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September 6, 2018
Dear APEI Members:
I am pleased to provide you with the 2018/19 edition of APEI’s Loss Control Manual. This
manual was created as part of our ongoing commitment to help our members achieve safe and
healthful workplaces, thereby reducing casualty and workers’ compensation claims and
insurance costs. The manual provides a step-by-step program with tools to aid you with the
common elements of an effective safety program.
Your commitment to the various elements of the loss control program can reduce the cost of
your insurance through both premium savings and by improving your loss history rating.
APEI’s premium credit program provides a way for members to save thousands of dollars by
earning credits toward future insurance premiums by reaching benchmarks established in the
program.
The manual is also available on our website at www.akpei.com. On APEI’s website you can
also find many helpful links and resources geared towards loss control, including our monthly
safety and risk management webinars and our new weekly blog. By registering on our
website, you can access all this information and much more.
Please share this manual within your organization. If you need a printed copy, please let us
know and we will send you one.
APEI updates its entire loss control program, and this manual, annually. Your suggestions for
ways to improve the program are always welcome.
Sincerely,

Barbara Thurston
Executive Director, APEI
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Contact Us
Telephone:
(907) 523-9400
(877) 587-2734 (Toll Free)
FAX:
(907) 586-2008
Mailing address:
Alaska Public Entity Insurance
2233 Jordan Ave
Juneau, AK 99801
E-mail:
Barbara Thurston, Executive Director: bthurston@akpei.com
Kyle Hardin, Property/Casualty Claims Manager: khardin@akpei.com
Jessica Garrett, WC Claims Manager: jgarrett@akpei.com
Carleen Mitchell, Administrative Manager: cmitchell@akpei.com
Chris Luck, Office Manager: cluck@akpei.com
Buffy Blais, WC Claims Examiner II: bblais@akpei.com
Cole Cummins, Loss Control Manager, ccummins@akpei.com
Julie McBrien, Data Analyst, jmcbrien@akpei.com
General Information: info@akpei.com
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Member Contact Information
Please let us know how APEI can get loss control and safety information to you.
The primary loss control and safety contact person for your organization will receive periodic
informational bulletins. This is the person we will contact if we have questions regarding your
safety and loss control programs and for arranging inspections or training.
Please send us a new sheet so we can make sure we have current information:
Organization Name: ____________________________________________________________
Organization Website: __________________________________________________________
Primary Loss Control Contact:
Name: _______________________________________________________________________
Title: _________________________________________________________________________
Mailing Address: _______________________________________________________________
Telephone: ____________________________________________________________________
Email: ________________________________________________________________________

Other Employees you would like to receive loss control information:
1. Name: _______________________________________________________________________
Title: _________________________________________________________________________
Mailing Address: _______________________________________________________________
Telephone: ____________________________________________________________________
Email: ________________________________________________________________________
2. Name: _______________________________________________________________________
Title: _________________________________________________________________________
Mailing Address: _______________________________________________________________
Telephone: ____________________________________________________________________
Email: ________________________________________________________________________

Scan and email this contact information to:
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About APEI
Alaska Public Entity Insurance (APEI) is a non-profit joint insurance arrangement that was started
by the Association of Alaska School Boards (AASB) in response to the property insurance crisis
existing in 1986. Since that time, it has expanded to encompass cities and boroughs in addition to
schools, and provides a full line of insurance coverage and risk management services. While we
may have evolved over the years, our purpose remains the same: we support our members by
providing cost effective coverage and support services designed for you. Our Board of Directors
consists of municipal and school district leaders and the Executive Director of the AASB.
Our bylaws require us to develop and administer a program of insurance to facilitate the availability
of coverage, lower costs, and provide claims administration and defense, and provide a program of
loss control services.
APEI provides the following coverages to our members:
• All Risk Property
• Earthquake & Flood
• Workers' Compensation
• General Liability
• Law Enforcement Liability
• Automobile Insurance
• Educators' Legal Liability
• Public Officials Liability
• Equipment Breakdown
• Student Accident Insurance
• Volunteer medical coverage
• Cyber Liability
• Crime Insurance
In addition to the standard coverages, we aid our members with coverage on:
• Marina Liability
• Airport Liability
• Non-owned Aircraft Liability
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The Seven Essential Elements of Loss Control
Safety and health programs can take many forms, all of which may be effective. We have chosen
to use the Seven Element approach for the sake of simplicity, understanding, and delivery of
support. Each element will be discussed in detail below.
1st Element—Management
The first element is the most important. You are the most important element of your
program.
Public Entity managers set the tone of a loss control or risk management program, establish
goals and objectives, allocate resources, and ensure that the program is effective and active.
Management of a loss control program includes involving employees through safety
committees, the assignment of safety officers, and holding supervisors responsible for the
implementation of the program. Typically, managers prepare the written safety policy
statement, make sure responsibilities are assigned, and track progress to make sure the
program is actually being followed.
Management must walk the talk to show that safety is more than just a motto; it is a
fundamental value of the organization. A culture of safety within the entire organization, and
all of its activities, is the goal.
2nd Element—Accident Reporting and Investigating
Accident reporting and investigations of those reports is a vital element of safety. Without
completing a proper investigation, you may not be able to identify the root causes of an
accident and thus prevent future losses. An effective accident investigation requires an
organized approach with specific duties assigned to a trained person and conducted in a
timely manner.
The investigation should provide enough information to allow a thorough analysis of the
contributing factors that lead up to the accident. Then a root cause can be determined and
appropriate interventions put into place to prevent future incidents arising from the
identified contributing factors.
Many organizations conduct investigations on incidents that don’t result in injuries as well as
injury-causing accidents, because they know that the circumstances that contributed to the
incident are the same that could cause an accident. Records of all investigations should be
maintained and should include a description of any corrective actions that were taken.
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3rd Element—Recordkeeping
Recordkeeping is the means of measuring how the safety program is performing and provides
information to allow you to communicate your progress. The minimum standard of
recordkeeping is the OSHA 300 form, which must be maintained for five years. Other forms
of recordkeeping may include claims histories, inspection reports, etc.
Maintaining the OSHA 300 log is a legal requirement and a means of developing information
for decisions as to where to allocate resources. The OSHA 300 logs are completed when an
employee is injured and receives medical treatment beyond first aid or is unable to come to
work. It is a way of benchmarking to see if you are performing as well as similar
organizations or significantly worse.
4th Element—Safety Analysis
There are several forms of analysis that relate to safety.
One type is the review of trends regarding incidents, claims, damage to property, etc., and an
evaluation of the effectiveness of inspection programs and corrective measures. This type of
analysis will help determine if particular areas need additional attention and if efforts are
successful.
Another form of analysis is the Job Safety Analysis (JSA). This is a review of job
responsibilities that identifies hazards and recommends corrective measures. The JSA is a
powerful tool in addressing specific job hazards. A form to assist in performing a Job Safety
Analysis is included later in this binder.
5th Element—Safety Inspections
A self-inspection program helps you detect unsafe conditions as well as unsafe acts.
Inspections help detect hazards before they rise to incidents or claims.
Self-inspections can help you determine where you need to allocate resources and how
critical corrective action is.
Self-inspections allow you to monitor housekeeping, maintenance, operations, and employee
behaviors. This knowledge permits proactive interventions before losses occur and provides
information about how effective your corrective actions have been.
6th Element—Health and Safety Training
Employee training is one of the most valuable tools in your accident prevention program.
Training is how you ensure that your employees have the knowledge to accomplish their
tasks safely. Training is required by regulation for certain activities and must be refreshed at
specific intervals for some subjects.
When considering training, it is important to remember that supervisors are the key to
effective safety and health programs as well as effective operations. Thus, supervisors should
receive the most intensive education on safety and supervision.
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Newly-hired employees should receive a new employee orientation, which includes a
discussion of your safety program, specific training on hazards in their workplace, and any
required safety training.
Training is not a one-time item. Frequent and recurring training helps reinforce the safety
message and build a safety attitude. Most accidents are caused by unsafe acts rather than
unsafe conditions. Training and supervision is how you address them. Training must be
documented in order to be considered part of your loss control premium credit program.
7th Element—Program Review
A good management system requires a periodic review to ensure that the system is operating
as intended. Safety is the same.
Your safety management program should be designed with an annual program review to
ensure that it is achieving your goals, is effective, is current, involves the right people, and
addresses all existing and emerging issues. Many organizations have the safety committee
prepare a “state of safety report” annually to let management and employees know of the
activities undertaken and the success or failure of initiatives.
Program reviews will also help you keep your program current on regulatory standards,
which are constantly evolving.

Loss Control Assistance
APEI is committed to your success. We provide support by phone, email, on-line training courses,
regional seminars, and loss control visits, to aid you in creating a safe and healthful workplace free
of injuries and losses.
We can only succeed with your involvement. Should you need help with any safety, loss control, or
risk control matters, please contacts us at:
Cole Cummins, Loss Control Manager
(907) 523-9470
ccummins@akpei.com
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Loss Control Grant Program
(Get stuff FREE!)
Safety Equipment and Training Grant
APEI’s emphasis on safety is reflected in our Loss Control Grant Program. Investment in safety
equipment, training, and promotion helps raise awareness of the importance of safety and its value
to employees. APEI offers grants starting at $1,000 to be applied to safety training or equipment,
including personal protective equipment.
Qualifying for the grant is easy! See the grant application on the next page or download it from the
APEI website www.akpei.com at the loss control material page under the education menu.
Our members always have great ideas for this grant. Some of last year’s purchases include travel
costs to attend training, winter snow cleats, automated emergency defibrillators (AED), air quality
monitors, and various personal protective equipment. If you’re having trouble figuring out what to
buy, review your employees’ hazard assessments and find out what personal protective equipment
you need to provide.
The amount of the safety grant available to members varies based on the member’s 2018/19
premium paid to APEI, as described in the table below:

Total Member
Premium

Maximum
Reimbursement
Amount for Safety
Grant

Less than $100,000

$1,000

$100,001 - $399,999

$2,000

$400,000 - $999,999

$3,000

$1 million or more

$5,000
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Here’s one of our favorite picks for spending that
money—snow and ice cleats to stop those winter
slips and falls! Many kinds are available: light and
heavy duty, for dress shoes and work shoes, and
with costs ranging from from $15 to $40.
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Safety Equipment and Training Grant Application Form
INSURED
Investment in safety equipment, training, and promotion helps raise the awareness of the
importance of safety and its value to employees. APEI offers grants in amounts ranging from
$1,000 to $5,000, depending on member size, that can be applied to safety training or safety
equipment.
INSTRUCTIONS:
• Answer the questions below.
• Sign and date the application, and give us contact information in case we have questions.
• Return the application to APEI at the above address.
1. Describe the training product or the safety equipment being purchased and tell us how it will
make your workplace safer. (You can attach product information.)
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

2. What is the total cost to your organization? ___________________________________
3. What is the grant amount you are requesting? ________________________________

________________
Name

________________
Title

______________________
Phone

__________________
Signature

________________
Date

______________________
Email

Loss Control Manual 2018/2019

Page 11

Active Safety Committees
What is an Active Safety Committee?
Safety committees are established to continually assess the work environment for risk and to take
measures to create a safe work environment. They are recommended by OSHA and are a critical
component of their Star and Voluntary Protection Programs (VPP) programs for outstanding safety
performers.
Safety committees are valuable tools for safety and are often used to:
•

Identify hazardous conditions in the workplace

•

Conduct monthly walk through inspections of facilities

•

Investigate and track injuries and accidents

•

Review accident investigations to evaluate the effectiveness of the investigation
and corrective recommendations

•

Review the effectiveness of the safety program and policies

•

Provide an annual report on the state of safety to management

•

Plan training and education programs for managers and workers

•

Help workers get the information they need to work safely

•

Review and approve new equipment before it is bought

•

Keep an open line of communications between management and workers on
safety issues

•

Aid with ergonomics programs

•

Promote safety through bulletin boards, newsletters, safety contests and fairs

Developing an Active Safety Committee
The first component of any effective safety and health program is management. Management
leadership and employee participation are complementary. Management must provide direction
and resources and accept safety as a fundamental value of the organization. Employees provide
input regarding conditions and can express their commitment by involving themselves in the
program. The primary method of involving employees is through an active safety committee. This
committee, formed by management, provides support for the safety program and helps keep it
effective and current.
Forming the safety committee is the first step. Generally, safety committees are formed with
representatives of management and workers. They are given a charge or scope of duties and
activities expected. The number of members is a management decision but generally is around 310 depending on the size of the organization.
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Many safety committees have one worker representative for each location or each department and
a sufficient number of management representatives (with decision making powers) to ensure that
a representative is always present to enable the committee to move forward on critical issues.
It is important that the safety committee meet regularly. Most effective committees meet at least
monthly and no less than bi-monthly. Attendance is important. The committee should meet
during normal work hours at a time convenient to the members. Participation in a safety
committee should be a paid activity for employees.
Committees should elect a chair and secretary. Some committees alternate the role of chairperson
between worker representatives and management so that there is a shared sense of responsibility.
To help make your safety committee active and responsive, minutes must be kept. All minutes
should be comprehensive and identify all matters discussed and actions taken or recommended by
the committee. Minutes should be signed by the chair and secretary, distributed to all members,
and posted on employee safety bulletin boards.
When activities are assigned to a member of the safety committee, these should be noted in the
minutes and a timeline established. At each meeting, members with assignments should report on
the status of their work.
A sample safety committee minutes form is attached. Resources can be provided by APEI to assist
you in creating an active safety committee.
Not only do active safety committees help maintain a safe workplace, they also help you save
money on your insurance premiums. You can receive a discount on your Workers’ Compensation
and General Liability premiums for maintaining an active safety committee. For more information
on how to save, go to the Premium Credit Program section of this manual.
Your APEI Loss Control Manager, Cole Cummins, is available to help with starting and running your
active safety committee. Cole is able to attend a committee meeting by telephone and discuss
organization, training, problem-solving and other matters to aid the safety committee in becoming
active and effective.
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Sample Safety Committee Meeting Minutes
Location: ______________________________________________________________________
Meeting Date: ________________________Chairperson: _______________________________
Start Time: __________________________End Time: _________________________________

Employee Members
Present

Management Members
Present

Members Absent

1. Agenda Items:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
2. Read/Approve/Correct previous minutes.
Approved: YES____
NO____
CORRECTIONS:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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3. Old Business
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
4. New Business
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
5. Report any hazards since last Safety Meeting:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
6. Review Accident and Inspection Reports:
ACTION/CORRECTION ITEMS:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Minutes Prepared by: ___________________________ Next Meeting Date: _______________
Chairperson: __________________________________________________________________
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Self-Inspections and Self-Audits
Each year, a number of APEI members are selected by the Alaska Occupational Safety and
Health (AKOSH) section for the High Hazard Targeting (HHT) System. The HHT system selects
employers around the state based on their worker’s compensation claim history, and notifies
them that over the next year, they will likely receive a surprise OSHA inspection. These
inspections usually result in citations identifying unsafe conditions that must be corrected, and
frequently fines.
Getting ready for OSHA: Self inspections and audits are great tools to prepare your workplace
and your employees for an OSHA inspection. Whether or not OSHA visits, you need to make
sure you are in compliance with all workplace safety rules. No workplace can be safe unless
efforts are made to identify conditions that increase risk of fire, injury, or other loss, and
changes are made to correct unsafe situations. Self-inspections and management audits are a
critical tool used to identify and allow corrections to reduce the risk of loss.
Benefits of Self-Inspections
•

A self-inspection program helps you detect unsafe conditions as well as unsafe acts.
Inspections help you detect hazards before they rise to incidents or claims.

