











City of San Jose

8 Poinj[ Guidelines.
PROACTIVE SAFETY PROGRAM SUMMARY
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Management Leading and Promoting Safety

e Management should foster open communication with and feedback from employees in
which accidents, near misses, and unsafe behavior can be discussed and corrected.

e Placing safety on the department / division staff meeting agendas
e Noticing unsafe behaviors and correct them immediately

Accountability for Safety: Hold everyone in the department accountable for safety and
follow the performance management process for dealing with violations of safety rules.

Safety as an Element of Performance Appraisal: This “Safety” Key Element includes

 the following:
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e Safety should be an important part of all appropnate supervisors’ performance
appraisals.

o Management should review safety goals with supervisors at least each quarter.

e Supervisors are responsible for ensuring that all accidents and injuries in their work .
group are properly investigated. ‘ '

e Supervisors ensure that their employees attend safety related training and track -
attendance.

_ . Supervisors hold employees accountable for violations of safety rules and policies

(independently of injuries that may have resulted from those violations).
Establishing Safety Goals: Identify quantifiable safety geals and track them.

Safety Training: Requlre employees to attend safety tralnmg appropriate to their job
tasks. :

An Effective Safety Committee (Network): Establish an appropriate Safety Committee
(if one does not exist) to resolve common safety issues in the department.

Hazard Identification and Elimination: Identify hazards in the operation of the
department and eliminate them before they cause accidents and injuries.

IIlVeStante All Injury and Accndents Investlgate all injuries and acmdents and follow-
up on corrective or preventive actions.




APPENDIX A

DEFINITIONS OF PRIORITY 1, 2, AND 3
AUDIT RECOMMENDATIONS

The City of San Jose’s City Policy Manual (6.1.2) defines the classification scheme

applicable to audit recommendations and the appropriate corrective actions as follows:

Priority Implementation | Implementation
Class! Description Category Action3
1 Fraud or serious violations are Priority Immediate
being committed, significant fiscal
or equivalent non-fiscal losses are
occurring.?
2 A potential for incurring Priority Within 60 days
significant fiscal or equivalent
fiscal or equivalent non-fiscal
losses exists.?
3 Operation or administrative General 60 days to one
process will be improved. year

1 The City Auditor is responsible for assigning audit recommendation priority class numbers. A
recommendation which clearly fits the description for more than one priority class shall be assigned the
higher number.

2 For an audit recommendation to be considered related to a significant fiscal loss, it will usually be
necessary for an actual loss of $50,000 or more to be involved or for a potential loss (including
unrealized revenue increases) of $100,000 to be involved. Equivalent non-fiscal losses would include,
but not be limited to, omission or commission of acts by or on behalf of the City which would be likely
to expose the City to adverse criticism in the eyes of its citizens.

3 The implementation time frame indicated for each priority class is intended as a guideline for

establishing implementation target dates. While prioritizing recommendations is the responsibility of
the City Auditor, determining implementation dates is the responsibility of the City Administration.
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