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1.0 INTRODUCTION 

Effective July 1, 1991 all California employers must establish, implement and maintain an 

effective Injury and Illness Prevention Program (IIPP) as mandated by the California Code of 

Regulations, Title 8, Chapter 4, Section 3203, of the General Industry Safety Orders, and Section 

1509 of the Construction Safety Orders. This document contains the City of Los Angeles (City), 

Bureau of Contract Administration (BCA) IIPP. As much as possible all websites or reference 

documents will be linked to from the BCA Safety website (Safety Page Tab).   

The program must be in writing and shall, at a minimum: 

1) Identify the person or persons with authority and responsibility for implementing the

Program

2) Include a system for ensuring that employees comply with safe and healthy work practices

3) Include a system for communicating with employees in a form readily understandable by

all affected employees on matters relating to occupational safety and health, including

provisions designed to encourage employees to inform the employer of hazards at the

worksite without fear of reprisal

4) Include procedures for identifying and evaluating work place hazards including scheduled

periodic inspections to identify unsafe conditions and work practices

5) Include a procedure to investigate occupational injury or occupational illness

6) Include methods and/or procedures for correcting unsafe or unhealthy conditions, work

practices and work procedures in a timely manner

7) Provide training and instruction
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3.0 SCOPE AND PURPOSE 
 
Cal-OSHA General Industry Safety Order 3203 requires each employer to establish and maintain 

an effective IIPP to protect employees. Cal-OSHA regulations direct that the employer’s IIPP shall 

be specific to the activities and tasks that its workforce performs.  

Additionally, under the direction of City of Los Angeles Mayor Directive, the mayor has specific 

instructions that all departments must comply with for city-wide uniformity; specifically ED-18i.   

 

BCA’s IIPP involves an ongoing process to keep the program relevant and current. This includes 

continual research of laws that affect day-to-day activities performed by BCA staff.  The 

Department communicates its workplace safety procedures through the IIPP.   Each division 

supervisor is responsible for communicating with employees on matters concerning safety and 

health, including identifying, evaluating and mitigating workplace hazards; investigating injury 

and illness; and conducting employee training.  Successful implementation of the policies and 

procedures contained in the IIPP involves an ongoing commitment by managers, supervisors, and 

employees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
                                                 
i Executive Directive No. 18 - Safe and Healthy Workplace 02/01/2017 
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4.0 RESPONSIBILITIES 
 

A. GENERAL MANAGER 

General policies which govern activities and responsibilities under the IIPP are established under the 

final authority of the General Manager. Mayoral Executive Directive No 18 states that the 

Department/Bureau heads shall develop an IIPP that complies with Cal/OSHA and this Executive 

Directive, and is tailored to the specific needs of the Department/Office, with the IIPP reviewed 

annually and updated as appropriate. The General Manager will maintain a place of employment that 

is safe and healthful for the employees that complies with occupational safety and health standards, 

rules, regulations and orders. 

Executive Directive ED-18 additionally directs that the General Manager will also follow these 

specific responsibilities. 

• Designate a senior manager as the Chief Safety and Wellness Officer (CSWO1 ) 

• Designate a senior manager as the Chief Risk Management Officer (CRMO2) 

• Incorporate supervisors' safety efforts and safety performance into performance evaluations 

• Serve as or designate an individual to serve as the IIPP Implementation Plan Administrator 

• Oversee and support the components outlined in this program 

• Authorize the allocation of physical and financial resources necessary to maintain an 

effective IIPP 

• Ensure the IIPP is reviewed and updated annually as appropriate and electronic copies are 

provided to the General Manager of the Personnel Department 

 
B. BUREAU SAFETY COMMITTEE 

The Bureau Safety Committee (BSC) will be the primary means of implementing the Bureau's IIPP. All 

supervisors and employees are encouraged to support the efforts of the BSC in providing and 

maintaining a safe and healthful working environment and correcting any unsafe conditions or practices. 

The committee will be organized by the Committee Chair (Chief Safety and Wellness Officer) and BCA 

Civil Engineer or Safety Coordinator.  

A minimum of four additional staff will include at least one Principal Construction Inspector, one staff 

from Administrative Division, one staff from minimum of four additional staff will include at least one 

Principal Construction Inspector, one staff from Administrative Division, one staff from Office of Contract 
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Compliance and one staff from Office of Wage Standards. This committee will meet on the third Thursday 

of each month. All staff will serve for a minimum one-year term. The specific duties of the BSC include: 

 

1) Receive, review and report on accident reports involving City employees, contractor 

personnel or the public. 

2) Review employee accidents; perform independent investigations and make 

recommendations to management for disciplinary actions 

3) Report on Workers’ Comp accidents 

4) Review results of periodic and scheduled worksite investigations 

5) Review the needs of safety equipment and requests for PPE. Submitted requests for 

purchasing PPE/safety equipment to management. 

6) Review and revise Bureau Safety Manual. 

7) Review employee safety concerns and training needs. 

8) Make recommendations for safety training. 

9) Communicate Health and Safety information to employees 

 

C. BCA CIVIL ENGINEER OR SAFETY COORDINATOR 

This position reports to the Director and is responsible for the development, updating and 

implementation of the IIPP. The Safety Engineer’s duties are: 

 

1) Monitors program effectiveness. Design the program so that additions and updates can be 

easily made. Keep program requirements current with the requirements of Cal/OSHA. 

2) Coordinates Bureau IIPP collaboration with City of Los Angeles Personnel Department 

Health and Safety 

3) Acts as the in-house expert on Cal-OSHA regulations. 

4) Maintains records pertinent to the IIPP 

5) Prepares bi-weekly Tailgate Safety Meeting Reviews and Quizzes; prepares bi-monthly 

and year end report on mandatory quiz completions. 
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D. SUPERVISORS 

City of Los Angeles and BCA policy states that the supervisor is the individual most responsible 

for the safety and training of their staff. As such, the supervisor is responsible to maintain full 

knowledge of the BCA IIPP. Supervisors are directed to comply with all City of Los Angeles and 

BCA duties. These duties are defined in Mayor Executive Directive No. 18 and BCA IIPP 

requirements. Supervisors must also attend and competently perform City Personnel Department 

training and policies. 

 

1) Per Mayor Executive Directive No. 18 Individual supervisors shall 

a: Ensures that employees receive training in the safe handling of materials, tools, and 

equipment 

b: Notifies employees of unsafe behavior and unsafe conditions and take appropriate 

corrective action 

c: Monitor employee performance to ensure that duties are discharged in a safe and 

responsible manner 

d: Evaluate worksites on an ongoing basis for unsafe conditions and take steps to correct 

them 

e: Remind employees of preventive measures to avoid accidents 

f: Conduct complete investigations of workplace accidents  

 

2) All supervisors shall comply with IIPP program requirements 

a: Schedule/conduct bi-weekly (or quarterly) Tailgate Safety Meetings (TSM) 

b: Track each employee’s attendance to TSM per Chapter 19 

c: Remind employees of preventive measures to avoid accidents 

d: Conduct complete investigations of workplace accidents 

e: Follow notification protocols for any serious injury or illness 

f: Review the Contractor’s IIPP for each worksite that staff are assigned  

 

E. EMPLOYEES 

All new City employees must attend training classes for employee orientation, City rules and 

policies and employment rights. Construction inspectors will also receive training from BCA 

Training Section during their 6-month probationary period that deals with safety and health. Each 
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employee must follow all posted rules. Failure to comply with IIPP safety rules may be cause for 

employee discipline. Employees shall comply with the BCA IIPP and specific California Labor 

Code requirements: 

1) BCA IIPP employee responsibilities

a: Employees shall read and comply with Chapter 16 Safety Rules and Code of Safe 

Practices; 

b: Work safely and assist co-workers and others to work safely in the workplace; 

c: Comply with City policies, procedures, and practices related to accident prevention 

and safety; 

d: Comply with Federal, State, and local laws, rules and regulations governing 

employee health and safety; 

e: Comply with manufacturers' safety guidelines and rules related to equipment and 

materials; 

f: Participate in safety training and track their TSM attendance per Chapter 19. 

g: Report safety hazards in a timely manner; 

h: Obtain and submit to their supervisors, clear and complete information on work 

restrictions; 

i: Follow notification protocols for any serious injury or illness; 

j: Cooperate in incident investigations. 

2) California Labor Code, Division 5, Part 1, Chapter 3: Section 6406. Prohibited Acts. No

person shall do any of the following:

a: Remove, displace, damage, destroy or carry off any safety device, safeguard, notice, 

or warning, furnished for use in any employment or place of employment. 

b: Interfere in any way with the use thereof (the above safety devices) by any other 

employee. 

c: Interfere with the use of any method or process adopted for the protection of any 

employee, including himself, in such employment, or place of employment. 

d: Fail or neglect to do every other thing reasonably necessary to protect the life, safety, 

and health of employees. 
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F. CONTRACTOR

BCA provides contract administration and inspection services for construction work. Each

construction site or fabrication facility is controlled by the Contractor or their supplier. Each

Contractor/Supplier must have an IIPP. It is the responsibility of the Contractor for the safety of

City employees entering these sites. As such, BCA employees are subject to both its IIPP and the

Contractor/Supplier’s IIPP.

When ever there is a difference in safety policy the City employee shall choose the safest. If there 

is any question the employee shall contact their supervisor or Safety Engineer for direction.  BCA 

IIPP requires that all Contractors/Suppliers shall: 

1) Maintain at the work site copies or suitable extracts of:

a: Construction Safety Orders 

b: General Industry Safety Orders 

c: Latest adopted edition of the “Work Area Traffic Control Handbook” (WATCH), or 

the LADOT Worksite Traffic Control Plan (S-488.0) or “Manual on Uniform Traffic 

Control Devices” (MUTCD) if applicable (Per SSPWC S-610 [Brownbook] 7-10.3). 

d: Any other rules or regulations that are required to complete the work 

2) Comply with provisions of these and all other applicable laws, ordinances, and regulations

(Standard Specifications for Public Works Construction [SSPWC] Part 1 Section 7).

3) Establish, implement and maintain an effective Injury and Illness Prevention Program and

give Safety Instructions for the employees.  The Contractor shall provide all safety

measures necessary to protect the public and workers within the Work area….The 

Contractor shall immediately report any accident or injury to the Engineer and the 

Inspector. (Per SSPWC Section S-610 7-10.4.1). 

4) Designate in writing a Project Safety Coordinator who shall be at the jobsite at all times,

and who shall be thoroughly familiar with and able to execute the requirements of the

Contractor’s IIPP, Code of Safe Practices (CSP) and general work area traffic safety and

control as specified in 7-10.3.  (Per SSPWC S-610 7-10.4.6).

5) Comply with all submittals to Engineer (SSPWC Part 1 Section 2.5.3.4)

6) Submit to the Inspector Gen M-141 Competent Person Trench & Excavation Certification

form.
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7) Provide safety equipment, material, and assistance to Agency personnel to properly inspect

all phases of the Work, including final inspection. (Per SSPWC S-610 7-10.4.5 Agency

Worker Protection)
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5.0 COMPLIANCE 

The BCA Injury and Illness Prevention Program meets the requirements as set forth by Title 8 

General Industry Safety Orders (GISO) Section 3203 and Construction Safety Orders (CSO) 

Section 1509. 

A. TITLE 8 – GENERAL INDUSTRY SAFETY ORDERS SECTION 3203

General Industry Safety Orders (GISO) in Subchapter 7 establishes minimum occupational safety

& health standards that apply to all places of employment in California. Additional industry,

occupation or equipment specific safety orders are located in 14 other subchapters. Safety Orders

in these subchapters that address like conditions and hazards will take precedence over the safety

orders in the GISO wherever they are inconsistent with the General Industry Safety Orders.

Section 3203 compliance sections are:

1) 3203(a)

This written manual complies with the requirement every employer shall establish,

implement and maintain an effective IIPP.

2) 3203(a)(1)

Chapter 4.0 identifies the responsibilities assigned to each level of BCA for the

implementation of the IIPP.

3) 3203(a)(2)

Chapter 3.0 identifies BCA policy, protocols and systems used to ensure that employees

comply with safe and healthy work practices.

4) 3203(a)(3)

Chapter 6.0 outlines communication protocols for employees related to occupational safety

and health.

5) 3203(a)(4)
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Chapter 7.0 requires BCA to comply with a full program of evaluating and mitigating 

workplace hazards. 

6) 3203(a)(5)

Chapter 11.0 identifies procedures to investigate occupational injuries or occupational

illnesses.

7) 3203(a)(6)

Chapter 8.0 include methods and/or procedures for correcting unsafe or unhealthy

conditions, work practices and work procedures in a timely manner based on the severity of

the hazard.

8) 3203(a)(7)

Chapter 9.0 sets forth the BCA health and safety training and instruction program.

9) 3203(b)(1)

Chapter 10.0 establishes procedures to maintain records of scheduled and periodic

inspections required by subsection (a)(4) to identify unsafe conditions and work practices,

including person(s) conducting the inspection, the unsafe conditions and work practices

that have been identified and action taken to correct the identified unsafe conditions and

work practices.

10) 3203(b)(2)

Chapter 10.0 establishes documentation procedures for safety and health training required

by subsection (a)(7) for each employee, including employee name or other identifier,

training dates, type(s) of training, and training providers.

11) 3203(c)

Chapter 4.0 Section B establishes the BCA Safety Committee to comply with the

communication requirements of subsection (a)(3).
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B. TITLE 8 – CONSTRUCTION SAFETY ORDERS SECTION 1509

Application of these Orders establish minimum safety standards whenever employment exists in

connection with the construction, alteration, painting, repairing, construction maintenance,

renovation, removal, or wrecking of any fixed structure or its parts. These Orders also apply to all

excavations not covered by other safety orders for a specific industry or operation. At construction

projects, these Orders take precedence over any other general orders that are inconsistent with

them, except for Tunnel Safety Orders or the Pressurized Worksite Standards in Article 154 of the

General Industry Safety Orders.

1) 1509(a)

The BCA IIPP per Section 3203 of the GISO applies to both construction and office

personnel.

2) 1509(b)

Chapter 16 is the adopted Safety Rules and Code of Safe Practices for Field and Office

Employees.  The relevant parts of Plate A-3 have been included in the Code.

3) 1509(c)

Chapter 6 requires all worksites will have Cal-OSHA required postings (including Safety

Rules and Code of Safe Practices).  The entire IIPP is posted on the BCA website.

4) 1509(d)

Chapter 6 directs that the Bureau Safety Committee meets monthly on the 3rd Thursday to

discuss safety problems and accidents.

5) 1509(e)

Chapter 6 directs that all BCA District supervisors hold tailgate safety meetings every ten

working days.  Management shall monitor the progress of these meetings to ensure that

they are being held and that appropriate safety topics are being discussed.
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6.0 COMMUNICATION 

Title 8 Regulation Section 3203 (a)(3) states that all employers must have a system for 

communicating with employees in a form readily understandable by all affected employees on 

matters relating to occupational safety and health, including provisions designed to encourage 

employees to inform the employer of hazards at the worksite without fear of reprisal. Substantial 

compliance with this provision includes meetings, training programs, posting, written 

communications, a system of anonymous notification by employees about hazards, 

labor/management safety and health committees, or any other means that ensures communication 

with employees. 

A. INJURY AND ILLNESS PREVENTION PROGRAM MANUAL

This written manual complies with the requirement every employer shall establish, implement and 

maintain an effective IIPP. The manual, its appendices and reference documents are all posted on 

the BCA Website. 

B. BUREAU SAFETY COMMITTEE

The Bureau Safety Committee shall ensure that BCA employees receive all safety related 

information. This will include changes to the IIPP, changes to state laws and regulations, training 

requirements, accident reports, Cal-OSHA citations and any other matter that may affect the health 

and safety of BCA staff. 

C. BUREAU WEBSITE – SAFETY

The Bureau website will be the central repository of safety information. This will be updated on a 

monthly or as needed basis. 

D. MONTHLY POSTERS

Each month Safety Posters will be posted on the Bureau Website - Safety. These posters will be 

based on the 26 bi-weekly Tailgate Safety Topics. The purpose of all posters will be to highlight 

the essential theme of each topic. The posters should be printed out by the supervisor and posted 

on the bulletin boards of each office. 
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E. TAILGATE SAFETY MEETINGS

Tailgate Safety meetings are a Cal-OSHA mandated requirement. This meeting will be conducted 

on a bi-weekly basis. The topics for each meeting are posted on the Bureau webpage and in the 

Appendix. Each district supervisor or their designate shall prepare for the assigned safety topic by 

reviewing the IIPP and Tailgate Safety Topic Information Sheets. 

F. PWB BUILDING EMERGENCY OPERATIONS

The majority of BCA non-inspection and executive staff are housed at 1149 South Broadway in 

the Public Works Building (PWB). PWB Building management is responsible to communicate 

building safety requirements, conduct evacuation drills and coordinate all other building related 

emergency/safety information. BCA management has assigned the Emergency Preparedness 

Coordinator (Seffy Wiles, Ch Const Insp) to represent its interests by attending regularly 

scheduled PWB-Emergency Managers meetings. 
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7.0 WORKSITE INSPECTIONS 

A. GENERAL INFORMATION

Bureau of Contract Administration IIPP directs management to maintain safe and healthful

working conditions and to follow operating practices which will safeguard all employees and

result in safe working conditions and efficient operation. This requires BCA to have a full program

of evaluating and mitigating workplace hazards. This is accomplished through site inspections.

Periodic inspections provide a method of identifying existing or potential hazards in the work 

place, and eliminating or controlling them.  Hazard control is the heart of an effective injury and 

illness prevention program. 

This will be accomplished by specific inspections being performed as a regular part of the assigned 

duties. All staff will be encouraged to report hazardous conditions to management for evaluation 

and mitigation without a fear of reprisal. 

B. SITE INSPECTION – ANNUAL

1) The Safety Engineer will perform a full facility inspection at each of BCA’s main offices.

