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Topic: HRD Regular Board Meeting 
Time: November 12, 2024, 07:00 PM Pacific Time (US and Canada) 

Location:  Highlands Recreation Center, 1851 Lexington Ave., San Mateo, CA  94402 

Board meetings are held in-person, with a Zoom participation option provided to the public as a courtesy. Public 
comment is limited to (3) minutes per person per item. The public is encouraged to participate in whatever form they 

are most comfortable. If participating remotely via Zoom, see details below: 

Topic: HRD Regular Board Meeting 
Time: November 12, 2024, 07:00 PM Pacific Time (US and Canada) 

Join Zoom Meeting 

https://us06web.zoom.us/j/86897396127?pwd=ENb0lMPaCMhygsOg8RcBVV3XS2GppB.1 

Meeting ID: 868 9739 6127  

Passcode: 041879 

Find your local number: https://us06web.zoom.us/u/kPeuY2H5c 

1. Call to Order

2. Review and approval of the minutes for the Regular Board Meeting on October 8, 2024.

3. Public Forum: The public forum provides an opportunity for members of the public to speak on any item
within the jurisdiction of the Board that is not on the agenda. When an item is not listed on the agenda,
State law prohibits Board discussion or action. Board Members may only “briefly respond” to statements
made and questions posed. For example, State law allows Board Members to ask questions for
clarification and provide a reference for staff or other resources for factual information. Additionally, the
Board may also direct staff to report back and/or place a matter on a future agenda for discussion.

4. Manager’s Report
a. Administration
b. Programming

5. Financial Report
a. October 2024 Monthly Statement

6. Old Business:
a. Discussion/Motion: Terminate Christopher Gurr Interim General Manager Contract

Report: Tamsen Burke, General Manager  
Description: This item will be a board discussion and action to terminate Christopher Gurr’s 
Interim General Manager Contract.  
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b. Discussion: Transitional Kindergarten (TK) Update 

Report: Julie Fernandez, EEC Director; Tamsen Burke, General Manager 
Description: This item will be a board discussion on the after-school care options for TK-
eligible children.  

 
7. New Business: 

a. Discussion: Draft 2025-2026 Budget Schedule 
Report: Tamsen Burke, General Manager 
Description: This item will be a board discussion on the proposed budget schedule and 
timeline for the 2025-2026 fiscal year budget.  
 

b. Discussion: Draft 2024-2025 Month End Close Schedule 
Report: Tamsen Burke, General Manager 
Description: This item will be a board discussion on the drafted 2024-2025 financial month 
end close schedule.  

 
c. Discussion: Draft IIPP (Injury and Illness Prevention Program Policy- 1st read) 

Report: Meg Catmull, Assistant General Manager 
Description: This item will be a board discussion on a newly drafted IIPP (Injury and Illness 
Prevention Program) Policy to supersede: 2021 IIPP. 
 

8. Upcoming Meetings:  December 10, 2024 – January 14, 2025 – February 11, 2024 
 

9. Review and Payment of Bills 
a. Action: Motion to approve Expenditures 

Report: Bea Robertson, Bookkeeper 
Description: This is a routine item of the itemized bills for Board review and approval.  
Recommendation: Approve the Expenditures for October 2024 

 
10. HRD Board of Directors Announcements  

 
11. Adjournment  

  
Written public comments can be submitted to the District prior to the meeting by emailing 
generalmanager@highlandsrec.ca.gov.  Written comments received by email prior to 3 pm on the day of the 
meeting will be forwarded to the Board prior to the meeting, made a part of the public record, and be available for 
public review at this link: https://highlandsrec.ca.gov/hrd-board-meetings. 

 

Oral public comments will be taken on each agenda item during the meeting, subject to a limit of three (3) 
minutes per person per item. To comment orally in real time during the meeting, you may raise your hand if you 
are participating in person or use the Zoom “raise hand” function on your computer screen or the *9 function 
on your phone.  Please note that the District provides a Zoom participation option to the public as a courtesy in 
order to facilitate participation. The District cannot, however, guarantee the adequacy of the audio/video 
quality or that meeting participation will be uninterrupted via Zoom. If technical difficulties arise relating to the 
Zoom participation option, the Board meeting may continue with public attendance in person only. 

 
Board Meetings are accessible to people with disabilities. Individuals who need special assistance or disability-related 
modification or accommodation (including auxiliary aids or services) to participate in this meeting; or who have a 
disability and wish to request an alternative format for the agenda, meeting notice, agenda packet or other writings 
that may be distributed at the meeting, should contact the Board Secretary at generalmanager@highlandsrec.ca.gov. 
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Notification in advance of the meeting will enable the District to make reasonable arrangements to ensure 
accessibility to this meeting and the materials related to it. Public records that relate to any item on the open session 
agenda for a regular board meeting are available for public inspection. Those records that are distributed less than 72 
hours prior to the meeting are available for public inspection at the same time they are distributed to all members, or 
a majority of the members of the Board. The Board has designated the office of the Highlands Recreation District, 
located at 1851 Lexington Ave, for the purpose of making those public records available for inspection. The agenda, 
meeting notice, agenda packet and other writings distributed to the Board in connection with this meeting are also 
available for public review at this link: https://highlandsrec.ca.gov/hrd-board-meetings. 
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Topic: HRD Regular Board Meeting 
Time: October 8, 2024, 07:00 PM Pacific Time (US and Canada) 

Location:  Highlands Recreation Center, 1851 Lexington Ave., San Mateo, CA  94402 
Remote Teleconference Location: 110200 Weyburn Avenue, #23, Los Angeles, CA 90024 

 
Board meetings are held in-person, with a Zoom participation option provided to the public as a courtesy. Public 

comment is limited to (3) minutes per person per item. The public is encouraged to participate in whatever form they 
are most comfortable. If participating remotely via Zoom, see details below: 

 
Topic: HRD Regular Board Meeting 

Time: October 8, 2024 07:00 PM Pacific Time (US and Canada) 
 

Join Zoom Meeting 
https://us06web.zoom.us/j/81157335580?pwd=NUgMTjgALMcpWXNGizsu2IMfFeFHvR.1 

 

Meeting ID: 868 9739 6127  

Passcode: 041879 

Find your local number: https://us06web.zoom.us/u/kPeuY2H5c 
 
Board Members:     Staff: 
Pam Merkadeau (President)    Tamsen Burke (General Manager) 
Andrew Aquino (Vice President)    Meg Catmull (Assistant General Manager) 
Shirin Bakhshay - Remote    Julie Fernandez (EEC Director) 
Uy Ut       Mike Koenig (K-8 Childcare Director)  
Ranya Francis - Absent      Amanda Ceccanti (EEC Assistant Director) 
 

1. Call to Order 

The meeting was called to order at 7:00 pm by President Merkadeau.  
 

2. Review and Approval of Minutes  
Board Member Aquino made a motion, Board Member Ut second, to approve the Regular Board Meeting 
Minutes from 09/10/2024. The motion passed. 
Vote: AA - Y; SB - Abstain; PM – Y; UU – Y; RF – Absent 

 
3. Public Forum:  

No public comments were received.  
 

4. Manager’s Report  
a. Administration 
b. Programming 

 
5. Financial Report 
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a. September 2024 Monthly Statement 
 

6. Old Business 
a. Discussion/Motion: Resolution 2024-05: 24-25 Fiscal Year Budget 

i. Board Member Ut made a motion, Board Member Aquino second, to adopt Resolution 2024-05: 
24-25 Fiscal Year Budget. The motion passed.  
Vote: AA - Y; SB – Y; PM – Y; UU – Y; RF – Absent 
 

b. Discussion/Motion: TK for All impacts and considerations for HRD 
i. No motion was made.  

 
7. New Business 

a. Discussion/Motion: Update Authorized Signatures 
i. Board Member Aquino made a motion, Board Member Ut second to approve the General 

Manager, Tamsen Burke, as an authorized signature for HRD accounts including SVB, US Bank 
Treasury, and US Bank CalCard, and remove the Interim General Manager and former Board 
Member. The motion passed.  
Vote: AA - Y; SB – Y; PM – Y; UU – Y; RF – Absent 
 

b. Discussion/Motion: Interim Changes to Organizational Chart 
i. No motion was made.  

 
c. Discussion/Motion: Adoption of Multijurisdictional Local Hazard Mitigation Plan 

i. Board Member Aquino made a motion, Board Member Ut second to continue to participate in 
the existing Multijurisdictional Local Hazard Mitigation Plan. The motion passed.  
Vote: AA - Y; SB – Y; PM – Y; UU – Y; RF – Absent   
 

8. Upcoming Meetings:  Nov 12, 2024 – Dec 10, 2024 – Jan 14, 2025 

 

9. Review and Payment of Bills 

a. Action: Motion to approve Expenditures 
i. Board Member Aquino made a motion, Board Member Ut second, to pay the bills. The motion 

passed. 
Vote: AA - Y; SB – Abstain; PM – Y; UU – Y; RF – Absent 
 

10. HRD Board of Directors Announcements 
 

11. Adjournment  
Board Member Ut made a motion, Board Member Aquino second, to adjourn the meeting. The motion passed.  
Vote: AA - Y; SB – Y; PM – Y; UU – Y; RF – Absent 

 
The Meeting adjourned at 8:15 pm. 

 
Respectfully Submitted, 

 
Megan Catmull 
Board Secretary 
 
 
Board President or Vice President:  _________________________________________________ 
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Signature:  _________________________________________________ 
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                               MEMORANDUM 

Date:   November 4, 2024 

To:   HRD Board of Directors 

From:  Tamsen Burke, General Manager 

Re:  General Manager  

ADMINISTRATION 
 
UPDATES  

• The annual Management Letter about the inherent risk of landslide has been reviewed by 
the attorney and sent to Highlands residents whose property borders owned HRD Open 
Space. (11/2025) 
 

• Project Updates 
o Both North and South Landslides are being tarped in preparation for rainy season 

(11/2024) 
o Update on North Landslide project and next steps 
o Administration Office Refresh (12/2025) 

▪ Preliminary assessment of project scope, timing, and developing RFP for 
project.  