•

Self-inspections can help you determine where you need to allocate resources and how
critical corrective action is.

•

Self-inspections allow you to monitor housekeeping, maintenance, operations, and
employee behaviors. This knowledge permits proactive interventions before losses
occur, and gives you information about how effective your corrective actions have been.

Benefits of Self-Audits
•

Self-audits allow managers to share knowledge of regulatory requirements and promote
safety awareness.

•

Quality control specialist W. Edward Deming estimated that 85% of all errors (accidents)
were due to a systems failure (management failure) rather than employee error.
Management self-audits help uncover those “systems” failures in loss control so future
accidents can be prevented.

In addition to the benefits of making your workplace safer and saving you the inconvenience of
fire loss and employee injury, completing the Fire/Safety Self-Inspection and the Safety Program
Self-Audit on the following pages can earn you credit on your insurance premiums. See the
Premium Credit Program section for more information.
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Alaska Public Entity Insurance
2233 Jordan Ave, Juneau, AK 99801
Phone (907) 586-9400 Fax (907) 586-2008 ccummins@akpei.com

Semi-Annual Fire/Safety Self-Inspection Checklist
Entity:

Date:

Site Name & Location:

Inspected By:

Date of Inspection:

Site Manager:

For unsatisfactory conditions, describe on reverse side and indicate corrective action taken. For
items that do not apply, denote by “N/A”.

SPRINKLERS

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Yes

No

N/A

Notes

All sprinkler valves accessible and locked open.
All sprinkler heads unobstructed (Storage 18
inches below sprinkler head deflectors.)
Annual Sprinkler Inspection and Certification (Date)
Monthly alarm and valve supervisory tests.
2” drain test satisfactory. (Date)

FIRE ALARMS
Fire alarm boxes accessible.
All alarms and panels tested monthly.
Alarms, horns, or bells audible in all areas of building.
Alarms connected to local fire department or
answering service.
Automatic heat and /or smoke detectors properly
placed and free of dust, etc.
Standby batteries available.

FIRE DOORS
Doors in good working condition and kept closed.
Are any exit or fire doors blocked, chained, locked,
partially blocked, obstructed by cabinets, coat
racks, boxes, etc.?
Automatic door closers in good operating condition.
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FIRE EXTINGUISHERS AND HOSE STATIONS

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Yes

No

N/A

Notes

All employees familiar with location and operation
of extinguishers.
All extinguishers unobstructed.
Weekly visual and monthly recorded inspections
of extinguishers with annual servicing and
hydrostatic testing where necessary.
Hoses and nozzles in good condition and in place.

EMERGENCY PLANNING
Does the facility have a formal written emergency
action plan?
Are evacuation charts or diagrams posted in each
work areas and hallways?

HEATING AND COOKING EQUIPMENT
HEATING EQUIPMENT
Cleaned and serviced at least annually.
Combustible safeguards in accordance with state
and local codes.
Combustible storage kept out of boiler or furnace room.
COOKING EQUIPMENT
Hoods, ducts, ovens, ranges and filters cleaned on
a regular schedule.
Fixed extinguishing system serviced on a regular
basis and maintained by contract.
Vapor globes on lights in hood.

ELECTRICAL HAZARDS
All junction boxes and outlets have covers.
Are there indications of frequent replacement of
fuses and/or resetting of circuit breakers which would
indicate overloading of electrical circuits?
All light and appliance cords in the open and
not concealed or covered.
Regular inspections of cords, outlets, and switches.
Are multiple-plug adapters used?
Circuit breaker panels properly covered.
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GENERAL

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Yes

No

N/A

Notes

Combustibles kept away from portable heaters.
Building and yard areas clear and free of refuse and
high dry grass.
All areas under elevated floors free of refuse
and enclosed.
Waste materials stored in covered metal containers.

FLAMMABLE LIQUIDS AND COMPRESSED
GASES
Flammable liquids properly stored in “UL” listed
safety cans and stored in metal cabinets.
Compressed gas cylinders stored in designated
areas away from heat producing devices.
Cylinders properly secured and capped when not in use.

LABORATORY/SCIENCE ROOM
Is there an ongoing inventory of all chemicals in stock?
Properly stored in safety cans and vented cabinets.
Safe disposal methods of outdated chemicals.

EMERGENCY LIGHTING
In the event of an electrical power failure or
interruption of service in the building, is automatic or
manually operated emergency lighting available?
Is the emergency lighting tested on a regular monthly
basis with results recorded
Do the buildings have exterior flood lights from dusk to
dawn around the perimeter of the property?
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Yes

MISCELLANEOUS

No

N/A

Notes

Building maintenance and housekeeping in order.
All exits, corridors, stairways, doors, and outside fire
escapes free of obstructions.
Wood shop housekeeping in good order.
Auto shop/maintenance, proper parts washing tanks
and
U.L. waste cans provided.
Smoking regulations enforced.
Month and date of last fire drill.
Is there an existing working motion detector security
system?
Is the facility monitored after work hours by law
enforcement or other personnel?
Are incidents of vandalism and forcible entry reported
and recorded?
Is there a specific person designated to secure a facility
at the close of business or following any after-hours
activity?
Are vehicles always locked when unattended?
Are housekeeping, equipment/material storage, and
slip/fall hazards kept in check by routine, documented
self-inspection procedures.

To the best of my knowledge the foregoing conditions have been checked accurately as a result of
a routine fire/safety inspection. Corrective action has been taken to remedy those deficiencies
noted. (Use reverse side of forms to describe corrective action.) When completed, the inspection
form should be submitted to the City or District Office risk management or safety department for
review.
_________________________________________

______________________________

Inspected by

Date

_________________________________________

______________________________

Superintendent or City Manager
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Alaska Public Entity Insurance
2233 Jordan Ave, Juneau, AK 99801
Phone (907) 586-9400 Fax (907) 586-2008 ccummins@akpei.com

Employee Safety Program Self-Audit Checklist
This is a management team meeting project for reviewing and revising your
safety program. Sign a master copy and keep on file.
A “No” answer for any question may indicate an increased safety risk to employees. The questions also serve as
reminders for things you need to consider. Use the back if you need more room for notes. For more information
about any topic, contact your APEI Loss Control Manager.

Does the written Safety and Health Program have
the following elements?
1.

Yes

No

Yes

No

Notes

Management commitment and leadership?

2.

Safety performance standards for managers and
supervisors?

3.

Employee involvement/safety committee?

4.

Written safety rules/procedures?

5.

Safety inspections/hazard assessments?

6.

Loss prevention and control techniques?

7.

Regulatory compliance activities?

8.

Safety and health training?

9.

Accident reporting and investigation?

10.

Return to Work Policy?

11.

Are all managers, supervisors and employees trained
in this program?

Do managers:
12.

Periodically conduct or attend department safety
meetings?

13.

Personally review all serious accidents and near
misses?

14.

Insure that all supervisors are held accountable for
safety?

15.

Make at least one safety inspection/planned safety
observation of their department or employees per
quarter?

16.

Recognize outstanding safety performance?

17.

Periodically attend safety training sessions?
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Do managers:
18.

Talk to their employees about safety and health
issues?

19.

Follow all safety rules and procedures?

20.

Require supervisors to complete at least one safety
project per year?

21.

Encourage their supervisors to attend outside safety
training programs?

22.

Provide adequate resources for accident prevention?

23.

Include safety in each supervisor’s job
description/performance standard?

24.

Does your human resources department participate
in employment practices risk management decisions?

Do supervisors:
25.

Conduct safety meetings with their employees?

26.

Perform periodic safety inspections of their
department?

27.

Take appropriate actions to correct safety rule
violations?

28.

Talk to their employees at least once a quarter
regarding safety and health issues?

29.

Promptly complete and submit accident investigation
reports?

30.

Conduct job specific safety training for their new
employees?

31.

Attend supervisory safety training programs?

32.

Conduct periodic planned safety observations of their
employees?

33.

Identify and complete at least one safety project
annually?

34.

Review and respond promptly to employee safety
suggestions?

35.

Initiate immediate actions to correct unsafe
conditions/acts?

Does the Safety Manager/Coordinator for your
Organization:
36.

Conduct formal safety and health inspections?

37.

Encourage employees to submit safety suggestions?

38.

Attend at least one departmental safety meeting
each quarter?
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Does the Safety Manager/Coordinator for your
Organization:
39.

Participate in the investigation of serious injuries and
near misses?

40.

Coordinate regulatory compliance activities?

41.

Conduct/coordinate safety training for current
employees/supervisors?

42.

Conduct/coordinate new employee safety
orientation training?

43.

Attend 1-2 professional development courses
annually?

44.

Review accident statistics and Workers’
Compensation costs?

45.

Serve as chairperson or member of the safety
committee?

Do Employees:
46.

Follow all established safety rules and procedures?

47.

Report unsafe conditions and accidents to their
supervisor?

48.

Attend all required safety training programs?

49.

Submit safety suggestions?

50.

Maintain proper housekeeping within their work
areas?

Does your organization have a safety committee? If
so, does it:
51.

Perform periodic safety inspections?

52.

Meet at least quarterly?

53.

Review all accidents?

54.

Recommend safety program improvements?

55.

Monitor safety program effectiveness?

56.

Take timely action on safety suggestions?

57.

Maintain and publish minutes of each meeting?

Safety and Health Inspections
58.

Does your organization conduct formal safety and
health inspections?

59.

Does inspection team set time limits for correcting
deficiencies?
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Notes
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No

Notes
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No

Notes

Yes

No
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Does the program include inspections of the
following:
60.

Employee work areas?

61.

Machines/power tools?

62.

Parking lots/sidewalks?

63.

Powered industrial trucks?

64.

Ventilation systems?

65.

Emergency eye wash units/showers?

66.

Chemical storage areas?

67.

Electrical panels/wiring?

68.

Loading docks?

69.

Fire extinguishers?

70.

Ladders?

Regulatory
71.

Does your organization have a written bloodborne
pathogen exposure control plan?

72.

Does your organization have a written confined space
entry program?

73.

Does your organization have a written policy on
hazard assessment for and use of personal protective
equipment?

74.

Does your organization have a written chemical
hazard communication program?

75.

Does your organization have a written lab safety
program?

76.

Does your organization have a written lockout/tagout
program?

77.

Does your organization have a written hearing
conservation program?

78.

Does your organization have a written program for
powered industrial truck safety?

79.

Are employee chemical exposures and medical
records maintained for the duration of employment,
plus 30 years?

80.

Does your organization provide personal protective
equipment where needed based upon a written
hazard assessment?

81.

Does your organization conduct exposure monitoring
when required by an OSHA standard or by requested
by an employee?

82.

Does your organization conduct/provide medical
examinations when required?
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Safety and Health Training
83.

Do managers receive safety and health training?

84.

Do supervisors receive safety and health training?

85.

Do safety committee members receive safety and
health training?

86.

Do employees receive safety and health training?

87.

Is training attendance mandatory?

88.

Is all safety and health training documented?

Is your organization currently conducting training
on the following subjects:
89.

Accident Investigation

90.

Confined Space Entry

91.

Hazard Communication

92.

Powered Industrial Trucks

93.

Electrical Safety

94.

Lab Safety

95.

Lockout/Tagout

96.

Back Injury Prevention

97.

Office Safety

98.

Ergonomics/Body Mechanics

99.

Respiratory Protection

Yes

No

Notes

Yes

No

Notes

100. Safety Fundamentals for Supervisors
101. Bloodborne Pathogens
102. Hearing Conservation
103. Fall Protection
104. Workplace Violence
105. Emergency Response Procedures
106. First Aid/CPR?
107. Do employees receive annual and/or refresher

training when required by an OSHA standard?
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OSHA Injury and Illness Log

Yes

No

Notes

Yes

No

Notes

Yes

No

Notes

108. Does your organization maintain a current OSHA 300

log?
109. Is the annual summary posted each February through

April?
110. Has the person responsible for the log received

training on how to maintain the log?
111. Are occupational illnesses, lost workday and

restricted day cases properly recorded on the OSHA
log?

Injury/Illness Prevention Activities
112. Does your organization use engineering controls (i.e.

adjustable workstations, mechanical lifting devises,
ventilation systems, etc.) and/or administrative
controls (i.e. job rotation) to prevent or control
workplace injuries and illnesses?
113. Does your organization use safety posters, health

fairs, etc. to promote health and safety?
114. Has a Job Safety Analysis (JSA) been completed for

each hazardous job?
115. Has your organization developed an effective

ergonomics program that includes hazard
assessments and supervisory and employee training?
116. Are safety and health requirements and concerns

considered when purchasing new machines,
equipment, and chemical products?

Accident Reporting and Investigation
117. Are all workplace injuries and illnesses reported and

investigated?
118. Are near misses and vehicle-related accidents

reported and investigated?
119. Are supervisors required to complete a separate

Accident Investigation Report?
120. Are accident prevention programs and activities

based upon an analysis of accident reports and injury
and illness rates?
121. Do you perform root cause analysis on all serious

incidents?
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Emergency Preparedness

Yes

No

Notes

122. Does your organization have a current Emergency

Response Plan?
123. Are emergency phone numbers and building

evacuation maps conspicuously posted?
124. Do all personnel know how to respond to an

emergency such as a fire?
125. Does your organization conduct periodic disaster

drills?
126. Are alarms tested at least once per month?

Management team sign below: The Safety Program Self-Audit items and ideas for program
improvement were discussed by the management team. Proposals and action plans were
made based on the discussion.

