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11.1 Foreword 
The County of Santa Clara is concerned for the safety of all persons on its property.  To keep County facilities 
free of potential hazards and limit liability exposure, it is important for employees to report all hazards on 
County property that could lead to potential physical injury or illness. 

Also, employees are encouraged to report happenings where trips, falls, slips, and "near misses" occur 
without injury.  Knowing where potential injury could occur will enable the County to mitigate the potential 
problem and continue keeping County facilities and operations a safe environment to work in. 

11.2 Introduction 
This chapter sets out the procedure for dealing with the reporting of hazards or complaints about safety in 
any County-operated locations. 

11.3 Applicability of Standard 
This policy applies to all County employees in all areas of employment.  

11.4 Steps to Reporting a Hazard 
(A procedural diagram for accomplishing these steps is provided in Appendix A.) 

Any employee observing a hazardous condition should first consider if the hazard presents a clear and 
immediate danger. 

1. If the danger is immediate (i.e., severe injury or major property damage could occur at any time), the 
employee should immediately take corrective action.  This can be accomplished by seeking out and 
informing the area supervisor, personally taking action to eliminate the hazard, or calling 911. 

2. If the threat of hazard is less severe, the employee should discuss the problem with their immediate 
supervisor. 

- If the employee feels the supervisor is taking appropriate action to correct the problem, the employee 
should continue to work with the supervisor to eliminate the hazard. 

- If the employee is not satisfied with the supervisor’s response to the problem, the employee may fill 
out a Hazard Report form (Appendix B).  Procedures for completing the form and submitting it are 
described on the form.  This form can be submitted anonymously.  Employees should be specific in 
the information that they provide, such as: locations, descriptions of conditions or activities, and 
suggestions for correction. 

11.5 Applicable Regulations 
CAL/OSHA, Title 8, CALIFORNIA CODE OF REGULATIONS, Section 3203 
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