▪ In addition, the review of alternate work-space plan for displaced staff and 
equipment.  

o EEC/Admin break room is on hold to be evaluated and reviewed for alternative use. 
o Finalizing Staircase/Deck project and internal project for stain/seal not within 

scope of original bid project. (11/2025) 
• Operational Effectiveness/Efficiency 

o Finance/Accounting  
▪ Review accounting and credit card policies, implementation of payment 

approval process and forms; 
▪ 2024-2025 budget review/training with staff (11/2024);  
▪ Develop and present to BOD cost allocation and  plan for shared 

services/expenses; (12/2025)  
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o HR – reviewing position qualifications, essential skills based on industry (12/2024); 
update Position (Job) Descriptions (1/2025); review compensation/salary schedule 
(1/2025) 

o Administrative Business (Ongoing) 
• Review of all HRD Contracts and renewal process 

o Independent Contractor policy and current agreements; 
including instructors 

o Vendor / Service Contracts 
o Rental Contracts  
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                               MEMORANDUM 

Date:   November 12, 2024 

To:   Tamsen Burke, General Manager 

From:  Meg Catmull, Assistant General Manager 

Re:  Assistant General Manager’s Staff Report 

 

Human Resources & Staff Engagement: 

• Employee Handbook: 
o Additional policies have been developed for possible inclusion in a new employee 

handbook including an Employee Gift Acceptance Policy, Prohibited Political 
Activity Policy, and Employment of Minors Policy.  

• Recruiting: 
o The District currently has the following open positions: Swim Team Coach, 

Aquatics Supervisor, and one EEC Teacher. In addition, we are also recruiting 
additional weekday morning lifeguards and head lifeguards.  

o Applicants per position: 
▪ Swim Team Coach: 6 
▪ Aquatics Supervisor: 46 
▪ EEC Teacher: 28 
▪ EEC Teacher (Infant): 6 

• Open Enrollment:  
o Employee benefits open enrollment began in October and will conclude 

November 8, 2024.  

Operations: 

• Recreation Programming Software: 
o Draft contract with RecDesk is being reviewed by management.  

• Records Retention Policy & Project: 
o Progress is on hold for this item.  
o Staff are indexing resolutions as time permits with a goal to finish the Resolution 

Index by January 2025.  
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• Grounds, Facilities, and Maintenance: 
o Maintenance ticket system has been refreshed.  
o Based on CAPRI recommendations, tasks are added  

▪ Playgrounds  
▪ Main: Trimming back trees above playgrounds, removal of unfixed 

toys/structures, repair of entry stairs, ADA entry, structure 
repairs/rust, etc. 

▪ EEC Playgrounds: Infant – slide, structure, and grading; pre school  
• CAPRI District Visit: 

o In October, the District had its regular District visit from CAPRI (California 
Association for Parks & Recreation Indemnity). Items discussed include 
accessibility, risk management, training, policies, grounds/facilities and safe work 
practices.  

▪ Action items and timelines include:  
▪ Review and update IIPP (BOD 11/12/2024) 
▪ Review and update Employee Handbook (BOD 12/10/2024; 

1/14/2025) 
▪ Resume safety committee meetings (1/2/2025) 
▪ CERT and HRD Employee Training/Compliance (1/2025) 
▪ Implement workplace violence training (1/2025) 
▪ Complete updated ADA assessment (3/2025) 
▪ Create an ADA policy and grievance form to be included on Rec 

website (1/2025) 
▪ Create/update cyber security policy (12/2025) 
▪ Improvements to HRD Property Rental form’s language 
▪ Implement functional capacity exams for full-time new hires 
▪ Per recommendation, removing babysitter terminology policy from 

handbook  
▪ Update Emergency Action Plan (EAP) 2021 (11/2024; BOD 

12/10/2024) 
▪ Update Hazard Communication Program (HCP) (1/2025, BOD 

1/14/2025) 
▪ Update Blood Borne Pathogens/Exposure and Control Plan (BPP) 

2021 (1/2025, BOD 1/14/2025) 
▪ COVID and RSV Plans (1/2025, BOD 1/14/2025) 

 

10 of 101



                               MEMORANDAUM 

Date:   November 12, 2024 

To:  Tamsen Burke, General Manager  

From:   Mike Koenig, K-8th Child Care Director  

Re:   ASP/IC Program Update 

 

CURRENT PROGRAM UPDATES 

• For November, the program’s enrollment has remained steady. Revenue and expenses are 
tracking as projected at 33% of fiscal year.   

• The program will begin advertising for the 2024-2025 school year this month.  Priority 
enrollment for highlands residents will begin January 8.  Currently enrolled family lottery will 
begin January 22.  New non-resident lottery will begin February 5. 

• Fall Camp 2024 was well received.  Registration exceeded the FY 2024-25 budget prediction and 
was 20% larger than Fall Camp 2023. 

• On October 31, the program had a Halloween party with the children. The kids got to hit pinata’s 
and do Halloween crafts. The party was a success and the children went home happy.  

• Winter Camp is now on the horizon.  This year, Winter Camp will be 5 days (12/19, 12/20, 12/23, 
1/2, 1/3) just like in 2023.  Program staff will begin advertising on November 1.  

• The program had its first Kids Night Out of the school year on October 18. The event was a 
success with 24 children enrolled.  The next Kids Night Out is scheduled for December 7.      

 
                 
 

UPCOMING EVENTS 

• December Kids Night Out planning/advertising/staffing   

• ASP/IC 2025-2026 registration 

• Winter Camp planning/staffing/scheduling 
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                               MEMORANDUM 

Date: November 12, 2024 

To: Tamsen Burke, General Manager 

From:  Janelle Slightam, Aquatics Coordinator 

Re:  Aquatics Program Staff Report  

PROGRAM UPDATES 

Lap and Recreational Swimming 

The daily sales for residents and non-residents increased by $700, while punch card sales saw 
almost $1,700 year-over-year growth. Additionally, the number of residents holding pool 
memberships rose to five, marking an increase of 3 residents compared to the previous year. Staff 
consistently maintain a welcoming and safe environment, ensuring that patrons have a positive 
experience and are motivated to return.  

Swim Lessons 

Revenue from private lessons increased by $1,300, reflecting the delivery of 12 additional lessons 
compared to the previous year. Group lesson revenue rose by $2,100, driven by the completion of 
more than 45 additional lessons. The increased availability of lessons was made possible by the 
hiring of additional swim instructors for the fall season, compared to the previous year. 

Swim Team 

In October, the Highlands Dolphins Aquatic Club welcomed 6 new swimmers, though the team 
also experienced some member departures due to the onset of seasonal sports. The team also had 
the opportunity to attend 2 swim meets.  

Recruitment is still underway to fill the swim coach position. The Aquatics Coordinator, GM and 
AGM are working together to finalize and start the interview process. 6 qualified candidates have 
been identified.  

 

OPERATIONS UPDATES 

Maintenance & Facility  

Replacement for the PACO pump is underway. Management expects to receive the new pump 
within 12 weeks.  
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Components of the ADA chair lift have been replaced, and a cover has been installed to help 
reduce future replacement costs.  

 

Staff Operations & Improvements 

The Aquatics Coordinator is actively enhancing staff operations at the pool by implementing more 
streamlined scheduling, improving communication among team members, and fostering a 
collaborative work environment. Additionally, by optimizing staffing levels and introducing more 
efficient operational procedures, management is helping to increase overall productivity and 
create a more positive experience for both staff and patrons in the Highlands community.  

2 experienced lifeguards and 1 swim instructor were hired in October.   
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                               MEMORANDUM 

Date: November 12, 2024 

To: HRD Board of Directors 

From: Julie Fernandez, Early Education Center Director 

Re: EEC Program Update 

Current Program Updates 

• Pumpkin patch, petting zoo and Halloween festivities were a success for the EEC 
• Teachers are beginning to display documentation boards in the classroom. 

o Curriculum documentation boards in a preschool room serve as visual records of 
children’s learning and development, helping to make the learning process visible 
to both children and families.  

o These boards display observations, photos, and examples of children’s work, which 
not only celebrate their achievements but also highlight the thinking and problem-
solving involved in their activities.  

o The benefits include promoting reflection, encouraging communication between 
teachers and families, fostering a sense of pride and ownership in children, and 
providing a tool for planning future learning experiences based on the children's 
interests and progress. 

• Emergent, Reggio curriculum has begun to be implemented more consistently in the 
classes. 

o An emergent, Reggio Emilia-inspired curriculum is a child-centered approach that 
emphasizes learning through exploration, creativity, and inquiry. It values the 
interests, ideas, and questions of children as the starting point for curriculum 
development, encouraging active participation and collaboration among children, 
teachers, and families. This approach fosters a rich, flexible learning environment 
where children are seen as capable, curious, and active co-creators of their own 
learning experiences. 

o There has been a lot of positive feedback from the families as they are seeing it 
more in the classroom.  

• Director attended the San Mateo Parent Preschool Fair on October 13. We received quite a 
bit of interest, including a couple tour requests.  

• We practiced a fire drill and earthquake drill on October 18, 2024. It went very well.  

Staffing 
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• A new teacher, Melissa Gomez, has started in the Monkey class.  
• We are still looking for a preschool educator for the Tiger classroom, however given our 

current enrollment numbers, we have not been aggressively searching. We are being 
intentional about finding the right fit for the class and program.  

Fiscal Impacts  
• Current Enrollment 

o Monkeys 8/8 enrolled 
▪ There are currently 9 children waitlisted for this class 
▪ 1 of which has already enrolled for January when one of the Monkeys 

transitions into the Chameleons.  
o Chameleons 11/18 enrolled 

▪ We are currently pending enrollment for a family to start this month at the 
earliest.  

o Tigers 14/18 enrolled  
• We are still enrolling for 14 more preschool spaces.  
• Tour requests have been picking up again, with several tours scheduled for this month 
• We are continuing to advertise enrollment for the EEC 

Upcoming Important Dates 

• November 8 – Early closure for a staff meeting 
• November 11- Closed for Veteran’s Day 
• November 15 - Parent Appreciation Breakfast 
• November 21- Children’s Thanksgiving lunch 
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MEMORANDAUM  

Date: November 5, 2024 

To: Megan Catmull, Assistant General Manager 
From: Julia Fior, Recreation Coordinator  
Re: Seasonal Programs and Rentals Update – November 2024 

 
EVENTS 

• The Highlands Senior Network went to their annual Harry’s Hofbrau lunch outing in October. In 

November they are planning to go to BJ’s Brewhouse for a lunch outing. 

o The HSN is continuing with their weekly Mahjong class on Tuesdays, 10:00am-12:00pm 

in the MPR; this is often followed by a lunch hour from 12:00pm-1:00pm for the group 

to remain in community and communicate upcoming events and needs to Rec staff. 

• HRD’s annual Halloween Family Fun Night was October 25, 6:30pm-8:30pm. Event attendance 

was around 385 guests, not including tickets for guests 2 and under.  

o 198 presale tickets were purchased, which is the highest number in 7 years. Tickets were 

sold for $8 for Highlands residents, $10 for non-residents, and $10 for all door tickets. 

o Changes to the 2024 event included: bringing in food trucks and a beer/wine vendor in 

lieu of selling food in-house and implementing a “Monster Bash” in the Gym for half of 

the event time. 

▪ Staff noted that there was positive feedback regarding outside food and drink 

vendors. Staff in Gym also noted that the community gave feedback they would 

like to see more time given to the Monster Bash dance. 