_______________________________________
Management Self-Audit Team Leader

_______________________
Date

_______________________________________
Management Self-Audit Team Member

_______________________
Date

_______________________________________
Management Self-Audit Team Member

_______________________
Date

_______________________________________
Management Self-Audit Team Member

_______________________
Date

_______________________________________
Management Self-Audit Team Member

_______________________
Date
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Loss Control Tools
APEI strives to offer its members the tools they need to reduce the frequency and severity
of potential losses. Through on-site inspections, Human Resources, safety, and risk
management training, APEI’s loss control program works to provide the knowledge
necessary to help mitigate these losses. In this section, you will find information about
resources that can be helpful in assisting your municipality or school district achieve your
goals of reducing your losses and making your entity a safer place.
Receive Free Legal Advice
Through its attorney service coverage, APEI provides up to one hour of paid legal service
regarding the termination of an employee. In fact, coverage for Employment Practices claims
is contingent upon the member consulting with an attorney of their choice prior to
terminating an employee. It is highly recommended members take advantage of this service,
as failure to obtain or follow the attorney’s advice will directly impact coverage.
Globally Harmonized System (GHS) – The New HAZCOM
Standard
This informational document helps explain the new Hazard Communication Standard and
how it affects your organization. It lists the new pictograms that show the hazards contained
in the chemicals as well as the new format for the Safety Data Sheets (SDSs).
Job Hazard Analysis Form (JHA)
The job hazard analysis form allows you to identify the hazards in your workplace and
minimize them before the job is performed. The JHA form can be used for hazard awareness,
new employee training, for accident investigations, and for informing employees of specific
job hazards and the protective measures that can be taken.
Personal Protective Equipment (PPE) Hazard Assessment
Certification
Like the JHA form, the personal protective equipment hazard assessment helps identify
hazards in the workplace and what PPE is required to keep you safe. This assessment goes
over all parts of the body and allows you to appropriately choose the right PPE for each job
task.
School Safety and Security Checklist
The School Safety and Security Checklist is one that all schools should be using. The checklist
is designed to help evaluate the safety and security of your school by periodically looking at
your facilities as well as your organization’s policies and procedures.

Loss Control Manual 2018/2019

Page 28

Alaska Public Entity Insurance
2233 Jordan Ave.
Juneau, AK 99801
khardin@akpei.com

LEGAL FEE REIMBURSEMENT
Attorney Consultation Requirement
Coverage for wrongful termination and derivative claims shall be contingent on the member
conferring with an attorney of the member’s choice before terminating an employee and then
utilizing the services of an attorney to handle any pre-termination procedures. Wrongful termination
and derivative claims may include but are not limited to allegations of wrongful termination,
negligent infliction of emotional distress, intentional infliction of emotional distress, retaliation,
punitive damages relating directly to the termination, claims for damages associated with loss of
employment including but not limited to back wages, future wages, loss of employment benefits,
and any other such claims that arise from the termination. “Terminating an employee” includes any
action to end the employment relationship, including any non-retention or non-renewal of an
employment contract. Failure to follow the attorney’s advice, such as terminating an employee after
receiving advice not to, will eliminate all coverage.
APEI, through its attorney service coverage, can provide up to one hour of paid legal service for this.
INSURED MEMBER:

INSTRUCTIONS:
• Answer the questions below.
• Sign and date the reimbursement request, and give us contact information in case we
have questions.
• Return the reimbursement request to APEI at the above address
• Attach copies of the attorney invoices
1. Describe the personnel issue or action being considered (You can attach
documentation if preferred.)

Loss Control Manual 2018/2019

Page 29

2. How many employees are involved?

3. The name of the attorney consulted?

4. What was the total cost to your organization for this consultation?

5. What is the reimbursement amount you are requesting?

__

Print your name

Signature

Title

Phone

Date

E-mail
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Hazard Communication Standard (HCS)
All employees must be trained on the new HCS. The HCS is the OSHA hazard safety standard that
coordinates chemical hazard and safety information and symbols with other countries. This
coordination of chemical safety classification and labeling is called the Globally Harmonized
System (GHS).
The HCS requires pictograms on
labels to alert users of the chemical
hazards to which they may be
exposed. Each pictogram consists
of a symbol on a white background
framed within a red border and
represents a distinct hazard(s). The
pictogram on the label is
determined by the chemical hazard
classification. Labels must have:
• pictograms,
• a signal word,
• hazard and precautionary
statements,
• the product identifier, and
• supplier information.

HCS Pictograms and Hazards
Health Hazard

Flame

Carcinogen
Mutagenicity
Reproductive Toxicity
Respiratory
Sensitizer Aspiration
Toxicity

Gas Cylinder

Exclamation Mark
Flammables
Pyrophorics
Self-Heating
Emits Flammable
Gas Self-Reactives
Organic Peroxides

Corrosion
Gases Under Pressure

Flame Over Circle
Oxidizers
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Irritant (skin and eye)
Skin Sensitizer
Acute Toxicity
Narcotic Effects
Respiratory Tract
Irritant

Exploding Bomb
Skin Corrosion/Burns
Eye Damage
Corrosive to Metals

Environment (Non-Mandatory)
Aquatic Toxicity

Explosives
Self-Reactives
Organic Peroxides

Skull and Crossbones
Acute toxicity
(fatal or
toxic)
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Hazard Communication Safety Data Sheets
Employers must ensure that Safety Data Sheets (SDSs) are readily accessible to all employees.
The HCS requires chemical manufacturers, distributors, or importers to provide SDSs (formerly
known as Material Safety Data Sheets or MSDSs) to communicate the hazards of hazardous
chemical products. The HCS requires the new SDSs to be in a uniform format, and include the
section numbers, the headings, and associated information under the headings below:
Section 1:

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

Section 2:

Hazard(s) identification includes all hazards regarding the chemical; required label
elements.

Section 3:

Composition/information on ingredients includes information on chemical
ingredients; trade secret claims.

Section 4:

First-aid measures includes important symptoms/effects, acute, delayed; required
treatment.

Section 5:

Fire-fighting measures lists suitable extinguishing techniques, equipment; chemical
hazards from fire.

Section 6:

Accidental release measures lists emergency procedures; protective equipment;
proper methods of containment and cleanup.

Section 7:

Handling and storage lists precautions for safe handling and storage, including
incompatibilities.

Section 8:

Exposure controls/personal protection lists OSHA's Permissible Exposure Limits
(PELs); Threshold Limit Values (TLVs); appropriate engineering controls; personal
protective equipment (PPE).

Section 9:
Section 10:

Physical and chemical properties lists the chemical's characteristics.
Stability, and reactivity lists chemical stability and possibility of hazardous
reactions.
Toxicological information includes routes of exposure; related symptoms, acute
and chronic effects; numerical measures of toxicity.

Section 11:
Section 12:

Ecological Information

Section 13:

Disposal considerations

Section 14:

Transport information

Section 15:

Regulatory information

Section 16:

Other information includes the date of preparation or last revision.
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Job Safety Analysis Form
COMPANY/ORGANIZATION:

JOB TITLE (and number if applicable):
Page

DATE:

REVISED

of JSA No

TITLE OF PERSON WHO DOES JOB:

SUPERVISOR:

ANALYSIS BY:

PLANT/LOCATION:

DEPARTMENT:

REVIEWED BY:
APPROVED BY:

REQUIRED AND/OR RECOMMENDED PERSONAL PROTECTIVE EQUIPMENT:

SEQUENCE OF BASIC JOB STEPS
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NEW:

POTENTIAL HAZARDS

RECOMMENDED ACTION OR PROCEDURE
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INSTRUCTIONS FOR COMPLETING THE JOB SAFETY ANALYSIS FORM
Job Safety Analysis (JSA) is an important accident prevention tool that works by finding hazards and eliminating or minimizing them before the job is performed, and before they have a chance
to become accidents. Use JSA for job clarification and hazard awareness, as a guide in new employee training, for periodic contacts and for retraining of senior employees, as a refresher on
jobs which run infrequently, as an accident investigation tool, and for informing employees of specific job hazards and protective measures.
Set priorities for doing JSAs: jobs that have a history of many accidents, jobs that have produced disabling injuries, jobs with high potential for disabling injury or death, and new jobs with no
accident history.
Select a job to be analyzed. Before filling out this form, consider the following: The purpose of the job – What has to be done? Who has to do it? The activities involved – How is it done?
When is it done? Where is it done?
In summary, to complete this form you should consider the purpose of the job, the activities it involves, and the hazards it presents. If you are not familiar with a particular job or operation,
interview an employee who is. In addition, observing an employee performing the job, or “walking through" the operation step by step may give additional insight into potential hazards. You
may also wish to videotape the job and analyze it.
Here's how to do each of the three parts of a Job Safety Analysis:

SEQUENCE OF BASIC JOB STEPS
Examining a specific job by breaking it down into a series of
steps or tasks, will enable you to discover potential hazards
employees may encounter.
Each job operation will consist of a set of steps or tasks. For
example, the job might be to move a box from a conveyor in
the receiving area to a shelf in the storage area. To
determine where a step begins or ends, look for a change of
activity, change in direction or movement.
Picking up the box from the conveyor and placing it on a hand
truck is one step. The next step might be to push the loaded
hand truck to the storage area (a change in activity). Moving
the boxes from the hand truck and placing them on the shelf
is another step. The final step might be returning the hand
truck to the receiving area.
Be sure to list all the steps needed to perform the job. Some
steps may not be performed each time; an example could be
checking the casters on the hand truck. However, if that step
is generally part of the job, it should be listed.

POTENTIAL HAZARDS

RECOMMENDED ACTION OR PROCEDURE

A hazard is a potential danger. The purpose of the Job Safety
Analysis is to identify ALL hazards – both those produced by
the environment or conditions and those connected with the
job procedure.

Using the first two columns as a guide, decide what actions or
procedures are necessary to eliminate or minimize the
hazards that could lead to an accident, injury, or occupational
illness.

To identify hazards, ask yourself these questions about each
step:

Begin by trying to: 1) engineer the hazard out;

Is there a danger of the employee striking against, being
struck by, or otherwise making injurious contact with an
object?
Can the employee be caught in, by, or between objects?

Could the employee suffer strains from pushing, pulling,
lifting, bending, or twisting?

List the recommended safe operating procedures. Begin with
an action word. Say exactly what needs to be done to correct
the hazard, such as, “lift using your leg muscles.” Avoid
general statements such as, “be careful.”

Is the environment hazardous to safety and/or health (toxic
gas, vapor, mist, fumes, dust, heat, or radiation)?

List the required or recommended personal protective
equipment necessary to perform each step of the job.

Close observation and knowledge of the job is important.
Examine each step carefully to find and identify hazards – the
actions, conditions, and possibilities that could lead to an
accident.

Give a recommended action or procedure for each hazard.

Is there potential for slipping, tripping, or falling?

Compiling an accurate and complete list of potential hazards
will allow you to develop the recommended safe job
procedures needed to prevent accidents.
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2) provide guards, safety devices, etc.; 3) provide personal
protective equipment; 4) provide job instruction training; 5)
maintain good housekeeping; and 6) insure good ergonomics
(positioning the person in relation to the machine or other
elements in such a way as to improve safety).
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Serious hazards should be corrected immediately. The JSA
should then be changed to reflect the new conditions.
Finally, review your input on all three columns for accuracy
and completeness. Determine if the recommended actions
or procedures have been put in place. Re-evaluate the job
safety analysis as necessary.

Hazard Assessment and Certification Personal
Protective Equipment (PPE)
Organization:

Location:

Job Classification:

Operation/Process:

Person performing assessment:

Title:

THE FOLLOWING HAZARDS HAVE BEEN NOTED
Part of Body
Hands

Hazard
Penetration-sharp objects
Penetration-animal bites
Penetration-rough objects
Chemical(s)
Type(s):
Extreme cold
Extreme heat
Blood
Electrical shock
Vibration-power tools
Other:

Eyes and Face

Impact-flying objects,
chips, sand, or dirt
Nuisance dust
UV light-welding, cutting,
torch brazing or soldering
Chemical-splashing liquid
Chemical-irritating mists
Hot sparks-grinding
Splashing molten metal
Glare/High Intensity
lights
Laser operations
Other:
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Required PPE

Notes

Leather/cut resistant gloves
Leather/cut resistant gloves
General purpose work gloves
Chemical resistant gloves;
Type:
Insulated gloves
Heat/flame resistant gloves
Latex or nitrile gloves
Insulated rubber gloves;
Type:
Cotton, leather, or antivibration gloves
Other:
Safety glasses w/side shields
Glasses/goggles w/face shield
Impact goggles
Welding goggles
Welding helmet/shield
w/safety glasses & side shields
Chemical goggles/ face shield
Chemical splash goggles
Safety glasses w/side shields
Glasses/goggles w/face shield
Safety goggles w/face shield
Shaded safety glasses
Laser spectacles or goggles
Other
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Part of Body

Hazard

Required PPE

Notes

Exposure to noise levels (85
dBA 8-hour TWA)
Exposure to sparks
Other:

Ear muffs, plugs or ear caps
Leather welding hood
Other:

Nuisance dust/mist
Welding fumes
Asbestos
Pesticides
Paint spray
Organic vapors
Acid gases
Oxygen deficient/toxic or
IDLH atmosphere
Other:

Disposable dust/mist mask
Welding respirator
Respirator w/HEPA filter
Respirator w/pesticide cartridges
Respirator w/paint spray
cartridges
Respirator w/organic cartridges
Respirator w/acid gas
cartridges
SCBA or Type C airline respirator
Other:

Feet

Impact-heavy objects
Compression-rolling or
pinching objects/vehicles
Slippery or wet surface
Penetration-sharp objects
Penetration-chemical
Splashing-chemical
Exposure to extreme cold
Other:

Steel toe safety shoes
Leather boots or safety shoes
w/metatarsal guards
Slip resistant soles
Puncture resistant soles
Chemical resistant boots/covers
Rubber boots/closed top shoes
Insulated boots or shoes
Other:

Head

Struck by falling object
Struck against fixed object
Electrical-contact with
exposed wires/conductors
Other:

Hard hat/cap
Class A
Class B
Class C
Other:

Body

Impact-flying objects
Moving vehicles
Penetration-sharp objects
Electrical-static discharge
Hot metal or sparks
Chemical(s)

Ears
Respiratory
System

Long sleeves/ apron/ coat
Traffic vest
Cut-resistant sleeves, wristlets
Static control coats/coveralls
Flame-resistant jacket/ pants
Lab coat or apron/sleeves
Insulated jacket, hood
Body harness and lanyard

CERTIFICATION: I certify that I personally performed the above Hazard Assessment on the date
indicated. This document is a Certification of the Hazard Assessment.
Signed by:
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SCHOOL SAFETY and SECURITY CHECKLIST
School District:

Campus:

Building:

Team members:

Date:

Team leader signature:

Instructions: This checklist is designed to help evaluate the safety and security of your school. The best way to use
it is to form teams to conduct the survey at locations other than their own to keep observations neutral and objective.
Each survey team should ensure that local law and fire personnel are invited to help with the evaluations and
planning. Audit Team members should review the following documents and materials, preferably in advance of the
on-site visit:
1. Student / Staff Code of Conduct
2. Data on Student Discipline Referrals
3. Criminal Data (reported by the school and by the surrounding community)
4. Blueprint of the school
5. Crisis Management Plan
The checklist does not take the place of crisis management plans or emergency plans but supports the testing and
adequacy of these plans. Standards set by Alaska law under AS 14.33.100 must be met and followed where they may
conflict with the items on the checklist. School safety and security requires policies and procedures for management
of disciplinary issues and dangerous students as outlined in AS 14.33.110.
You can contact Cole Cummins, your APEI Loss Control Manager, if you have questions or need assistance
ccummins@akpei.com or at 907-523-9470