All elements of the building’s life safety/health will be inspected and be recorded using the

BCA Facility/Hazard Inspection Checklist. (Attachment CH07.A)

2) The facilities that are included in the annual inspection are:

a: Public Works Bldg – 1149 South Broadway, Ste 300, Los Angeles 

b: Marvin Braude Constituent Center – 6262 Van Nuys Blvd. Ste 400, Van Nuys 

c: West Los Angeles - 1828 Sawtelle Blvd 3rd Floor, Los Angeles 

d: San Pedro City - 638 Beacon St., 4th Floor, San Pedro 

e: West Valley Office 19040 Vanowen St., Reseda 

3) The designated supervisor shall be given a copy of the report.

C. SITE INSPECTION – SCHEDULED

1) Supervisors are responsible for inspecting their respective Bureau facilities on a regular

schedule or when conditions warrant more frequent inspections.
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2) If any hazard or violation is discovered and cannot be immediately mitigated by the

supervisor (or designated staff) then it should be isolated and the Safety Engineer shall be

contacted.

3) All observed hazards shall be recorded and reported using the BCA Facility Site Checklist:

a: A description of any safety hazards noted. 

b: Descriptions of any unsafe work practices observed. 

c: Causes of the deficiencies and hazards noted. 

d: Recommendations for corrective action. 

e: A proposed schedule for completing the corrective actions. 

f: The original copy shall be forwarded to the Safety Engineer 

D. SITE INSPECTION – UNSCHEDULED

1) The Safety Committee shall perform random or spot inspections as a normal part of their

duties. These inspections are intended to maintain integrity in the oversight of hazard

awareness and assessment at all work sites.

2) Constructions sites and trailers are the primary focus of unscheduled site inspections.

3) The Safety Committee member may or may not inform the site supervisor that an

unscheduled inspection is being performed. An inspection report shall be completed and a

copy will be forwarded to the site supervisor and their Chief by email.

4) These random inspections shall be reported at the monthly Bureau Safety Meeting.

E. FACILITY/HAZARD INSPECTION CHECKLIST

1) Use Attachment CH07.C

F. INSPECTIONS BY OUTSIDE AGENCIES

All BCA staff shall be trained in the City Personnel Department policy regarding” WHEN A

CAL/OSHA REPRESENTATIVE ARRIVES” and BCA policy. There are three situations

discussed in  policies:

1) CAL-OSHA representative arrives to inspect at a City facility or an accident/construction

site involving a BCA employee

a: Immediately contact your supervisor and at least one of the following managers; 

i - Division Chief 
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ii - Brett McReynolds, CWO  – 213-798-5100 

iii - Bruno Huerta, OSHD - City Safety Engineer  – 213- 473-7084 

Follow Personnel Safety Bulletin No. 2-1 (See  Attachment CH07.B) 

(http://per.lacity.org/safety/Safety_Bulletins.htm)

iv - Politely ask Cal-OSHA rep to wait for one of the managers to arrive 

v - If the rep insists on starting the inspection then the BCA inspector shall 

follow the Safety Bulletin guidelines and BCA Policy 

vi - BCA Policy 

 If the rep insists on investigating the location before any manager

arrives the inspector shall:

 Request another inspector to come along for the inspection

 BCA inspectors shall only respond to questions to the best of

their knowledge and should never volunteer information.

 The inspector shall take notes of what the rep is asking

questions about, project locations and any other

conversations with other individuals on the site.

 Once the investigation is complete the inspector shall make a

report to the BCA Safety Committee within 12 hours.

2) CAL-OSHA representative arrives to inspect a Contractor’s construction site or personnel

a: Contact your supervisor and the BCA Safety Engineer. 

b: If work is on-going perform your inspection duties, 

i - but do not involve yourself in the inspection, and 

ii - be aware of your compliance with job-site safety and make sure that all PPE 

is properly donned. 

iii -  If Cal-OSHA wants to include the inspector or the inspector’s activities in 

their investigation – Follow BCA Policy. 

c: If there is no on-going inspection work the inspector may leave the worksite and 

report at a location based on their supervisor’s direction. 

All other inspection requests by either City Departments or Outside Agencies are to be handled 

using the same protocols as set forth above.  

http://per.lacity.org/safety/Safety_Bulletins.htm
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Attachment CH07.A 

FACILITY/HAZARD INSPECTION CHECKLIST 

FACILITY: DATE: TIME: 

CONDUCTED BY: 

FACILITY REP: 

OBSERVED HAZARD – CORRECTION 

BASED ON THE FOLLOWING INSPECTION REPORT 

Description of safety hazard or unsafe work practice 

Causes of hazards or unsafe work practices 

Recommendations for Corrective Action 

Proposed schedule for corrective actions 

1. For all Hazards/Unsafe Work practices include photographs
2. Submit the report to the Safety Engineer
3. If this inspection identifies an imminent danger then all employees/workers should

be evacuated to a safe location
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FACILITY: DATE: Pg 2 of 2 

Criteria Yes No N/A 

DOCUMENTATION / GENERAL SAFETY 

OSHA required posters prominently displayed on bulletin board. 

OSHA Log maintained, Summary Posted Feb.-Apr., Filed for five years. 

Housekeeping and sanitation is adequate. 

All areas are provided with adequate lighting and ventilation 

Outside areas and parking lots are properly maintained. 

Are the restrooms appropriate for the number of employees; are regularly serviced 

FIRST AID / MSDS / HAZARDOUS WASTE 

Adequate number of first aid kits available for the number of employees in the area 

First Aid supplies inventoried and replenished as needed. 

Separate and appropriate storage facilities for hazardous materials/items 

Current Material Safety Data Sheets are available for hazardous materials. 

FIRE PROTECTION / ELECTRICAL EQUIPMENT 

Properly serviced fire extinguishers are readily available. 

Does the building have floor wardens, emergency maps and annual fire drills? 

Electrical equipment is maintained in good working condition. 

No electrical cords are running over/under walls or through doorways, etc. 

WORK & STORAGE AREAS 

Floors, corridors, walkways & aisles are relatively smooth and free of tripping hazards. 

Are stairways designed with slip-resistant surfaces and are adequately illuminated? 

Exits are unobstructed and properly marked with illuminated exit signs & lights 

Exit door hardware operates properly 

Do stairs have at least a 6-½ foot overhead clearance? 

Office furniture, chairs, desks, and tables are in safe usable condition 

Are signs posted showing the elevated surface load capacity, access and egress? 
Are materials on elevated surfaces piled, stacked or racked in a manner to prevent 
tipping, falling, collapsing, rolling or spreading? 

All cabinets are securely attached for earthquake loads 

Cabinets and shelves are properly loaded, heaviest items on bottom. 
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Attachment CH07.B 
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Policy Memorandum BCA Policy  
City of Los Angeles Personnel Department – Safety Bulletin No. 2-1 

 

WHEN A CAL/OSHA REPRESENTATIVE ARRIVES 
1. If a Cal-OSHA representative arrives at the worksite regarding an investigation of the 

Contractor’s staff or sub-contractor the BCA inspector shall not become involved with the 
investigation. 

2. If a Cal-OSHA representative arrives at a BCA facility or at the worksite to investigate a 
BCA staff injury/incident the following shall apply: 
a. The staff on site shall immediately contact their supervisor stating that a Cal-OSHA 

inspector has arrived on site. 
b. The staff on site shall then contact the following list for a BCA representative to come 

to the site to facilitate the Cal-OSHA representative’s access to the site. 
i. Employee’s Supervisor or Chief 

ii. Chief Safety and Wellness Officer (CWO) 
a. Angela Martinez, 213-798-5543 

iii. Chief Risk Management Officer (CRMO) 
a. Angelica Samayoa, 213-798-5087 

iv. City Safety Administrator, OSHD - City Safety Engineer – 213- 473-7084 
c. If no one on this list can attend (within one hour) the staff person in charge shall 

escort the Cal-OSHA representative on the worksite but shall be governed by Safety 
Bulletin and the following protocols 

i. Escorting staff shall verify that the Cal-OSHA representative has all the 
necessary safety PPE to enter the site (if required) 

ii. Contact another BCA Inspector to accompany the inspection (if possible) 
iii. The escorting staff shall be advised to answer only questions that they feel 

comfortable with. 
iv. If the escorting staff is asked a question that is outside the scope of the 

investigation the staff should respond that the Cal-OSHA inspector needs to 
contact the BCA Safety Engineer.  

v. The escorting staff should answer with factual statements; not opinion. 
d. Once the site investigation is complete the escorting staff should memorialize the 

event as soon as possible and send a copy to their supervisor. 
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SAFETY CONCERN OR SUGGESTION FORM 
Attachment CH07.C 

If the safety concern creates a hazard to employees and needs immediate attention, please 
notify your supervisor or contact the Department Safety Coordinator or City Administrator 

at 9213) 473-7097. All personal information contained on this form is confidential. 

Name: Phone Number: 
(Optional) (Optional) 

Site or Facility Address: Date: 

Include a brief description of the safety concern or safety suggestion; include the location 
in which it can be investigated. 

Has this safety concern been brought to the attention of your supervisor? 
Yes  No  If yes, date notified: 
Was Administrative Services Division notified regarding safety-related repairs? 
Yes  No  If yes, date notified: 
Do you want the Safety Staff to contact you? 
Yes  No If yes, please include your name and phone number above: 
Please indicate your preference: Do not reveal my name to my supervisor 

My name may be revealed to my supervisor 
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8.0 HAZARD ASSESSMENT - CORRECTION 
 
A. GENERAL INFORMATION 

The primary purpose of the Hazard Communication Program is to assure that employees are 

provided with information regarding hazardous substances in the workplace. Cal/OSHA has 

promulgated standards (Section 5194, General Industry Safety Orders) requiring a written plan to 

detail how this information is communicated to employees. 

Hazards that are discovered as a result of periodic inspections or during normal operations shall be 

corrected promptly.  Reports of unsafe conditions by employees or the public shall be investigated 

promptly by supervisors.  BCA recognizes that hazards range from imminent dangers to relatively 

low risks.  A supervisor’s corrective actions must include evaluation of the potential hazard and 

suitable timetables for correction. 

 

B. IMMINENT HAZARDS – LIFE OR LIMB  

1) For Workplace Violence refer to Chapter 15 

2) Immediate action shall be taken to mitigate or isolate the hazard 

3) If the hazard cannot be immediately abated then all personnel shall be removed from the 

affected area; access should be limited. 

4) BCA Inspectors/staff shall contact their supervisor or BCA Main Office/Dispatch 

5) Appropriate contacts should be made depending on the location/ownership 

a: City owned facilities 

i -  Safety and Health Division - (213) 473-7097  

ii -  Building Maintenance 

iii -  Los Angeles Fire Department (9-1-1) 

b: Construction Sites 

i -  Contractor representative 

ii -  Cal-OSHA 

iii -  Los Angeles Fire Department (9-1-1) 

iv -  Report the hazard in the Inspector’s Daily Report 

c: Public Right of Way 

i -  8 am – 5 pm  Los Angeles Call Center 3 – 1 – 1 or;  

ii -  ASK LAPD 877-275-5273 (when not between 8 – 5) 
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iii -  BCA Main Office/Dispatch 

iv -  9 – 1 – 1 Emergency 

6) Complete a BCA Facility/Hazard Inspection Checklist. (Attachment CH07.A) – Original 

goes to the Safety Engineer 

 

C. GENERAL HAZARDS 

1) Physical conditions of structures, equipment or environment may pose general hazards due 

to lack of maintenance or poor housekeeping. 

2) BCA policy requires that all employees should take responsibility to report safety hazards 

immediately and prevent others from that danger  

3)  Responsibility generally belongs to the facility owner or occupant 

a: City owned facilities 

i -  BCA Offices are maintained by General Services or a building management 

company.  

ii -  Contact the BCA designated staff for contact information 

iii -  Complete a BCA Facility/Hazard Inspection Checklist – Original goes to the 

Safety Engineer 

b: Construction Sites 

i -  Contact the Contractor’s representative 

ii -  Report the hazard in the Inspector’s Daily Report 

c: Public Right of Way 

i -  8 am – 5 pm  Los Angeles Call Center 3 – 1 – 1 or;  

ii -  BCA Main Office/Dispatch. 

 

D. EMPLOYEE UNSAFE WORK PRACTICES 

1) Supervisors are responsible for informing and protecting employees and the public 

regarding any safety hazards that have been discovered.    

2) Supervisors shall immediately stop the City employee from unsafe work practices.   

3) Supervisors are required to instruct employees on proper procedures before work resumes. 

4) If additional training is warranted the supervisor is responsible to notify Training Division 

with that needs assessment. 
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E. EXPOSURE TO HAZARDOUS MATERIALS 

1) All City owned/leased buildings are required to be free of hazardous materials. 

2) If an employee discovers dangerous levels of asbestos, lead, mold, crystalline silica or 

chemical in the workplace they should immediately contact  

a: Supervisor 

b:  Department’s Occupational Safety and Health Division at (213) 473-7097. 

 

F. HAZARD COMMUNICATION PROGRAM 

The primary purpose of the Hazard Communication Program is to assure that employees are 

provided with information regarding hazardous substances in the workplace. Cal/OSHA has 

promulgated standards (GISO Section 5194) requiring a written plan to detail how this information 

is communicated to employees.  

 

1) Communication of the BCA plan will be conducted during the scheduled Tailgate Safety 

Meeting training. 

2) BCA Hazard Communication Program contains three elements 

a: Labels - are designed to provide information to employees concerning the hazards of 

various chemicals. 

b:  MSDS – Material Safety Data Sheet contain information for all products that may be 

hazardous. It provides workers and emergency personnel with procedures for 

handling or working with that substance in a safe manner. 

c: Training – Provides guidelines on the type of training that is required to handle a 

hazardous substance. 

3) It is the supervisor’s responsibility to know what hazardous chemicals are at their worksite 

4) It is the supervisor’s responsibility to provide employees with information and training 

concerning the hazardous substances in their work areas.  

5) The training must be done at the time of initial assignment to the work area and whenever a 

new hazard is introduced into the work area. 

6) Supervisors shall document each employee’ training and receipt of hazardous chemical 

SDS documents with attached form:  2024 CH 08 - BCA SDS HazComm Training Receipt. 
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7) General training will be done using the Tailgate Meeting Topic Information – HazCom  

8) For additional information please consult  Cal-OSHA Guide to the California Hazard 

Communication Regulation http://www.dir.ca.gov/dosh/dosh_publications/hazcom.pdf 
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Date:    
Site Location:   
SDS Hazardous Chemical:   
Owner: City Dept.    
Owner: Contractor:    
Project Name:   W.O.#   
 

Hazardous Chemical SDS Info (Employee shall check each section to indicate training) 
Supervisor will meet with the BCA employee that may be exposed to the above Hazardous Chemical 

and verify that the employee has personally received the SDS information 
Section Title Description √ 

1 Identification 
Includes product identifier; manufacturer or distributor name, address, phone number; 
emergency phone number; recommended use; restrictions on use.  

2 Hazard Identification Includes all hazards regarding the chemical; required label elements.  
3 Composition Includes information on chemical ingredients; trade secret claims.  
4 First Aid Measures Includes important symptoms/effects, acute, delayed; required treatment.  
5 Fire Fighting Lists suitable extinguishing techniques, equipment; chemical hazards from fire.  
6 Accidental release 

Lists emergency procedures; protective equipment; proper methods of containment and 
cleanup.  

7 Handling/Storage Lists precautions for safe handling and storage, including incompatibilities.  

8 Exposure Control 

Lists OSHA’s Permissible Exposure Limits (PELs); ACGIH Threshold Limit Values (TLVs); and 
any other exposure limit used or recommended by the chemical manufacturer, importer, or 
employer preparing the SDS where available as well as appropriate engineering controls; 
personal protective equipment (PPE).  

9 
Physical/Chemical 
Properties Lists the chemical’s characteristics.  

10 Stability/Reactivity Lists chemical stability and possibility of hazardous reactions.  
11 Toxicological Info 

Includes routes of exposure; related symptoms, acute and chronic effects; numerical 
measures of toxicity.  

    
    

 
REQUIRED SIGNATURES (Acknowledgement for Receipt of SDA Info and Training) 

 
    

Project Inspector (Printed)  Supervisor (Printed) 
        

Project Inspector (Signature)  Date  Supervisor (Signature)  Date 
 

Training may be performed by either the employee’s supervisor or the Contractor rep. 

A copy of this form must be sent to the BCA Safety Committee within 5 working days. 
Supervisor shall attach a copy of the SDS 
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9.0 HAZARD ANALYSIS FOR PERSONAL PROTECTION EQUIPMENT 
SELECTION 

A. GENERAL INFORMATION

Bureau of Contract Administration’s core business is the inspection of Public Works construction; 

both public and private. Each inspector, to safely accomplish their daily assignments, must be 

protected from workplace hazards. This involves the use of Personal Protective Equipment (PPE). 

BCA IIPP complies with General Industry Safety Order Section §3380 Personal Protective 

Devices and Construction Safety Order Section §1514 Personal Protective Devices. 

Standard issue PPE is available from Administrative Division, Purchasing/Supplies at 213-847-

2581. This PPE is identified in the new inspector orientation training. 

B. TYPICAL WORK SITES – HAZARD ANALYSIS SHEETS

1) BCA has determined that the majority of the field assignments are in the following

categories

a: Work in street Right-of-Way 

b: Work in easements, hillsides, natural settings 

c: Trench work including storm drain/sewer construction 

d: Tunnel construction/Confined Spaces 

e: Building construction 

f: Material Control Plant Inspection 

2) Each category/work task has been analyzed and PPE has been recommended. Attachment

CH09.A

C. SUPERVISOR RESPONSIBILITY

1) Supervisors are given the direct responsibility to ensure that each employee has the

appropriate PPE to perform their assigned duties.

2) The supervisor shall perform a Hazard Analysis of the assigned duties (if different from

below) to determine potential areas of risk and then recommend the proper PPE.
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3) Whenever possible the supervisor shall work with the employee and contractor to eliminate

the need of specialized PPE by either modifying the inspection method, work process or by

use of guardrails, ladder cages, CCTV or other means.

4) If specialized or non-standard issue PPE is required the supervisor shall work with the

client for the equipment and any required training.

5) The supervisor shall confirm that the employee is properly trained on the use of assigned

PPE.

6) If the supervisor determines that the employee is disregarding the proper use of PPE the

supervisor shall determine whether the employee requires additional training or discipline.