• HRD Teen Nights are schedule through the end of the year. Teen Nights are set to be no-cost 
events with the purpose of engaging the local teen community outside of volunteering events. 
The October and November events were not attended, but the December event is still 
scheduled for December 6, 6:30pm-8:30pm. This event will consist of ornament decorating, 
holiday treats, and other fun holiday themed activities. 

CLASSES 

• Fall Classes are currently running and will be active until the end of December. Overall, 
enrollments in our recurring classes are on par with previous seasons, but enrollments for other 
classes are down. 

o With Fall sports, it is believed that families have less availability to register for classes. 
o There seems to be an uptick in registrations for classes for the second Fall Session. 

• Winter Classes will begin in early January. This Winter’s schedule includes more options for 
evening, indoor sports for Youth, more fitness based classes for adults, and more weekday STEM 
classes for Youth. 
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• The 2025 Winter Activity Guide is in the printing process and will be sent digitally to the 
community as of November 8, 2024. Classes and events in the Winter Guide will span from early 
January – late March. 

o Resident Registration will open November 18, 2024. 
o Non-Resident Registration will open November 25, 2024. 

RENTALS 

• October had 93 rentals total: 

• Non Aquatic Rentals 
o 27 Recurring School Rentals – Odyssey School 
o 6 Scouts/Free rentals 
o 6 Recurring dance rentals 
o 1 Picnic Rental 
o 1 Tennis Court Rental 
o 1 Private MPR Rental 
o 1 Private Gym Rental 

• Aquatic Rentals 
o 15 SFM Diving Well rentals 
o 1 Pool Party 
o 24 School Lane rentals – Nueva & Odyssey 
o 6 Private Diving Well rentals 
o 4 Scuba Rentals 

• Rentals numbers have picked up with recurring groups returning, along with groups coming back 
from Pre-Covid. One school specifically will be renting pool lanes, the Gym, and the MPR. 

MISC. 

• HRD Social Media is primarily focusing on preparing the community for upcoming holiday 
closures, so there is maximums communication for the Winter Closure. Overall, engagement has 
been significantly higher on social media, especially with recapping holiday events for all 
departments. 

• Work on ease of HRD website use is still underway. One main target was implementing an EEC 
interest form in the website, giving families an easier step to inquire about tours, and 
expectedly making enrollment easier. This system is set to be implemented for other 
departments for programs like Swim Team. 

o Simplifying and streamlining inquiries like this will create a better user experience as 
well as have an easier space to track inquiries about programs. 
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                               MEMORANDUM 

Date: November 7, 2024 

To: Board of Directors 

From: Julie Fernandez, Early Education Director 

Re: EEC Enrollment and TK Program Update  

Introduction 

This report aims to update the current enrollment status of our program and explore the feasibility 
of introducing a half-day program (12:20-6:00 pm) for Transitional Kindergarten (TK) students to 
address enrollment gaps. 

Projected Timeline Accomplishments 

October (2024) - TK Parent Meeting to gauge program needs, expectations, and concerns.  
• Hosted zoom call with (13) parents in attendance  
• How many are going to enroll in the Annex TK program Fall 2025 – 100%, although a 

comparably priced program option at Highlands is their preferred option.  
• How many will be looking for half day care after Annex TK program – 50% (4 not in 

district, 2 aged out) 
• Cost / Funding – Financial impact to families biggest concern for EEC, TK (Annex),  
• What would be considered affordable or reasonable pricing for the program? TK 

daycare solution that is priced within a couple hundred dollars of the annex/ASP 
(per month).  

 
Updated Note: Based on minimum EEC enrollment, we approximate 6+ spots may be available for 
a TK program (increased participation may be viable if EEC enrollment declines), this has been 
corrected with the forecast and discussion with parents and reduced to 3 spots (based on 
enrollment goals and percentage of parents opting for Annex services) 

EEC Current and Forecasted Enrollment and Proposal (Attached) 

Discussion Points:  

1. Change in one preschool classroom to Toddler +2 based on retention of enrollment. 

2. Forecast enrollment retention year over year with greatest need Infant and Toddler +2, and 
2025 potential TK afterschool (3 children), may not be financially practical for HRD. 
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3. Staffing and Licensing requirements for Afterschool and Teacher training  

4. Financial consideration for the cost of half-day tuition (based on staffing) will be developed 
with the projected considerations:  

• Program must be financial break even in expense to revenue 
• Consideration of the cost may be projected 60% of EEC current tuition 
• Competitor pricing outline in Excel spreadsheet for comparable. 
• Contingent on operating inflation/operating costs 
• EEC would need to ensure that half-day tuition meets market standards.  

 
Challenges:  

• Available enrollment spaces at the time of program implementation.   
• Enrollment Timeline: Establishing a timeline for enrolling TK students into the half-

day program upon completion of EEC enrollment 
• Reserving spaces for half-day students would impact the availability of spaces for 

full-day students.  
• Transfer of EEC pre-school age to other TK After School programs with a 60-day 

notice. 
• Transfer from TK to ASP implications  

1. Financial loss of revenue 
2. Minimum # of enrollees to maintain TK program viability 

• Half Day TK Program  
• Staffing and Scheduling: To implement the TK after-school program, we 

would need to hire an additional educator to pick up children from 
Highlands Elementary School and supervise them in the program. Hiring a 
part-time educator to pick up children from Highlands Elementary School 
poses significant challenges.  In addition, scheduling conflicts: allocation of 
full-time educator as the TK after school teacher, address meal break 
requirements for non-exempt employees conflicts with shared classroom 
needs.  

• Half-Day TK Afterschool Program:  
• Potential Loss of Full-Time Enrollment: Allocating space for a TK 

afterschool program could reduce the number of spots available for full-
time preschool students, including infants transitioning from Monkeys to 
Chameleons or Chameleons to Tigers programs as they age up. The 
availability of spaces for younger children is important, especially as we see 
more waitlist demand for infant spots.   

▪ By prioritizing the TK afterschool program, we risk filling 
spots that could otherwise be filled by families who are 
eager to enroll younger children, thus limiting our ability to 
accommodate waitlisted families.  

• Space Constraints: Our current classroom and staffing configuration are 
optimized for full-time programs. Offering a half-day TK program would 
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require careful consideration of space allocation, especially since we have 
limited flexibility to rearrange class assignments without negatively 
impacting the overall student experience. This would be an important factor 
to consider due to the rest-time accommodation. Where would the TK 
students go while the other children sleeping, as providing a rest time is 
required by the state for our program and to maintain required ratios for 
lunch breaks.   

Projected Timeline 

October (2024) 
• TK Parent Meeting to gauge program needs, expectations, and concerns.  

November (2024)  
• Develop Fiscal Cost to EEC and TK: Conduct a thorough projection of how a 

supplemental program helps with the EEC income 
December (2024)  

• Presentation to HRD Board of Directors viability of TK Program Recommendation 
January/February (2025)  

• Monitor EEC enrollment to determine TK program enrollment capacity 
• Projected timeline for TK enrollment 

August (2025) 
• TK Program Implementation (if approved) 

 

 

Attachments: 

- HRD EEC Current and Forecasted Enrollment (TK) 2024 
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(Age Group)

2024
Current 

Enrollment
Note 1

Current 
Waitlist

Ratio 
Note 2

 2025 
Forecasted 
Enrollment

2024 
Current Cost

Cost 
Comparison 

Range
Note 3

2025
Preliminary Cost 

Consideration Note 
4

3-24 months 8 6 1:3 8
 $3276 NR 
$2979-Res 

$2900-$3970
$3,439 NR $3,095 

Res

3-18 months 
Note 5

2 1:3 4 $2900-$3970
$3,439 NR $3,095 

Res
Note 1: This is our capacity as stated by licensing
Note 2: This is what we are currently running at, however state licensing mandates a 1:4 ratio
Note 3: Cost comparison is derived from  peer early education centers (attached )
Note 4: This would be at a 5% increase to keep in within market standards

Note 5: Contingent on licensing approving a toddler option to be able to transition from preschool to young preschool & toddlers/two's.  

(Age Group)

2024
Current 

Enrollment
Current 
Waitlist

Ratio 
Note 2

 2025 
Forecasted 

Enrollment Note 5

2024
Current Cost

Cost 
Comparison 

Note 3

2025
Preliminary Cost 

Note 4

2 years-3 years 11 5 1:6 11
 $2992 NR 
$2720 Res 

$2290-$3150
 $3092 NR     $2783 

Res 

18 - 30 months 
Toddler & 2s

Note 5

1:6 14 $2580-$3300
 $3092 NR     $2783 

Res 

Note 1:  How many are currently enrolled in this class as a mixed age group
Note2: 1:6 is the ratio for a toddler class with children 18 months to 24 months, but is also the ratio the EEC keeps for preschool to maintain quality programming
Note 3: Cost comparison is derived from  peer early education centers (attached )
Note 4:  This preliminary cost would reflect if we are approved to accomodate younger children in this class grouping. 
Note 5: Contingent on licensing approving a toddler option to be able to transition from preschool to young preschool & toddlers/two's.  

Highlands Recreation District 
Early Education Center (DRAFT)

Chameleons

Monkeys 
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(Age Group)

Current 
Enrollment

Note 1

Current 
Waitlist

Ratio 
Note 2

Forecasted 2025 
Enrollment Note 5 Current Cost

Cost 
Comparison 

Note 3

Preliminary Rate 
2025
Note 4

36-60 months
3-5 years

14 4 1:6 10
$2992 NR 
$2720 Res

$2290-$3150
$2992 NR $2720 

Res

Note 5 1:9 15 $2290-$3150
$2992 NR $2720 

Res
Note 1:  How many are currently enrolled in this class as a mixed age group
Note 2: With the current age grouping, we offer a 1:6 ratio, in order to reflect lower enrollment for an older age group, we would bring the ratio to 1:9

Note 3: Cost comparison is derived from  peer early education centers (attached )

Note 4:  If we offered a 3 tier price system based on ratios offered, then this preschool rate would not change for the new school year

Note 5: Contingent on if licensing approves the toddler option to transition Tiger class to be grouped as an older preschool class of 3-4yr olds  

11/5/2024

(Age Group)

Current 
Enrollment Current 

Waitlist Ratio 
Forecasted 2025 
Enrollment Note 6 Current Cost

Cost 
Comparison 

Preliminary Rate 
2025

3.5-5.5 year old 13 0 1:12 3 $1350-$1730 $1496 NR

Note 5 Note 4 1:9 3 $1350-$1730 $1496 NR

Note 5: This is where you are transitioning from preschool - TK  

Tigers

Transitional 
Kindergarten (TK) 

Note: 7

Highlands Recreation District
Transitional Kindergarten (DRAFT)

Proposed: Two year plan of transition for TK Afterschool Care program contingent on:
(1) EEC and ASP licensing requirements 
(2) HRD facilities to accommodate
(3) Staffing (licensed)
(4) Budget Contigencies of profit/loss
(5) Other unknown factors to date

Plan Year 1: 2025 Program operated under Early Education Center

Note 4: Number of children that are TK eligible
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Note 6: That is the number of spaces we would have available to offer for an afterschool 
Note 7: Contingent on EEC Enrollment Available Space

(Age Group)

Current 
Enrollment Current 

Waitlist Ratio 
Forecasted 2025 

Enrollment Current Cost
Cost 

Comparison 

Preliminary Rate 
2025

TBD TBD TBD 1:14 TBD TBD TBD TBD

Note 5 Note 6

Note 7: Contingent on ASP Enrollment Available Space

11/5/2024

Plan Year 2: 2026 Program operated under HRD After School Program 

Transitional 
Kindergarten (TK)

Note: 7 
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                               MEMORANDUM 

Date:   November 4, 2024 

To:   HRD Board of Directors 

From:  Tamsen Burke, General Manager 

Re:  Draft 2025-2026 Budget Planning Schedule 

Background: 

After reviewing the process for the development and adoption of the Highlands Recreation 
District 2024-2025 Budget in compliance with the procedures outlined in the Government 
Code Title 6 Districts, Division 3 Community Service Districts, Part 3. Purposes, Services 
and Facilities Chapter 2, Finance (61100-61226.5), I am making a recommendation to the 
Board of Directors to adopt an operating budget schedule methodology and practice. 