SCHOOL EXTERIOR AND PLAY AREAS

Yes

No

Implement

Improve

1. School grounds are fenced.
2. If yes, what kind of fencing?
3. If yes, approximate height (Security fencing should meet
zoning and code standards. Best height prevents
unauthorized entry and is 6-8 ft tall with a turned top to
restrict scaling) Are gates secured by locks?
4. There is one clearly marked and designated entrance for
visitors
5. Signs are posted for visitors to report to main office through a
designated entrance.
6. Restricted areas are clearly marked
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7. Shrubs and foliage are trimmed to allow for good line of sight.
(3'-0"/8'-0" rule)
8. All poisonous shrubs, trees, and foliage have been removed.
9. Shrubs near building have been trimmed "up" to allow view
of bottom of building
10. Bus loading and drop-off zones are clearly defined.
11. Access to bus loading area is restricted to other vehicles
during loading/unloading.
12. Staff is assigned to bus loading/drop off areas.
13. There is a schedule for maintenance of:
a. Outside lights
b. Locks/Hardware
c. Storage Sheds
d. Windows
e. Other exterior buildings
14. Parent drop-off and pick-up area is clearly defined. Speed
bumps are in place to restrict vehicle speeds.
15. There is adequate lighting around the building.
16. Lighting is provided at entrances and points of possible
intrusion.
17. The school ground is free from trash or debris.
18. The school is free of graffiti.
19. Play areas are fenced.
Visual surveillance of playground
areas is possible from a single point.
20. Playground equipment has tamper-proof fasteners
21. Visual surveillance of bicycle racks is possible.
22. Visual surveillance of parking lots from main office is
possible
23. Parking lot is lighted properly and all lights are functioning
24. Accessible light lenses are protected by some unbreakable
material
25. All areas of school buildings and grounds are accessible to
patrolling security vehicles.
26. Driver education vehicles are secure.
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27. Students/Staff are issued parking stickers for assigned
parking areas
28. Student access to parking area is restricted to arrival and
dismissal times.
29. Staff and visitor parking has been designated
30. Outside hardware has been removed from all doors except
at points of entry.
31. Ground floor windows:
a. no broken panes,
b. locking hardware in working order
32. Basement windows are protected with grill or well cover.
33. Doors are locked when classrooms are vacant.
34. High-risk areas are protected by high security locks and an
alarm system
a. Main office
b. Cafeteria
c. Computer Labs
d. Industrial Arts rooms
e. Science labs
f.

Nurses Office

g. Boiler Room
h. Electrical Rooms
i.

Phone line access closet

35. Unused areas of the school can be closed off during after
school activities.
36. There is two-way communication between the main office
and:
a. Classroom (each classroom has a phone or direct
intercom connection)
b. Duty stations
c. Re-locatable classrooms
d. Staff and faculty outside building (all locations have
communications)
e. Buses
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37. Students are restricted from loitering in corridors, hallways,
and restrooms.
38. "Restricted" areas are properly identified.
39. There are written policies restricting student access to
school grounds and buildings.
SCHOOL INTERIOR

Yes

No

Implement

Improve

40. There is a central alarm system in the school.
If yes, briefly describe:

41. The main entrance is visible from the main office.
42. There is only one clearly marked and designated entrance
for visitors.
43. Multiple entries to the building are controlled and
supervised.
44. Administrative staff maintain a highly visible profile
45. Signage directing visitors to the main office are clearly
posted
46. Visitors are required to sign in.
47. Visitors are issued I.D. cards or badges.
48. Proper identification is required of vendors, repairmen.
49. All staff - Full and part-time staff are issued ID cards that are
worn in a manner that is visible at all times
50. The following areas are properly lighted:
a. Hallways
b. Bathrooms
c. Stairwells
51. Hallways and Bathrooms are supervised by staff.
52. The bathroom walls are free of graffiti.
53. Doors accessing internal courtyards are securely locked from
the inside
54. Exit signs are clearly visible and pointing in the correct
direction.
55. Switches and controls are properly located and protected.
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56. Access to electrical panels is restricted.
57. Directional lights are aimed at the building.
58. School files and records are maintained in locked, vandal
proof, fireproof containers, or vaults.
59. The school maintains a record of all maintenance on doors,
windows, lockers, or other areas of the school.
60. If a classroom is vacant, students are restricted from
entering the room alone.
61. Friends, relatives, or non-custodial parents are required to
have written permission to pick up a student from school.
62. Students are required to have written permission to leave
school during school hours.
63. Full and part-time staff, including bus drivers, are issued I.D.
cards or other identification.
64. There are written policies regarding access and control of
school personnel using the building after school hours.
65. Staff members who remain after school hours are required
to sign out.
66. Faculty members are required to lock classrooms upon
leaving.
67. One person is designated to perform the following security
checks at the end of day:
a. That all classrooms and offices are empty and locked
b. All restrooms are empty
c. All locker rooms are empty
d. Check all exterior entrances are locked
e. Check all night lights are working
f.

Check the alarm system

68. The telephone numbers of the principal or other designated
contact person are provided to the police department so the
police can make contact in the event of a suspicious or
emergency situation.
69. Law enforcement personnel and/or community residents
monitor school grounds after school hours.
70. All school equipment is permanently marked with an
Identification Number.
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71. An up-to-date inventory is maintained for all expendable
school supplies.
72. Secure storage is available for valuable items
a. During school hours
b. After school
73. There is a policy for handling cash received at the school.
74. There is regular maintenance and/or testing of the entire
security alarm system at least every six months.
75. Are classrooms numbered with reflective material
a. Over door
b. On bottom of door
c. On an exterior window (Visible to Emergency
responders)
76. Has consideration been given to replacing interior doors
with large windows to doors with small windows
77. Has consideration been given to replacing present classroom
locks with locks that can be activated from the inside
78. Does the P.A. system work properly
a. Can it be accessed from several areas in the school
b. Can it be heard, and understood, outside
79. Has consideration been given to establishing a greeters
window inside first set of exterior doors (must be manned at
all time)
80. Are convex mirrors used to see around corners in hallways
81. Are convex mirrors used to see up and down stairwells
82. Do all exterior doors have signs requiring visitors to report
to the main office to sign in and obtain I.D.
83. Has consideration been given to installing Proximity Readers
on certain exterior doors
84. Has consideration been given to installing strobe lights or
flashing lights on exterior of building to warn staff and
students outside of problems
85. How do you communicate during emergencies
a. Two way radios
b. Cell phones
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c. Pagers
d. Other
86. Who is issued two way radios
a. Administrators
b. Custodians
c. Members of the Emergency Response Team
d. Other
87. There is a control system in place to monitor keys and
duplicates.
88. Exterior light fixtures are securely mounted.
89. Mechanical rooms and hazardous storage areas are locked
90. Fire drills are conducted as required by law
91. A record of health permits is maintained.
92. A record of Fire Inspection by the local or state Fire Officer is
maintained.
DEVELOPMENT / ENFORCEMENT OF POLICIES

Yes

No

Implement

Improve

93. The Student Conduct Policy is reviewed and updated
annually.
94. A visitor policy is in effect, requiring a sign-in procedure for
all visitors, including visible identification. All staff are
trained to challenge any visitor without identification.
95. The school has a Crisis Management Plan in effect that is
reviewed and updated annually.
96. The Incident Command System is an integral part of the
Safety Plan.
97. A chain-of-command has been established for the school
when the principal and/or other administrators are away
from the building.
98. The school has implemented pro-active security measures
on campus, at school-sponsored activities, and on all school
property (i.e., school buses).
99. Disciplinary consequences for infractions to the Code of
Conduct are fairly and consistently enforced.
100. Alternatives to suspensions and expulsions have been built
into the discipline policy and are consistently used.
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101. Behavioral expectations and consequences for violations
are clearly outlined in the Code of Conduct, including
sanctions for weapon and drug offenses and all other
criminal acts.
102. Parents are an integral part of the school’s safety planning
and policy making.
103. Parents are an integral part of student’s discipline
procedures and actions.
104. The policy provides a system(s) whereby staff and students
may report problems or incidents anonymously.
105. Specific policies and/or procedures are in place that detail
staff members’ responsibilities for monitoring and
supervising students outside the classroom, such as in
hallways, cafeteria, rest rooms, etc.
106. The school has implemented and communicated a proactive policy regarding parental actions during sporting
events.
PROCEDURES FOR DATA COLLECTION

Yes

No

Implement

Improve

Yes

No

Implement

Improve

107. All Violations of state and federal law are reported to law
enforcement.
108. An incident reporting procedure for disruptive and violent
students and incidents has been established in accordance
with the AK Legislation requirements.
109. Records or data have been established and are analyzed to
identify recurring problems.
110. Accident reports are filed when a student is injured on
school property or during school-related activities.
111. The incident reporting system is reviewed and updated
annually.
INTERVENTION AND PREVENTION PLANS
112. Students have access to conflict resolution programs.
113. Students are assisted in developing anger management
skills.
114. Diversity awareness is emphasized.
115. Programs are available for students who are academically
at-risk.
116. Students may seek help without the loss of confidentiality.
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117. Students and parents are aware of community resources.
118. Students and staff are aware of bullying consequences and
programs are in place to prevent verbal, physical, and nonphysical bullying such as emails, threats, and exclusion.
119. Character education is taught as part of the curriculum.

STAFF DEVELOPMENT

Yes

No

Implement

Improve

Yes

No

Implement

Improve

120. Administrators and staff (including security and law
enforcement personnel) are trained in conflict resolution
methods.
121. Administrators and staff (including security and law
enforcement personnel) are trained in implementation of
the Crisis Management Plan and have the training updated
annually.
122. Administrators and staff are trained in personal safety.
123. School security officers (NOT law enforcement) receive inservice training for their responsibilities.
124. School Resource Officers (law enforcement) receive inservice training for their responsibilities.
125. School volunteers receive training to perform their duties.
126. Teachers and staff are made aware of their legal
responsibilities for the enforcement of safety rules,
policies, and state and federal laws.
127. School safety and violence prevention information is
regularly provided as part staff development plan.
128. Staff development opportunities extend to support staff,
including cafeteria workers, custodial staff, secretarial
staff, and bus drivers.
OPPORTUNITIES FOR STUDENT INVOLVEMENT
129. Students are represented on the School Safety Team.
130. The school provides opportunities for student leadership
related to violence prevention and safety issues.
131. The school provides adequate recognition opportunities
for all students.
132. Students are adequately instructed in their responsibility to
avoid becoming victims of violence (i.e., by avoiding highrisk situations)
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LEVEL OF PARENT AND COMMUNITY INVOLVEMENT

Yes

No

Implement

Improve

Yes

No

Implement

Improve

Yes

No

Implement

Improve

133. The community supports the school’s programs and
activities that teach safety and non-violence.
134. School activities, services, and curricula reflect the
characteristics of the students and the community.
135. School safety planning reflects the neighborhood, including
crime and hazardous conditions.
136. Parents are an integral part of the school’s safety planning
and policymaking.
137. Parents are aware of behavioral expectations and are
informed of changes in a timely manner.
138. Local businesses and other community groups are involved
in the school’s safety planning.
ROLE OF LAW ENFORCEMENT
139. Incidents of crime that occur on school property or at
school-related events are reported to law enforcement.
140. Law Enforcement is consulted on matters that may fall
below the threshold of criminal activity.
141. Law enforcement personnel are an integral part of the
school’s safety planning process. Law enforcement and
fire departments have complete current campus maps,
floor plans and diagrams showing the location and use of
all rooms and critical materials such as chemicals and utility
shut-off. Police and fire departments have had tours of the
buildings and opportunities to familiarize themselves with
the campus.
142. The school has developed an effective partnership with
local law enforcement.
143. The school and local law enforcement have developed a
written agreement of understanding, defining the roles
and responsibilities of both.
144. Law enforcement personnel provide a visible presence on
campus during school hours and at school- related events.
145. Local law enforcement provides after hours’ patrols of the
school site.
DEVELOPMENT OF A CRISIS MANAGEMENT PLAN
146. The school has a Crisis Management Plan.
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a. Reviewed on an annual basis
b. Plan developed by the building safety team and
reviewed by management.
c. Team membership is open to all employees and
student representatives
147. The school has established a well-coordinated emergency
plan with law enforcement and other crisis response
agencies.
148. Categories listed in the plan should include, but may not be
limited to, the following:
a. Natural Disasters
b. Accidents
c. Acts of Violence
d. Death
e. Loss of power
f.

Fire

g. Earthquake
149. The following components of the Crisis Management Plan
are practiced on a quarterly basis
a. Lockdown
b. Lockout
c. Shelter in place
d. Evacuation of Building (can be done on a semiannual basis)
STANDARDS FOR SECURITY PERSONNEL

Yes

No

Implement

Improve

150. This school employs security personnel.
151. Pre-employment background checks are conducted for
security personnel.
152. School security personnel meet a standard for training and
qualifications as mandated in Alaska.
153. Security personnel have clearly defined roles and
responsibilities.
154. Security personnel are involved in the school’s safe school
planning process.
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155. Security personnel are knowledgeable about youth service
providers, both in and out of the school.
While one size does not fit all, the basic concepts identified by this checklist are important to provide a safe
and secure school environment. The completed checklist will provide you with a snapshot of the state of
your school with regard to basic safety and security. The checklist should be completed periodically, at least
every three years, to help keep abreast of conditions and results should be reported to the School Board.
Annually the checklist should be reviewed and action items status reported to the School Board.
This checklist is built upon work by the New York State Police and the Virginia State Education Department.
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Employee Training
Training is an important part of any safety program. It communicates the expectations of
management and gives employees the means to use the furnished resources for staying safe and to
providing suggestions. Since employees are the ones who know most about their jobs, their
suggestions and feedback are valuable information for continued improvement.
There are four types of training offered by Alaska Public Entity Insurance, all of which qualify for
member premium credits, or discounts:
•

Online training: TargetSolutions for our municipal members and SafeSchools for our school
district;

•

APEI-led free webinars;

•

Training outlines and handouts for short (15-30 minutes) group safety meetings; and

•

Full-day Regional Loss Control Seminars particularly geared toward management.

A combination of these types of training may best fit your needs.

Online Training
APEI has partnered with TargetSolutions to provide
an online training solution for our municipal
members. With over 700 courses available, there is training for every department. In addition
to general industry OSHA safety and regulatory training, there are many courses focused
specifically on the needs of specific departments within a municipality: EMS, fire, water, and
waste water, among others. No matter where you work, TargetSolutions has training options
for you.