D. EMPLOYEE RESPONSIBILITY

1) Each employee required to use PPE must know when PPE is necessary, what PPE is

necessary, how to properly don, doff, adjust, and wear PPE, the limitations of the  PPE, and

the proper care, maintenance, useful life and disposal of the PPE.

2) The employee must communicate with their supervisor any concerns regarding their work

assignment and PPE usage.

3) If the employee does not have the correct PPE to safely perform their duties the employee

needs to contact their supervisor.

E. HAZARDOUS ANALYSIS

1) Complies with Title 8 GISO Section §3380 (f) Hazard assessment and equipment selection.

2) The supervisor shall first reference the Hazard Analysis worksheets for Typical Field

Assignments (Attachment CH09.A). If the work that they will be assigned does not meet

these worksheets the supervisor shall:

a: Perform a Hazard Analysis 

b: Determine the PPE required 

c: Review the analysis with their Chief 

d: Provide inspection staff with new PPE 

e: Provide training for new PPE 

3) Supervisor shall communicate with the BCA Safety Engineer requirements of the Hazard

Analysis.
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Attachment CH09.A – SELECTION GUIDELINES & HAZARD ANALYSIS FORMS 

WORK TASK 
IDENTIFY HAZARDS 
INVOLVED IN TASK 

RECOMMENDED  
SELECTION OF PPE 

Indicate 
specific work 

task 

[   ] Head [   ] Inhalation [   ] Hard Hat [   ] Boot (hard toe) 
[   ] Hearing [   ] Puncture/Penetration [   ] Vest [   ] Coverall - Disposable 
[   ] Overhead [   ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [   ] Light/Radiation [   ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[   ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [   ] Safety Glasses [   ] Face shields 
[   ] Dust/dirt [   ] Odor [   ] Ear plugs/muffs [   ] Noise meter 
[   ] Flying objects [   ] [   ] Fall protection [   ] 

Guideline to Selection of Personal Protective Equipment 

This document serves as a guideline for the use of Personal Protective Equipment (PPE) for particular operations. Specific tasks are indicated in the first column, hazards 
associated with those tasks should be checked off in the second column, and recommended (this means that it PPE that may be required but not mandatory) PPE is indicated in 
the third column. Contact BCA Safety Engineer for additional assistance with the selection of PPE and with any additional questions.  

NOTE: 
1. All personal protective equipment must be approved (ANSI, NIOSH, etc.) for the work to be performed, properly fit each user, not be defective or damaged, be

appropriate and properly maintained even if an employee provides his/her own protective equipment, and be used by trained employees.
2. Each employee required to use PPE must know when PPE is necessary, what PPE is necessary, how to properly don, doff, adjust, and wear PPE, the limitations of the

PPE, and the proper care, maintenance, useful life and disposal of the PPE.
3. BCA inspectors are responsible to have the necessary clothing and footwear to protect them from injury. This includes

i. Clothing – Body protection must meet Subchapter 7.2 Article 10. §3383
ii. Footwear – must meet Subchapter 7.2 Article 10. §3385

4. Standard issue PPE for BCA Construction Inspectors are:
i. Hard hat – Protective helmets shall comply with American National Standards Institute (ANSI) Z89.1-1997
ii. Vest –High Visibility Work Wear ANSI/ISEA 107 Class 3 Compliant

iii. Safety goggles – per Eye and Face Protection, Z87.1-1989
iv. Sun screen
v. Ear plugs/muffs – Hearing protectors must attenuate employee exposure at least to an 8-hour time-weighted average of 90 decibels as required by

Section 5096(b).
vi. First aid kits – 5 person

5. In stock PPE for BCA Construction Inspectors are: (Contact Stores/Supply for availability  213-847-2581)
i. Safety Harness – Miller
ii. Safety Lanyard – Miller

iii. Gas detectors – 4 gas (Contact Safety Engineer)
iv. Leather gloves

v. Rubber boots – steel toed
vi. Insect & Poison plant spray
vii. Flashlights

6. PPE not typically supplied by BCA or for projects that require special PPE will be requested to be supplied by the Owner and will be discussed during the pre-
construction meeting.

7. Contact BCA Safety Engineer for assistance at 213-798-5153.
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WORK TASK 
IDENTIFY HAZARDS 
INVOLVED IN TASK 

RECOMMENDED  
SELECTION OF PPE 

Work in street Right-of-Way 
performing inspection on AC or 
PC pavement, curb & gutter or 
any other surface improvement 

[ X ] Head [   ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 

[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [   ] 
Coverall – 
Disposable 

[ X ] Overhead [ X ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[ X ] Heat/Burn [ X ] Light/Radiation [   ] Respiratory Protection [   ] Respirator – Odor 
[   ] Chemical (specify) [   ] Blood borne [ X ] Gloves [ X ] Sun screen 
[ X ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[ X ] Vehicle [   ] Insects [ X ] Safety Glasses [   ] Face shields 
[   ] Dust/dirt [   ] Odor [ X ] Ear plugs/muffs [   ] Noise meter 
[ X ] Flying objects [   ] Fall protection [   ] Welding googles 

Work in easements, hillsides, 
natural settings (parks, 

watercourses) 

[ X ] Head [   ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 

[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [   ] 
Coverall – 
Disposable 

[   ] Overhead [ X ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [ X ] Light/Radiation [   ] Respiratory Protection [   ] Respirator – Odor 
[   ] Chemical (specify) [   ] Blood borne [ X ] Gloves [ X ] Sun screen 
[   ] Falling [   ] Confined Space [ X ] Insect Spray [ X ] Poison plant spray 
[ X ] Vehicle [ X ] Insects [ X ] Safety Glasses [ X ] Face shields 
[   ] Dust/dirt [   ] Odor [ X ] Ear plugs/muffs [   ] Noise meter 
[ X ] Flying objects [   ] Fall protection [   ] Welding googles 

Trench work including storm 
drain/sewer construction 

[ X ] Head [   ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 

[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [ X ] 
Coverall – 
Disposable 

[ X ] Overhead [ X ] Falling Objects [ X ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [   ] Light/Radiation [   ] Respiratory Protection [   ] Respirator – Odor 
[   ] Chemical (specify) [   ] Blood borne [ X ] Gloves [ X ] Sun screen 
[   ] Falling [ X ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[ X ] Vehicle [   ] Insects [ X ] Safety Glasses [   ] Face shields 
[ X ] Dust/dirt [ X ] Odor [ X ] Ear plugs/muffs [   ] Noise meter 
[ X ] Flying objects [ X ] Fall protection [   ] Welding googles 
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WORK TASK 
IDENTIFY HAZARDS  
INVOLVED IN TASK 

RECOMMENDED  
SELECTION OF PPE 

Tunnel construction for 
wastewater, storm drain, 

transportation. 
Includes vault construction 

[ X ] Head [ X ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 
[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [ X ] Coverall - Disposable 
[ X ] Overhead [ X ] Falling Objects [ X ] Gas Detectors [ X ] VOC Meter 
[   ] Heat/Burn [ X ] Light/Radiation [ X ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[ X ] Falling [ X ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [ X ] Safety Glasses [ X ] Welding googles 
[ X ] Dust/dirt [ X ] No light [ X ] Ear plugs/muffs [ X ] Noise meter 
[ X ] Flying objects [ X ] Explosive Hazards [ X ] Fall protection [ X ] Flashlight, 

              Explosive Proof 

Building construction/ 
Demolition 

[ X ] Head [   ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 
[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [   ] Coverall - Disposable 
[ X ] Overhead [ X ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [ X ] Light/Radiation [ X ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[ X ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [ X ] Safety Glasses [   ] Face shields 
[ X ] Dust/dirt [   ] Odor [ X ] Ear plugs/muffs [   ] Noise meter 
[ X ] Flying objects     [ X ] Fall protection [ X ] Welding googles 

        

Material Control Plant 
inspection 

[ X ] Head [ X ] Inhalation [ X ] Hard Hat [ X ] Boot (hard toe) 
[ X ] Hearing [ X ] Puncture/Penetration [ X ] Vest [ X ] Coverall - Disposable 
[ X ] Overhead [ X ] Falling Objects [ X ] Gas Detectors [   ] VOC Meter 
[ X ] Heat/Burn [ X ] Light/Radiation [ X ] Respiratory Protection [ X ] Respirator - Odor  
[ X ] Chemical (specify) [   ] Blood borne [ X ] Gloves [   ] Sun screen 
[   ] Falling [ X ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[ X ] Vehicle [   ] Insects [ X ] Safety Glasses [ X ] Face shields 
[ X ] Dust/dirt [ X ] Odor [ X ] Ear plugs/muffs [ X ] Noise meter 
[ X ] Flying objects     [   ] Fall protection [ X ] Welding googles 
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WORK TASK 
IDENTIFY HAZARDS  
INVOLVED IN TASK 

RECOMMENDED  
SELECTION OF PPE 

 

[   ] Head [   ] Inhalation [   ] Hard Hat [   ] Boot (hard toe) 
[   ] Hearing [   ] Puncture/Penetration [   ] Vest [   ] Coverall - Disposable 
[   ] Overhead [   ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [   ] Light/Radiation [   ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[   ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [   ] Safety Glasses [   ] Face shields 
[   ] Dust/dirt [   ] Odor [   ] Ear plugs/muffs [   ] Noise meter 
[   ] Flying objects     [   ] Fall protection [   ] Welding googles 

        

 

[   ] Head [   ] Inhalation [   ] Hard Hat [   ] Boot (hard toe) 
[   ] Hearing [   ] Puncture/Penetration [   ] Vest [   ] Coverall - Disposable 
[   ] Overhead [   ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [   ] Light/Radiation [   ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[   ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [   ] Safety Glasses [   ] Face shields 
[   ] Dust/dirt [   ] Odor [   ] Ear plugs/muffs [   ] Noise meter 
[   ] Flying objects     [   ] Fall protection [   ] Welding googles 

        

 

[   ] Head [   ] Inhalation [   ] Hard Hat [   ] Boot (hard toe) 
[   ] Hearing [   ] Puncture/Penetration [   ] Vest [   ] Coverall - Disposable 
[   ] Overhead [   ] Falling Objects [   ] Gas Detectors [   ] VOC Meter 
[   ] Heat/Burn [   ] Light/Radiation [   ] Respiratory Protection [   ] Respirator - Odor  
[   ] Chemical (specify) [   ] Blood borne [   ] Gloves [   ] Sun screen 
[   ] Falling [   ] Confined Space [   ] Insect Spray [   ] Poison plant spray 
[   ] Vehicle [   ] Insects [   ] Safety Glasses [   ] Face shields 
[   ] Dust/dirt [   ] Odor [   ] Ear plugs/muffs [   ] Noise meter 
[   ] Flying objects    [   ] Fall protection [   ] Welding googles 
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10.0 SAFETY RELATED TRAINING 
 
A. GENERAL INFORMATION 

Effective dissemination of safety information is essential for the success of the BCA IIPP. 

Training includes general safe work practices as well as specific instruction on control of hazards 

unique to each employee’s job assignment. Supervisors are responsible for the safety training 

related to their subordinate employees. Chapter 18 outlines the Safety Topics that are specific to 

the work that BCA performs and the training requirements. 

 

B. TYPES OF TRAINING  

BCA uses many types of training methods to communicate safety-related information to 

employees. Training may vary widely with respect to instructional method, setting, and subject 

matter. Types of training applicable to all employees include: 

1) Classroom instruction involves the presentation of general or specific safety information. 

The Training Section is tasked with performing a needs assessment based on work 

assignments and then scheduling classes. These classes may be taught by bureau 

employees or outside vendors.  

2) Tailgate Safety meeting have a 26-week schedule in which refresher information is 

presented. This information is referenced in Chapter 19 - TAILGATE SAFETY MEETING 

(TMS) TOPICS  

3) On-the-job training is for all employees to receive instruction from the supervisor. On-the-

job training can also include instruction on how to operate and maintain new equipment by 

manufacturer representatives.  

4) Written instructions or training materials include memos, safety bulletins, and policy 

memorandum. 

 

C. GENERAL – NEW HIRE TRAINING 

General safety training is classroom instruction that refers to instruction which is applicable to all 

bureau employees and not related to specialized trades or procedures. BCA Training policy 

requires that all new employees attend a new hire orientation provided by the Training Section. 

New hire orientation shall include the following safety and health subjects: 
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1) Basic safety training and introduction to the IIPP, including an overall review of 

employees’ rights and employer’s responsibilities under the California Code of 

Regulations, Title 8.  

2) Instruction on reporting injuries and unsafe conditions, and employees’ rights under 

Workers’ Compensation law. 

3) All new inspectors must attend mandatory probationary classes (See Bureau of Contract 

Administration Training Manual for a full list and syllabus for each class) that deal with 

construction and personal safety. 

4) Construction Inspector MOU requires a “10 hour OSHA training” based on OSHA 

Outreach Training Program (https://www.osha.gov/dte/outreach/index.html). 

a: BCA Training Section compliance for 10 hour class is accomplished by having all 

new inspection staff (hired or transferred) receive 16 hour new employee orientation 

that includes Worksite Safety module 

i -  GEN100 ORIENTATION [16 hour] 

ii -  CRE103 SURVEYING & WORKSITE SAFETY [8 hour] 

b: The 10 hour class (or series of training) is intended for entry level workers and shall 

also include;  

i -  Training in job hazard recognition and avoidance 

ii -  At least 4 hours on Focus Four hazards: 

 Fall Hazards,  

 Because most construction fatalities are caused by fall 

hazards this will be a minimum of 1-1/2 hours 

 Caught-In or -Between, Struck-By and Electrocution 

 All others to be a minimum of 1/2 hour 

iii -  Provides training on the recognition, avoidance, abatement, and prevention 

of workplace hazards 

 

D. SAFETY TRAINING –FOR ALL EMPLOYEES 

1) All staff will attend regularly scheduled Tailgate Safety Meetings per Chapter 19. 

2) All employees shall receive annual training to render First Aid per §3400. Medical 

Services and First Aid. 
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3) All staff will receive basic annual training in CPR and AED.

4) All inspection staff are required to attend the following mandatory safety training as a

new hire and then every two years.

a: HAS116 Confined Space Training 

b: CIE145- Excavation Safety Training 

E. SPECIALIZED SAFETY TRAINING

1) Whenever employees’ assignments involve duties requiring specialized training or PPE

they will immediately meet with their supervisor to discuss the requirements.

2) Contractor or BCA provided specialized training or PPE shall be provided at no cost to

the employee.

3) Records of completion for specialized Safety Training (provided by BCA Staff or

Outside Vendors) shall be forwarded to BCA Safety Committee and Admin Section for

inclusion in the employees files. Examples of this training may be:

a: Project safety training per the Contractor IIPP 

b: Respirator fit tests performed by City Medical Services 

c: Safety harness assignment by BCA Safety Coordinator 

4) Use CH 10 E Specialty Training Record forms (attached below)

F. SUPERVISOR RESPONSIBILITY

It is the responsibility of each supervisor to ensure that employees receive general and job-specific

safety training for each employee under his/her direct control. Supervisors are required to review

employees’ compliance with instruction given regarding safety rules, regulations, and policies

established by the IIPP. The supervisor must ensure that employees comprehend the training they

are provided, ensuring that language barriers and/or literacy difficulties are accommodated.

Instruction by supervisors shall include the following subjects:

1) Safe work procedures, personal protective equipment, evacuation and emergency response,

hazard communication and identification, and reporting of workplace safety hazards.

2) Protection of employees from hazards specific to their individual job duties.
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3) New substances, processes, procedures, or equipment introduced into the workplace that

may create new hazards, when new or previously unrecognized hazards are brought to a

supervisor’s attention.

G. TRAINING SCHEDULE

Department policy requires that employees are provided safety-related instruction upon reporting 

to work the first day and prior to being assigned a new job task or process for which training has 

not been previously provided. Supervisors are responsible for providing training whenever a new 

substance, process, procedure or piece of equipment is introduced into the workplace. Supervisors 

are required to notify and inform employees when they receive information from the Bureau 

Safety Committee or Department’s Occupational Safety and Health Division regarding changes in 

safety and health rules, regulations, or polices. In addition, the BCA shall follow all requirements 

regarding frequency of training established by the California Code of Regulations, Title 8

H. DOCUMENTATION AND RETENTION OF SAFETY TRAINING RECORDS

All safety related training records are archived on the primary BCA server located in PWB. 

Records are maintained per CCR Title 8. All safety training records include the subject title, name 

of employee, the date of training and the person who administered the training. Record requests 

are made to the Training Section supervisor. 
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Attachment CH10 A - Specialty Training Record – Generic 

Employee Date 

Bureau of Contract Administration Injury and Illness Prevention program clearly outlines training 
requirements to satisfy Cal-OSHA Title 8 GISO section §3203. Injury and Illness Prevention Program. 
This compliance is Chapter 10 in the BCA IIPP and covers most types of general/specific safety training 
that BCA employees are guaranteed. 
There are situations that an employee requires specialized training that is not typically provided. This form 
documents that special training. Supervisors will complete this form anytime that an employee receives 
special training from the supervisor, safety official, outside vendor or PPE provider. 

Training  Title Date 

Describe the training 

Yes 

No 

Certification Issued by Authority (Attach a copy) Date 

Name of Trainer Company Name & Address 

STATEMENT OF SATISFACTORY TRAINING RECEIPT 

By signing this form the employee acknowledges that the training provided satisfactorily informs/trains them 
to safely perform their assigned tasks. 

Date 

Signature of Supervisor Date 
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Attachment CH10 B - Specialty Training Record – Miller Safety Harness 

Employee Date 

Bureau of Contract Administration Injury and Illness Prevention program clearly outlines training 
requirements to satisfy Cal-OSHA Title 8 GISO section §3203. Injury and Illness Prevention Program. 
This compliance is Chapter 10 in the BCA IIPP and covers most types of general/specific safety training 
that BCA employees are guaranteed. 
There are situations that an employee requires specialized training that is not typically provided. This form 
documents that special training. Supervisors will complete this form anytime that an employee receives 
special training from the supervisor, safety official, outside vendor or PPE provider. 

MILLER SAFETY HARNESS 
Training Title Date 

Describe the training 

Yes 

No 

BCA Safety Engineer – Fall Protection Competent Person 
Certification Issued by Authority (Attach a copy) Date 

Name of Trainer Company Name & Address 

STATEMENT OF SATISFACTORY TRAINING RECEIPT 

By signing this form the employee acknowledges that the training provided satisfactorily informs/trains 

them to safely perform their assigned tasks. 