What Is a Budget Planning Calendar? 
A budget planning calendar is necessary for the creation of complex budgets used by 
organizations and requires valuable data from departments to develop a comprehensive 
operating budget for fiscal year planning. In preparation of the schedule, the reference to 
CA Government Codes for Districts Finance below outlines preliminary budget processes 
which conform to generally accepted accounting and budgeting procedures for special 
districts.   
 

How a Budget Planning Calendar Works 
The budget planning calendar schedule outlines specific dates, roles and responsibilities 
of contributors/approvers, and deliverables in the preparation of an operating budget.  
 

Purpose of the Operating Budget Planning Cycle 

The purpose of the budget planning schedule is to provide directions, timing, and 
workflows for the Board of Directors, the General Manager, and Department Directors in 
the preparation of the operating budget for Board of Director approval on an annual basis. 
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In addition, to establish the methodology for determining and mapping out an 
organization’s short- and long-term financial goals and to mitigate budget challenges in the 
future to ensure the organizational success. The following are considerations outlined in 
the schedule for teams to navigate through the process. 

1. Determine operating budget planning process based Zero-based budget, static 
or incremental, performance-based budget, an activity-based budget, and a 
value proposition budget decisions for fund allocation and revenue goals. 

a. Provides opportunities to set realistic strategic direction of the Highlands 
Recreation District and aligns internal goals.  

b. Ensure financial stability for a balanced budget with operating expenses 
and revenue goals met. 

c. Establish funding priorities and identify revenue sources such as tuition, 
programs/rentals, and a foundation.  

d. Establish cost allocation for direct cost and indirect for cost recovery of 
shared resources/expenses. 

e. Establish resource prioritization for projects, deferred maintenance, on 
owned buildings, structures, and related HRD property. 

2. Develop key financial assumptions to forecast operating budget and 
deliverables. 

a. Property Tax, Grants, EARF   
b. Revenue Assumptions 
c. Fixed Cost - Workforce investment (compensation, and health care) 
d. Future growth, financial impacts, and uncertainty (inflation, emergency 

provisions), and  
e. Establish contingency planning and strategies to bridge budget gaps. 

3. Develop designated balances for short term obligations, capital infrastructure, 
catastrophic events, and reserves for economic uncertainty. 

4. Assess Financial Health including assets and liabilities, tax planning and 
strategies.  

5. Board of Director and newly elected members training on strategic direction and 
goals of the organization, financial planning, and compliance requirements for 
District Finance.  

Important Compliance Points: 

1. The Board of Directors adopts a preliminary budget that conforms to generally 
accepted accounting and budgeting procedures for special districts. 
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2. On or before July 1 of each year or, for districts using two one-year budgets or a 
biennial budget, every other year, the board of directors shall publish a notice 
stating all the following: 

a. Either that it has adopted a preliminary budget or that the general manager 
has prepared a proposed final budget which is available for inspection at a 
time and place within the district specified in the notice. 

b. The date, time, and place when the board of directors will meet to adopt the 
final budget and that any person may appear and speak regarding any item in 
the budget or regarding the addition of other items. 

c. The Board of Directors shall publish the notice at least two weeks before the 
hearing in at least one newspaper of general circulation in the district 
pursuant to Section 6061. 

d. 61113.  The board of directors shall adopt a resolution establishing its 
appropriations limit, if any, and make other necessary determinations for the 
following fiscal year pursuant to Article XIII B of the California Constitution 
and Division 9 (commencing with Section 7900). 

e. 61115.  The board of directors may, by resolution or ordinance, do the 
following: 

i. Establish rates or other charges for services and facilities that the 
district provides. 

ii. Provide for the collection and enforcement of those rates or other 
charges. 

3. On or before September 1 of each year or, for districts using two one-year budgets or 
a biennial budget, every other year, the board of directors shall adopt a final budget 
that conforms to generally accepted accounting and budgeting procedures for 
special districts. The general manager shall forward a copy of the final budget to the 
auditor of each county in which the district is located. 

 
Conclusion 
The Highlands Recreation District must articulate the practices and methodologies utilized 
in determining annual budgets which should result in justifiable distribution of cost and 
anticipated revenue on an annual basis through planning, preparation, and transparency 
through the planning and approval process. 

 

References: 
Government Code – GOV. TITLE 6. DISTRICTS [58000 - 62312] CHAPTER 2. Finance  
Attached: Budget Schedule for 2025-2026 
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Highlands Recreation District 

 DRAFT #1 (11/12/2024) 

Budget Development Timeline 2025-2026 

Role & Responsibilities: 

1. Role of the Management Team (General Manager/Asst. GM) - Develop Budget 

timeline, assumptions, narratives; conduct budget review sessions with 

Directors/Supervisors and recommend edits to budget requests; prepare the annual budget 

according to the HRD Bylaws and budget policies; recommend changes to the Finance 

Committee and Board of Directors. 

2. Role of the Department Directors and Supervisor - Prepare preliminary and annual 

budget requests. Work with the Management Team to review and edit annual budget 

requests. 

3. Role of Bookkeeper - Prepare Mid-Year Forecast. Work with Management Team to 

review and implement approved budget for accounting purposes.  

4. Role of the Finance Committee - Review and recommend budget schedule, allocations, 

policies, and annual budget to the Board of Directors. Conduct budget review sessions 

with General Supervisors and recommend edits to the budget requests. 

5. Role of the Budget Committee & Board - Approve the budget schedule, budget 

assumptions, policies, and annual budget. 

 

Schedule: 

November 2024  Management Team: Draft budget development timeline. Approve 

manager budget templates. 
 

November 2024  Board of Directors and/or Finance Committee: Review budget 

development timeline, guidelines for budget development, and 

budget compliance policies per Government Code Title 6 Districts, 

Division 3 Community Service Districts, Part 3. Purposes, Services 

and Facilities Chapter 2, Finance (61100-61226.5). 

December 2024  Board of Directors: Approve budget development timeline, 

guidelines for budget development, and budget policies. 

December 2024  Departments Directors & Supervisors: Approved budget 

development schedule is sent to all Directors & Supervisors. 
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January 2025  Department Directors & Supervisors: Identify milestones, 

review budget assumptions, develop narratives and contingency 

plans, and review budget template and procedures. 

Early January 2025  Departments Directors & Supervisors: Submit forecast for 

2024-2025 end of year to General Manager. 
 

January 2025  Management: Present 2024-2025 department goals status, 

forecast for end of year, and preliminary thoughts on 2025- 2026 

plans, program, and/or organizational changes to the Board of 

Directors.  
 

Board of Directors: Adopt resolution establishing appropriations 

limits, if any, and make other necessary determinations for the 

following fiscal year pursuant to Article XIII B of the California 

Constitution and Division 9 (commencing with Section 7900). 

 

New Board members budget training  

 
February 2025  Management: Distribute annual budget 2025-2026 request 

templates to departments. 

February 2025  Departments Directors & Supervisors: Annual budget 2025-

2026 requests due to General Manager. 

March 2025  Management Team & Finance Committee: Presentations of 

departmental budget requests.  
 

March 2025  Departments Directors & Supervisors: Provide responses to 

Finance  Committee inquiries to the Management Team. 

March 2025  Management Team: Review final requests and adjust budget 

April 2025 Finance Committee: 1st Read - Discuss annual budget requests, 

capital, equipment, and reserve expenditures and recommend 

edits.  

April 2025 Finance Committee: 2nd Read - Approve annual budget 

recommendation and forward to the Board. Approve capital, 

equipment and reserve expenditures and forward to the Board.  

May 2025 Board of Directors: 1st Read - Distribute annual budget, budget 

narrative, capital, equipment, and reserve expenditures 

recommendations to the Board for review.  
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May 2025  Board of Directors: 2nd Read - Approve annual budget 2025-2026 

as well as approve capital, equipment, and reserve expenditures.  

June 2025  Management Team: Prepare budget summary pages, signature 

pages, and complete packet. Prepare an action memo and list 

significant changes from 2025-2026. 

  

Bookkeeper: Prepare Budget Accounting (Quickbooks) 

  

July 2025 Management: 2025-2026 Budget Cycle Begins  
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  MEMORANDUM

Date: November 4, 2024 

To: HRD Board of Directors 

From: Tamsen Burke, General Manager 

Re: Draft AR & AP Schedule 2024-2025  

Overview:  In preparation of monthly financials for the Board of Directors, Department Directors, 
and General Manager, it was noted to the General Manager that reports were prepared with 
‘preliminary’ expenses, revenues, and sales/profits vs. monthly actuals due to timing of receipt of 
outstanding expenses and revenue received after monthly profit/loss, cash flow, balance sheets are 
presented to the Board of Director meetings. 

Example: Property Tax Revenue Report received 8.13.2024 and Profit increased in July 2024, $46K 
after BOD Meeting. 

Why Month to Close Schedule is important to Organizational Effectiveness Board of Directors 

• Minimize reoccurring revisions to the monthly statement.
• Accurate and reliable up-to-date records each month and throughout the year.
• Improved visibility of financial health
• Accurately highlight/forecast areas of improvements or gains.
• Improves preparedness for audits and tax filing as statements are in order.
• Improves bookkeeper time and efficiency in reporting without redundancy.
• Supports the development and documented standard procedures and authorizations.
• Minimize materiality.