APEI has partnered with SafeSchools, the leader in
online training for school districts, to provide
school-focused online training to our school district
members. The SafeSchools training is 100% school focused. Their robust course library contains
over 200 courses. These courses include regulatory, safety, and compliance topics as well as
student based issues such as bullying and youth suicide.
Both of these online training providers are available to our members at no cost. To get your
organization signed up contact Cole Cummins; ccummins@akpei.com or 907-523-9470.
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Webinars and Computer-Based Training (CBT)
APEI offers monthly webinars for its members to access. These webinars cover a variety of
human resources, safety, and risk management related topics. Dates and times may vary, but
webinars typically occur once a month on a Thursday from 11:00-12:00.
We understand that you may not always be able to attend webinars live. To accommodate busy
schedules, these webinars are recorded and uploaded to YouTube for your viewing at any time.
They can be accessed by visiting our website, www.akpei.com, and clicking the “Training Videos”
link under the Education tab on the top of the page. They are approximately one hour in length
and there are no tests for the webinars.
Every month, one week before the webinar, APEI sends out an e-mail with registration
information for the upcoming webinar. However, at any time, you may visit our conference and
training calendar and register for future webinars to reserve your space. If you are not receiving
these e-mail notifications and would like to, send an e- mail to ccummins@akpei.com to be
added to the list.

APEI Regional Loss Control Seminars
During the year, APEI will offer at least two Regional Loss Control Seminars. These seminars are
packed with risk management, human resources, and safety information. They are intended for
managers, safety officers, and human resources personnel—employees in a position to bring
back information and ideas to implement in your organization.
APEI offers an OSHA 10 Hour training in the spring and a human resources seminar in the fall.
•

The OSHA 10 Hour class covers many topics such as HAZCOM, personal protective
equipment, Lockout/Tagout, and many other subjects that public entity workers face.

•

The human resources seminar is full of topics that HR professionals are involved with,
such as hiring, evaluations, recordkeeping, FMLA, and termination.

Some of the most valuable information from attending the Regional Seminars comes from other
participants. Attendees can find out how other Alaska public organizations solve their loss
control challenges. The sharing of resources and solutions helps us all succeed!
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Safety Training Shorts
These are brief training handouts/outlines that will take 15 to 30 minutes and can be a part of
staff or departmental meetings. One advantage to this training is the opportunity for interactive
discussion and questions. We suggest you choose one topic per month and have small group
training within work sites or departments.
Topics available in this program include:
• Harassment Free Workplace
• General Office Safety
• Safety Responsibilities
• Lifting and Back Safety
• Preventing Slips, Trips and Falls
• Bloodborne Pathogens—First Aid and Injury Clean-up
• Electrical Safety
• Chemical Hazard Communication
• Fire Prevention and Safety
• Workplace Violence
• Sober, Straight, and Ready for Work
• Lockout Tagout Awareness
• Computer Ergonomics
We recommend that training in bolded topics be provided at least annually whether through
use of these handouts or other means. In addition to these topics, training should include
regular periodic practice in building evacuation and emergency response and communication;
training on policies and procedures; and skills-based training for certification and licensing for
specific operations, such as forklift operation.
Some presentation pointers:
• Give safety talks in your own words; handouts are only a guide.
• The purpose of a safety meeting is to initiate discussion of safety problems and
provide solutions to those problems.
• Encourage employees to discuss hazards or potential hazards they encounter on the
job. Ask them to suggest ways to improve safety in their area.
• Keep the tone informal to encourage participation.
• Be as flexible as possible within the limits of the agenda.
• When possible, have a demonstration or activity. Some examples:
o Have a volunteer show the group how to safely lift a box
o Show a faulty extension cord and destroy it in front of the group,
o Have employees go to their work areas to look for trip hazards and then tell the
group how they fixed them, or
o Demonstrate how to adjust an office chair.
Remember to have employees sign in using a training documentation sheet similar to the one on
the next page.
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Training Documentation Sign-In Sheet
Trainer:

Date:

Training topics:
(attach outline or agenda)
Employee Sign-In:

Printed Name

Signature

Department

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
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Harassment Free Workplace
What is harassment?
•

Harassment includes any unwanted remarks, gestures, physical contact, or display or
circulation of written materials or pictures derogatory to any groups because of their
gender, race, ethnicity, religion; national origin, or sexual orientation.

•

Quid quo pro sexual harassment is the basing of personnel decisions on an employee’s
response to sexually-oriented requests.

What to do:
• Be respectful of others. Because we all have different backgrounds, we could give
offense without intending or realizing what we are doing. The test for harassment is
based on whether the other person is offended.
•

Communicate. If you feel that you are being subjected to or witness sexual or other
harassment related to work, you are encouraged to:
1. immediately identify the offensive behavior to the person involved, and
2. request that it stop.

•

Respond appropriately. If someone tells you that a behavior is offensive, accept that
they are not attacking you, but just trying to communicate their own feelings. Respect
them by apologizing for giving offense and by stopping the behavior.

What to do:
Report it! If you are uncomfortable in addressing the matter directly with the person
doing the harassing, or if you do so and the behavior does not stop, you are urged to report
this immediately either to your supervisor, to a manager, to the human resources
representative, or to the designated contact. Supervisors and managers: If someone you
supervise or any other employee reports an incident of harassment to you, you are
obligated to report that incident to the human resources representative or designated
contact as soon as possible.
Remember:
•

No employee will suffer retaliation for reporting complaints of harassment.

•

All complaints will be investigated promptly, impartially, and discreetly.

•

Upon completion of the investigation, the appropriate parties will be notified
immediately of the findings.

•

Any supervisor or employee who has been found to have behaved in an inappropriate
manner to another employee will be subject to appropriate corrective action, ranging
from a disciplinary warning to termination of employment.
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General Office Safety
There are two causes of accidents: unsafe acts and unsafe conditions.
We think of an office as a pretty safe place to work. However, thousands of office employees are
injured every year. It is up to you to make sure you work safely and that unsafe conditions are
corrected. If you see an unsafe condition and you can correct it, correct it. If you can’t correct it,
tell you supervisor or manager about it. Remember, if it could hurt you, it could hurt someone
else.
What to do:
•

Close desk file cabinet drawers to keep anyone from bumping
into, falling or tripping over them.

•

Do not load filing cabinets so they are top heavy.

•

Keep wastebaskets or other items out of aisle ways.

•

Refrain from tilting your chair at a precarious angle or from
sitting on the edge of the chair seat so it cannot slip from
beneath you.

•

Do not stand on chairs to get to elevated areas. Use appropriate step stools or ladders.

•

Use the provided handrails on the stairs to prevent falling.

•

Always walk up and/or down corridors / stairs - do not run. Watch where you are walking.

•

Slowly open doors opening into corridors so you won't bump into someone.

•

Use proper (non-toxic) cleaners for typewriters and computers whenever possible.

•

Lift bulky supplies/materials properly. Squat down and keep your back straight; use your
leg muscles while lifting, not your back. Check the weight of the load and ask for help when
needed.

•

Discard paper and debris in proper containers rather than on floors or in restrooms.

•

Wipe-up spills to prevent slips and falls.

•

Make sure extension cords and phone lines are up or out of the way to prevent a tripping
hazard.

•

Don’t use extension cords that are cracked or that have the ground prong removed for
using a two-prong outlet. Don’t overload circuits by daisy chaining extension cords.
Multiple-outlet surge protectors are acceptable only for computers, fax machines, printers,
and computer peripherals such as scanners—nothing else!
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Safety Responsibilities
Management and supervisors have a responsibility to provide a safe workplace. Management is
responsible for providing an environment where safety comes first. To make safety a priority,
management must do the following:
•

Enforce all safety policies;

•

Allocate adequate resources to get up-to-date information, provide training,
eliminate hazards, and purchase high-quality personal protective equipment;

•

Ensure that someone trained in first aid and CPR is available to assist
employees in case of injury;

•

Maintain an injury and incident reporting system that assures investigation of
incidents and correction of hazards; and

•

Provide for employee participation in ongoing improvement in safety.

Supervisors must be knowledgeable in safe work practices in their area of supervision. Supervisors
assess the hazards of each job and determine methods of controlling hazards. They certify what
personal protective equipment is needed and enforce its use. They train employees to work safely
and enforce all safety rules.
So, does all this make you safe? It’s only a start. From there, you must take responsibility for your
own safety and for keeping co-workers safe.
What YOU must do:
•
•
•
•
•

Attend training to learn about hazards and how to protect yourself.
Follow safe work practices and wear personal protective equipment as instructed.
Stay aware for hazards, correct hazards when you can, and report them when you can’t.
Report all incidents and injuries immediately.
Participate in safety promotions and activities and give suggestions for making your
workplace a safer place to work.

You have a responsibility to work safely—a responsibility to yourself, to your family, to your coworkers, and to your employer.
If safety doesn’t begin with you, it doesn’t begin at all!

Loss Control Manual 2018/2019

Page 55

Lifting and Back Safety
Chronic back problems plague millions of Americans. In fact, we injure our backs more often than
any other part of our bodies. Your back is your foundation. It supports your entire body.
When you have to move a lot of items or heavy items, use mechanical means of lifting when you
can. Using a hand-truck or cart can save a lot of effort and wear and tear on your back.
Get help for heavy loads. When a load is too heavy or is awkward for one person, ask for help.
Follow the eight steps for a safe lift. Learning to lift properly can prevent a lifetime of aches and
pains—or worse.
The eight steps to a safe lift:
•

Size up the load. Carefully put force against the object to determine its weight.

•

Plan the job. Plan a route that is free of tripping and slipping hazards.

•

Think the lift through—lift the load in your mind first.

•

Establish a base of support. Keep your feet shoulder-width apart and staggered for a
firm base of support.

•

Bend your knees. Bend at the
knees, not at the waist.

•

Get a good grip. Grip the load
firmly, using more than just your
fingers.

•

Keep the load close. The closer to
your spine, the less force it exerts
on your back.

•

Lift with your legs. Lifting with your
legs allows your body’s powerful leg muscles to do the work. Flex your knees and hips.
Avoid bending at the waist.

•

Pivot; don’t twist. Don’t twist your body when moving objects. Pivot your feet and
turn your entire body in the direction of movement.
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Preventing Slips, Trips and Falls
Falling down on the job isn’t just an expression. It happens—literally—all the time. Falls are one of
our most common workplace accidents. Although the statistics are alarming, most falls can be
prevented.
Watch for wet or icy surfaces. On sidewalks, stairs and entry areas, the walking surface may be
wet, snowy, or icy from weather or from mopping up what was tracked in. It’s easy to slip if you
walk fast or wear inappropriate shoes that are not slip resistant. Also, stay aware of spills. Leaving
behind a spill, even a minor coffee spill, can cause a co-worker to slip and fall. This is why kitchens
often present a slip-and-fall hazard. Remember to post warnings of wet floors.
What to do:
•

Wear slip-resistant shoes.

•

Slow down. Hurrying causes accidents.

•

Stop and clean up spills.

•

For snow and ice, wear slip-on shoe cleats.

Don’t take shortcuts when carrying a load. Carrying a load that is too big to see over or that is so
awkward you can’t pay attention can cause you to trip over even small items.
What to do:
•

Make sure you can see where you are going.

•

Take as many trips as necessary.

•

Get help with awkward or heavy loads.

•

Keep work areas well-lit and clean.

What to do:
•

Always turn on the lights before entering a dark room.

•

Keep clutter, boxes, and other items out of walkways.

Makeshift ladders are shifty. Even though it’s tempting, standing on top of makeshift ladders,
such as chairs, tables, trash cans, or boxes, is likely to cause a fall.
What to do:
When you need a ladder or step stool, take the time to get one.
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First Aid and Injury Clean-Up:
Handling Body Fluids Safely
Running through our bodies is a substance that defines life itself: human blood. It defines life when
it’s healthy, that is. But when it’s infected with certain biohazards, such as those that cause HIV
(the virus that causes AIDS) or Hepatitis B (HBV), it’s a potential river of death.
To protect yourself from HIV and HBV, avoid direct exposure to infectious blood or body fluids-always. Body fluids that can transmit infection include anything that comes from someone else’s
body that is moist or messy.
Universal Precautions: Treat all blood and body fluids as if they were infected. Infected blood
looks exactly the same as healthy blood. These killer viruses are invisible. So, the only safe
approach is to follow precautions all the time. Assume all blood and body fluids are infected until
proven otherwise.
What to do:
•

For first aid use the appropriate personal protective equipment available in first aid
kits.

•

Use the biohazard clean-up kit for cleaning after sickness or injury.

•

Cover cuts, rashes, and broken skin.

•

Wash hands and exposed skin with soap and water immediately after contact with
infectious materials or after taking off gloves or other personal protective equipment.
(Use antiseptic cleansers or towelette wipes instead of washing only if washing facilities
aren’t available.)

•

Minimize splashing, spraying, or spattering of blood droplets or other
potentially infectious materials. You can do this at clean-up sites by
applying absorbent on liquid body fluids and removing the absorbed
material before applying antiseptic cleaner.

•

Place contaminated sharps (could be broken glass or other sharp objects) in
assigned labeled, puncture-resistant, leak proof containers. Containers should be red
or orange and labeled clearly with a biohazard symbol. Do not pick up contaminated
broken glass and other sharp objects by hand; use a dust pan to scoop them up.

•

Clean any tool contaminated as a result of injury with antiseptic cleaner before putting
back into service. This includes tools that caused the injury as well as tools used in
clean-up.

Workers who come into contact with blood or other bodily fluids rarely become infected. But
because the potential hazards are so serious, direct contact with these substances must be
avoided. Always report any incident in which potentially infectious materials come in contact with
your mouth, eyes, or an open cut or sore.
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Helpful Electricity
Don’t Take It for Granted
It’s hard to imagine life without electricity—heating, cooling, lighting, refrigeration. But electricity
can be dangerous. To protect your co-workers and yourself, learn the basic rules for electrical
safety. (If you work on electrical line or equipment, you need to have special training.)
Electrical Dangers—Overheated wires, fixtures or appliances can cause fires. Even a spark from an
electrical fixture can cause some chemicals to ignite. Never use water on an electrical fire.
Electricity can burn, shock or even kill you. When you are shocked, your muscles can contract
violently. It can cause you to fall and injure yourself.
Electricity Facts—Electricity always tries to reach the ground. It travels over “conductors,”
anything that allows electricity to flow. People, water, trees, damp ground, and metal are excellent
conductors. An “insulator” is the opposite of a conductor.
Electricity cannot flow easily through insulators like plastic, rubber, dry wood, or glass. You want
the easiest route for electricity to reach the ground to be through a conductor other than yourself.
Basic Rules for Using Electricity
•

Don’t use any appliance while you are touching metal or anything wet.

•

Use wooden or fiberglass (not metal) ladders when working on light fixtures or other
electrical fixtures.