Date 

Signature of Supervisor Date 

ASSIGNED EQUIPMENT 
Python Harness Gn P950/S/MGN P950-7/UGN P950-7/XXLGN 

Manyard 2 Leg Rebar 231TWRS-Z7/6FTGN 

O-Ring Web Extension 8927/8INGN 

Rope Grab
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11.0 ACCIDENTS REPORTING / BLOOD BORNE PATHOGEN 
EXPOSURE  

A. GENERAL INFORMATION

Supervisors are directly responsible to ensure that all employees are trained in accident reporting.

Employees are required to report all injuries or accidents to their supervisor immediately no matter

how slight the occurrence. There are four types of accidents that may happen as a result of work-

related activities. These are:

1) Vehicle Accident w/o Employee Injury

2) Vehicle Accident w/ Employee Injury

3) Employee Injury – Non-Vehicle related

4) Project Accident

These accidents are summarized on the Bureau Safety Committee Safety Webpage. Each type of 

accident requires specific Accident Reporting Forms and notification requirements.  

Accident Reporting Flow Chart 

• 2023 BCA Accident Reporting Flowchart

Accident Reporting - Posted October 02, 2022 

1. PROJECT ACCIDENT FORM
• PROJECT ACCIDENT FORM M-29

• Used to document accidents in the public ROW
• General public involving pedestrians, vehicles or property
• Specific to contractor personnel or equipment accidents
• This form should be used as an official record of a construction site accident and when the

contractor has not submitted their accident report.

2. BCA EMPLOYEE ACCIDENT FORMS - VEHICLE NON-INJURY
• Form 88 Automobile Accident Report
• Form 88 Supplemental Form - BCA

3. BCA EMPLOYEE ACCIDENT FORMS - INJURY ON DUTY
• Form 5020 EMPLOYER'S REPORT OF OCCUP INJURY
• Form 5020 EMPLOYEE'S REPORT OF INJURY ILLNESS FORM
• Form 5020 SUPERVISOR'S INVESTIGATION FORM
• Form 5020 WITNESS STATEMENT FORM
• MEDICAL SERVICES DECLINATION OF MEDICAL SERVICES

https://bca.lacity.org/Uploads/safety/2023%20BCA%20Accident%20Reporting%20Flowchart.pdf
https://bca.lacity.org/Uploads/safety/M-29%20Project%20Accident%20Report.pdf
https://bca.lacity.org/Uploads/safety/Form%2088.pdf
https://bca.lacity.org/Uploads/safety/Form%2088%20Supplemental.pdf
https://bca.lacity.org/Uploads/safety/Form5020%20EMPLOYER%27S%20REPORT%20OF%20OCCUP%20INJURY.pdf
https://bca.lacity.org/Uploads/safety/Form5020%20EMPLOYEE%27S%20REPORT%20OF%20INJURY%20ILLNESS%20FORM.pdf
https://bca.lacity.org/Uploads/safety/Form5020%20SUPERVISOR%27S%20INVESTIGATION%20FORM.pdf
https://bca.lacity.org/Uploads/safety/Form5020%20WITNESS%20STATEMENT%20FORM.pdf
https://bca.lacity.org/Uploads/safety/2023%20Medical%20Services%20Decllination%20of%20Medical%20Treatment%20Fillable.pdf
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4. BCA EMPLOYEE INJURY ON DUTY WORKERS COMP FORMS 
• DWC 1 - WORKERS' COMP CLAIM FORM 
• PREDESIGNATION OF PERSONAL PHYSICIAN 
• INJURY STATUS REPORT FORM 195 
• Alternative Dispute Resolution (ADR) Program 

5. WORK RELATED FORMS or POLICIES 
• PERSONNEL POLICY 16 

• BPW Notification to BPW for serious incident or death 
• Form 5020 NEAR-MISS REPORTING 
• BCA SAFETY CONCERNS - SUGGESTION FORM 
• SERIOUS INJURY ILLNESS REPORT TO CAL-OSHA WITHIN 8 HOURS 

 

B. REPORTING FORMS 

All forms are available on the BCA Webpage in the Safety Section with samples included at the 

end of this chapter (Attachment CH 11 A – 2023 BCA Accident Reporting Flowchart). Each form 

has clear instructions. Additional information is available on several City websites.  

 

C. ACCIDENT REPORTING PROCEDURES 

1) Vehicle Accident w/o Employee Injury 

a: Employee Responsibility 

i -  All mileage vehicles must carry Form Gen 88 in vehicle glove compartment 

ii -  Stop immediately  

iii -  Employee may offer to provide first aid to injured party 

iv -  Notify LAPD  

v -  Notify supervisor and main office 

vi -  Complete Form Gen 88 regardless how slight the injury or damage 

vii -  Take pictures of all vehicles involved; take pictures of other party 

viii -  Record the names and contact information of any witnesses on Form Gen 88 

ix -  Notify the insurance carrier 

x -  If damage exceeds $500 notify DMV within 10 days 

xi -  If the vehicle is city-owned then the employee must take vehicle to GSD 

Fleet Services within 5 working days 

xii -  Submit Form Gen 88 to supervisor 

b: Supervisor Responsibility 

i -  Review Form Gen 88 (if information is missing return to employee) 

https://bca.lacity.org/Uploads/safety/DWC%201%20Form%20and%20Instructions.pdf
https://bca.lacity.org/Uploads/safety/PREDESIGNATION%20OF%20PERSONAL%20PHYSICIAN.pdf
https://bca.lacity.org/Uploads/safety/INJURY%20STATUS%20REPORT.pdf
https://bca.lacity.org/Uploads/safety/Alternative%20Dispute%20Resolution%20%28ADR%29%20Program.pdf
https://bca.lacity.org/Uploads/safety/Personnel%20Policy%2016%20BPW%20Notification.pdf
https://bca.lacity.org/Uploads/safety/Form5020%20NEAR-MISS%20REPORTING.pdf
https://bca.lacity.org/Uploads/safety/CH%2007%20-%20Safety%20Concerns%20-%20Suggestion%20Form.pdf
https://bca.lacity.org/Uploads/safety/SERIOUS%20INJURY%20ILLNESS%20INFO%20REPORT%20TO%20CAL-OSHA.pdf


INJURY & ILLNESS PREVENTION PROGRAM 
 

SAFETY MANUAL 

2023 CH 11 - Accident Exposure Reporting.docxPage 11- 3 11/7/2022 4:34 PM 

ii -  Sign Form Gen 88 

iii -  Complete Form Gen 88 Supplemental 

iv -  Perform thorough investigation 

v -  If corrective actions are recommended communicate with Admin HR and 

the Division Chief 

vi -  Submit to Division Chief for Signature 

vii -  When forms are completed the supervisor will distribute copies as follows: 

 Original to BCA Timekeeper 

 Copy to Safety Engineer 

 Copy to Employee 

2) Employee Injury – Non Vehicle 

a: Employee Responsibility 

i -  Must report any injury no matter how slight 

ii -  Complete California WC Form 5020 and submit to supervisor 

iii -  May or may not choose to complete WC Claim Form DWC 1 

b: Supervisor Responsibility 

i -  If the injury is not life threatening, the supervisor should refer the employee 

to a designated medical clinic, first care panel or to his/her pre-designated 

physician. The employee may be treated by his personal doctor if he/she has 

a pre-designated physician form on file with the Workers Compensation 

Division prior to the injury or illness.  The supervisor must give the 

employee the “Injury Status Report Form” (Form 195) with the attached 

instructions prior to any visit to the doctor for an industrial injury or illness.  

A copy of Form 195 can be downloaded from 

http://per.ci.la.ca.us/WorkCmp/Injury_Status_Report.pdf 

ii -  For all accidents that involves any serious injury or illness (requiring 

inpatient hospitalization), or death refer to CH11.E. 

iii -  The supervisor must give the employee both claim forms (5020 & DWC-1 

and Notice of Potential Eligibility) within one working day of receiving 

notice or knowledge of injury. It is recommended that the supervisor assists 

the employee to fill out the forms. 
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iv -  Supervisor should review the employee completed forms and sign 

v -  Complete BCA Supplemental WC Form 5020 

vi -  If corrective actions are recommended communicate with Admin HR and 

the Division Chief 

vii -  Submit to Division Chief for review and signature 

viii -  When forms are completed the supervisor will distribute copies as follows: 

 Original to BCA Timekeeper 

 Copy to Safety Engineer 

 Copy to Employee 

3) Vehicle Accident w Employee Injury 

a: All forms should be completed as outlined above 

4) Project Accident  

a: Requires Form Gen M-29 

b: If the inspector was not present at the time of the accident the M-29 should still be 

filled out with the best information that can be gathered from witnesses/workers at the 

site. 

c: The inspector should take pictures of any damage or injury 

d: The supervisor should request accident reports from the contractor 

e: If there are “Lessons to be learned” the inspector should complete the supplemental 

section on the back of the form 

f: The original reports should be submitted to the Safety Engineer. Copies should be 

kept in the job file 

D. SUPERVISOR INVESTIGATION/DOCUMENTATION 

1) Supervisors shall investigate all reported accidents, injuries, occupational illnesses, and 

near-miss incidents. Supervisors investigating accidents or injuries shall document all 

information that is gathered during the investigation process.  

2) The supervisor must document all interviews with the injured employee(s) and witness(es), 

examine the workplace for factors associated with the accident, review work procedures 

and training, determine cause, and take corrective action. 

3) The supervisor shall complete the Supplemental forms in a timely manner 
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4) If the employee is too badly injured or too ill to complete the forms then the supervisor 

shall complete the forms by interviewing the employee, interviewing the contractor or 

witnesses or by reviewing project documents or police reports. 

5) If discipline or corrective actions are recommended the supervisor shall meet with the 

Division Chief and Administrative HR staff to ensure that City policies are correctly 

applied. 

6) The supervisor is responsible for all forms that must be completed and submitted to the 

Timekeeper and the Safety Engineer 
 

E. REPORTING SERIOUS INJURY/ILLNESS OR DEATH 

1) In the event that an employee while in a place of employment or in connection with any 

employment suffers “any serious injury or illness, or death1” the employer shall 

“immediately1” contact the nearest District Office of the DOSH pursuant to Title 8.  

2) City of Los Angeles Board of Public Works also requires notification in the event of a 

serious injury/illness or death within 6 hours per Policy #16 (Attachment CH11.C) 

3) The BCA employee that is the first to be aware of an employee suffering the serious injury 

or illness, or death must; 

a: Contact 9-1-1 or local emergency number (if not already called) 

b: Must contact at least one of the following personnel 

i -  Supervisor 

ii -  Division Chief 

iii -  Dispatch 

iv -  Main Office – Exec Secretary/alternate 

c: The following information must be immediately conveyed; 

i -  Name of employee injured 

ii -  Type and severity of injury or illness 

                                                 
1 Per Title 8 Section 330 (h) “Serious injury or illness” means any injury or illness occurring in a place of employment or in 
connection with any employment that requires inpatient hospitalization for other than medical observation or diagnostic testing, 
or in which an employee suffers an amputation, the loss of an eye, or any serious degree of permanent disfigurement, but does 
not include any injury or illness or death caused by an accident on a public street or highway, unless the accident occurred in a 
construction zone..  
“Immediately” means as soon as practically possible but not longer than 8 hours after the employer knows or with diligent 
inquiry would have known of the death or serious injury or illness. If the employer can demonstrate that exigent circumstances 
exist, the time frame for the report may be made no longer than 24 hours after the incident. 
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iii -  Location 

iv -  Emergency personnel on site 

v -  Any other information that is available 

vi -  Determination on which party will contact Cal-OSHA  

4) This employee may choose to accompany the injured worker to the closest First Care 

Facility or the local emergency room 

5) The accident site must be safe-guarded so that all evidence is protected for the BCA or Cal-

OSHA or police investigation. 

 

F. ACCIDENTS INVOLVING EXPOSURE 

1) Any employee that may have had exposure to hazardous chemicals, asbestos, or lead must 

be reported to the Department’s Occupational Safety and Health Division immediately at 

(213) 473-7097. 

2) If a City employee is exposed to any human fluid like blood, mucus or other discharge they 

should refer to Tailgate Safety Meeting Topic - Bloodborne Pathogens. In summary the 

following five points summarizes the BCA Bloodborne Pathogen plan. 

a: Personnel Department Occupational Safety and Health has determined that all BCA 

employees have an extremely low risk of exposure with blood or infectious material. 

b: All inspection classes in BCA are identified as “Emergency First Aid Respondees” 

and may choose whether or not to respond to a particular first aid incident. 

c: Universal Precautions implies that all body fluids (if encountered) will be identified 

and handled as if they are known to be infectious, regardless of source. 

d: Exposure is when a specific work-related event in which blood or other potentially 

infectious material makes contact with the employee’s eye, mouth, nose or open cut 

or puncture. 

e: In the event of an exposure incident, the employee must  

i -  Immediately clean all wounds 

ii -  Report all contact with body fluids or infectious material to their supervisor 

iii -  Immediately contact City of Los Angeles Occupational Health and Safety 

Division (OHSD) for evaluation. 

iv -  City OHSD reports are confidential between them and the employee. 



Attachment CH11.A                                  BCA ACCIDENT REPORTING FLOWCHART         11/8/2023 7:04 PM 

 

NOTE FOR ALL FORMS: Must be signed by Supervisor Original Copy: BCA Timekeeper  Copy: Safety Committee & Employee 
If the BCA employee refuses medical treatment at the time of their injury their supervisor shall request them to fill out  

Los Angeles Medical Services Dept                   Declination of Medical Treatment 
 

 General Public 
Individual 

Vehicle 
Property 

Contractor 
Personnel 
Equipment 

Complete 1 Form 
PROJECT ACCIDENT FORM M-29 

Must be signed by supervisor 
Original – Safety Committee 

Copy – Job File 
 

NOTE: 
This form needs to be filed with 

BCA within 5 working days after 
the inspector has received 

knowledge of accident. Report 
should include pictures wherever 

possible. 

Complete State WC Forms 
1. Form 5020 Employer’s Report 

2. DWC 1 Workers’ Comp Claim Form 
Complete BCA Form 

3. Form 5020 Employee’s Report 
4. Form 5020 Supervisor’s Investigation 
5. Form 5020 Witness Statement Form 

Complete City Form 
6. Injury Status Form 195 

NOTE: 
The supervisor must give the employee both claim forms 

(State/ED18 Form 5020 & DWC-1) within one working day 
of receiving notice or knowledge of injury; but the 

employee may choose not to file. It is however, 
recommended that the supervisor assists the employee to 

fill out the forms and keep them in case the employee 
changes their mind. 

 

BCA Employee 
Injured on Duty – Non Vehicle 

Complete 6 Forms 

Complete City of Los Angeles 
1. Form 88 Automobile Accident Report 

 
Complete BCA Form 

2. Form 88 Supplemental Form - BCA 
 

NOTE: 
If the vehicle is a City owned fleet vehicle then take the 

vehicle to GSD Fleet Services within 5 working days. The 
BCA time keeper will send a Form 88 copy  to GSD Fleet 

Services & Personnel Department. 
 

BCA Employee 
Mileage Vehicle – Non Injury 

Complete 2 Forms 

If the accident resulted in a 
fatality the Chief should 

contact BPW per Personnel 
Policy 16 

BCA Employee 
Mileage Vehicle – With Injury 

Complete 8 Forms 

Bloodborne Pathogen 
1. Immediately clean all wounds 
2. Report all contact with body 

fluids or infectious material to 
their supervisor. 

3. Immediately contact City of Los 
Angeles Occupational Health 
and Safety Division (OHSD) for 
evaluation at (213) 473-7097. 

Exposure – Hazardous Chemicals 
Any employee that may have 
had exposure to hazardous 
chemicals, asbestos, or lead 

must be reported to the 
Department’s Occupational 
Safety and Health Division 

immediately at (213) 473-7097. 

BCA Policy: Employee w/ Serious Injury – Illness - Death on Duty 
1) Call 9-1-1 2) Call Supervisor 3) Call Division Chief 

Supervisor shall complete Attachment CH11 B prior to calling Cal-OSHA 

Per Title 8 Section 330 (h) “Serious injury or illness” means any injury or illness occurring in a place of employment or in connection with any employment that 
requires inpatient hospitalization for other than medical observation or diagnostic testing, or in which an employee suffers an amputation, the loss 

of an eye, or any serious degree of permanent disfigurement, but does not include any injury or illness or death caused by an accident on a public street or 
highway, unless the accident occurred in a construction zone.. 

  “Immediately” means as soon as practically possible but not longer than 8 hours after the employer knows or with diligent inquiry would have known of the 
death or serious injury or illness. If the employer can demonstrate that exigent circumstances exist, the time frame for the report may be made no longer than 

24 hours after the incident. 

CAL-OSHA NOTIFICATION  
Immediately  

(within 8 hours) 
 

City Los Angeles Safety Engineer – (213) 473-6981 
Cal-OSHA L.A. District Office: (213) 576-7451 

Cal-OSHA Monrovia District Office: (626) 239-0369 
Cal-OSHA Van Nuys District Office: (818) 901-5403 

Heat Exhaustion 
The most common signs and symptoms of heat 
exhaustion include; confusion, dizziness, fainting, 
fatigue, headache, nausea, rapid heat beat. 
Things to do: 
1) Lower Body Temp - Move person into a cool environment. 
2) Rehydrate - Nonalcoholic and non-caffeinated beverages 
3) Rest - No physical activity until recovered. 
4) Call 9-1-1 if; 
• Symptoms get worse or last more than an hour 
• The person is nauseated or vomiting 
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Declination of Medical Treatment
City of Los Angeles Medical Services Department 

Declination of Medical Treatment 

Employee Name: Emp ID: 

Job Title Date of Injury 

Affected body parts 
(i.e. left elbow, right thumb, right knee) 

. 

For more information contact Medical Services Phone 213-473-6960 

Supervisors are required to date this form and provide copies to the BCA Timekeeper and to the employee. 