Incorporating an accounts payable and receivable process and schedule ensures improved 
account management and oversight including purchasing/payment authorizations, strong 
compliance and internal controls, segregation of duties, and accurate reflections of HRD financial 
landscape. 
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Recommendation: Month to Close best practices 10-15 days after the month, with previous 
budgets presented to the Board of Directors the following month. 
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Dates and Deadlines 

Month Accounts Receivable Accounts Payable Month Close 

June* 7/8/2024 7/7/2024 7/15/2024

July 8/9/2024 8/9/2024 8/15/2024

August 9/6/2024 9/6/2024 9/16/2024

September 10/7/2024 10/7/2024 10/16/2024

October 11/8/2024 11/8/2024 11/15/2024

November 12/6/2024 12/6/2024 12/16/2024

December 1/6/2025 1/6/2025 1/16/2025

January 2/7/2025 2/7/2025 2/17/2025

February 3/7/2025 3/7/2025 3/17/2025

March 4/7/2025 4/7/2025 4/15/2025

April 5/9/2025 5/9/2025 5/16/2025

May 6/9/2025 6/9/2025 6/16/2025

June 6/23/2025 6/23/2025 6/30/2025
* Holiday Adjustment

Accounts Recievable - any unbilled invoice requests. If you have unbilled revenue and cannot submit for 
revenue, discuss with Bookkeeper to discuss purchase and amount for AR accrual.

Highlands Recreation District
Financial Month End Close Schedules

Accounts Payable - all outstanding expenses for payment. If you have any expenses that you cannot submit 
because you do not have an invoice, please reach out to Bookkeeper, to discuss purchase and amount for AP 
accrual.  Detail emailwith the vendor, amount of the expense, a description of the expense, and the 
associated GL code. 

Approved: 
Effective Date: 
Updated: 10/29/2024
Supersedes: NA
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                               MEMORANDUM 

Date:   November 12, 2024 

To:   Tamsen Burke, General Manager 

From:  Meg Catmull, Assistant General Manager 

Re:  Updated Injury and Illness Prevention Program (IIPP) Policy for Review 

 

Overview 

The current Injury and Illness Prevention Program (IIPP), last reviewed in September 2021, 
requires annual updates to remain compliant with California Title 8, Section 3203 and to 
enhance its effectiveness in meeting our district’s safety and health needs. This proposed 
revision incorporates clearer safety protocols, structured training requirements, and 
refined communication methods to strengthen our organization’s safety culture. 

Rationale for Updating the IIPP 

The updated IIPP policy is intended to: 

• Meet Updated Regulatory Standards: Aligning with current state requirements, the 
new policy ensures we remain compliant and responsive to regulatory changes. 

• Enhance Safety and Hazard Mitigation: By introducing systematic hazard 
assessment and correction methods, the policy minimizes workplace risks and 
prevents accidents. 

• Improve Clarity in Roles and Reporting: The updated 2024 IIPP clarifies the 
responsibilities of supervisors and employees in execution of the policy and 
supporting transparent and accountable safety practices. (IIPP Draft 20241022) to 
supersede (IIPP 2021). 

Key Changes from the 2021 Policy 
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1. Expanded Hazard Assessment and Correction 
The new policy includes more frequent and thorough hazard assessments, 
especially in high-use areas like aquatics and playgrounds. This approach ensures 
timely identification and resolution of potential hazards, documented through a 
more structured process (IIPP Draft 20241022) to supersede (IIPP 2021). 

2. Strengthened Reporting and Investigation Protocols 
Clear, structured guidelines for reporting and investigating workplace injuries and 
exposures are included to streamline incident management and facilitate quicker 
corrective action, helping to prevent recurrence (IIPP 2021).  

3. Comprehensive Training Requirements 
The revised policy mandates training for new hires, periodic refreshers, and 
specialized training tailored to specific job functions. This ensures all employees are 
well-equipped to adhere to safety practices, enhancing district-wide compliance 
(IIPP Draft 20241022) to supersede (IIPP 2021). 

4. Enhanced Communication and Employee Engagement 
The proposed policy emphasizes open communication channels, encouraging 
employees to report safety concerns without fear of reprisal. Regular safety 
meetings, training sessions, and posted guidelines foster an inclusive safety culture 
(IIPP Draft 20241022) to supersede (IIPP 2021). 

Request for Board Review 

Review of this updated IIPP policy will enable the district to adopt a more comprehensive, 
regulatory-compliant approach to workplace safety. The attached policy draft is provided 
for your review ahead of the upcoming board meeting.  

 

Attachments: 

Exhibit A- California Title 8, Section 3203 (Injury and Illness Prevention Program) 

Exhibit B- IIPP Draft 20241022 

Exhibit C- IIPP 2021 
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Exhibit A- California Title 8, Section 3203  

§3203. Injury and Illness Prevention Program. 

 
(a) Effective July 1, 1991, every employer shall establish, implement and maintain an effective 

Injury and Illness Prevention Program (Program). The Program shall 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. Substantial compliance with this provision includes recognition of employees 

who follow safe and healthful work practices, training and retraining programs, 

disciplinary actions, or any other such means that ensures employee compliance with safe 

and healthful 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. 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. 

Exception: Employers having fewer than 10 employees shall be permitted to communicate to and 

instruct employees orally in general safe work practices with specific instructions with respect to 

hazards unique to the employees' job assignments as compliance with subsection (a)(3). 

(4) Include procedures for identifying and evaluating workplace hazards including 

scheduled periodic inspections to identify unsafe conditions and work practices. 

Inspections shall be made to identify and evaluate hazards: 

(A) When the Program is first established. 

Exception: Those employers having in place on July 1, 1991, a written Injury and 

Illness Prevention Program complying with previously existing section 3203. 

(B) Whenever new substances, processes, procedures, or equipment are 

introduced to the workplace that represent a new occupational safety and health 

hazard; and 

(C) Whenever the employer is made aware of a new or previously unrecognized 

hazard. 

(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 based on the severity of the 

hazard: 

(A) When observed or discovered; and, 
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(B) When an imminent hazard exists which cannot be immediately abated without 

endangering employee(s) and/or property, remove all exposed personnel from the 

area except those necessary to correct the existing condition. Employees 

necessary to correct the hazardous condition shall be provided the necessary 

safeguards. 

(7) Provide training and instruction: 

(A) When the program is first established. 

Exception: Employers having in place on July 1, 1991, a written Injury and Illness Prevention 

Program complying with the previously existing Accident Prevention Program in Section 3203. 

(B) To all new employees. 

(C) To all employees given new job assignments for which training has not 

previously been received. 

(D) Whenever new substances, processes, procedures or equipment are introduced 

to the workplace and represent a new hazard. 

(E) Whenever the employer is made aware of a new or previously unrecognized 

hazard; and, 

(F) For supervisors to familiarize themselves with the safety and health hazards to 

which employees under their immediate direction and control may be exposed. 

(8) Allow employee access to the Program. 

(A) As used in this subsection: 

1. The term “access” means the right and opportunity to examine and receive a 

copy. 

2. The term “designated representative” means any individual or organization to 

whom an employee gives written authorization to exercise a right of access. A 

recognized or certified collective bargaining agent shall be treated automatically 

as a designated representative for the purpose of access to the Program. 

3. The term “written authorization” means a request provided to the employer 

containing the following information: 

a. The name and signature of the employee authorizing a designated 

representative to access the Program on the employee's behalf. 

b. The date of the request. 

c. The name of the designated representative (individual or organization) 

authorized to receive the Program on the employee's behalf; and 

d. The date upon which the written authorization will expire (if less than 

one (1) year). 

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

1. Provide access in a reasonable time, place, and manner, but in no event later 

than five (5) business days after the request for access is received from an 

employee or designated representative. 
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a. Whenever an employee or designated representative requests a copy of 

the Program, the employer shall provide the requester a printed copy of 

the Program, unless the employee or designated representative agrees to 

receive an electronic copy of the Program. 

b. One printed copy of the Program shall be provided free of charge. If the 

employee or designated representative requests additional copies of the 

Program within one (1) year of the previous request and the Program has 

not been updated with new information since the prior copy was provided, 

the employer may charge reasonable, non-discriminatory reproduction 

costs (per Section 3204(e)(1)(E)) for the additional copies. or, 

2. Provide unobstructed access through a company server or website, which 

allows an employee to review, print, and email the current version of the Program. 

Unobstructed access means that the employee, as part of his or her regular work 

duties, predictably and routinely uses the electronic means to communicate with 

management or coworkers. 

(C) The Program provided to the employee or designated representative need not include 

any of the records of the steps taken to implement and maintain the written Program. 

(D) If an employer has distinctly different and separate operations with distinctly separate 

and different Programs, the employer may limit access to the Program (or Programs) 

applicable to the employee requesting it. 

(E) The employer shall communicate the right and procedure to access the Program to all 

employees. 

(F) Nothing in this section is intended to preclude employees and collective bargaining 

agents from collectively bargaining to obtain access to information in addition to that 

available under this section. 

(b) Records of the steps taken to implement and maintain the Program shall include: 

(1) 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. These records shall 

be maintained for at least one (1) year; and 

Exception: Employers with fewer than 10 employees may elect to maintain the inspection 

records only until the hazard is corrected. 

(2) Documentation of 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. This documentation shall be maintained for at least one (1) year. 

EXCEPTION NO. 1: Employers with fewer than 10 employees can substantially comply with 

the documentation provision by maintaining a log of instructions provided to the employee with 

respect to the hazards unique to the employees' job assignment when first hired or assigned new 

duties. 
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EXCEPTION NO. 2: Training records of employees who have worked for less than one (1) year 

for the employer need not be retained beyond the term of employment if they are provided to the 

employee upon termination of employment. 

EXCEPTION NO. 3: For Employers with fewer than 20 employees who are in industries that are 

not on a designated list of high-hazard industries established by the Department of Industrial 

Relations (Department) and who have a Workers' Compensation Experience Modification Rate 

of 1.1 or less, and for any employers with fewer than 20 employees who are in industries on a 

designated list of low-hazard industries established by the Department, written documentation of 

the Program may be limited to the following requirements: 

A. Written documentation of the identity of the person or persons with authority 

and responsibility for implementing the program as required by subsection (a)(1). 

B. Written documentation of scheduled periodic inspections to identify unsafe 

conditions and work practices as required by subsection (a)(4). 

C. Written documentation of training and instruction as required by subsection 

(a)(7). 

Exception No. 4: Local governmental entities (any county, city, city and county, or district, or 

any public or quasi-public corporation or public agency therein, including any public entity, 

other than a state agency, that is a member of, or created by, a joint power agreement) are not 

required to keep records concerning the steps taken to implement and maintain the Program. 

 

Note1: Employers determined by the Division to have historically utilized seasonal or 

intermittent employees shall be deemed in compliance with respect to the requirements for a 

written Program if the employer adopts the Model Program prepared by the Division and 

complies with the requirements set forth therein. 