•

Always inspect electrical cords for cuts or damage. Do not use tools with damaged
cords.

•

Make sure power tools and appliances are properly grounded. One easy way to tell is
to count the prongs on plugs and holes in receptacles. If they both number three,
you’ve got proper grounding. If not, you’re at risk.

•

Make sure appliances or tools used in or near wet
environments are double insulated and plugged into ground
fault circuit interrupters (GFCI), so they will disconnect instead
of electrocuting you.

•

Don’t overload circuits.

•

Don’t lay or stretch cords across walkways (trip hazard).

•

Don’t overuse extension cords.

Enjoy Electricity—If you follow the important rules for electrical safety, you’ll be able to safely
enjoy the many ways electricity helps us.
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Chemical Hazard Communication (HAZCOM)
Now Aligned with the Globally Harmonized System (GHS)
Just about everyone has some hazardous chemicals that they use, that is, chemicals that are
poisonous, have poisonous fumes, cause allergic reactions, or can catch fire or explode. There are
cleaners, printer toners and other chemicals on the office premises, used primarily for office
functions and maintenance of the premises. Field workers may use fuels for tools and other
chemicals.
A federal law called the HAZCOM standard ensures your right to know about the dangers of
hazardous chemicals in your workplace and what you can do to protect yourself. The new GHS
system is aligned with the rest of the world and gives us hazard classifications, signal words,
supplier information, and pictograms of the workplace hazards. HAZCOM is also changing from
MSDS to Safety Data Sheets. The SDS will now have a specified 16 section format to allow the
sheets to have a consistent style. In the office, there is a HAZCOM binder with a list of all
hazardous chemicals used and Safety Data Sheets (SDS) that give specific information about each
product. Each vehicle has an SDS for each hazardous chemical carried. The standard that gave the
workers the right to know, know gives them the right to understand.
Your health and safety depends on your understanding the information provided for you.
Warning Labels on Containers—Every container of a hazardous chemical, whether the original
container or containers the product was transferred to, such as spray bottles, must have a label
clearly identifying the product and warning of dangers and any special precautions needed.
Safety Data Sheets (SDS) — The SDS lists the hazardous ingredients in the product, tells the
dangers, how to handle the product safely and what personal protective equipment is needed. It
gives both information and emergency telephone numbers.
Employee Training—The HAZCOM standard requires that employers train employees on proper
handling, usage, and storage of hazardous chemicals. It requires that you be informed about
chemicals you work with and trained on how to protect yourself. Your supervisor will give you
information about any hazardous chemicals in your area. All employees are required to be trained
on the new GHS system.
What to do:
•

Read container labels and follow directions for safe use.

•

Ask your supervisor about any chemicals that you use or that are used in your work
area.

•

Ask what you need to do to protect yourself, for example, wear rubber gloves.

•

Find the SDS for the chemical.

•

When you start a project using a product new to you, find out the hazards. Make sure
you know where to find the SDS. Read it.

Loss Control Manual 2018/2019

Page 60

Emergency Preparedness
Examples of emergencies are earthquakes, bomb threats, nearby gas leaks or chemical spills,
violence, or fires. Always follow the instructions of emergency personnel.
What to do if you discover an emergency:
• Warn others and move to a safe location.
• Call 911. Have the office receptionist call 911 or if that is not possible, call 911 yourself
(other emergency numbers are located on the first aid kit).
o Provide your name, location, and a call-back phone number.
o Clearly state the location, the nature, and severity of the emergency.
• Notify your supervisor or manager.
• Provide assistance to those in need ONLY if you do not put yourself in danger.
• Do not move seriously injured persons unless they are in danger.
• Follow all instructions given by emergency personnel and supervision.
What to do when instructed to evacuate:
•

Quickly perform any assigned evacuation shutdown or assistance tasks.

•

As you follow the closest clear evacuation route, provide assistance to others as
needed or assigned.

•

Go directly to the designated assembly area. Supervisors will account for all employees
and visitors. Teachers will account for all students.

•

Remain at the assembly area. Do not leave or re-enter the building until instructed.
Management will release employees from the assembly area upon clearance from
emergency personnel.

What to do in an Earthquake:
Drop. Get low to the ground. This keeps your head out of the “line of fire” of falling and
flying objects.
• Cover. Get under or beside a large object such as a table. Getting under a sturdy table or
desk provides the best shelter, but even getting beside a counter can help catch debris, such
as breaking glass, that would otherwise fall on you.
• Hold. Hold on until the shaking stops – otherwise, you might find that the table you crawled
under has “walked” across the room due to the shaking, leaving you exposed.
• After the earthquake, check for injuries and administer first aid. Supervisors and managers
will assess structural damage to the building and give instructions for evacuation if
necessary.
•
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Fire Prevention and Safety
What to do to prevent fires:

• Store flammable/combustible materials in appropriate containers
•
•
•
•
•
•
T

T

away from heat sources. Provide proper labeling and signs.
Dispose of combustibles, like oily rags, in tightly covered metal containers.
Use caution when operating welding or other spark-producing equipment.
Keep motors and machines free of dust and grease.
Smoke only in designated areas.
Practice preventative maintenance on all electrical equipment.
Never overload circuits.
Keep work and refuse areas clean and free of debris.

What to do to when there is a fire:
• If it’s small, smother or extinguish it.
• If it’s not, evacuate! Everyone should know the fire escape plans and routes.
• Stay close to the floor (below the smoke). Don’t open any door that feels hot. As
soon as you are out, call the fire department immediately. Account for all group
members.
• If your clothing catches fire, do not panic. Stop what you are doing, drop to the
floor, and roll around until the flames are extinguished.
About using fire extinguishers:
Choose the right extinguisher. Fire extinguishers are coded with the type
of fires they put out:
A
B
C
D

•
•
•
•

(green label)
(red label)
(blue label)
(yellow label)

for wood, paper, cloth, rubbish
for flammable gas/liquids
for electrical fires
for combustible metals

Use the extinguisher only if you:
Have first communicated the emergency/called for assistance, and
Have been trained and are comfortable doing so, and
Have a clear escape route. (Fire extinguishers should be located by normal escape
routes rather than toward the inside of a room.)
If you have any doubt, evacuate immediately!
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Fire Extinguisher Monthly Inspections
One of the most essential tools in fire prevention is the fire extinguisher. However, if it is not kept
in good working condition, it will most likely be useless when you need it. To maintain and keep
your extinguishers up to date, OSHA requires that fire extinguishers be inspected monthly.
Here is the process for your monthly fire extinguisher inspection

• Ensure the extinguisher is mounted in its proper place and accessible
• Make sure nothing blocks access to the extinguisher
• Be certain the pressure gauge shows a full charge
• Check the hose/nozzle and make sure it is free of obstructions
• Pull pin is secured and tamper seals are intact
• Extinguisher handle and lever is undamaged
• No dents, rust, chemical deposits, or other signs of abuse or wear
• Check the inspection tag and make sure it is still current
• Initial and date the back of the inspection tag

All employees can be trained to conduct monthly fire extinguisher inspections. Remember that the
fire extinguishers are only useful if they are unobstructed, undamaged, fully charged and ready for
use.
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Workplace Violence
What is Violence?
Workplace violence can come from many sources. We may be aware of the risk by outside
intruders who may harm employees and cases of domestic violence where a partner comes to the
workplace and harms someone.

The definition of workplace violence includes any comment or behavior that would be interpreted
by a reasonable person as indicating the potential of physical violence toward people or property.
Some examples of workplace violence are, but not limited to:

• Physical assault, threat of assault, or stalking an employee or customer;
• Uncontrolled outbursts of anger;
• Possessing or threatening with a lethal weapon, vandalism, or arson (no
weapons are allowed on school/work premises or in school/work vehicles—
except for police);

• Racial epithets or other derogatory remarks associated with hate crimes;
• Bizarre or offensive comments condoning or inciting violent events or
behavior;

• Harassing phone calls, voice mails, e-mail messages or faxes; and
• Destruction and/or damage of property.
What to do:

• Report it! Any time you witness or become the victim of a violent act (or a threat of
violence) it is your responsibility to report it immediately to your supervisor, manager, or
the human resources representative.

• Be alert for any threatening behavior on the part of visitors. Respond immediately to
support and assist other employees.

• Call 911 if you believe anyone is in danger.
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Sober, Straight, and Ready to Work Safely
In order to work safely, you must be sober, straight, and ready to focus your attention on your job.
Your ability to work safely can be impaired in a number of ways—by the use of various substances
including medication, alcohol, illegal drugs, by fatigue and even by your
emotional state.
Drugs and alcohol--When a person consumes alcohol, his or her reflexes and
reaction times are slowed and judgment is adversely affected. Alcohol initially
acts as a stimulant, but later becomes a depressant. Drugs can impair
perception and cause confusion. Both alcohol and drugs can cause effects
long after they are consumed. A worker with a hangover from drinking alcohol can be affected
through the next shift at work. Some drugs can linger much longer than that—even weeks.
Fatigue—Being tired and sleepy also impairs judgment. That’s why it is your responsibility to get
an adequate amount of sleep before reporting to work. Fatal accidents have been caused by
people staying up late and not getting enough sleep before going to work. Don’t burn the candle at
both ends!
Emotional upset—Anger, stress, worry, or even happy excitement can distract you and cause you
to make serious errors because you are not concentrating on your job. When someone is thinking
about some problem rather than the task at hand, he isn’t working safely.

What to do:

• Don’t drink on the job, before working, or drink heavily the night before working.
• If you have an alcohol or drug problem, get help. Contact your Employee Assistance
Program for confidential consultation.

• Arrange your schedule so that you have time to get plenty of rest so you can come to
work alert and able to concentrate.

• When problems get you down, use deep breathing to calm down.
It is your responsibility to come to work sober, straight, and ready to work safely.
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Lockout/Tagout Awareness
Any piece of equipment can look harmless when it’s off or out of service. But that look
can be very deceiving. Hundreds of people have been killed or seriously injured when
they or someone else turned on a machine that was being worked on.
The only sure way to prevent such tragedies is to make absolutely sure power can’t
reach machinery while it’s being adjusted or repaired. And the only approved way to do
that is to lockout and tag the power at its source.
Lockout means placing a lock on a device to prevent the release of energy. A lockout
may be an electric circuit breaker, a disconnect switch, a line valve, a block, or other
device.
Tagout means attaching to a switch or other shutoff device a tag that warns others not
to start up the equipment or turn on the power source. Tagout may only be used
together with lockout, unless locking out the equipment is impossible.
Everyone needs to know about and respect the lockout/tagout procedure. No one other
than the employee who placed the lock and tag should ever remove locks or tags or try
to start equipment that has been locked or tagged.
Working on electrical (or any energized) equipment requires a Qualified person to
disconnect the source of power, lock it out and tag it to prevent accidental release of
energy.
What YOU need to do:
•

Be aware of and respect lockout/tagout procedures. Never remove a tag or lock.

•

Communicate. If you arrange for or find out that someone is working on
equipment, let affected employees know.

•

THINK! Someone may have neglected the procedure! For example, if you
come across an extension cord that is unplugged, find out if
someone is working on a piece of equipment at the other
end before you re-plug it. If you see that all the hall lights
are turned off, find out if someone turned them off for a
reason, such as replacing a light fixture just around the
corner, before you turn them back on.

•

Train all employees on Lockout/Tagout procedures.
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Injury-Free Computer Ergonomics
What injury-free computer ergonomics looks like:
• Your eyes look down toward monitor at 15% angle.
• Your wrists are straight.
• You are sitting squarely aligned in front of keyboard, mouse, and
monitor.
• Your chair is comfortably adjusted with adequate back support.
• You take frequent mini-breaks to get up and move around.
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Troubleshooting for Computer Comfort
If

You might try

Elbows are splayed out

Lowering your work surface or arm rests.

Shoulders are raised or tense

Lowering your keyboard, work surface or arm rests.

Head is twisted

Bringing item viewed more closely aligned in front of
you.

Wrists are bent to the sides when using side keys

Aligning keyboard in front of you or try split keyboard design

Wrists are bent back for prolonged periods of time

Lowering, raising, or changing slope of the keyboard

Wrists or palms are resting on hard or sharp
keyboard or work surfaces

Adjusting sitting height so wrists are straight and use a wrist
rest.

Rapid, sustained, or prolonged keying,

Taking frequent breaks and arranging for greater work
variety

Fingers pound the keys,

Getting a light-touch keyboard to force you to change that
habit.

Fatigue from prolonged mouse use,

Making sure mouse is aligned in front of you, and learn the
keystroke substitutes for menus.

Prolonged sitting in only one posture,

Taking frequent breaks and making frequent adjustments of
chair and posture.

Lumbar back area not supported,

Check chair fit and adjustment for backrest height and tilt.
Try a lumbar cushion.

Feet dangling or not well supported

Lowering chair and/or work surface. As last resort, try a
footrest.

Twisted torso,

Checking leg room and rearranging work to align in front of
you.

Frequent leaning or reaching,

Bringing keyboard and mouse closer to body and
rearranging work area.

Reflected glare on screen,

Shielding or lowering light levels and moving monitor so
light enters from side angle, not back.

Monitor closer than 16 inches,

Pushing monitor back or bringing keyboard forward,
possibly with keyboard tray.

Viewed objects at different distances,

Using document holder or otherwise equalizing distances

Forward position of head (peering) or squinting,

Checking for monitor distance or image quality problems.
Getting your vision tested.

Neck extended backwards or head tilted back, even
slightly

Lowering monitor by removing CPU from under it or
removing tilt-swivel base. If you wear bifocals, get
prescription for full-frame “computer glasses.”
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APEI Loss Control Premium Credit Program
Safety activities during the year can earn APEI members a significant credit to be
applied to their premium for the following year.
Research has shown that employers who actively participate in safety and loss control activities
experience fewer injuries to their employees, customers, students, and other visitors to their
premises, as well as fewer property losses. This results in a more pleasant place to work and visit
for employees and others, but also reduces the cost of liability, workers’ compensation, and
property claims.
Because of this reduction in claims costs, APEI offers an opportunity for our members to reduce
their insurance costs by participating in loss control activities. Our Loss Control Premium Credit
Program provides credit towards renewal of your insurance with APEI, earned by implementing
some core safety and loss control activities.
In order to receive credit, the Premium Credit Application with worksheets must be completed and
submitted to APEI by April 15 of each year. If after reading the instructions and looking over the
materials you have any questions, please feel free to call APEI Loss Control staff for assistance.
There are four types of loss control activities that a member can use to earn premium credits.
1. Active Safety Committee—Credit applied to the Workers’ Compensation &
General Liability Premium
For credit under this program, the public entity must implement an active Safety Committee
that holds at least four meetings during the year. Minutes of each meeting must be kept,
and must show the date, attendees, topics discussed and actions taken.
2. Self-Inspections and Audits— Credit applied to the Property Premium
No workplace can be safe unless efforts are made to identify conditions that increase risk of
fire, injury, or other loss. Self-inspections are the critical tool used to identify and allow
corrections to reduce the risk of loss.
•

For the fire safety inspection credit, the public entity must conduct a Fire/Safety SelfInspection at all facilities that have a total insured value (total value of building and
contents) of $400,000 or more. This inspection must be documented with the
fire/safety self-inspection checklist. If less than 100% of such facilities are inspected, the
credit will be pro-rated.