Supervisor Name: Print Phone Number 

Supervisor Signature: Date and Time 

• I, ______________________________________have advised my
supervisor of an injury that occurred in the course of my employment on
______/_______/___________

• I do not feel my injury warrants medical attention at this time.
• However, if I choose to consult a physician at a later date for my injury, I

will notify my supervisor as soon as possible.
• My supervisor will then notify Worker’s Compensation Department as

soon as possible

Employee Signature: _______________________________________ 

Date and Time: ___________________________ 
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P�QU��PS��W�]R�Z�O�U�Y���Y�Q�̂[����̂P��X]Y��U�Q��}�
���̂[��U��RSX�UR�[��]�Q����R[�Q�]Q�VY�X�̂�W�S�̂P�Q�WY�X����nS��Y
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P�QU�Q��PS��W�]R�Z�O��S�R�Q��PS���Y��UXRSR̂[Q�U�Q�U��Q�WY�X�̂�������'����s�f�'�t��P��UXRSR̂[Q�U�Q�U��Q�WY�X�̂�]�
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������w���şu�¹s�»�̧¿�¾�t������z���������w�������������w�������|�������ä���ä�'Ñ������$������'�&��&�$����������å�&æ�å�'�� ]�������¦��QB�GB̈OEBGB�̈OB�©@ �FBM§B�B=>?�FAGK?���̈OB�JGA«¢?�MAJE?=�?�=O��MAKJ?â·?�@B�=B�OGA=¶�?@KEHE=>G?@AG�@B�GBMD?KA=¶�A�@BJBH@EBH>BÙGBJGB=BH>?H>B�@B�GBMD?KA=���?D�BKJDB?@A�̈OB�§?�?H�JGB=BH>?@A�B=>?�JB>EME�H�@BH>GA�@BD�JD?áA�@B�çË��è��éê¥¤��@B=@B�BD�KAKBH>A�@B�§?ªBG�=E@A�GBMEªE@?�D?�FAGK?�@BD�BKJDB?@A ���<X�ÏNLTVL�<QYV�ÏRLTV�SR�QNëSNÏNCV�VITNQNRS�I<�L<QURSQVZNXNIVI�Ý"����|���z��|�CAJE?�@BD�<KJDB?@AG��Ý"����|���z��|�CAJE?�@BD�<KJDB?@A���Ý��
����&��������
����V@KEHE=>G?@AG�@B�LBMD?KA=���Ý'�����
�|���z�����LBMEªA�@BD�<KJDB?@A��

ìíîï�ðñ�òðó�ôõö÷ø÷óùúú���óî��÷��ø÷��î�÷÷î��	ðð��
�ú��òðó�ôõö÷ø÷ó��ìô��úú�
ìíîï�ðñ�òðó�ôõö÷ø÷ó��ùúú���óî��÷��ø÷��î�÷÷î��	ðð��
�ú��òðó�ôõö÷ø÷ó��ìô��úú�
�÷øñ
�õó��÷�



PREDESIGNATION OF PERSONAL PHYSICIAN 
In the event you sustain an injury or illness related to your employment, you may be treated for such injury or illness 
by your personal medical doctor (M.D.), doctor of osteopathic medicine (D.O.) or medical group if: 

• on the date of your work injury you have health care coverage for injuries or illnesses that are not work
related;

• the doctor is your regular physician, who shall be either a physician who has limited his or her practice of
medicine to general practice or who is a board-certified or board-eligible internist, pediatrician,
obstetrician-gynecologist, or family practitioner, and has previously directed your medical treatment, and
retains your medical records;

• your “personal physician” may be a medical group if it is a single corporation or partnership composed of
licensed doctors of medicine or osteopathy, which operates an integrated multispecialty medical group
providing comprehensive medical services predominantly for nonoccupational illnesses and injuries;

• prior to the injury your doctor agrees to treat you for work injuries or illnesses;
• prior to the injury you provided your employer the following in writing: (1) notice that you want your

personal doctor to treat you for a work-related injury or illness, and (2) your personal doctor's name and
business address.

You may use this form to notify your employer if you wish to have your personal medical doctor or a doctor of 
osteopathic medicine treat you for a work-related injury or illness and the above requirements are met. 

NOTICE OF PREDESIGNATION OF PERSONAL PHYSICIAN 
Employee: Complete this section. 

To: ____________________________ (name of employer) If I have a work-related injury or illness, I choose to be 
treated by: 
_________________________________________________________________   
(name of doctor)(M.D., D.O., or medical group) 
_________________________________________________________________ (street address, city, state, ZIP) 

__________________________________________________ (telephone number) 

Employee Name (please print):  
_____________________________________________________________________________________________ 

Employee's Address: 
_____________________________________________________________________________________________ 

Name of Insurance Company, Plan, or Fund providing health coverage for nonoccupational injuries or illnesses: 

Employee's Signature ________________________________Date: __________ 

Physician: I agree to this Predesignation: 

Signature: _____________________________________________Date: __________ 
(Physician or Designated Employee of the Physician or Medical Group) 

The physician is not required to sign this form, however, if the physician or designated employee of the physician or 
medical group does not sign, other documentation of the physician's agreement to be predesignated will be required 
pursuant to Title 8, California Code of Regulations, section 9780.1(a)(3). 

Title 8, California Code of Regulations, section 9783. 

DWC FORM 9783 (7/2014)
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INJURY & ILLNESS PREVENTION PROGRAM 
Attachment CH11 - SERIOUS INJURY OR ILLNESS 

SAFETY MANUAL 

CH 11 B - Accident Reporting Cal-OSHA Reporting Questions.doc Page 11- 7 12/24/2019 9:31 AM 

TO BE COMPLETED BY SUPERVISOR or CHIEF 
As required by Title 8 regulations, section 342, you must include the following information in your phone call 

1. Time and date of accident/event

2. Employer's name, address and telephone number

City of Los Angeles – Public Works - Bureau of Contract Administration
c/o Mr. John L. Reamer Jr. Director
1149 South Broadway, Ste 300, Los Angeles, Ca 90015 Main Office (213) 847-1922

3. Name and job title of the person reporting the accident

4. Address of accident/event site

5. Name of person to contact at accident/event site

6. Name and address of injured employee(s)

Victim 1:

Victim 2:

7. Nature of injuries

Victim 1:

Victim 2:

8. Location where injured employee(s) was/were taken for medical treatment

Facility Hosp/Clinic Admitted Outpatient 

9. List and identity of other law enforcement agencies present at the accident/event site

10. Description of accident/event and whether the accident scene or instrumentality has been altered.



INJURY & ILLNESS PREVENTION PROGRAM 

SAFETY MANUAL 

CH 12 - Posted Rights for Injured Employees.doc         Page 12- 1                                          12/11/2017 6:47 PM 

12.0 POSTED RIGHTS FOR INJURED EMPLOYEES 

A. GENERAL INFORMATION

All employers must provide work and workplaces that are safe and healthful. BCA shall follow

state laws governing job safety and health. Failure to do so can result in a threat to the life or

health of workers, and substantial monetary penalties. It is the responsibility of BCA to provide

employees with information regarding health and safety. This includes required Cal-OSHA

postings. Cal-OSHA posters provide information to employees that suffer any injury or illness.

Employees may be entitled to workers' compensation benefits if they are injured or become ill

because of their job. Workers' compensation covers most work-related physical or mental injuries

and illnesses. An injury or illness can be caused by one event (such as hurting your back in a fall)

or by repeated exposures (such as hurting your wrist from doing the same motion over and over).

Specific to injured employees the following rights are provided by BCA.

Employees are also encouraged to review Board of Public Works Personnel Directive No. 11 

Report of Personal Injury to city Employees http://bpw.lacity.org/MES/dpwmm/pd/pd011.pdf. 

B. POSTERS REQUIRED IN THE WORKPLACE

1) Cal-OSHA required postings

http://www.dir.ca.gov/wpnodb.html

2) Form DWC 7 - Notice to Employees--Injuries Caused By Work

http://www.dir.ca.gov/dwc/NoticePoster.pdf

3) Safety and Health Protection on the Job

http://www.dir.ca.gov/dosh/dosh_publications/shpstreng012000.pdf

4) “Facts About On-The-Job-Injuries”

http://per.ci.la.ca.us/WorkCmp/WC%20Pamphlet%2001-06-2012.pdf

5) Log and Summary of Occupational Injury and Illness are posted by the BCA Timekeeper

per State Law

a: Cal-OSHA Form 300A

i -  All employers covered by Cal/OSHA - Title 8 regulations Section 14300 

must complete this Annual Summary, even if no work-related injuries or 

illnesses occurred during the year.  
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ii -  Employees, former employees, and their representatives have the right to 

review the Cal/OSHA Form 300 in its entirety. They also have limited 

access to the Cal/OSHA Form 301 or its equivalent. See Cal/OSHA - Title 8 

regulations Section 14300.35, for further details on the access provisions for 

these forms. 

b: Cal-OSHA Form 300 

i -  Used to record information about every work-related death or work-related 

injury or illness per Cal/OSHA - Title 8 regulations. 

ii -  This form will not be posted at the worksite but is available to review from 

the BCA Timekeeper. 

c: Cal-OSHA Form 301 

i -  Within 7 calendar days after the employer receives information that a 

recordable work-related injury or illness has occurred, Form 301 or an 

equivalent* must be filled out. 

ii -  Cal/OSHA’s recordkeeping rule, you must keep this form on file for 5 years 

following the year to which it pertains.  

iii -  This form will not be posted at the worksite. 

 

C. FORMS REQUIRED FOR INJURED EMPLOYEES 

All injured employees are eligible to receive benefits if injured while on duty. The supervisor will 

assist the injured employee in the preparation and submittal of all the forms listed. City Personnel 

Directive No. 56 – Return to Work Program gives additional information in regards to the rights of 

injured employees. The following forms are required to be submitted by the injured employee and 

their supervisor. Links to all forms are available on the BCA Website – Safety. 

1) Form 5020  

2) DWC-1 and Notice of Potential Eligibility  

3) Duty Certificate 

4) Mileage and Reimbursement Forms 

5) Injury Status Report 

6) Pre-Designated Physician Form 
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13.0 IIPP RECORD MAINTENANCE AND RETENTION 

A. GENERAL INFORMATION

Department policies and Cal/OSHA regulations contain requirements for the maintenance and

retention of records for occupational injuries and illnesses, medical surveillance, exposure

monitoring, inspections, and all other activities relevant to the occupational health and safety of the

employee.

1) Vehicle Accidents Reports

Completed Vehicle Accident Reports (Form 88) along with its Supplemental report shall be

kept on file for a period of ten (10) years, and shall be stored by BCA Administrative

Division.

2) Project Accident Reports

Completed Project Accident Reports (Form M-29) shall be kept on file for a period of

seven (7) years, and shall be stored by BCA Safety Engineer.

3) Occupational Injury and Illness Reports

Completed Employer’s Report of Occupational Injury or illness (Form 5020), its

Supplemental report and Employee’s Claim for Workers’ Compensation Benefits (Form

DWC1) shall be kept in the confidential personnel files which are stored by BCA

Administrative Division. All records relating to occupational injuries and illness shall be

kept for an indefinite period.

4) Occupational Injury and Illness Information

Specific information regarding the number and type of occupational injuries and illnesses

must be prepared, maintained, and posted as a requirement under the California Code of

Regulations, Title 8. Each worksite shall maintain a master log (Cal/OSHA From No. 300)

and summary of occupational injuries and illnesses (Form No. 300A) for those employees

assigned to that location, and post the annual summary in the workplace where other

OSHA required postings are located from February 1 to April 30. All forms and logs of
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occupational injuries and illnesses must be preserved and maintained for a period of five 

(5) years. 

 

5) Employee Exposure Records 

The employee exposure record contains information regarding exposure of employees to 

toxic substances or harmful physical agents. These records include results of workplace 

monitoring or measuring of toxic substances or harmful agents which can be absorbed, 

inhaled or ingested by employees. These records also include employees’ exposures to 

regulated carcinogens that may be found in the workplace. Exposure records may be 

generated by the City Industrial Hygienist, an outside vendor or a contractor’s agent. All 

documents of exposure and monitoring are kept by BCA Administrative Division. All 

employee exposure records shall be kept on file for a period of thirty (30) years after 

termination of employment. 

 

6) Employee Access to Medical Records 

Records of employee work-related medical exams, medical fitness reports, medical 

analyses and assessments for exposure to harmful agents or substances, including required 

examinations for respiratory protection and hearing conservation programs, are kept on file 

by the City Medical Services Division of the Personnel Department. These records must be 

preserved and maintained for a period of thirty (30) years. 

 

7) Documentation of Safety and Health Activities 

General documents regarding safety and health issues such as safety concerns and 

suggestion forms, facility inspections, attendance rosters, and investigations of accidents 

and potential hazards, and including corrective actions, shall be maintained and preserved 

in the Occupational Safety and Health Division for a period of ten (10) years. 
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14.0 EMERGENCY ACTION & FIRE PREVENTION PLAN 
 
A. GENERAL INFORMATION 

It is the responsibility of each employer to satisfy Cal-OSHA Title 8 regulations for emergency 

preparedness. Cal-OSHA Title 8 (GISO) §3220 Emergency Action Plan and §3221 Fire 

Prevention Plan stipulate the minimum requirements. This chapter establishes the effective 

emergency preparedness plan for BCA employees both in district main offices and offsite 

facilities. 

Since the majority of BCA employees occupy space in buildings that are not controlled or 

managed by BCA the responsibility to develop the Emergency Action and Fire Prevention Plan 

(Plan) is controlled by the Building Management (BM). BCA does have limited responsibility for 

coordination with the BM and developing evacuation and floor warden plans for employees in 

each building.  

 

B. MAIN OFFICE LOCATIONS – BUILDING MANAGEMENT CONTACTS 

1) Public Works Building – 1149 South Broadway, Los Angeles 

2) Van Nuys Civic Center – 14410 Sylvan Street, Van Nuys 

3) San Pedro Municipal Building - 638 South Beacon Street, San Pedro  

4) West Los Angeles Municipal Building – 1828  Sawtelle  Blvd, Los Angeles 

 

C. SCOPE OF EMERGENCY ACTION PLAN 

The emergency preparedness plan shall be in writing and shall cover those designated actions 

employers and employees must take to ensure employee safety from fire and other emergencies. 

The Director is responsible to request the Building Management’s Emergency Action Plan. Title 8 

GISO Section §3220 Emergency Action Plan must: 

1) Provide for six elements 

a: Emergency escape procedures 

b: Critical plant operations 

c: Procedure to account for evacuated employees 

d: Rescue and medical duties 

e: Reporting fires and other emergencies 

f: Emergency contacts  
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2) Establish an alarm system that complies with Article 165

3) Plan to identify the types of evacuations used in emergencies

4) Contain training requirements

D. BCA EMERGENCY ACTION/FLOOR WARDEN PLAN

The Director shall designate staff to perform the following emergency preparedness functions.

1) BCA offices will request the Plan from the BM

2) Send representatives to any required meetings for training or coordination.

3) Post copies of the plan for all employees to review

4) Each office will develop and post a floor evacuation plan

5) Designate staff to act as Floor Wardens to assist in the safe evacuation of BCA staff and

visitors

6) Provide for evacuation of employees with disabilities

E. CONSTRUCTION OFFICES

1) All construction offices are owned and managed by the contractor/client.

2) The contractor/client must have a specific emergency action plan on file and shall provide

all BCA staff with training either in a classroom or by memorandum on the procedures for

any emergency.

3) Supervisors are responsible to ensure that the contractor/client has an Emergency Action

plan on file.
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15.0 WORKPLACE VIOLENCE POLICY  
 
A. GENERAL INFORMATION 

On September 20, 2023, Governor Gavin Newsom signed Senate Bill No. 553 (“SB 553”) into 

law, which requires covered California employers to take steps to prevent and respond to 

workplace violence. By July 1, 2024, nearly all California employers are required to design, 

implement, and maintain a workplace violence prevention plan (“WVPP”). In addition, the new 

law requires employers to maintain a violent incident log, as well as provide yearly training to 

employees on how to identify and avoid workplace violence. 

 

BCA Executive management believes that it is the role of the City of Los Angeles Personnel 

Department to develop and administer the WVPP. BCA will comply with the City’s WVPP. 

Until that policy is promulgated BCA will follow the existing Workplace Violence Policy & 

Guidelines (http://per.ci.la.ca.us/www/eeo/violence.htm).  All employees are to review the policy 

in its entirety. Supervisors are required to participate in an online mandatory Workplace Violence 

training. Hector Chavez, Sr Pers Analyst I is the BCA Workplace Violence coordinator and can be 

reached at 213-847-2702. 

 

If any employee believes that they are a victim to Workplace Violence; Threats, threatening 

behavior, or acts of violence, they should fill out the BCA Workplace Violence Incident Report 

[See Attached & Located on the BCA Safety Webpage as a fillable PDF] and give a copy to their 

supervisor, their Chief and the BCA Workplace Violence Coordinator. 

 

CITY OF LOS ANGELES WORKPLACE VIOLENCE POLICY (Paraphrased) 

• The City is committed to maintaining a workplace that is free from violence or threats of 

violence.  

• Threats, threatening behavior, or acts of violence against an employee, a customer, a visitor, or 

any other individual cannot and will not be tolerated.  

• All reports of workplace violence will be taken seriously and will be investigated promptly and 

thoroughly.  
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• Any form of violence or threat of violence - whether actual or reasonably perceived - involving 

a City employee or occurring in the workplace must be reported to a supervisor, manager, or 

the department's personnel office.  

• If management determines that an employee has engaged in workplace violence, appropriate 

action must be taken, which may include discipline up to and including discharge.  

• Any violent behavior committed by an employee outside of the workplace which arises out of 

a contact made at the workplace may also result in disciplinary action up to and including 

discharge. 

• Where the violent behavior occurs at the workplace, whether it is committed by a City 

employee or by an individual who is not a City employee, the City will contact the appropriate 

law enforcement agency, if necessary.  