 

Note2: Employers in the construction industry who are required to be licensed under Chapter 9 

(commencing with Section 7000) of Division 3 of the Business and Professions Code may use 

records relating to employee training provided to the employer in connection with an 

occupational safety and health training program approved by the Division, and shall only be 

required to keep records of those steps taken to implement and maintain the program with 

respect to hazards specific to the employee's job duties. 

 

(c) Employers who elect to use a labor/management safety and health committee to comply with 

the communication requirements of subsection (a)(3) of this section shall be presumed to be in 

substantial compliance with subsection (a)(3) if the committee: 

(1) Meets regularly, but not less than quarterly. 

(2) Prepares and makes available to the affected employees, written records of the safety 

and health issues discussed at the committee meetings and maintained for review by the 

Division upon request. The committee meeting records shall be maintained for at least 

one (1) year. 

(3) Reviews results of the periodic, scheduled worksite inspections. 

(4) Reviews investigations of occupational accidents and causes of incidents resulting in 

occupational injury, occupational illness, or exposure to hazardous substances and, where 

appropriate, submits suggestions to management for the prevention of future incidents. 
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(5) Reviews investigations of alleged hazardous conditions brought to the attention of any 

committee member. When determined necessary by the committee, the committee may 

conduct its own inspection and investigation to assist in remedial solutions. 

(6) Submits recommendations to assist in the evaluation of employee safety suggestions; 

and 

(7) Upon request from the Division, verifies abatement action taken by the employer to 

abate citations issued by the Division. 

Note: Authority cited: Sections 142.3 and 6401.7, Labor Code. Reference: Sections 142.3 and 

6401.7, Labor Code. 

 

HISTORY 

1. New section filed 4-1-77; effective thirtieth day thereafter (Register 77, No. 14). For former 

history, see Register 74, No. 43. 

2. Editorial correction of subsection (a)(1) (Register 77, No. 41). 

3. Amendment of subsection (a)(2) filed 4-12-83; effective thirtieth day thereafter (Register 83, 

No. 16). 

4. Amendment filed 1-16-91; operative 2-15-91 (Register 91, No. 8). 

5. Editorial correction of subsections (a), (a)(2), (a)(4)(A) and (a)(7) (Register 91, No. 31). 

6. Change without regulatory effect amending subsection (a)(7)(F) filed 10-2-92; operative 11-2-

92 (Register 92, No. 40). 

7. Amendment of subsection (b)(2), Exception No. 1, new Exception No. 3 through Exception 

No. 4, Note2, and amendment of subsection (c)(2) filed 9-13-94; operative 9-13-94 pursuant to 

Government Code section 11346.2 (Register 94, No. 37). 

8. Editorial correction of subsections (a)(6)(A) and (a)(7)(A) (Register 95, No. 22). 

9. Amendment of subsections (b)(1)-(2) and (c)(2) filed 6-1-95; operative 7-3-95 (Register 95, 

No. 22). 

10. Editorial correction of subsection (a)(4) (Register 2002, No. 46). 

11. New subsections (a)(8)-(a)(8)(F) filed 3-3-2020; operative 7-1-2020 (Register 2020, No. 10). 
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INJURY AND ILLNESS PREVENTION PROGRAM FOR NON-HIGH 
HAZARD EMPLOYERS 

document contains information that requires font color attributes to be turned on in screen reader settings.  
 
Every California employer must establish, implement, and maintain a written Injury and Illness 
Prevention (IIPP) Program and a copy must be maintained at each workplace or at a central worksite if 
the employer has non-fixed worksites. The requirements for establishing, implementing, and maintaining 
an effective written injury and illness prevention program are contained in Title 8 of the California Code of 
Regulations, Section 3203 (T8 CCR 3203) and consist of the following elements: 
 

• Responsibility 
• Compliance 
• Communication 
• Hazard Assessment 
• Accident/Exposure Investigation 
• Hazard Correction 
• Training and Instruction 
• Employee access to the IIPP Program 
• Recordkeeping 

 
This model program was prepared for employers in industries determined by Cal/OSHA to be non-high 
hazard. You are not required to use this program. However, any employer in an industry which has been 
determined by Cal/OSHA as being non-high hazard who adopts, posts, and implements this model 
program in good faith is not subject to assessment of a civil penalty for a first violation of T8 CCR 3203. 
 
Proper use of this model program requires the IIPP Program administrator of your establishment to 
carefully review the requirements for each of the IIPP Program elements found in this model program, fill 
in the appropriate blank spaces and check those items that are applicable to your workplace. The 
recordkeeping section requires that the IIPP Program administrator select and implement the category 
appropriate for your establishment. Sample forms for hazard assessment and correction, 
accident/exposure investigation, and worker training and instruction are provided with this model 
program. 
 
This model program must be maintained by the employer to be effective. 

 
Read the Injury and Illness Prevention Program standard online:  

www.dir.ca.gov/title8/3203.html 
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INJURY AND ILLNESS PREVENTION PROGRAM POLICY 
Effective:  

Last Revised: 9/2021 
Last Reviewed: 10/22/2024 

 
 

POLICY PURPOSE 
 

To set forth the responsibilities and requirements for all Highlands Recreation District (HRD) and its 
employees to implement injury and illness prevention measures, protect employees from workplace 
hazards including infectious diseases, and ensure individual and institutional compliance with 
environmental health and safety regulations. This policy is required by California Title 8, General Industry 
Safety Orders, Section 3203. 

 
SCOPE AND APPLICATION 

 
This policy applies to all HRD employees located on their owned or leased property or engaged in business 
or activities in off-site locations. 

 
POLICY DETAILS 

 
HRD safety policies, practices and programs are designed not only to secure and protect the safety, health, 
and well-being of the HRD community but also to foster a protective and resilient safety culture.  This 
culture promotes shared responsibility for safety and encourages continuous improvement in safety 
practices.  These policies aligned with local, state, and federal regulatory standards and provide guidelines 
for injury and illness prevention, the response, investigation and remediation of occupational hazards and 
other unsafe conditions. 
 
HRD has established safety programs that require clear communication on specific hazards that include 
the Hazard Communication Program,  the Bloodborne Pathogens Program, and others. These programs, 
along with a commitment to safety culture, ensure that all members of the HRD community remain engaged 
and informed.  

 
RESPONSIBILITY 

 

EXECUTIVE MANAGEMENT  

The department AVC/Chair/Dean/Director must ensure that the IIPP is implemented in areas that fall 
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under their control. They are responsible for the following:  

1. Communicating management’s commitment to health and safety to their employees;  

2. Ensuring that areas under their control comply with internal and external regulations and 
guidelines;  

3. Providing individuals under their management with the authority and resources to develop and 
implement appropriate health and safety programs, practices and procedures;  

4. Designating a Department Safety Liaison  

PRINCIPAL INVESTIGATORS/SUPERVISORS/MANAGERS  

Supervisors play a key role in the implementation of HRD’s IIPP. They are responsible for the 
following:  

1. Encouraging a safe work culture by communicating HRD’s emphasis on health and safety to their 
staff;  

2. Modeling and enforcing safe and healthy work practices;  

3. Ensuring that employees are properly trained to complete all assigned tasks;  

4. Ensuring periodic inspection of workspaces under their authority;  

5. Stopping work that poses an imminent hazard to any employee;  

6. Implementing measures to eliminate or control workplace hazards;  

7. Developing safe work procedures such as Standard Operating Procedures (SOP) and Job Safety 
Analyses (JSA);  

8. Providing appropriate safety training and personal protective equipment to employees under 
their supervision;  

9. Reporting and investigating work related injuries and illnesses;  

10. Encouraging employees to report health and safety issues without fear of reprisal;  

11. Disciplining employees that do not comply with safe work practices; and  

12. Documenting employee training and departmental safety activities.   

 

EMPLOYEES  

All employees must comply with all applicable health and safety regulations, policies, and work 
practices. This includes, but is not limited to the following:  

1. Using personal protective equipment (where required);  

2. Actively participating in all required safety and health training;  

3. Learning about the potential hazards of assigned tasks and work areas;  

4. Complying with health and safety-related signs, posters, warnings and directions;  

5. Requesting information related to job safety whenever needed;  

6. Reporting all work-related injuries and illnesses promptly to their supervisor;  

7. Warning co-workers about defective equipment and other hazards;  

8. Reporting any unsafe or unhealthy conditions immediately to a supervisor and stopping work if it 
poses an imminent hazard;  
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9. Cooperating with incident investigations to determine the root cause;  

10. Participating in workplace safety inspections.  

 

HRDs SAFETY COMMITTEE 

Safety committees are important for successful facilities and programs. While not mandated, 
implementation of departmental safety committees is highly recommended. HRD Safety Committee 
are responsible for the following:  

1. Developing, implementing and maintaining the IIPP and department-specific IIPP Information; 
Assessing departmental compliance with applicable regulations and campus policies;  

2. Reviewing workplace inspections to identify any needed corrections; 

3. Reviewing reports of unsafe conditions that cannot be immediately corrected by an employee or 
supervisor, and coordinating any necessary corrective action;  

4. Conducting hazard and incident investigations to assist in establishing corrective actions;  

 

5. Tracking of correction of workplace hazards;  

6. Reviewing all departmental incident and injury investigations to ensure that all causes have been 
identified and corrected;  

7. Developing suggestions for employee training based on reviews of incidents/injuries;  

8. Reviewing employee safety suggestions and submitting recommendations for corrections to 
department management; and  

9. Preparing written meeting minutes, which are available to all affected employees upon request.  

 

The HRD Safety Committee should meet at least quarterly and have representatives for each 
employee within the department. Membership may rotate periodically. 

 
COMPLIANCE 

 
Management is responsible for ensuring that all safety and health policies and procedures are 
clearly communicated and understood by staff.  Managers and supervisor are expected to enforce 
rules fairly and uniformly across all aspects of HRD business, programs and services provided to the 
community.  All employees, including managers and supervisors, are responsible for complying with 
safe and healthy work practices. Our system of ensuring that all employees comply with these 
practices includes one or more of the following checked practices: 
 

☒ Informing employees of the provisions of our IIPP Program. 
☒ Training employees on policy and procedures of the IIPP Program. 
☒ Evaluating the safety performance of all employees. 
☒ Recognizing employees who perform safe and healthful work practices. 
☒ Providing training to employees whose safety performance is deficient. 
☒ Disciplining employees for failure to comply with safe and healthful work practices. 
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COMMUNICATION 
 

Open, two-way communication between management and staff on health and safety issues is 
essential to an injury-free and productive work environment.  The following system of 
communication is designed to facilitate a continuous flow of safety and health information between 
management and staff in a form that is readily understandable.  All managers and supervisors are 
responsible for communicating the provisions of this policy and occupational safety and health 
information with all employees  in a form readily understandable by all employees. Our 
communication system encourages all employees to inform their managers and supervisors about 
workplace hazards without fear of reprisal. 
 
