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By  Tyler Nguyen 
 
It's February, meaning it’s time for the three-month period during which all Califor-
nia employers must post their summaries of work-related injuries and illnesses for 
the previous year. From February 1 through April 30, County departments are re-
quired to post Cal/OSHA Form 300A in a conspicuous place. 
 
Form 300A information comes from Cal/OSHA Log 300, which details work-related 
incidents. The summary includes information on types of injuries and illnesses that 
occurred, and their extent and outcome. It is intended to alert workers to possible 
hazards, and includes average number of employees at the workplace and hours 
used to calculate injury and illness rates. 
 
This requirement applies to all departments, budget units, entities or operations 
under the County of Santa Clara. 
 
To calculate the total hours worked by all employees in a department, take the 
number of full-time equivalent positions (FTEs) and multiply by 2000 (2000 hours 
are used by OSHA and Cal/OSHA) to arrive at the total hours worked by all em-
ployees in a County department.   De-
partment Heads must verify and certi-
fy the number of FTEs and total hours 
worked before signing and posting a 
Department’s Form 300A. 
 
County departments that experienced 
no workplace injuries or illnesses in 
2014 should post the form with zeroes 
across the total lines. Departments 
also must mail or otherwise provide 
an annual summary to employees 
who do not report at least weekly to a 
location where the summary is post-
ed. 
 
Contact Mr. Jim Menees (Jim.Menees@esa.sccgov.org) of the Workers’ Compen-
sation Department to get department-specific form 300s and 300As generated for 
your budget unit(s).  
 
Departments should send copies of the posted 300As to the attention of Mr. Tom 
Rudolph, OSEC Manager. 
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Taking Charge of Your Own Office Ergonomics 

By Tristan Robledo 

 

From time to time you may notice some discomfort while working at your desk, which is normal.  When this occurs 
you shouldn’t ignore it; it’s your body’s way of telling you that it needs a little attention.  Frequently, County employees 
ask me what is the best way to adjust their workstation, but adjusting your workstation alone isn’t enough.  It’s up to 
you to make changes and adopt good work habits to keep you healthy and ache free at work.  Here are some things 
you can do:  
 

 It’s your chair, adjust it properly.  Try to maintain 90 to 110 degree angles at knees, hips, and elbows when seated.  
Also, keep wrists and your back straight when seated and typing.  Ask a co-worker to look at your seated posture 
and return the favor.  

 

 When using the mouse, learn to use your entire arm and shoulder.  This action uses the larger muscles in your arm 
instead of overworking the smaller muscles and joints when simply using your wrist or elbow.  Also, place the 
mouse close enough to your body so that you don’t have to straighten your arm to use it.  

 

 Stand up.  Even if you can’t take a break or walk anywhere, stand up periodically throughout the day.  Standing up 
at least once an hour will help improve blood circulation, reduce contact stress, and may help with aches and pains.  
One simple way to help remind you to do this is by standing every time you use the phone.  Another way to design 
this into your routine is by using a shared printer that you have to walk over to use.  Also, instead of emailing or 
using the phone to discuss work, occasionally walk over and talk with a co-worker in person. 

 

 Take MICROBREAKS!  Along with standing, at least once 
an hour, take time to stretch.  Sitting in the same posi-
tion causes you to overuse certain muscles.  Pay atten-
tion to your body and perform some ergo stretches.  
Common sore parts may include shoulder and back or 
even forearms and wrists.  Don’t forget about your eyes, 
take 20 seconds to refocus your eyes on an object 20 
feet away.  This exercises the small muscles in your eyes 
and helps reduce eye strain.  Breaking away from the 
monitor also increases blinking and will help reduce eye 
fatigue. 

 
 Vary your work.  They are called Repetitive Strain Injuries (RSI) for a reason.   When possible, try mixing up your 

tasks throughout the day and try not to do the same thing for too long.  
 
You can find a stretching guide, ergonomic tips, presentations and other ergonomic resources on the OSEC site at 
http://www.sccgov.org/sites/osec/SafetyResources/Pages/ErgonomicResources.aspx.   
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Tailgate Topic: Distracted Driving 

              
By: Tristan Robledo 
 
 
It’s likely that everyone’s been guilty of distracted driving in one form or another.  Everyone knows not to use their 
phone while driving, but what about mental distractions.  Have you ever missed your exit or gotten home and can’t 
clearly remember the drive?  This isn’t to say that there’s nothing that can be done. In fact, it’s actually the opposite.  
Learning the different types of distractions is the start.  The next step is to recognize it when you are driving.  A new 
approach to distracted driving attempts to help with this task by categorizing distracted driving into three simple types:  
 
 
 
 Visual Distraction—Doing something that 

requires the driver to look away from the 
roadway.  Common visual distraction in-
clude sight seeing, rubbernecking, etc. 

 
 
 Manual Distraction—Doing something that 

requires the driver to take their hands off 
the steering wheel.  This may include using 
your phone, eating, adjusting your radio or 
navigation system, etc. 

 
 
 Mental Distraction—Thinking hard about 

something other than driving.  Mental dis-
traction occur frequently, but are more diffi-
cult to recognize.  Whatever the thought, if 
it’s distracting you it’s a hazard.  Mental dis-
tractions are particularly dangerous in resi-
dential areas where the road is shared with 
walkers, joggers, and bicyclists.   

 
 
 
According to the National Highway Traffic Safety Administration (NHTSA), over 420,000 people were injured involving 
distracted driving in the US during 2012.  It’s important to note that these statistics only include visual and manual dis-
tractions.  Whether driving for the County, commuting to and from work, or just stuck in traffic it’s hard enough to 
drive without distractions.  When you get behind the wheel, make a commitment to focus on driving and avoid visual, 
manual and mental driving distractions. 
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OSEC Updates  
By Tristan Robledo 
 
Happy New Year!  As we begin 2015, OSEC would like to thank all its Safety Coordinators 
and department volunteers who step up to the challenge and help make their respective de-
partments a little safer.   We are always looking for additional volunteers in departments 
with no Safety Coordinators. Please contact tristan.robledo@esa.sccgov.org to find out 
more.  We’d also like to thank our most recent helpers and Safety Coordinators for 2015:    
  
 Maxine Galaviz with County Executive Office 
 Craig Hailey with Sheriff’s Office 
 Matt Lara with Probation 
 Eva Munoz with Public Health, California Children’s Services 
 Daryl Ricasa with Controller/Treasurer Department 
 Elizabeth Rodriguez with Valley Health Plan 
 
Looking ahead, OSEC has many exciting activities planned for the coming year including office 
ergonomics training, a new workplace violence guide, online safety training, online safety vid-
eos, and much more.  For the latest updates check the OSEC homepage at http://
www.sccgov.org/sites/osec/Pages/osec.aspx.   

OSEC Mission Statement 
 

OSEC’s mission is to develop policies and to oversee the environmental health 
and safety programs applicable to the operations of the County of Santa Clara. 

OSEC assists in the training of County employees, the development of programs, 
and the impartial investigation of issues. OSEC evaluates and responds to the 
diverse needs of all agencies/departments and monitors activities to protect 

County employees and the public we serve.  