• Additionally, in all cases where violent behavior or a credible threat of violent behavior is 

directed at a City employee, the City will take appropriate legal action and/or other steps 

necessary to help protect the employee and/or the employee's family members 

. 
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16.0 SAFETY RULES AND CODE OF SAFE PRACTICES 

A. GENERAL INFORMATION

Bureau of Contract Administration has both field and office staff. Field staff are generally 

involved in the inspection of Public works projects that may include the construction of sewers, 

storm drains, street improvement, public buildings, bridges and airport improvements. Inspection 

work generally involves working in close proximity to construction equipment, vehicular traffic, 

excavations, fabrication and other hazards. Inspector’s personal vehicle are assigned as a City 

Mileage Vehicle and used in their daily assignments. Office staff are generally working in a large 

office at a workstation. Some office staff go to construction worksites to interview workers or meet 

contractors. Below are general rules and safe practices that apply to all employees. 

B. SAFETY RULES FOR ALL EMPLOYEES

It is the responsibility of each individual on the job, including the inspector, to follow safe practice 

rules, render every possible aid to safe operations, and report all unsafe conditions or practices to 

the proper authority. The contractor’s supervisory force should insist on employees observing and 

obeying every rule, regulation, and order as is necessary for the safe conduct of the work, and 

should take such action as is necessary to obtain observance. 

The following are the employee responsibilities as prescribed in the California Labor Code, 

Division 5, Part 1, Chapter 3: Section 6406. Prohibited Acts 

No person shall do any of the following: 

1) Remove, displace, damage, destroy or carry off any safety device, safeguard, notice, or

warning, furnished for use in any employment or place of employment.

2) Interfere in any way with the use thereof (the above safety devices) by any other employee.

3) Interfere with the use of any method or process adopted for the protection of any employee,

including himself, in such employment, or place of employment.

4) Fail or neglect to do every other thing reasonably necessary to protect the life, safety, and

health of employees.
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C. CODE OF SAFE PRACTICES FOR ALL EMPLOYEES 

Safe practice rules are needed so that every employee can work as a part of the team, without fear 

of injury. The following Code of Safe Practices shall be complied with in order to prevent 

accidents and enforce safety rules unless specific or more stringent policies govern the activity.  

1) Be in good physical condition before starting work, with your alertness and ability 

unaffected by illness or lack of rest, which causes fatigue and decreased efficiency. 

Problems can lead to accidents if your mind isn’t on the job. 

2) If you become ill when at work report to your supervisor or dispatcher for replacement so 

that you may receive proper medical attention.  

3) Wear the right work clothes and shoes for the job. Your clothing should allow freedom of 

action and should not hang loosely. Wear durable, hard-soled shoes that fit well; tennis 

shoes and other inappropriate footwear, shoes with thinly or badly worn soles, or loosely 

fitting shoes are dangerous and shall not be worn. ANSI approved vests shall be worn when 

high visibility of personnel is advantageous.  

4) Wear your City-issued high impact plastic hard hat with City decal on all construction jobs 

that are posted or otherwise designated as “hard hat areas.” Check periodically for damage 

to the shell and suspension system.  

5) Wear safety goggles when near welding operations or near hazardous materials which may 

impair your vision.  

6) Be sure the equipment you are using or working near is in safe operating condition, 

grounded, properly operated and contributes to a safe working atmosphere. 

7) Keep as clean as possible to prevent skin trouble when working with chemicals, oils, 

paints, or cleaners. Wash thoroughly after handling anything that might be poisonous or 

injurious, especially before eating. Report and treat all injuries, no matter how small they 

may seem. Prevent serious infection by receiving first-aid treatment. 

8) Never act impulsively. Think about what you are going to do before you do it. Consider the 

hazards and take adequate precautions. Correct any unsafe conditions you can; report all 

others to your supervisor. Always expect the unexpected. 
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9) Don’t attempt to handle more than you can control. Do your work the right way and safe 

way; taking short cuts is often dangerous. Work at a speed which is known to be safe, 

watch where you are walking, take one step at a time, and never run. 

10) Use handrails on stairs or on elevated places. Never jump from platforms, scaffolds, 

loading docks, or other elevations. Make safety your sixth sense. 

11) Your job in fire prevention is to keep things that start fires away from things that burn. If 

you see a fire hazard see that it is corrected. Observe no smoking regulations where posted. 

You should become familiar with the operation and use of the various types of fire 

extinguishers provided and their locations. Every near accident is a warning. 

12) Be your brother’s keeper. Consider what you do in terms of the hazards it may create for 

others. Never leave a hazard for the next person who may come by. Every three seconds 

someone is injured.  

13) Obey all traffic regulations while driving vehicles both on and off the job. Be courteous; 

give the other people a break. The right of way doesn’t give you the right to have an 

accident. When not driving, be a safe pedestrian. Stay alert and don’t jaywalk.  

14) Don’t enter maintenance holes, underground vaults, chambers, tanks, silos, or other similar 

places that receive little ventilation, unless it has been determined that it is safe to enter. 

15) Plan your work ahead to prevent injuries and illnesses, and take part in regular injury and 

illness prevention programs. Preplanning of safety measures to meet known construction 

activity hazards, will prevent accidents and aid efficient and economical construction. 

16) When working at a workstation make sure that you are ergonomically comfortable. Take 

stretch and eye breaks every hour.  

17) Maintain good housekeeping principles. Close file cabinet drawers. Keep aisles clear.  

 

D. CONSTRUCTION SITE SAFETY RULES 

1) Although legally the matter of safety at the job site is the contractor’s responsibility, the 

inspector may well encourage safe working practices by pointing out possible sources of 

danger.  

2) Each supervisor will request and review the construction site IIPP. 

3) The inspector shall be well informed and should not hesitate to promote the safety of the 

job and the public. 
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4) If, in the informed opinion of the inspector, the precautions taken by the contractor are 

found to be insufficient or inadequate in providing job or public safety at any time during 

the life of the contract, he or she should inform the contractor to take further necessary 

precautions.  

5) When the contractor has failed to take action on safety violations, after being advised of the 

unsafe condition, it is the duty of the inspector to notify their supervisor. If the contractor 

refuses or completely disregards the inspector’s non-compliance issuance then it may be 

necessary to report the unsafe condition to Cal-OSHA. 

 

E. OFFICE OF WAGE STANDARDS – OFFICE CONTRACT COMPLIANCE SAFETY 

RULES – SITE/BUSINESS ESTABLISHMENT VISITS 

 

1) Stay in touch. Set up a call-in procedure with your office. 

2) Keep valuables out of sight. Carry as little as possible. It’s best to put valuables in the 

trunk before you leave on an appointment so as not to advertise what you have and 

where you put it. 

3) Know exactly where you’re going. If you’ve never been in a certain location, drive 

around the area first. This helps you familiarize yourself with alternative routes if you 

need them for safety. It also gives you advance knowledge of areas that could pose more 

risk than others. 

4) Keep a buffer zone. It’s best to leave at least a car length in between you and the car in 

front of you whenever you stop. This provides you with some space to maneuver in if 

you’re in danger. 

5) Be strategic. Drive with your doors locked. Park in a well-lit, visible area. It’s best to 

back your car in for leaving in a quick and less-obstructed way. 

6) Dress professionally and functionally. Make sure your clothes and shoes provide you 

with ease of movement. 

7) Set expectations. Discuss mandated reporting requirements and program expectations 

during your initial contact with your client(s). 
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8) Establish parameters. Make it clear that you have a schedule to keep and are expected

elsewhere later. This puts in some parameters ahead of time in case you have to leave for

any reason.

9) Be aware of others. Be mindful of others in the establishment/site for confidentiality

and safety reasons.

10) Ask about pets/guard dogs. It’s best to call ahead of time to see if there are any pets.

Do you have allergies? Is the person’s pet friendly or not?

11) Be cautious of belligerent behavior. If any person becomes threatening or belligerent,

remain calm but explain that you will need to terminate the meeting for a later time.

Once you have left document any and all belligerent behavior and report it to your

supervisor.

12) Workplace violence. Follow the City’s Workplace policies. If necessary call 9-1-1.

13) Be aware of signs of intoxication. If someone is impaired such as with drugs or

alcohol, leave. You can always reschedule.

14) Try to keep a clear path to the door. Know your means of exit. You may leave from a

way different than the way you came in.

15) Guard your privacy . Do not give out personal information. The only contact

information that may be issued should be City business cards, websites or brochures.

16) Be mindful of your presence on social media. Monitor your privacy settings on sites

like Facebook. Also avoid sharing things that could provide others with information

about you, your family, where you live, and so on.

17) Listen to your internal warning signals. Leave if you don’t feel safe.
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17.0 HEARING CONSERVATION PROGRAM 

A. GENERAL INFORMATION

The City of Los Angeles, Bureau of Contract Administration (BCA) complies with Title 8, Group

15, Article 105, Sections 5095-5099 of the California Code of Regulations (CCR), which

establishes acceptable limits for the amount and duration of noise to which employees can be

exposed. The risks of damage caused by noise exposure are based on three primary factors.

1. Sound levels – (Appendix A)

a. Refers to a report by School of Public Health and Community Medicine,

University of Washington. Construction Industry Noise Exposures -

Construction Workers reports on the recorded noise (dBa) for the Ten loudest

tasks (Table 2) and Ten loudest tools (Table 3) of the construction industry. One

additional table (Table 4) is included that shows percent of work shifts above

WISHA1 8-hour standard.

b. These tables will be used with considerations for duration and distance to

establish the BCA Hearing Protection model.

2. Duration – (Appendix B)

a. Title 8 – GISO Article 105. Control of Noise Exposure §5096. Exposure Limits

for Noise. Table N-1 establishes Permissible Noise Exposure time limits based

on Sound Level (dBA).

3. Distance – (Appendix C)

a. The sound intensity from a point source of sound will obey the inverse square

law if there are no reflections or reverberation. A plot of this intensity drop

shows that it drops off rapidly. The sound level will decrease by 6 dB every

time the source to the listener's distance is doubled.

1 WISHA – Washington State Industrial Safety & Health Administration 
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B. BCA HEARING CONSERVATION PROGRAM (HCP) 

The BCA HCP is a conservative approach to ensuring employee hearing safety and health. Based 

on the three primary factors (Sound Levels – Duration – Distance) the following rules are 

mandated. 

1. New employees, including part-time, temporary and contract, shall have baseline hearing 

tests performed by City Medical Services. 

2. All employees will be issued NRR hearing attenuators to reduce sound levels to within the 

levels of the Appendix B: Table N-1. This PPE will be provided at no cost to the employee.  

3. New employees will be initially trained in proper use of the BCA issued hearing 

attenuators.  

4. All employees will have refresher training for Hearing Attenuation – Hearing Safety during 

the regularly scheduled BCA Tailgate Safety meeting (GISO Article 3, General §1509 (e).  

5. Employees are responsible for the proper fit and care of hearing protection and that BCA 

shall ensure proper initial fitting and training and supervise the correct use of all hearing 

protectors. 

6. BCA will also replace old or worn-out hearing protection as necessary. 

7. BCA supervisors and employees shall have regular discussions to determine what types of 

hearing attenuation is required for the assigned work. Inspectors shall follow the direction 

given or face disciplinary actions. 

 

C. HEARING ATTENUATION USE - (Inspecting work near any power-actuated equipment) 

1. Category 1: General Hearing Attenuation Policy 

a. Referring to Appendix A (Tables 2, 3, 4) and Appendix C all inspectors may 

inspect without hearing attenuation PPE provided they are: 

i. Standing no closer than 20 feet from the construction activity  

ii. Not exceeding continuous observation for longer than 1 hour or,  

iii. Exceeding a minimum exceeding 4 hours within the 8 hour day. 

2. Category 2: Mandatory Hearing Attenuation Use Policy  

a. Referring to Appendix A (Tables 2, 3, 4) and Appendix C all inspectors shall be 

required to use hearing attenuation PPE if; 
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i. Inspection requires continuous observation that exceeds 1 hour or,  

ii. Exceeds more than 4 hours within the 8 hour day. 

iii. All pile driving activities require mandatory continuous use of issued 

hearing attenuation for any duration that the inspector is within 100 feet 

from the operation. 

b. At any location posted with a sign stating “HEARING PROTECTION REQUIRED 

BEYOND THIS POINT” or similar statement. 

 
 

D. TRAINING PROGRAM – TAILGATE SAFETY MEETING 

1) All BCA employees will be trained on Hearing Protection during the Tailgate safety 

meeting. Types of protection, determination of noisy environments and employee rights 

will be discussed. Employees that are part of the Hearing Conservation program will all 

be trained during their initial Baseline Audiogram and Annual Audiogram tests. 

Information provided in the training program will be updated to be consistent with 

changes in protective equipment and work processes. Some of the information made 

available through the training includes:  

a: The effects of noise on hearing 

b: The purpose and advantages of hearing protection, attenuation of various types of 

attenuation methods and equipment, and instructions on selecting, fitting, use, and 

care 

c: The purpose of audiometric testing, and an explanation of the test procedures 

2) Upon request, BCA will provide employees with any informational materials related to 

the BCA hearing conservation program 

 

E. ADDING-DELETING EMPLOYEES IN THE HCP 

1) BCA management reserves the right of assigning staff to projects that may have noise 

levels near or above the action level. If that assignment is in a location that has levels of 

high noise the direct supervisor shall inform the employee that they will be enrolled in 

the HCP. The supervisor will inform the Safety Coordinator of the assignment and 

request that the employee be added to the Occupational Health Department for inclusion 

to the program. (See attached ADD-DELETE form. 
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2) Once an assignment is completed the employee or supervisor may request that the

employee be removed from the HCP. This would require a final hearing exam to be

performed.  If the employee is assigned to a facility or inspection at a noisy facility but

the assigned duties are not in the proximity of the noisy areas then the supervisor is not

required to add the employee to the hearing program. The employee should be informed

of this decision and given the opportunity to be added to the HCP.

F. EMPLOYEE RESPONSIBILITY

1) Employees shall maintain their assigned hearing protection PPE in clean and operable

condition.

2) The inspector shall communicate with their supervisor any time that they have a concern

about hearing attenuation PPE use.

3) Inspectors shall not perform their duties without hearing attenuation PPE if the

assignment requires its use.

G. RECORDKEEPING

1) BCA and RMSD will maintain accurate records of all employee exposure measurements

required by CCR Section 5097(b). The information regarding audiograms includes the

following:

a: Name and classification of the employee 

b: Date of the audiogram 

c: The examiner’s name 

d: Date of the last acoustic or exhaustive calibration of the audiometer 

e: The employee’s most recent noise exposure assessment 

2) Audiometric test records will be retained for the duration of the affected employee’s

employment. All records on file will be provided upon request to the employee, former

employee, representatives designated by the employee, and any authorized representative

of the Chief of the Division of CAL/OSHA
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APPENDIX A: SOUND LEVELS 
In this brochure two tables were provided that compared the highest task and tool exposures for 

construction workers noise levels. 

Equipment and daily activities at construction job sites can expose workers to high levels of noise. Sound levels on the chart below 

are listed in decibels (dBA) – the larger the number, the higher the volume or decibel level. How loud the noise is (volume), how 

long the noise lasts, and how close you are to the noise are all important in determining the hazard. 

Table 2: Ten loudest tasks Table 3: Ten loudest tools 

Table 4: Percent of work shifts above 
WISHA 8-hour standard 
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APPENDIX B: DURATION 

§5096. Exposure Limits for Noise.

(a) Protection against the effects of noise exposure shall be provided when the sound levels exceed those shown in
Table N-1 of this section when measured on the A-scale of a standard sound level meter at slow response.

(b) When employees are subjected to sound levels exceeding those listed in Table N-1 of this section, feasible
administrative or engineering controls shall be utilized. If such controls fail to reduce sound levels within the levels
of the table, personal protective equipment shall be provided and used to reduce sound levels within the levels of
the table.

Table N-1 Permissible Noise Exposure1 

Permitted Duration Permitted Duration 
Sound     Per Workday per Workday 

Level (hours- Sound Level  (hours- 
(dBA) minutes)     hours   (dBA)       minutes)   hours 

90........... 8-0...... 8.00     103......... 1-19.... 1.32 
91........... 6-58..... 6.96     104.......... 1-9.... 1.15 
92........... 6-4...... 6.06     105.......... 1-0.... 1.00 
93........... 5-17..... 5.28     106......... 0-52.... 0.86 
94........... 4-36..... 4.60     107......... 0-46.... 0.76 
95........... 4-0...... 4.00     108......... 0-40.... 0.66 
96........... 3-29..... 3.48     109......... 0-34.... 0.56 
97........... 3-2...... 3.03     110......... 0-30.... 0.50 
98........... 2-38..... 2.63     111......... 0-26.... 0.43 
99........... 2-18..... 2.30     112......... 0-23.... 0.38 
100.......... 2-0...... 2.00     113......... 0-20.... 0.33 
101.......... 1-44..... 1.73     114......... 0-17.... 0.28 
102.......... 1-31..... 1.52     115......... 0-15.... 0.25 

1 When the daily noise exposure is composed of two or more periods of noise exposure of different levels, their 
combined effect should be considered, rather than the individual effect of each. If the sum of the following fractions: 
C1/T1 + C2/T2 . . . Cn/Tn exceeds unity, then, the mixed exposure should be considered to exceed the limit value. 
Cn indicates the total time of exposure at a specified noise level, and Tn indicates the total time of exposure 
permitted at that level. 

(c) If the variations in noise level involve maxima at intervals of 1 second or less, the noise is to be considered
continuous.

(d) Exposure to impulsive or impact noise should not exceed 140 dB peak sound pressure level.
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APPENDIX C: DISTANCE
The sound pressure p changes with 1 / r of the distance. So, if we double the distance, we reduce 

the sound pressure by a ratio of 2 and the sound intensity by a ratio of 4. In other words, we reduce 

the sound level by 6 dBA. If we increase r by a ratio of 10, we decrease the level by 20 dBA. 

The sound intensity level and the sound pressure levels in dB have the same value, but the size of 

sound pressure and the size of acoustic intensity is different, because I ~ p2. 

Noise energy dissipates in the air by 6 decibels as the distance doubles. The table below gives an illustration. 

 Distance from 
noise source (meters) 

Noise level at 
that distance dB(A) 

10 96 
20 90 
40 84 
80 78 

160 72 
320 66 
640 60 
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18.0 BCA FIRST AID/CPR TRAINING 

A. GENERAL INFORMATION

The City of Los Angeles, Bureau of Contract Administration (BCA) complies with  

Subchapter 7 General Industry Safety Orders Group 2 Safe Practices and Personal Protection 

Article 10 Personal Safety Devices and Safeguards §3400 Medical Services and First Aid. 