•

For an additional credit, the member can conduct a Management Safety Program SelfAudit, and must fill out the self-audit checklist included in this binder.

You can use the back of the self-inspection checklists or a separate sheet to indicate the
correction of any hazards identified and action plans for hazard correction or program
improvement. Copies of the self-inspection checklist for each of your facilities and of the
management self-audit checklist must be included with your premium credit application.
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3. Employee Training—applied to the Workers’ Compensation & General Liability
Premium
Members earn credits by their employees’ participation in approved safety-related
training courses. This may include a combination of group training, computer-based
training, or other approved training. The amount of credit is determined based on
the hours of training that each employee receives, with the largest credit going to
members whose employees each participate in one hour of training each month.
4. Sprinkler discounts—applied to the Property Premium
Members’ property premiums are reduced based on the proportion of their insured
buildings that have working sprinkler systems. These sprinklers must be inspected
each year, and copies of the inspection reports sent to APEI in order for the member
to earn the credit. In order for sprinkler inspections to be credited towards the
2019/20 renewal, the inspections must have been completed between April 1, 2018
and May 1, 2019.

Premium Credit Application for 2019/2020 Renewal
The premium credit application is available in Microsoft Word template format on the APEI website
so that you can complete it on your computer.
In order for a member to receive the loss control and sprinkler credits, the Premium Credit
Application with worksheets and documentation must be submitted to APEI by April 15, 2019.
Please include all supporting documentation (Safety Committee minutes, self-inspection and audit
checklists, training sign-in sheets and certificates, and an employee list). Make sure to keep a copy
of the documentation in the appropriate safety files; documentation may be useful if you should
have an on-site OSHA audit. Credit for online training and other APEI led training will automatically
be applied.
The Premium Credit Program will be reviewed and updated as needed each year to make sure it
addresses current losses and safety issues facing our members. Your input into this process is
welcomed and valued.
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Premium Credit Application
Member Name:

INSTRUCTIONS:
1. Complete this section after completing the worksheets that follow.
2. Sign and date the application.
3. Return the Premium Credit Application, including worksheets, to the
address above by April 15, 2019.
4. Enclose copies of safety committee minutes, completed self-inspection and selfaudit checklists, or training documentation.

Organization contacts for safety and loss control activities:
Name

Title

Telephone

E-mail

1.
2.

The information provided in the following Premium Credit Application worksheets is
true and complete. All information is based on supporting information kept on file and
is available to APEI upon request.

________________________
Signature of Executive Officer

______________________ ________________
Title
Date

__________________________
Printed Name

______________________ ________________
Email Address
Telephone
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1.

Active Safety Committee Credit Worksheet
Give Safety Committee meeting dates and briefly describe meeting topics, activities,
and accomplishments. Enclose copies of minutes.
Date of
Meeting

Meeting Topics, Activities, Accomplishments

1.

2.

3.

4.
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2.

Self-Inspection Worksheet
Identify each facility valued at more than $400,000 and provide the date of self-inspection.
Briefly give results of management self-audit. Remember to enclose copies of the selfinspection and self- audit checklists. Attach additional sheets if needed.
Fire/Safety Self-Inspection Checklist

Facility Name

APEI Building
ID #

Date of SelfInspection

Observations and Corrections

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
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3.

Self-Audit Worksheet
Summarize the results of your self-audit.

Safety Program Self-Audit
List members of management audit team
1.

7.

2.

8.

3.

9.

4.

10.

5.

11.

6.

12.

Describe some items observed during the self-audit and what actions are planned for
program revision:
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4.

Employee Training Credit
TargetSolutions or SafeSchools online training will be tabulated and reported to APEI, and
appropriate credit will be automatically applied. For all other training, remember to
enclose training documentation.
Training must be tracked on a per employee basis. To obtain the full credit, each employee
must participate in twelve hours of training per year.

Employee Training (Other than SafeSchools or Target Solutions)
Employee Name
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Workers’ Compensation Claims
When an Employee Is Injured
Report all work-related injuries and illness as soon as possible. Please complete the following
forms, available on the APEI website, www.akpei.com:
Report of Occupational Injury or Illness form
Medical Information Release form
Fax completed forms to Buffy Blais at (907) 586-2008 or e-mail them to her at bblais@akpei.com.
Questions?

Contact APEI's Workers' Compensation Claims Manager, Jessica Garrett, at
(907) 523-9453 or jgarrett@akpei.com

Minimizing Workers’ Compensation Costs
Prompt reporting: National statistics show that worker injuries that are promptly reported cost
significantly less for comparable injuries than those that are reported late. Immediate reporting of
injuries allows for careful and competent claims oversight throughout the entire process.
Return to work programs: Getting injured workers back on the job as soon as possible helps keep
them emotionally connected to the workplace. Transitional work not only helps the employee and
reduces claim costs but also helps you get those small jobs done that tend to be neglected. See our
sample program.

Other Resources
The following resources are available FREE to APEI members:
Return to Work Transitional Duty Program Kit — Learn how you can decrease injuries and control
workers’ compensation costs with APEI's Return to Work Transitional Duty Program. The program
materials are located in the next section of the Loss Control Manu
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Return to Work (RTW)
A Transitional Duty Program
What is a Return-to-Work Program?
A return to work program provides a method for keeping injured employees on the job or returning
them to work as soon as possible by providing a needed temporary transitional duty position that is
compatible with their work limitations during their disability.
Why do it?
An important reason for implementing a return to work program is to save money. There are
additional reasons.
A return to work program is a win-win situation for the organization and the employee. The
program is beneficial to the organization by reducing worker’s compensation costs and by
continuing to utilize the knowledge, skills, and insights of an injured employee for the organization.
Benefits to the employee include an economic benefit if the employee is able to maintain his or her
pre-injury income. Also, research shows that the routine of working and keeping in touch with the
workplace can improve an employee’s morale and speed the recovery process, reducing medical
costs as well as wage replacement costs. Working alongside an employee who was injured makes
other employees more aware of the potential for injury and the importance of safety.
Return to work programs help retain experienced workers. Injured employees who lose contact
with the workplace often feel isolated and lose the desire to return. The longer an injured
employee is away from the workplace, the less likely it is that the worker will return to work.
Implementation of return to work programs helps overcome situations that foster malingering.
Some organizational practices, such as allowing employees to supplement wage replacement with
earned leave to equal up to 100% of their salaries, provide disincentives for returning. After a
three-day waiting period, workers’ compensation in the State of Alaska entitles employees to wage
replacement of approximately 80% of their weekly after-tax income. Supplementing wage
replacement creates a situation in which the employees’ income is as great as if there had been no
injury. Placing employees in temporary positions compatible with their limitations keeps them
involved and decreases opportunities for malingering.
In considering whether to establish a program, your organization may want to review the workers’
compensation claims history to determine how much a program might be utilized and what the potential
financial impact may be. Remember to consider all costs, including those covered by insurance, since the
costs of all claims eventually have to be passed on to organizations in premium costs.

Purposes and Benefits of RTW
Our employees are our most valued assets. Their safety and well-being are a major concern. When
our employees are injured or ill, it is our intent to assist them with a quick recovery and return
them to meaningful employment.
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To that end, APEI’s Return to Work Transitional Duty Program has been developed to:
• Control workers’ compensation costs,
• Make use of injured employees’ skills,
• Enhance safety awareness, and
• Improve employee retention.
This creates a win-win situation for the organization and the employee:
The employee

The organization

Tends to recover more quickly.

Keeps a trained and experienced worker.

Participates in some type of work activity as
soon as he or she is medically able.

Reduces costs associated with loss of
production and replacement of an employee.

Receives a full, regular paycheck.

Reduces costs of workers’ compensation.

Maintains relationships with co-workers and
management.

Promotes employee morale and security.

Reinforces management commitment to
employee welfare.

Fosters better communication with
employees.

Promotes safety awareness among
co- workers.

Reduces potential for benefit abuse.

RTW Eligibility and Guidelines
Participation for RTW Transitional Duty Program is based on the following guidelines:

•
•
•

The employee’s medical condition due to occupational injury or illness temporarily
prevents the employee from performing full regular duties.
The workers’ compensation claim has been approved or is pending coverage
determination.
The treating physician must:
•

Certify that the employee has a temporary condition.

•

Determine the employee’s current physical capabilities.

•

Release the employee to participate in the Transitional Duty Program.

•

Estimate the recovery period.

Temporary Transitional Duty assignments should be evaluated closely and re-assessed with the
physician after their follow up appointment. The appropriateness of continuing the Transitional
Duty assignment should be continuously reviewed. Transitional Duty assignments are temporary
to facilitate return to regular work and are not to become permanent accommodations.
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The employee may continue to participate for a period of 12 weeks, as long as the employee is
making medical progress toward recovery and return to full regular duties. Transitional Duty
assignments may be extended only when it is determined that the additional time would facilitate
a return to full regular duties, and would not adversely affect the organization’s operational goals
or the objectives of the Transitional Duty Program.

•
•
•
•
•

Transitional Duty assignments should be offered immediately upon release for modified
work whenever transitional work is available.
There is no limit on the number of employees permitted to participate in the Transitional
Duty Program.
Physical restrictions must be temporary and not permanently preclude the employee from
returning to regular work.
Transitional Duty assignments will be offered for the number of hours and days authorized
by the physician. The assignment can be less than 40 hours per week but cannot exceed 40
hours per week.
If the employee is not able to schedule treatment and/or exams around a Transitional Duty
shift, the employee may be entitled to Workers’ Compensation Temporary Partial Disability
payments.

Communication with Transitional Duty Program participants

•
•
•

The supervisor/manager is to communicate daily with employees working in a Transitional
Duty assignment.
No overtime is allowed for Transitional Duty participants.
Transitional Duty is to be assigned during the same general working shift and on the same
workweek that the employee was assigned before he or she became injured. In the event
that Transitional Duty is not available in the employee’s regular department and/or regular
shift, suitable work assignments in other departments/shifts should be made available.

Transitional Duty Team for Implementing
Transitional Duty for each injured employee will be assigned and reviewed through a team
approach. The Transitional Duty team consists of:

•
•
•
•

The employee’s direct supervisor,
The department manager,
The organization’s workers’ compensation coordinator, and

The union representative when applicable.
Upon receipt of the medical provider’s report, the team will meet immediately to develop a return
to work strategy. The team should meet or communicate at the physician’s discretion to discuss
work status until the injured employee returns to full duty or is determined not eligible for the
program.
Other parties who may be involved when appropriate are:
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•
•

The medical provider and
Alaska Public Entity Insurance.

Transitional Duty Task List Examples
Efforts should be made to provide the injured employee a Transitional Duty work assignment during
the employee’s normal working shift/hours and under their regular supervision/management. The
assignments must be designed to provide meaningful tasks to the employee, assist with the
employee’s recovery, enhance productivity, and reduce the organization’s cost.
The following are “sample” transitional work tasks that can be considered in creating transitional
work assignments. Looking at job descriptions in the department may assist in developing
appropriate tasks. The employee’s regular duties may be able to be adjusted to fit restrictions. The
supervisor and manager may be aware of tasks that have been deferred due to shortage of staff or
time constraints.
•

Filing

•

Recreation or teachers assistant

•

Attaching labels for mailing lists

•

Answering telephones

•

Stuffing envelopes

•

Completing paper work

•

Paper shredding

•

Light carpentry work

•

Inventory/re-stocking supplies

•

Dusting/polishing

•

Processing/delivering mail, faxes

•

Wiping chairs

•

Making copies

•

Running errands

•

Performing safety inspections

•

Refilling condiments

•

Leading short safety training meetings

•

Cleaning glass doors, mirror

•

General cleanup

Transitional Duty work is:

Transitional Duty work is not:

• Temporary

• Permanent

• Productive and necessary

• Punitive

• Supervised

• A promotion

• Rotational/variable tasks

• A “job”
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Injury

Minor

No Injury

Return to Work
Light duty

Full-Time

Follow-Up with
Physician
require fitness
for duty note
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Return To Work.
No Restrictions

APEI Requests
medical.
Employer
cooperates and
reaches out for
any medical
notes

Light Duty
Available

Light Duty Not
Available

Injured Worker
becomes Time Loss
Until medically
cleared by
physician

Major

Part-Time

Temporary
Permanent
Disability and
follow-up with
physician.
Require fitness
for duty

Temporary
Total Disability
until follow-up
with physician
allows return to
work light duty
or no
restrictions
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Post Injury RTW Program Steps
RTW Team:

Direct Supervisor
Department Manager
Workers’ Compensation Coordinator
Union Representative (if applicable)

The Return to Work Program assumes that any injury requiring more than first aid treatment is
potentially disabling.
Step

Responsibility

Procedure

1.

Supervisor

At time of accident, assist the Employee in securing appropriate
medical. If the Employee has already sought medical care, request
documentation and proceed to next item). Complete claim forms
and send to Alaska Public Entity Insurance.

2.

Supervisor or
workers’
compensation
coordinator

Complete the Employee information on the Physical Capacity
Evaluation form and fax to the Physician with a copy of the job
description showing physical requirements. Request that it be
completed and returned to you following the medical
examination.
RTW Forms:
• Sample physician letter (text can be typed or pasted in fax)
• Physician Return-to-Work Release/Limitation Checklist

3.

RTW Team

RTW strategy meetings as needed for any change of work status or
after every follow up appointment. Review work status,
anticipated future status, and Transitional Duty eligibility. When
Transitional Duty is appropriate, identify task assignments and
complete written transitional duty offer. If multiple tasks are not
available in employee’s department or regular shift, contact other
department managers/shift supervisors to identify multiple tasks.
RTW Forms:
• Strategy Meeting Notes
• Work Status Report
• Transitional Duty Program Checklist
• Temporary Transitional Duty Assignment

4.

Supervisor and
employee

Upon offer of Transitional Duty, supervisor & employee to review
and sign Temporary Transitional Duty Assignment. Copy in
organization claim file and to Alaska Public Entity Insurance.
RTW Forms:
• Temporary Transitional Duty Assignment
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5.

Supervisor

Employees on full disability are to be contacted weekly by their
supervisor or department manager. Note all contacts with
Physician and Employee on back of Work Status Record, following
your personnel policies.
• RTW Forms:
• Injured Worker Contact Log

6.

Supervisor

Obtain updated medical information including a new statement of
physical capacity, after every follow up appointment.