Our communication system includes one or more of the following checked items: 
 

☒ New worker orientation including a discussion of safety and health policies and procedures. 
☒ Review of the provisions of the Highlands Recreation District IIPP Policy. 
☒ Annual workplace safety and health training programs. 
☒  Regularly scheduled safety meetings to discuss safety concerns, identified workplace 
hazards and corrective actions. 
☒ Posted or distributed safety information. 
☒ A system for employees to anonymously inform management about workplace hazards. 
☐ Our establishment has less than ten employees and communicates with and instructs 
employees orally about general safe work practices and hazards unique to each worker’s job 
assignment. 

HAZARD ASSESSMENT 
 

Periodic inspections to identify and evaluate workplace hazards shall be performed by a competent 
observer in the following areas of our workplace:  
 

Competent Observer Area 

Maintenance Manager Grounds & non-aquatics facilities 

Aquatics Supervisor Aquatics facilities (pool, pump room) 

 
Periodic inspections are performed according to the following schedule: 
 
1. Once a month for all facilities, once a week for playgrounds. 
2. When we initially established our IIPP Program. 
3. When new substances, processes, procedures, or equipment that present potential new 

hazards are introduced into our workplace. 
4. When new, previously unidentified hazards are recognized. 
5. When occupational injuries and illnesses occur. 
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6. Whenever workplace conditions warrant an inspection. 
 

ACCIDENT/EXPOSURE INVESTIGATIONS 
 

ON-SITE LOCATIONS 
Procedures for investigating workplace accidents and hazardous substance exposures on HRD 
property include: 
 
1. Completing an Incident/Accident Form 
2. Visiting the accident scene as soon as possible. 
3. Interviewing injured employees and witnesses. 
4. Examining the workplace for factors associated with accident/exposure. 
5. Determining the cause of the accident/exposure. 
6. Taking corrective action to prevent accident/exposure from recurring. 
7. Report a Worker’s Compensation form within one business day of the injury/illness or as soon as 

possible.  
8. Recording the findings and corrective actions taken on the Hazard and Correction Record Form 

 
OFF-SITE LOCATIONS 
Employees working off-site must report any injury or illness to their immediate supervisor 
immediately. If the initial report of the incident is made by phone, a follow up email shall be sent 
specifying the date, time and details about the injury or illness.  
 
The highest level supervisor traveling with the cohort of field workers to any off-site event or venue is 
responsible for making sure that the appropriate telephone numbers are programmed into the 
Traveling employee’s phone. 
 

 
HAZARD CORRECTION 

 
Unsafe or unhealthy work conditions, practices or procedures shall be corrected promptly based on 
the severity of the hazards. Hazards shall be corrected according to the following procedures: 
 
1. When observed or discovered. 
2. Unsafe equipment will be tagged with proper signage.  
3. When an imminent hazard exists that cannot be immediately abated without endangering 

employee(s) and/or property, we will remove all exposed employees from the area except those 
necessary to correct the existing condition. Employees necessary to correct the hazardous 
condition shall be provided with the necessary protection and should follow emergency 
shutdown procedures as provided in the Highlands Recreation District Emergency Action Plan 
(EAP).  

 
TRAINING AND INSTRUCTION 

 
Managers and administrators are responsible for ensuring that supervisors are trained or 
knowledgeable in the safety and health hazards to which employees under their immediate direction 
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and control may be exposed. 
 
Supervisors are responsible for ensuring that employees, contractors, and volunteers whom they 
supervise receive training to identify and protect themselves from workplace safety hazards in their 
specific work area, in a manner readily understood by all employees. 
 
All employees, including managers and supervisors, shall have training and instruction on general 
and job-specific safety and health practices. Training and instruction are provided as follows: 
 
1. When the IIPP Program was first established. 
2. To all new employees, except for construction employees who are provided training through a 

construction industry occupational safety and health program approved by Cal/OSHA. 
3. To all employees, new job assignments for which training has not previously been provided. 
4. Whenever new substances, processes, procedures, or equipment are introduced to the 

workplace and present a new hazard. 
5. Whenever we are made aware of a new or previously unrecognized hazard. 
6. To supervisors to familiarize them with the safety and health hazards to which employees under 

their immediate direction and control may be exposed. 
7. To all employees with respect to hazards specific to each employee’s job assignment. 
8. To all employees with safety practices and proper use of protective equipment.  
 
General workplace safety and health practices include, but are not limited to, the following: 
 
1. Implementation and maintenance of the IIPP Program. 
2. Emergency action and fire prevention plan including Imminent Hazards and Emergency 

Shutdown Procedure. 
3. Provisions for medical services and first aid, including emergency procedures. 
4. Prevention of musculoskeletal disorders, including proper lifting techniques. 
5. Proper housekeeping, such as keeping stairways and aisles clear, work areas neat and orderly, 

and promptly cleaning up spills. 
6. Prohibiting horseplay, scuffling, or other acts that tend to adversely influence safety. 
7. Proper storage to prevent stacking goods in an unstable manner and storing goods against 

doors, exits, fire extinguishing equipment and electrical panels. 
8. Proper reporting of hazards and accidents to supervisors. 
9. Hazard communication, including worker awareness of potential chemical hazards, and proper 

labeling of containers. 
10. Proper storage and handling of toxic and hazardous substances, including prohibiting eating or 

storing food and beverages in areas where they can become contaminated. 
 

 
EMPLOYEE ACCESS TO THE IIPPP 

 
Our employees – or their designated representatives - have the right to examine and receive a copy 
of our IIIPPP. This will be accomplished by: 

 
Providing unobstructed access through a company server or website (Paylocity), which allows an 
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employee to review, print, and email the current version of the Program. Unobstructed access 
means that the employee, as part of their regular work duties, predictably and routinely uses the 
electronic means to communicate with management or coworkers. 
 
This will be communicated to employees during their mandatory onboarding process.  
 

Any copy provided to an employee, or their designated representative need not include any of the 
records of the steps taken to implement and maintain the written IIPP Program. 
 
Where we have distinctly different and separate operations with distinctly separate and different 
IIPPPs, we may limit access to the IIPPP applicable to the employee requesting it. 
 
An employee must provide written authorization to make someone their “designated 
representative.” A recognized or certified collective bargaining agent will be treated automatically as 
a designated representative for access to the company IIPPP. The written authorization must include 
the following information: 
 
• The name and signature of the employee authorizing the designated representative. 
• The date of the request. 
• The name of the designated representative. 
• The date upon which the written authorization will expire (if less than 1 year). 
 

DOCUMENTATION AND RECORDKEEPING 
 
We have checked one of the following categories as our recordkeeping policy. 
 
☐ Category 1. Our establishment has twenty or more employees; has a workers' compensation 
modification rate of greater than 1.1 and is not on a designated low hazard industry list; or is on a 
designated high hazard industry list. We have taken the following steps to implement and 
maintain our IIPP Program: 

 
1. Records of hazard assessment inspections, including the person(s) or persons conducting 

the inspection, the unsafe conditions and work practices that have been identified and the 
action taken to correct the identified unsafe conditions and work practices, are recorded on 
a hazard assessment and correction form. 

2. Documentation of safety and health training, safety meetings for each worker, including the 
worker's name or other identifier, training dates, type(s) of training, and training providers are 
recorded on a worker training and instruction form. We also include the records relating to 
worker training provided by a construction industry occupational safety and health program 
approved by Cal/OSHA. 

 
Inspection records and training documentation will be maintained according to the following 
checked schedule: 
 
☐ For one year, except for training records of workers who have worked for less than one 
year which are provided to the worker upon termination of employment. 
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☐ Since we have less than ten workers, including managers and supervisors, we only 
maintain inspection records until the hazard is corrected and only maintain a log of 
instructions to workers with respect to worker job assignments when they are first hired or 
assigned new duties. 

 

☐ Category 2. Our establishment has fewer than twenty workers and is not on the designated 
high hazard industry list. We are also on a designated low hazard industry list or have a workers' 
compensation experience modification rate of 1.1 or less, and have taken the following steps to 
implement and maintain our IIPP Program:  

 
1. Records of hazard assessment inspections. 

 
2. Documentation of safety and health training for each worker.  

 
Inspection records and training documentation will be maintained according to the following 
checked schedule: 
 

☐ For one year, except for training records of workers who have worked for less than one 
year, which are provided to the worker upon termination of employment. 
☐ Since we have less than ten workers, including managers and supervisors, we maintain 
inspection records only until the hazard is corrected and only maintain a log of instructions 
to workers with respect to worker job assignments when they are first hired or assigned new 
duties. 

 
☒ Category 3. We are a local governmental entity (any county, city, or district, and any public or 
quasi-public corporation or public agency therein) and we are not required to keep written 
records of the steps taken to implement and maintain our IIPP Program. 
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FACILITY SAFETY INSPECTION REPORT 

 
Name of Inspector: ____________________________________ Date of Inspection: ______________ 
Current Weather: _________________________ Time of Inspection: _________________AM or PM 
 

Area of Inspection Satisfactory 
 

Not Satisfactory 
 

Course of Action & 
Date 
 

BUILDING INTERIOR/EXTERIOR –  
Gym 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
BUILDING INTERIOR/EXTERIOR –  
Social Room 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
BUILDING INTERIOR/EXTERIOR –  
Fitness Center 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Equipment    
H. Overall    
BUILDING INTERIOR/EXTERIOR –  
Admin Office 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
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D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
BUILDING INTERIOR/EXTERIOR –  
EEC, Reg Office & MPR 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
SPORTS Ct/ LIGHTS/FENCES/PATHWAYS    
A. Surfaces    
B. Lights    
C. Fences    
TENNIS COURTS 1-3    
A. Surfaces    
B. Nets    
C. Fences    
GROUNDS & PARKING LOT    
A. Surfaces    
B. Lights    
C. Overall    
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PLAYGROUNDS SAFETY INSPECTION REPORT 
 

Name of Inspector: ____________________________________ Date of Inspection: ______________ 
Current Weather: _________________________ Time of Inspection: _________________AM or PM 
 

Area of Inspection Satisfactory 
 

Not Satisfactory 
 

Course of Action & 
Date 
 

PLAYGROUND 
(Main) 

   

A. Structure    
B. Equipment    
C. Fences    
D. Depth of wood chips    
E. Splintered, cracked, or deteriorated wood 
or plastic 

   

F. Debris    
PLAYGROUND 
(EEC Preschool) 

   

A. Structure    
B. Equipment    
C. Fences    
D. Depth of wood chips    
E. Splintered, cracked, or deteriorated wood 
or plastic 

   

F. Debris    
PLAYGROUND 
(EEC Infant) 

   