(a) Employer shall ensure the ready availability of medical personnel for advice and

consultation on matters of industrial health or injury. 

(b) In the absence of an infirmary, clinic, or hospital, in near proximity to the workplace,

which is used for the treatment of all injured employees, a person or persons shall be 

adequately trained to render first aid. Training shall be equal to that of the American Red 

Cross or the Mine Safety and Health Administration. 

(c) There shall be adequate first-aid materials, approved by the consulting physician,

readily available for employees on every job. Such materials shall be kept in a sanitary and 

usable condition. A frequent inspection shall be made of all first-aid materials, which shall 

be replenished as necessary. 

And; 

Subchapter 7. General Industry Safety Orders Group 16 Control of Hazardous Substances Article 

108 Confined Spaces §5158 Other Confined Space Operations (e) Confined Space Operations (2) 

Precautions for Emergencies Involving Work in Confined Spaces.  

(A) At least one person trained in first aid and cardiopulmonary resuscitation (CPR) shall

be immediately available whenever the use of respiratory protective equipment is required 

subsection (e)(1). Standards for CPR training shall follow the principles of the American 

Heart Association or the American Red Cross. 

B. FIRST AID – CPR EXCLUSION

1) It has been determined that all work performed by BCA Inspectors meets the OSHA

Standard Interpretation  2007-01-16 OSHA requirement  “near proximity to the

workplace” and therefore per this section BCA Inspectors are not required to be

trained to render first aid.
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2) It has also been determined that since BCA inspectors are not permitted to enter any

Permit Required Confined Space that BCA Inspectors are not required to be trained in

cardiopulmonary resuscitation (CPR).

C. BCA POLICY – TRAINING REQUIREMENTS

Even though BCA staff are assigned to workplaces that have an infirmary, clinic, or hospital, 

in near proximity, and employees are prohibited from entering Permit Required Confined 

spaces (and thus trained as Rescuers), BCA management recognizes the importance of having 

employees trained in Basic First Aid and CPR. BCA also recognizes that since all staff are 

designated as Disaster Service Workers that all staff will be trained in Basic First Aid and 

CPR.  

To accomplish this BCA has prepared a First Aid/CPR training course that provides 

acceptable responder training for the work assignments. This training is equal to that of the 

American Red Cross or the Mine Safety and Health Administration. Even though staff are 

trained to “render first aid” and are issued “adequate first-aid materials”, there is nothing, 

other than Good Samaritan rules, that compel an employee to render first aid. 

The three module Basic First Aid/CPR training will be conducted during the course of three 

regularly scheduled Tailgate Safety Meetings. A certificate of completion will be awarded for 

each employee that attends each module and achieves a passing score of 70% on the final 

exam. 

The First Aid/CPR training course was developed by BCA Training Sections, BCA Safety 

Engineer and in collaboration with Mr. Dru Ross & Mr. Alan Tan of City of Los Angeles 

Occupational Safety and Health and Mr. Steven Kalb of Medical Services. 
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19.0 HEAT ILLNESS PROGRAM 

A. GENERAL INFORMATION

Bureau of Contract Administration’s (BCA) core activity involves the inspection of Public Works 
construction. Inspection duties are generally not a physical process “engaged in construction 
work” but a peripheral observant activity that is done to ensure work is completed per plans and 
specifications. Based on the information below, BCA executive management has determined that 
BCA inspectors are not subject to the following provisions of §3395. Heat Illness Prevention 

1. High heat procedures referenced in subsection (e).
2. Acclimatization methods and procedures referenced in §3395. Heat Illness Prevention

subsection (g).

An inspector’s workday is comprised of three primary activities: 

1. Driving to and from offices, meeting and project sites
2. Project inspection per plans and specifications at both outside and inside locations

a. As-needed per cash contracts/permit work
b. Continuous inspection where deputy (special) inspection is required

3. Completing project paperwork/attending meetings

Most project inspection assignments require the construction inspector to be “outdoors”; although 
a lesser, but significant amount of time is in city owned facilities (i.e. treatment plants, airport 
terminals/buildings, or other) as well as vendor facilities. The majority of assigned inspection work 
is “as needed” and either requested by the contractor or contract documents.  

BCA’s Heat Illness program complies with Cal/OSHA §3395. Heat Illness Prevention. It is the 
opinion of BCA management that although BCA inspectors are subject to §3395 (a) (1) & (2) (B) 
Construction, the activities of the inspector are clearly defined apart from the Federal OSHA 
Standard Interpretation1 dated February 1, 1996 defines construction work as: 

Section 29 CFR 1910.12(b) defines construction work as "construction, alteration, and/or repair including 
painting, and decorating." Further, construction work is defined as work not limited to new construction, which 
includes the repair of existing facilities, and the replacement of structures and their components. 

In order for work to be construction work the employer need not be a construction company. The construction 
industry standard applies "to every employment and place of employment of every employee engaged in 
construction work. The terms "construction", "completion" or "repair" mean all types of work done on a 
particular building or work site. 

1 https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=INTERPRETATIONS&p_id=22059 
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B. HEAT ILLNESS PREVENTION PLAN 

1. Heat Illness Training 
a. Every BCA inspector shall attend an annual Tailgate Topic Review on Heat Illness 

and have their attendance recorded as completing a topic quiz. 
b. This training topic is reserved for the beginning of the high heat season. 
c. This training will instruct each inspector on the signs or symptoms of heat illness 

and emergency response. 
d. The training will instruct each inspector on access to shade and water. 
e. Heat related PPE is supplied at no cost to all BCA employees. This PPE includes: 

i. Hard hat neck shades/Hard hat sunshield 
ii. Sun lotion 
iii. 1-gallon Igloo water jug 
 

2. Procedures for the Provision of Water and Access to Shade 
a. Field inspectors 

i. Are required to use their personal vehicle as a “City of Los Angeles Mileage 
Vehicle.” This is a condition of work. 

ii. Inspectors use their vehicles as a source of shade and for accessing water at 
any City facility or job trailer. 

b. Plant/Materials Control Inspectors 
i. All city owned plants and vendor facilities have unlimited drinking water. 
ii. All city owned plants and vendor facilities comply with the Cal/OSHA shade 

requirements. 
 
3. Emergency Response 

a. BCA inspectors are generally working on individual assignments. Some inspectors 
will work in smaller groups of two or three inspectors at a large project or facility 
but their daily assignments may be at very different locations or inside buildings. 

b. Although BCA inspection assignments are done to ensure the owner (City) receives 
the correct product, the project site is controlled by the contractor whom the 
inspector receives permission to enter. The construction site is controlled by the 
contractor’s IIPP. 

c. BCA inspectors’ duties at project sites are done in conjunction with the contractor’s 
operation and, as such, there are contractor employees that are assisting with the 
inspectors’ duties or in the close proximity.  

d. All BCA inspectors are issued a City of Los Angeles cell phone and instructed in its 
use to contact emergency response referenced in §3395. Heat Illness Prevention 
subsection (f). 
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20.0 - RESPIRABLE CRYSTALLINE SILICA WRITTEN PLAN (WP) 

A. GENERAL INFORMATION

§ 1532.3. Occupational Exposures to Respirable Crystalline Silica.
(a) Scope and application. This section applies to all occupational exposures to respirable
crystalline silica in construction work, except where employee exposure will remain below 25
micrograms per cubic meter of air (25 µg/m3) as an 8-hour time-weighted average (TWA) under
any foreseeable conditions.
(c) Specified exposure control methods. (1) For each employee engaged in a task identified on
Table 1, the employer shall fully and properly implement the engineering controls, work practices,
and respiratory protection specified for the task on Table 1, unless the employer assesses and limits
the exposure of the employee to respirable crystalline silica in accordance with subsection (d).
Table 1 - Equipment/tasks performed

(i) Stationary masonry saws
(ii) Handheld power saws (any blade diameter)
(iii) Handheld power saws for cutting fiber-cement board (with blade diameter of 8 inches
or less)
(iv) Walk-behind saws
(v) Drivable saws
(vi) Rig-mounted core saws or drills
(vii) Handheld and stand-mounted  drills (including impact and rotary hammer drills)
(viii) Dowel drilling rigs for concrete
(ix) Vehicle-mounted drilling rigs for rock and concrete
(x) Jackhammers and handheld powered chipping tools
(xi) Handheld grinders for mortar removal (i.e., tuckpointing)
(xii) Handheld grinders for uses other than mortar removal
(xiii) Walk-behind milling machines and floor grinders
(xiv) Small drivable milling machines (less than half-lane)
(xv) Large drivable milling machines (half-lane and larger)
(xvi) Crushing machines

(xvii) Heavy equipment and utility vehicles used to abrade or fracture silica-
containing materials (e.g., hoe-ramming, rock ripping) or used during demolition
activities involving silica-containing materials

(xviii) Heavy equipment and utility vehicles for tasks such as grading and excavating but
not including: Demolishing, abrading, or fracturing silica-containing materials

(g) Written exposure control plan.
(1) The employer shall establish and implement a written exposure control plan that contains at
least the following elements:

(A) A description of the tasks in the workplace that involve exposure to respirable
crystalline silica;
WP Statement: 

• BCA employees are not engaged in performing any of the

tasks listed in (c) Table 1.
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(B) A description of the engineering controls, work practices, and respiratory protection 
used to limit employee exposure to respirable crystalline silica for each task; 
WP Statement:  

• When BCA employees are present during any of the activities 

in Table 1 they are required to verify that the contractor is 

complying with § 1532.3. Occupational Exposures to 

Respirable Crystalline Silica “Required Respiratory 

Protection”. 

• Direct the contractor to provide protective barriers and signs 

to prevent others from entering an area that silica dust is 

present. 

• BCA inspection duties do not require the inspector to stay 

within an exposure area. If inspection is required the 

inspector shall direct the contractor to stop the task prior to 

any inspection. 

(C) A description of the housekeeping measures used to limit employee exposure to 
respirable crystalline silica; and 
WP Statement:  

• None 

(D) A description of the procedures used to restrict access to work areas, when necessary, 
to minimize the number of employees exposed to respirable crystalline silica and their level 
of exposure, including exposures generated by other employers or sole proprietors. 
WP Statement:  

• See (B) above 

(2) The employer shall review and evaluate the effectiveness of the written exposure control plan 
at least annually and update it as necessary.  

BCA Safety Committee Safety Committee will review/update each year 
(3) The employer shall make the written exposure control plan readily available for examination 
and copying, upon request, to each employee covered by this section, their designated 
representatives, the Chief and the Director. 
(4) The employer shall designate a competent person to make frequent and regular inspections of 
job sites, materials, and equipment to implement the written exposure control plan. 

WP Statement:  

• BCA Safety Committee Safety Coordinator 

• BCA Supervisors – Exec Mgmt, Chief, Principals 
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CHAPTER 21.0  COMMUNICABLE DISEASE: COVID-19 

Introduction 

Workplace safety and health regulations in California require employers to take steps to protect 
workers from exposure to communicable diseases such as the Coronavirus Disease 2019 (COVID-
19) pandemic. California Occupational Safety and Health Administration (Cal/OSHA) along with other 
federal, state and local regulatory agencies have issued guidance to help employers begin to reopen 
and return employees to physical workplaces. While doing so, there are numerous safety measures 
for employers to consider implementing to minimize the spread of COVID-19.  
  
The new Cal/OSHA guidance identifies specific infection control measures that are mandatory for 
California employers to implement and include in their Injury and Illness Prevention Program (IIPP).  
This Appendix A to the IIPP is an Injury and Illness Prevention Plan which identifies the infection 
control measures that are in place to ensure the health and safety of City employees at the City of 
Los Angeles. This plan will be updated as regulations and public health guidance change. The plan 
focuses on strategies for workplace controls and flexibilities, identification and isolation of sick 
employees, basic hygiene, social distancing, face covering, and employee training that the City has 
implemented. 
  
General Manager or Head of Department/Office (or designee) shall ensure that this COVID-19 Injury 
and Illness Prevention Plan is made available to all employees.  
 

Note: All City departments have developed a departmental Reconstitution Plan which provides 
guidance and direction regarding ensuring the effective transition from continuing operations to 
a staged reopening approach during the COVID-19 pandemic. In conjunction with the State of 
California and the County of Los Angeles, the City adopted a staged approach to recovery.  

Background 

Coronavirus disease 2019, or COVID-19, is a novel communicable disease. On February 26, 2020, 
the Centers for Disease Control and Prevention (CDC) confirmed the first case of local person-to-
person transmission of COVID-19 in the United States.  On March 4, 2020, Mayor Garcetti declared a 
local emergency. On March 11, 2020, the World Health Organization (WHO) characterized COVID-19 
as a pandemic and on the same day Mayor Garcetti issued a Safer-at-Home emergency order. 

According to the CDC, COVID-19 has the following characteristics: 
 COVID-19 may appear in as few as two days or as long as 14 days after exposure. 
 Spread from person-to-person most likely occurs during close (within six feet) contact with an 

infected person; person-to-person spread mainly occurs via respiratory droplets produced 
when an infected person coughs or sneezes (similar to how influenza and other respiratory 
pathogens spread). These droplets are believed to enter the mouths and noses of people 
nearby, and can be inhaled into the nose and lungs. 

 It can also be transmitted by touching surfaces or objects contaminated with the virus then 
touching mouth, nose, or possibly eyes. 

 People are thought to be most contagious when they are most ill. Some spread might be 
possible before people show symptoms. 
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Protecting the health and safety of City employees and public throughout this pandemic is 
paramount.  

To reduce the risk of spreading COVID-19 all employees must: 
1. Stay home if sick.
2. Frequently wash hands with soap and water for at least 20 seconds. When soap and running

water are unavailable, use an alcohol-based hand sanitizer. Always wash hands that are
visibly soiled.

3. Avoid touching eyes, nose, or mouth with unwashed hands.
4. Wear a face mask that properly covers both the nose and mouth while in both indoor and

outdoor spaces (for outdoors, where physical distancing of six feet is not feasible) unless
medically exempt.

5. Maintain social or physical distancing of at least six feet from others as much as feasible in the
workplace.

6. Practice good respiratory etiquette, including covering coughs and sneezes with the inside of
elbow or upper arm or tissue; dispose of tissues in waste receptacles.

7. Avoid close contact with people who are sick.
8. Avoid shared workspaces (desks, offices, and cubicles) and work items (phones, computers,

equipment, and other work tools) when possible.
9. Recognize personal risk factors. According to the CDC certain people, including older adults

and those with underlying conditions such as heart or lung disease or diabetes, are at higher
risk for developing more serious complications from COVID-19.

10. Follow any new signage or protocols that have been placed in the workplace (e.g. limitations
on elevator occupancy, one way travel, designated entry and exit points).

11. Keep the immediate work area sanitized.
12. Wear any additional personal protective equipment, in addition to a face mask, that may be

mandated by job task/assignment.

In addition to the Personnel and Uniform Workplace Safety Protocols, City Departments have the 
following Health and Safety protocols in place: 

A. Telecommute

Consistent with departmental operational needs all City departments have established telecommuting 
guidelines for their employees. Department staff who fall into the vulnerable population categories (65 
and older, those who are pregnant, and those with chronic health conditions) will continue to 
telecommute whenever possible and participate in meetings virtually. Safety arrangements will be 
made if any vulnerable employee chooses to work in the office.  

B. Sick or Ill Employees

Employees exhibiting COVID-19 like symptoms are to stay home. Such symptoms may include 
frequent cough, fever, difficulty breathing, chills, muscle pain, headache, sore throat, and recent loss 
of taste or smell. 

Employees are encouraged to conduct a Daily Self Check screening prior to reporting to work. 
Signage are posted at the entrance(s) of all buildings as a reminder to employees. Employees who 
were recently exposed to COVID-19, or someone they live with has been recently diagnosed with 
COVID-19, are directed to stay home and contact their supervisor for further guidance.  
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Employees who are out ill with fever or acute respiratory symptoms should not return to work until 
both of the following occur: at least three full days pass with no fever (without the use of fever-
reducing medication) and no acute respiratory illness symptoms; and at least ten days pass since the 
symptoms first appeared.  

Employees should self-monitor for COVID-19 related symptoms, immediately report any symptoms to 
their supervisor or Personnel Division. If they become sick during the day, they will be sent home 
immediately. In the event sick employees are unable to leave immediately (e.g., while awaiting 
transportation from the workplace to their home or to a healthcare facility) they will be isolated from 
the rest of the employees.  

Employees that return to work following an illness will promptly report any recurrence of COVID-19 
related symptoms to their supervisor and/or Personnel Services Section (Human Resources).  

More information about what to do if an employee feels sick or if an employee becomes ill is available 
on the Personnel Department COVID-19 webpage.   

C. Sick Leave/Families First Coronavirus Response Act (FFCRA) Policies

Employees who are directed or ordered to go or stay home due to COVID-19 or COVID-19 symptoms 
should contact their Departmental Personnel Officer. Employees are encouraged to stay home if they 
are sick. The City has released a memo updating the leave policy in compliance with the FFCRA.  

D. COVID-19 Exposure Reporting, Assessments, Contact Tracing, and Disinfection

General Manager or Head of Department/Office (or designee) shall ensure to report all positive 
COVID-19 cases to the Medical Services Division (MSD) of the Personnel Department immediately 
using COVID-19 Case Referral Submission Form. MSD has been providing advice to the City 
departments regarding the cases of COVID-positive tests and exposures. After assessing each 
reported case, MSD makes recommendations regarding isolation, contact tracing, and provides 
advice regarding cleaning and disinfection. 

Employees will be notified if they may have possibly been exposed to COVID-19 in the workplace in 
accordance with the confidentiality requirements of the Americans with Disabilities Act (ADA).  

Upon confirmation of a positive COVID-19 test, the supervisor shall isolate the area where the sick 
employee was normally present and contact the department's administrative services group who will 
work with the Department Personnel Officer and MSD to determine sanitary measures. The affected 
areas, along with key common areas (such as bathrooms and lunch rooms) and frequently touched 
areas (such as main doors and elevator buttons) will be disinfected using products that are approved 
by the Environmental Protection Agency (EPA)-registered disinfectant and are also approved for 
emerging pathogens by the General Services Department (GSD) Custodial Services or contractor. 
Any COVID-19 cleaning and disinfection and notification will be conducted following the guidelines 
established under the Personnel Department Guidelines Citywide Notification and Cleaning memo. 

