daily 

 2‐3 times per week 

 Weekly 

 Every two weeks 

 Hand sanitizer will be available for use by participants 

 An appropriate individual has been designated to monitor compliance with sanitation 

and cleaning requirements and report unresolved noncompliance to the appropriate 

manager 

 
E. Screening, Vaccination Status, and Testing 

Select as Applicable 

 Employees will be required to be fully vaccinated prior to participating in onsite 

activities 

 Employees will be required to undergo temperature checks when reporting to work. 

 Employees will be required to have a negative COVID‐19 test (PCR, antigen, or other test 

approved by appropriate public health authorities for detecting infectiousness); check 

all that apply: 

 Testing will occur only at the start of the program 

 Testing will occur periodically (weekly, biweekly, etc.) 

 Testing will occur each time a participant comes onsite 

 Testing will be available onsite 

 Testing will be available at an offsite location within five miles 
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 Individuals will be responsible for finding a testing site 

 Testing will be conducted by a District employee 

 Participants will be required to self‐report test outcomes 

 Students will be required to have a negative COVID‐19 test (PCR, antigen, or other test 

approved by appropriate public health authorities for detecting infectiousness); check 

all that apply: 

 Testing will occur only at the start of the program 

 Testing will occur periodically (weekly, biweekly, etc.) 

 Testing will occur each time a participant comes onsite 

 Testing will be available onsite 

 Testing will be available at an offsite location within five miles 

 Individuals will be responsible for finding a testing site 

 Testing will be conducted by a District employee 

 Participants will be required to self‐report test outcomes 

Required Elements: 

 A communication plan has been developed to ensure all participants are aware of and 

understand screening, vaccination, and/or testing requirements for engaging in onsite 

activities 

 
F. Reporting, Recordkeeping, and Confidentiality 

Select as Applicable 

 Screening information will be recorded by a District employee 

 Testing information will be recorded by a District employee 

 Participants will be required or encouraged to use an application on a personal or 

District‐provided device to record screening and/or testing information 

 

Required Elements: 

 District employees responsible for collecting, recording, and/or maintaining screening 

and/or testing information have been informed of confidentiality requirements 

 Appropriate measures have been implemented to protect the security and 

confidentiality of screening and/or testing information 

 An appropriate person has been designated to report positive COVID‐19 exposures, 

possible COVID‐19 symptoms, possible COVID‐19 close contacts, and similar concerns to 

the Risk Management Department 

 
G. COVID Positive Cases and Potential Exposures 

Required Elements: 

 Appropriate employees have been advised of the responsibility to assist the Risk 
Management Department with information gathering regarding potential COVID‐19 
exposures and to maintain confidentiality 



 An  appropriate  person  has  been  designated  to  provide  and/or  assist  the  Risk 
Management Department in providing: 

 Instructions to employee(s) regarding quarantine requirements 
 Instructions to employee(s) regarding when they can safely return to work 
 Cleaning and disinfection protocols following COVID‐19 positive cases 
 Appropriate PPE to employees with a job‐related need to enter facilities where a 

recent COVID‐19 exposure has occurred 

 