A. Structure    
B. Equipment    
C. Fences    
D. Depth of wood chips    
E. Splintered, cracked, or deteriorated wood 
or plastic 

   

F. Debris    
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FACILITY SAFETY INSPECTION REPORT 
AQUATICS 

 
Name of Inspector: ____________________________________ Date of Inspection: ______________ 
Current Weather: _________________________ Time of Inspection: _________________AM or PM 
 

Area of Inspection Satisfactory 
 

Not 
Satisfactory 
 

Course of 
Action & 
Date 
 

BUILDING INTERIOR/EXTERIOR –  
Guard Room 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
BUILDING INTERIOR/EXTERIOR –  
Restrooms 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
BUILDING INTERIOR/EXTERIOR –  
Aquatics Office 

   

A. Lights    
B. Doors & Windows    
C. Outlet Covers    
D. Fire Extinguishers    
E. Fire Alarm Battery Check    
F. Smoke Detector Test    
G. Overall    
POOL DECK    
A. Surfaces    
B. Lights    

81 of 101



16  

C. Overall    
Area of Inspection Satisfactory 

 
Not 
Satisfactory 
 

Course of Action & Date 
 

POOL    
A. Surfaces    
B. Drains    
C. Gutters    
PUMP ROOM    
A. Surfaces/Walkways    

B. Chemical Storage    
C. Overall    
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INJURY & ILLNESS PREVENTION PROGRAM TRAINING  
DOCUMENTATION FORM 

 
Document departmental safety training sessions and place a copy with your departmental training records. Attach a 
copy of the training presentation outline or summary.  
Topic: ______________________________________________________  
Facilitator: __________________________________________________  
Objective(s) _________________________________________________  
Location: ____________________________________________________  
Date: ________________________Duration: ______________________ 
 

Employee Name Signature 
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HAZARD ASSESSMENT AND CORRECTION RECORD 
 

Date of Inspection:  Person Conducting Inspection:  

 
Unsafe Condition or Work Practice:  

Corrective Action Taken:   

Date of Inspection:  Person Conducting Inspection:  

Unsafe Condition or Work Practice:  

Corrective Action Taken:   

Date of Inspection:  Person Conducting Inspection:  

Unsafe Condition or Work Practice:  

Corrective Action Taken:   
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ACCIDENT/EXPOSURE INVESTIGATION REPORT 
 

Date & Time of Accident: 

Location: 

Accident Description:  

Employees Involved:  

The underlying cause(s) of the accident/exposure:  

Corrective Actions Taken:  

Manager Responsible:  

Date Completed: 
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  Cal/OSHA Consultation Service 
 

 
On-site Assistance Program Area Offices 

Northern California 
1750 Howe Avenue, Suite 490 
Sacramento, CA 95825 
(916) 263-0704 

 
 
 
 
San Francisco Bay Area 
1515 Clay Street, Suite 1103 
Oakland, CA 94612 
(510) 622-2891 
 

San Fernando Valley 
6150 Van Nuys Blvd., Suite 
307 Van Nuys, CA 91401 
(818) 901-5754 

Central Valley 
2550 Mariposa Mall, Room 2005 
Fresno, CA 93721 
(559) 445-6800 

 
San Bernardino 
464West 4th Street, Suite 339 
San Bernardino, CA 92401  
(909) 383-4567 

 

LA/Orange County  
1   Centerpointe Dr., Suite 150  
La Palma, CA 90623 
(714) 562-5525 

San Diego/ Imperial 
7575 Metropolitan Dr., Suite 204 San 
Diego, CA 92108 
(619) 767-2060 

Voluntary Protection Program Oakland, CA 94612 (510) 622-1081 

• Toll-free Number: 1-800-963-9424 • Internet: www.dir.ca.gov 
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Highlands Recreation District 
 

Injury and Illness Prevention Program 
 

 
Responsibility 
The Injury and Illness Prevention Program (IIP Program) is administered by the Aquatics Supervisor 
and he/she has the authority and responsibility for implementing the provisions of this program 
for the Highlands Recreation District. 
 
All managers and supervisors are responsible for implementing and maintaining the IIP Program in 
their work areas and for answering employee questions about the IIP Program.  A copy of this IIP 
Program is available from each supervisor. 
 

Compliance 

Management is responsible for ensuring that all safety and health policies and procedures are 
clearly communicated and understood by all staff.  Managers and supervisors are expected to 
enforce the rules fairly and uniformly. 
 
All staff is responsible for using safe work practices, for following directives, policies and 
procedures and for assisting in maintaining a safe work environment. 
 
The HRD will do the following to ensure all employees are in compliance with rules and safety 
procedures while at work in order to maintain a safe work environment for all staff and patrons: 
 

1. Inform staff of the provisions of our IIP Program 
2. Evaluate the safety performance of all staff 
3. Provide training to staff whose safety performance is deficient 
4. Discipline staff for failure to comply with safe and healthful work practices 

 

Communication 

Open, two-way communication between management and staff on health and safety issues is 
essential to an injury-free, productive workplace.  The following system of communication is 
designed to facilitate a continuous flow of safety and health information between management 
and staff in a form that is readily understandable and consists of the following items: 

1. New staff orientation including a discussion of safety and health policies and procedures. 
2. Effective communication of safety and health concerns between staff and supervisors 
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including translation where appropriate. 
3. Supervisors and Coordinators conduct quarterly Safety Meetings. 
4. Departments discuss Safety and Health in monthly Staff Meetings 
5. Safety Programs are posted within Departments. 
6. Staff has an obligation to and is required to report all workplace hazards without fear of 

reprisal. 
 

 

Hazard Assessment 

Periodic inspections to identify and evaluate workplace hazards shall be performed by the 
following competent observer(s) in the following areas of our workplace: 
 
Competent Observer      Area 
Aquatics Supervisor/Pool Coordinator/Head Guard  Pool and Pump Room 
Maintenance Supervisor/Supervisors/General Manager Building and Grounds 
 
Periodic inspections are performed according to the following schedule: 

1. Monthly (building and grounds) 
2. Weekly (pool) 
3. When we initially established our IIP Program 
4. When new substances, processes, procedures or equipment which present potential new 

hazards are introduced into our workplace 
5. When new, previously unidentified hazards are recognized 
6. When occupational injuries and illnesses occur 
7. Whenever workplace conditions warrant an inspection 

 
Periodic inspections consist of identification and evaluation of workplace hazards utilizing 
applicable sections of the attached Safety Checklist and any other effective methods to identify 
and evaluate workplace hazards. Sample inspection reports are attached. 
 

Accident/Exposure Investigations 

Procedures for investigating workplace accident and hazardous substance exposure include: 
1. Visiting the accident scene as soon as possible; 
2. Interviewing injured staff and witnesses as soon as possible 
3. Examining the workplace for factors associated with accident/exposure; 
4. Determining the cause of the accident/exposure; 
5. Taking corrective action to prevent the accident/exposure from recurring;   
6. Document investigations using the Accident, Injury, and Illness Investigation form. 
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Hazard Correction 

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely 
manner based on the severity of the hazards.  Hazards shall be corrected according to the 
following procedures: 

1. When observed or discovered 
2. When an imminent hazard exists, which cannot be immediately abated without 

endangering staff and/or property, we will remove all exposed workers form the area 
except those necessary to correct the existing condition.  Staff necessary to correct the 
hazardous condition shall be provided with the necessary protection 

3. All such actions taken and dates they are completed shall be documented on the Hazard 
Assessment and Correction Record Form 

 
  
 

Training and Instruction 

All staff, including managers and supervisors, shall have training and instruction on general and 
job-specific safety and health practices.  Training and instructions shall be provided as follows: 

1. When the IIP Program was first established 
2. When the IIP Program is updated 
3. To all new staff 
4. To all staff given new job assignments for which training has not been previously provided 
5.  Whenever new substances, processes, procedures or equipment are introduced to the 

workplace and represent a new hazard 
6. Whenever the employer is made aware of a new hazard 
7. To supervisors to familiarize them with the safety and health hazards to which staff under 

their immediate direction and control may be exposed 
8. To all staff with respect to hazards specific to each staff's job assignment 
9. During Annual All Staff Trainings 

 
Workplace safety and health training practices for all industries include, but are not limited to, the 
following: 
 

1. Explanation of the employer's IIP Program, emergency action plan and fire prevention plan, 
and measures for reporting any unsafe conditions, work practices, and injuries. 

2. Use of appropriate clothing, including gloves and personal protective equipment. 
3. Information about chemical hazards to which workers could be exposed and other hazard 

communication program information. 
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4. Availability of toilet, hand-washing and drinking facilities. 
5. Provisions for medical services and first aid including emergency procedures.   

 
In addition, we provide specific instructions to all staff regarding hazards unique to their job 
assignment, to the extent that such information was not already covered in other trainings. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Highlands Recreation District 

 

Accident, Injury and Illness Investigation Form 

 
 
Name of individual completing the form: ______________________________________________ 
 
Date and time of injury or illness: _____________________________________________________ 

Name(s) of the affected employee(s): 

________________________________________________________________________________ 

________________________________________________________________________________ 

98 of 101



 

 

Reviewed September 2021 

6 

Work area/job of affected employee(s): 

________________________________________________________________________________ 

________________________________________________________________________________ 

Nature of injury or illness: 

________________________________________________________________________________ 

________________________________________________________________________________ 

Part(s) of the body affected: 

________________________________________________________________________________ 

________________________________________________________________________________ 

What workplace condition, work practice or protective equipment contributed to the incident? 

________________________________________________________________________________ 

________________________________________________________________________________ 

Was a safety rule violated?   ____ Yes  ____ No  If yes, which one? 

________________________________________________________________________________ 

________________________________________________________________________________ 

What corrective actions will prevent recurrence? 

________________________________________________________________________________ 

________________________________________________________________________________ 

What other employee(s) may have witnessed the accident, or any event that led to the injury or 
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illness? 

________________________________________________________________________________ 

________________________________________________________________________________ 

Was the unsafe condition, practice or protective equipment problem corrected immediately? 

____ Yes  _____ No If no, what has been done? 

________________________________________________________________________________ 

________________________________________________________________________________ 

Until corrected, what actions have been taken to prevent recurrence in the interim? 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

 

 

 

 

 

 

Results of the investigation will be communicated to affected employees, management, and 
others responsible for follow-up actions. Employee will receive claim form in a timely manner and 
the incident will be reported to HRD Insurance within five days of the incident. 

Highlands Recreation District 
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Hazard Assessment and Correction Record 
 
Name of individual completing the form: ______________________________________________ 
 
Inspection Date: __________________________________________________________________ 

Area/Dept Inspected: ______________________________________________________________ 

Unsafe Condition or Work Practice: 
________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Corrective Action Taken: 
________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Corrective Action Date: ____________________________________________________________ 
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