In addition, all recording and reporting of COVID-19 work-related fatalities, injuries and illnesses will 
be recorded and reported consistent with other occupational illnesses and in accordance with 
applicable Cal/OSHA regulations and departmental procedures. Cal/OSHA recording and reporting 
requirements for COVID-19 cases can be found on the following website: Cal/OSHA Recording and 
Reporting Requirements for COVID-19 Cases. 
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E. Social or Physical Distancing

Social distancing, also called physical distancing, will be encouraged at all times, ensuring employees 
remain at least six feet apart as much as feasible from others in the workplace as work duties permit, 
while in common areas (e.g., lunch/ break rooms, copy area, storage, mail room, parking, etc.), and in 
vehicles. All employees and public entering City buildings/facilities will comply with the social or 
physical distancing protocols and appropriate signage will be posted at or near the entrance of the 
building as a reminder. 

Note: This may not apply to any emergency medical services or law enforcement personnel 
from carrying out their lawful duties and/or during an emergency.  

The following measures are in place to maintain social or physical distancing, but are not limited to: 

1. Supervisors are instructed to work with employees to adjust work schedules to achieve
maximum social/physical distancing by providing for staggering work shifts, rotation between
being in the workplace and telecommuting (e.g., A and B shifts), etc. Overlapping shifts or
rotations will be avoided, if possible.

2. The number of employees in the workplace must be minimized by evaluating departmental
occupancy and capacity to maintain six feet of physical distancing between employee work or
break areas, and six feet of physical distancing between visitors and employees.

3. When possible, work-related meetings and gatherings will be avoided and the use of
videoconferencing or teleconferencing is encouraged. The Los Angeles County Department of
Public Health (DPH), Order of the Health Officer, Protocols for Office Worksites, Appendix D,
Section B, dated July 8, 2020, states the following: “If in-person meetings are essential, they
are limited to 10 or fewer participants and all participants must wear cloth face coverings
[masks] and are held in rooms large enough to maintain physical distancing.”

4. To the extent possible, visitors to the workplace are handled by appointment only and are pre-
registered in a visitor log that includes a visitor’s name, phone number and email address.
Visitors are instructed to come to their appointments alone.

5. Employees are encouraged to refrain from entering another employee’s work area to search
for items or borrow equipment.

6. Employees are discouraged from congregating in any area, but especially common areas or
high traffic areas such as break rooms, restrooms/bathrooms, hallways and stairwells.

7. Employees are instructed to discontinue handshakes, hugs, and fist bumps.
8. Employees will maintain at least six feet distance from constituents and from each other,

except employees may momentarily come closer when necessary to accept payment, deliver
goods or services, or as otherwise necessary. Constituents may be refused service if they are
exhibiting COVID-19 like symptoms or not wearing a facial covering.

9. Six-foot visual cues (e.g., floor markings, colored tape, etc.) are used to keep employees and
the visitors/public safe and as needed both inside the workplace and outside its public
entrances. Signage shall be posted directing employees and visitors to use the markings to
maintain distance.

10. Elevators are limited to 1 to 4 occupants per ride depending on the size of the elevators.
Employees are encouraged to stand in diagonal corners maintaining social distancing protocol
as much as feasible. Signs will be posted near elevators explaining any new procedures for
queuing, occupancy limitations in elevator cabs, etc. To ease elevator traffic and wait times,
employees may consider using the stairwells.
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11. Workspaces, cubicles, public counters, break rooms, etc. are rearranged/modified to ensure 
six feet separation between employees and/or visitors as much as feasible. Where the six-feet 
social or physical distancing is not feasible, space reconfigurations and modifications such as 
installation of physical barriers/shields, posting of signs indicating directional one way foot 
traffic in hallways/corridors (where the width restricts movement), removal of furniture within 
workplaces, etc., will be implemented. 

12. Employees are encouraged to use transportation options that minimize close contact with 
others (e.g., walking or biking, driving, or riding in a car alone or with household members only) 
including driving to worksites or to parking areas alone (avoid carpooling, where feasible). 

13. If carpooling cannot be avoided, limit the number of employees in a City vehicle to two (the 
driver and one passenger). The passenger should sit in the back seat opposite the driver of the 
vehicle. A face mask should be worn at all times by both individuals and hands should be 
washed immediately after the trip. 

14. If there is only one row of seating in the cab of a work truck, passengers should instead drive 
their own vehicles to the work location.   

15. Improve the ventilation in the vehicle, if possible, bring fresh air in from outside by lowering 
windows and/or setting the air ventilation/air conditioning on non-recirculation mode (avoid 
using recirculated air). 

16. All non-essential, out-of-state employee business travel is minimized. Employees and 
supervisors must check and review the CDC’s Traveler’s Health Notices prior to an approved 
travel. 

F. Personal Protective Equipment (PPE) 

OSHA defines Personal Protective Equipment (PPE) as equipment worn to minimize exposure to 
hazards that cause serious workplace injuries and illnesses. PPE may include items such as gloves, 
safety glasses and shoes, earplugs or muffs, hard hats, respirators, or coveralls, vests and full body 
suits. In accordance with OSHA and CDC guidance on use of PPE, supervisors will conduct a hazard 
assessment to determine if PPE is needed to protect employees from a workplace hazard including 
COVID-19. General Manager or Head of Department/Office (or designee) shall ensure that PPE, face 
masks and safety supplies to their employees, are provided at a level appropriate to job duties. 

G. Face Masks/Coverings 

Constituents and visitors are also required to wear face coverings any time they are in any of the City 
facilities/buildings. Signage are posted accordingly.  
 
All employees are required to wear face mask that properly covers both the nose and mouth while in 
both indoor and outdoor spaces (for outdoors, where physical distancing of six feet is not feasible) 
unless: 

1. Medically exempt 
2. Alone in a private office or a walled cubicle 
3. Driving alone 

A face mask must be worn particularly when outside personal workspaces such as in: 
1. Break room/lobby 
2. Hallways/aisles  
3. Restrooms 
4. Copier room 



 
 

 
Appendix A: 
Communicable Disease: COVID-19              Page 6 of 8                                                 Date: 07/14/20 

   

5. Servicing at the public counter 
6. Elevators/stairways 
7. Parking facilities 
8. Waiting for or riding on public transportation or paratransit or while in a taxi, or ride-sharing 

vehicle 
  

Note 1: For the conservation of PPE, CDC recommends that the general public/employees not 
use surgical masks or N-95 respirators, so that these critical supplies are available to health 
care workers and first responders.  
Note 2: Reusable cloth face masks and disposable non-medical masks are not PPE, but 
combined with physical distancing of at least six feet, they may help prevent infected persons 
without symptoms from unknowingly spreading COVID-19. 
Note 3: Employees who are exempted from wearing a face mask due to a medical condition 
involving regular contact with others should wear a non-restrictive alternative, such as a face 
shield. 

H. Personal Hygiene 

Employees shall have access to soap and running water to wash their hands frequently and after 
touching any surface or tool suspected of being contaminated, before and after eating or using the 
restroom, before and after donning and doffing any PPE and/or face mask, and before touching their 
face. 
 
Supervisors must remind personnel that they can reduce the risk of spreading COVID-19 by washing 
their hands often with soap and water and properly for at least 20 seconds. Signs are also posted in 
visible locations to remind personnel to wash hands. 
 
Hand sanitizer with at least 60% alcohol content is provided when employees cannot readily wash 
their hands. 

I. Cleaning and Disinfection  

Employees are to keep their personal work areas sanitized. Cleaning materials and appropriate PPE 
such as gloves, goggles, etc. will be provided to employees and as needed.  
  
High touched surfaces (e.g., doorknobs, sinks, faucet and toilet handles, elevator buttons, push 
plates, handrails, etc.) are to be cleaned and disinfected frequently.  
 
When driving pool vehicles, special attention must be paid to surfaces and objects that are touched 
often by passengers, such as door handles, window buttons, locks, arm rests, seat cushions, buckles 
and seatbelts. Surfaces that drivers frequently touch, such as the steering wheel, radio buttons, turn 
indicators and cup holders must be wiped down.  
 
Employees are to avoid or minimize using shared workspaces, office items (such as printers, copiers, 
fax machines, telephones, keyboards, mouse, staplers), and work tools/equipment to the extent 
feasible. Items that are commonly handled in break rooms/common areas such as refrigerator 
handles, microwave handles, coffee pots, and water dispensers should also be avoided. However, 
when workspaces and items must be shared, employees are to ensure that they are cleaned and 
disinfected before and after each use with a cleaner appropriate for the surface. If cleaning and 



 
 

 
Appendix A: 
Communicable Disease: COVID-19              Page 7 of 8                                                 Date: 07/14/20 

   

disinfecting before and after each use cannot be accomplished, employees must be provided with 
disposable gloves or other protection while using the shared equipment, or hand sanitizer (which 
must be followed by thorough hand washing). Employees must follow manufacturer’s instructions for 
use of all cleaning and disinfecting products including the recommended PPE.  

Note 1: If employees work with chemical disinfectants and/or hazardous chemicals, supervisors 
will communicate the potential hazards and safety measures as required per Cal/OSHA’s Hazard 
Communication Standard.   
Note 2: One of the following can be used to disinfect hard, non-porous surfaces: 
 An EPA-registered disinfectant approved for use against SARS-CoV-2, or 
 An alcohol solution with at least 70% alcohol, or 
 A 10% bleach/water solution   

J. COVID-19 Employee Training  

A 30-minute, mandatory online training course entitled, “COVID-19 - What You Need to Know for the 
Workplace,” is available through the Personnel Department’s training website in Cornerstone. 
Employees can use this Cornerstone link to log on and take the training. For those employees that do 
not have access to Cornerstone, managers and supervisors should contact the departmental training 
coordinator for an electronic PowerPoint and/or a pdf copy of the presentation. All employees are 
expected to complete this mandatory safety training course.  

Managers and supervisors must ensure there is documentation of employee completion of this 
training. Those employees completing an electronic version of the training (not on Cornerstone) must 
also fill out and submit as a proof that they have completed the training course via a GoogleForm link 
that is provided in the training.  

The “COVID-19 What You Need to Know for the Workplace” course covers the following areas: 
 What is COVID-19 
 At risk population and how to protect yourself 
 Sources and guidance to reduce the spread of COVID-19 
 COVID-19 symptoms - what to do if sick 
 General hygiene (cough and sneeze etiquette) 
 Hand hygiene 
 Social distancing 
 Cloth face masks/use of PPE 
 Cleaning and disinfection 
 Safe work practices 
 Stress and anxiety management 

Managers and supervisors are encouraged to supplement this training with any respective worksite-
specific procedures developed for COVID-19 prevention by the department.  
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COVID-19 Resources 

City Resources: 

 Mayor Garcetti’s “Safer at Home” order, and/or City’s COVID-19 resources can be found by
visiting:
https://corona-virus.la/
www.lamayor.org/COVID19Orders

 The Personnel Department created a COVID-19 webpage of resources, FAQs, telecommuting
information, and safety tips for employees which is updated regularly.

 The Emergency Management Department sends email communication to all City employees
regarding COVID-19 related information and prevention tips.

Other Resources:  

CDC provides the latest information about the COVID-19 pandemic at: 
www.cdc.gov/coronavirus/2019-ncov 

Cal/OSHA guidance on requirements to protect workers from Coronavirus at: 
https://www.dir.ca.gov/dosh/coronavirus/Health-Care-General-Industry.html 

OSHA provides specific information for workers and employers about the COVID-19 pandemic at: 
www.osha.gov/coronavirus  

OSHA guidance on preparing workplaces for COVID-19 and returning to work publications: 
https://www.osha.gov/Publications/OSHA3990.pdf 
https://www.osha.gov/Publications/OSHA4045.pdf 

DPH provides information on COVID-19 infection control and including PPE at: 
http://publichealth.lacounty.gov/acd/ncorona2019/PPE.htm 

DPH Order of the Health Officer: Protocols for Office Worksites: Appendix D: 
http://www.ph.lacounty.gov/media/Coronavirus/docs/protocols/Reopening_OfficeBasedWorksites.pdf 

U.S. EPA-approved disinfectants for use against SARS-CoV-2 (the virus that causes COVID-19): 
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2-covid-19 

U.S. Department of Labor. FFCRA. Employer Paid Leave Requirements: 
https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave 
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22.0 TAILGATE SAFETY MEETINGS 

A. GENERAL INFORMATION

There are many duties that BCA employees perform that require current knowledge and training to

work safely. It is the responsibility of BCA management to properly train full-time, part-time and

temporary agencyi employees per the Injury and Illness Prevention Program. This chapter outlines

the TSM types of knowledge and training that will prevent workplace injuries.

B. TAILGATE SAFETY MEETINGS

1) BCA seeks to achieve 100% attendance of all meetings.  BCA Executive Management will

implement the following changes, starting January 1, 2017.

a: Employees are required to review all TSM topics published by the Bureau Safety 

Committee each calendar year 

i - Field Inspectors – Bi-weekly 

ii - Office Staff - Quarterly 

b: Bureau’s Safety Committee prepares and posts the following information on the 

BCA Safety Webpage. 

i -  Tailgate Safety meeting Topic list (Appendix A) 

ii - Topic review information (a refresher of pertinent information) 

iii - Topic review quiz 

iv - If a Train-the-Trainer session is required due to the nature of the topic or a 

new regulatory topic this information will also be posted. 

c: Supervisor  

i - On the first TSM of each new calendar year the supervisor shall distribute 

Appendix A: TSM Topics to each employee. 

ii - Instruct each employee on access to BCA Safety Webpage. 

iii - The supervisor will review Chapter 22 with all employees 

iv - The supervisor (or designate) shall conduct the TSM assigned. 

v - All attendees will complete a Google App Form quiz and submit it within 

two weeks of their TSM. 
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vi -  Google App Attendance will be used to record all employees present at the 

TSM Google Meet. The supervisor shall rename the Google sheet to 

indicate the District and Date. 
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APPENDIX A:  

Tailgate Safety Meeting Topics 

  FIELD STAFF (All info is on BCA Safety Webpage) 

 

DATE PP TOPIC ASSIGNED 

TSM 401 15 Cal-OSHA/MOU Related  
Review of 2023 IIPP   12/31/2023 - 01/13/2024 

TSM 402 16 Accidents/Minor &  
Serious Injury/Illness Reporting 01/14/2024 - 01/27/2024 

TSM 403 17 Workers Compensation  
 01/28/2024 - 02/10/2024 

TSM 404 18 Standard Issue PPE – Specialized PPE 
Job Hazard Assessment – Assigned Tasks 02/11/2024 - 02/24/2024 

TSM 405 19 Conflict Resolution at the Worksite 02/25/2024 - 03/09/2024 

TSM 406 20 Excavation Safety Training 03/10/2024 - 03/23/2024 

TSM 407 21 Temporary Traffic Control  03/24/2024 - 04/06/2024 

TSM 408 22 Pedestrian-Bicycle-Scooter Traffic Control 
Considerations 04/07/2024 - 04/20/2024 

TSM 409 23 Reporting Unsafe Condition HazComm – SDS 
Shop/Plant inspection Safe Procedures 04/21/2024 - 05/04/2024 

TSM 410 24 Raw Sewage (Personal Hygiene) /Blood Borne 
Pathogens / Communicable Diseases 05/05/2024 - 05/18/2024 

TSM 411 25 Hot Weather and Sun Protection 
 05/19/2024 - 06/01/2024 

TSM 412 26 Squashing, Crushing, Mangling Hazards 06/02/2024 - 06/15/2024 

TSM 413 27 OSHA Fatal 4 Statistics 06/16/2024 - 06/29/2024 

TSM 414 01 Welding – Safe Practice 06/30/2024 - 07/13/2024 

TSM 415 02 Fall Protection & Reinforcing Steel Protection 07/14/2024 - 07/27/2024 

TSM 416 03 Scaffold/Ladder Safety  07/28/2024 - 08/10/2024 

TSM 417 04 NFPA 70E Electrical Safety for BCA Electrical 
Inspectors 08/11/2024 - 08/24/2024 

TSM 418 05 The top 10 Clearance Limits for construction 
work 08/25/2024 - 09/07/2024 

TSM 419 06 Confined Space Entry Procedures/Gas Detector 
Operation 09/08/2024 - 09/21/2024 

TSM 420 07 Demolition Safety - Lead Safety - Crystalline 
Silica & train in asbestos hazards recognition 09/22/2024 - 10/05/2024 
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Tailgate Safety Meeting Topics 

   

 
 

OFFICE STAFF  
 
BCA office employees will complete the following Mandatory TSM reviews and quizzes.  

 
1st Qtr 
TSM 401 Cal-OSHA & 2022 BCA IIPP 
TSM 402 Accidents Illness Reporting 
TSM 403 Workers Compensation 
TSM 404 Standard Issue PPE – Specialized PPE 
------------------------------------------------------- 
2nd Qtr 
TSM 411 Hot Weather and Sun Protection 
------------------------------------------------------- 
3rd Qtr 
TSM 422 First Aid I - Review 
TSM 423 First Aid II - Review 
TSM 424 First Aid III - Review 
------------------------------------------------------- 
4th Qtr 
TSM 425 Safe Driving 
TSM 426 Workplace Violence - Disaster Prep 
 

(All TSM reviews and quizzes will be available for office staff to complete on a voluntary basis) 
 

 
 
 
 

DATE PP TOPIC ASSIGNED 

TSM 421 08 Hearing Conservation Program 10/06/2024 - 10/19/2024 

TSM 422 09 First Aid I - Review 10/20/2024 - 11/02/2024 

TSM 423 10 First Aid II - Review 11/03/2024 - 11/16/2024 

TSM 424 11 First Aid III – Review & CPR  11/17/2024 - 11/30/2024 

TSM 425 12 Safe Driving 12/01/2024 - 12/14/2024 

TSM 426 13 Workplace Violence - Disaster Prep 12/15/2024 - 12/28/2024 

    

BCA Inspection 
division are required 
to complete1 all TSM 
reviews and quizzes. 
 
1. Per Cal-OSHA, MOU5 & 

PW Policy 
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