Sample Physician Letter
(To be typed or pasted into organization’s fax form.)

Re: Employee:

Date of Injury:

Modified Duty Program Release to Work Verification
We have an extensive Return to Work program that provides work assignments to employees
during their recovery from an injury. This program facilitates the employee’s healing by keeping
the employee actively involved and providing tasks that match their current physical capabilities.
We have enclosed for your convenience a Return-to-Work Release/Limitation Checklist. Please
complete this form, indicating the current physical capabilities of your patient. This information will
allow us to determine the tasks that are within your patient’s current status.
Please fax this form to:
Please feel free to contact our office if you have any questions or would like to discuss this matter
further. Thank you for your cooperation.
Very truly yours,
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Physician Return-to-Work Release/Limitation
Checklist
TO THE PHYSICIAN OR MEDICAL PROVIDER:
We have implemented a Transitional Duty Program in an effort to assist our employees in returning to suitable
employment while they recuperate from an injury or illness. If the employee is unable to immediately return to
regular work, we will make every effort to assign Transitional Duty within the employee’s physical capabilities. A list
of the employee’s regular duties including physical requirements is attached. Please provide the release date for
regular duty or indicate physical restrictions below:
EMPLOYEE:

DATE OF INJURY:

OCCUPATION:

EMPLOYER CONTACT:

Patient is released for regular work without restrictions on (date):
Patient is released for regular work with restrictions on (date):
Patient is not released for any work.
Date of next medical visit/evaluation:
Please check the column for each activity that corresponds to the employee’s limitations. Note any
additional limitations or comments on reverse side.

Daily Activity

None of Activity
Allowed

Minimal (<10 lbs
per hr or <10 lbs
lifted
occasionally)

Moderate (1-3
hrs or 25 lbs
lifted)

No Limitation on
Activity

Sitting
Standing
Walking
Reaching
Reaching overhead
Climbing
Bending at waist
Kneeling
Lifting
Pushing & pulling
Grasping small objects/tools
Fine manipulation
Computer use/entry
Vehicle/equipment operation

_____________________________________
Physician Signature
Loss Control Manual 2018/2019

__________________________
Date
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RTW Program Team Strategy Meeting Notes
Consider the following factors when discussing the return-to-work status of an employee and developing
the strategy for the employee’s return to Transitional Duty or transition from restricted duty to regular
work:
•

What is the current status of the employee and results of the last action plan?

•

Discuss the results of contacts made with physician and employee.

•

Have all possible temporary transitional work assignments been considered?

•

Have tasks or function been adjusted to accommodate changes in the employee’s restrictions?

•

How has the supervisor ensured that the employee complies with restrictions so as not to risk reinjury?

•

Has the employee reached a plateau in recovery?

•

What is the estimated date of the employee returning to regular duties?

Employer’s Transitional Duty Program Checklist
When the physician has released the employee to return to work performing Transitional Duty or
regular duty:
Prepare for the Employee’s return:
1. Discuss at RTW Strategy meeting.
2. Review Physician Return-To-Work Release/Limitation Checklist.
3. Identify tasks.
4. Initiate employee communication.
Contact the employee regarding the return to regular work or to transitional duties, who to
report to, when, where, and what to do if they have any difficulties.
Talk with the employee about their assignment and capabilities. Answer the employee’s
questions. Ask employee to sign Transitional Duty Assignment form.
Ensure that the Employee is closely supervised to prevent future injuries and lost productivity.
Watch for any changes in physical capacity and adjust tasks.
Request employee have physician complete new Physician RTW Release/Limitation Checklist at
all follow-up examinations and return it to supervisor.
Review work status and Transitional Duty assignment at bi-weekly Return-to-Work strategy
meetings.
File all completed forms in the organization’s claim folder. Notify claims adjuster when employee
returns to work or their Transitional Duty assignment changes.
Discuss work status progress at the bi-weekly RTW Strategy Meetings.

Loss Control Manual 2018/2019
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“SafeSchools Training gives our district a convenient and efficient way to train staff
without disrupting the instructional day. And, we can easily show compliance when
documentation is requested by auditors!”
MARK BEATTY / ASSISTANT SUPERINTENDENT / SEMINOLE ISD, TX

Online Staff Training & Tracking
THE #1 TRAINING & COMPLIANCE MANAGEMENT SYSTEM FOR SCHOOLS

• Easily administer safety training and your district-specific courses
and policies to all staff online.
• Access hundreds of 100% school-focused courses by leading experts,
or build your own custom courses in our system.
• Automatic email notification and reminders.
• Real-time results are tracked and administrative reports are delivered
to principals and support staff. It’s just that easy!
• Our customers save hundreds of thousands of dollars a year by
reducing injuries and in-service training time!

Contact us for a free trial account today!
© Scenario Learning, LLC.

1.800.434.0154

info@safeschools.com
www.safeschools.com

K-12 National Course Library

y
EMERGENCY MANAGEMENT

Author

Active Shooter: Administrators
Active Shooter: Staff
Crisis Response and Recovery
EOP: Building the Plan
EOP: Implementing the Plan
Family Reunification
Incident Command Systems
Managing the Aftermath of Tragedy: Administrators
Managing the Aftermath of Tragedy: Staff
Tactical Site Surveys
Terrorism: Awareness & Response (Administrators)
Terrorism: Awareness & Response (Staff)
Threat Assessment

Dorn, Dorn & Nguyen
Dorn, Dorn & Nguyen

Dorn & Shepherd
Dorn & Shepherd
Dorn & Shepherd
Dorn & Shepherd
Mary Schoenfeldt
Drs. Scott & Donna Poland
Drs. Scott & Donna Poland

Dorn & Shepherd
Multiple Contributors
Multiple Contributors

Dr. Scott Poland

EMPLOYMENT PRACTICES/SUPERVISORY

Author

Conducting Job Interviews
Discrimination: Avoiding Discriminatory Practices
Manager Role in Safety & Liability
Managing Difficult Behaviors
Performance Evaluations
Reasonable Suspicion for Drug & Alcohol Use
Retaliation Liability
Sensitivity Awareness
Sexual Harassment: Policy & Prevention
Supervisor’s Role in Safety
Termination: Practice & Procedure

Catherine Mattice
Catherine Mattice

ENVIRONMENTAL

Author

Accident Investigation
Aerial Lift Safety
Asbestos Awareness: Complete
Asbestos Awareness: Refresher
Asbestos Awareness: 2-Hour
Back Injury & Lifting: Complete
Back Injury & Lifting: Support Staff
Back Injury & Lifting: Teachers & Administration
Chemical Spills Overview
Classroom Safety

Jeremy Norton
Jeremy Norton
Joseph Guth
Joseph Guth
Joseph Guth

Free trials available

Keenan & Associates

Catherine Mattice
Catherine Mattice
Patrick Hancock
Catherine Mattice
Catherine Mattice
Armstrong & Mattice

Staff
Patrick Hughes

Length

Length

Length

Keenan & Associates

16 mins

Vaughan & Sommer

1.800.434.0154

Available in
Spanish

Coming
Soon

Available in
Spanish

Coming
Soon

24 mins
29 mins
36 mins
18 mins
24 mins
27 mins
27 mins
32 mins
69 mins
25 mins
22 mins

Linda Stroud

Joanette Lima

Coming
Soon

45 mins
44 mins
20 mins
17 mins
19 mins
19 mins
30 mins
25 mins
25 mins
20 mins
34 mins
34 mins
22 mins

28 mins
25 mins
1 hour
23 mins
2 hours
18 mins
17 mins
14 mins
22 mins

Vaughan & Sommer

Available in
Spanish

SP
SP
SP

www.SafeSchools.com

K-12 National Course Library

y
ENVIRONMENTAL, CONT.

Author

Commercial Mower Safety
Compressed Gas Safety
Confined Spaces
Electrical Safety: Complete
Electrical Safety: Primer
Energy Conservation
Eye & Face Protection
Facility Emergencies
Fall Protection
Fire and Explosion Hazards
Fire Extinguisher Safety
Forklift Safety
General Safety Orientation
Hand & Power Tool Safety
Hazard Communications: Right to Understand
Hearing Loss Prevention
Heat Illness Prevention
Indoor Air Quality Awareness
Integrated Pest Management
Ladder Safety
Lead Safety Awareness
Lockout/Tagout: Energy Release
Material Safety Data Sheets (MSDS)
Mercury Spills
Office Ergonomics
Personal Protective Equipment (PPE)
Playground Maintenance & Inspection
Respirable Crystalline Silica Awareness
Respiratory Protection
Safety Committee Operations
Safety Data Sheets (SDS)
Scaffolding Safety
Scent Awareness
Science Lab Safety
Science Laboratory Chemical Spills
Scissor Lift Safety
Slips, Trips & Falls: Complete
Slips, Trips & Falls: Refresher
Slips, Trips & Falls: Custodians, Maint. & Facilities

Staff
Mike Peterman
Bryan Visscher
Bryan Visscher
Bryan Visscher
Bryan Visscher
James Vaughan
Bryan Visscher
Bryan Visscher
John Snider
Mike Peterman
Jeremy Norton
Steve Lyons
Jeremy Norton
Linda Stroud

Free trials available

Vaughan & Sommer

Staff
Rich Prill
Janet Hurley
Multiple Contributors

Bryan Visscher
Vaughan & Sommer
Vaughan & Sommer

Kirt Poulsen
James Vaughan
Multiple Contributors

Susan Hudson
Bryan Visscher
Jeremy Norton
Jeremy Norton
Linda Stroud
Jeremy Norton
Jamie Gibbings
Kirt Poulsen
Linda Stroud
Jeremy Norton
Vaughan & Sommer
Vaughan & Sommer
Vaughan & Sommer

1.800.434.0154

Length

24 mins
13 mins
20 mins
27 mins
17 mins
18 mins
12 mins
22 mins
23 mins
25 mins
10 mins
17 mins
14 mins
18 mins
26 mins
11 mins
13 mins
22 mins
24 mins
26 mins
15 mins
13 mins
20 mins
14 mins
13 mins
15 mins
19 mins
16 mins
18 mins
17 mins
19 mins
22 mins
13 mins
25 mins
28 mins
21 mins
27 mins
17 mins
20 mins

Available in
Spanish

Coming
Soon

SP
SP

SP

SP
SP
SP
SP
SP
SP
SP
SP
SP
SP
SP
SP

SP

SP

www.SafeSchools.com

K-12 National Course Library

y
ENVIRONMENTAL, CONT.

Author

Slips, Trips & Falls: Nutrition Services
Slips, Trips & Falls: Support Staff
Slips, Trips & Falls: Teachers & Administration
Stormwater Management
Trenching & Excavation Safety
Utility Cart Safety
Water Damage Prevention
Welding, Cutting & Brazing Safety Awareness
Workplace Injury Prevention

Vaughan & Sommer

Free trials available

Vaughan & Sommer
Vaughan & Sommer

Samantha Brown
Jeremy Norton
Staff
Bryan Visscher
Jeremy Norton
Multiple Contributors

1.800.434.0154

Length

20 mins
25 mins
23 mins
24 mins
19 mins
17 mins
28 mins
22 mins
25 mins

Available in
Spanish

Coming
Soon

SP

SP

www.SafeSchools.com

*

K-12 National Course Library

y
HEALTH

Author

Length

Automated External Defibrillators (AEDs)
Bedbugs in Schools

Lucinda Mejdell-Awbrey

Bloodborne Pathogens Exposure Prevention: Complete

Vaughan & Sommer

Bloodborne Pathogens Exposure Prevention: Refresher

Vaughan & Sommer

BBP Exposure Prevention: Custodians
BBP Exposure Prevention: Support Staff (Non-Custodial)
BBP Exposure Prevention: Teachers & Administration
Cardiopulmonary Resuscitation (CPR)
Common Illness Prevention
Concussion Awareness: Athletics
First Aid
Head Lice
Health Emergencies: Asthma Awareness

Vaughan & Sommer

Health Emergencies: Choking & the Heimlich Maneuver

Lucinda Mejdell- Awbrey

20 mins
12 mins
22 mins
13 mins
23 mins
20 mins
19 mins
14 mins
13 mins
20 mins
32 mins
8 mins
14 mins
5 mins
11 mins
8 mins
13 mins
20 mins
12 mins
6 mins
25 mins
14 mins
19 mins
13 mins
13 mins
21 mins
24 mins
29 mins
23 mins
13 mins

Lucinda Mejdell-Awbrey

Health
Health Emergencies: Diabetes Awareness
Health
Health Emergencies: Hemophilia
Health Emergencies: Life-Threatening Allergies
Health Emergencies: Overview
Health Emergencies: Seizures
HIV/AIDS Awareness
Medication Administration Basics
Medication Administration: Diastat
Medication Administration: Epinephrine Auto-Injectors
Medication Administration: Glucagon
MRSA Awareness
Pandemic Flu
Steroid & PED Awareness in Athletics
Stress Management
Student Mental Health
Sudden Cardiac Arrest in Athletes

Free trials available

Vaughan & Sommer
Vaughan & Sommer
Multiple Contributors
Lucinda Mejdell-Awbrey

Brent George
Lucinda Mejdell-Awbrey
Lucinda Mejdell-Awbrey

Carol Jones
Tibbitts & Eastman
Tibbitts & Eastman
Carol Jones
Tibbitts & Eastman
Janell Eastman
Carol Jones
Lucinda Mejdell-Awbrey
Lucinda Mejdell-Awbrey

Multiple Contributors
Lucinda Mejdell-Awbrey
Lucinda Mejdell-Awbrey

Sonayia Shepherd
Dr. Charles LeRoy
Catherine Mattice
Dr. Bonnie Hedrick
Lucinda Mejdell-Awbrey

1.800.434.0154

Available
in Spanish

Coming
Soon

SP
SP
SP

SP
SP
SP

www.SafeSchools.com

K-12 National Course Library

y
HUMAN RESOURCES

Author

Americans with Disabilities Act Overview
Athletic Liability
Boundary Invasion
Conflict Management: Managing the Angry Parent
Conflict Management: Staff-to-Staff
Conflict Management: Student-to-Student
Customer Service: Administration
Customer Service: Support Services
Customer Service: Teachers
Discrimination Awareness in the Workplace
Diversity Awareness: Staff-to-Staff
Diversity Awareness: Staff-to-Student
Drug Free Workplace
Family Medical Leave Act (FMLA)
FERPA: Confidentiality of Records
General Ethics in the Workplace
HIPAA Overview
Sexual Harassment: Staff-to-Staff (Complete)
Sexual Harassment: Staff-to-Staff (Refresher)
Sexual Harassment: Student Issues & Response
Sexual Misconduct: Staff-to-Student
Title IX and Gender Equity in Athletics
Title VI Overview
Workplace Bullying: Awareness & Prevention

William Goren
Donna Lopiano

Workplace Violence: Awareness & Prevention (Employee)
Workplace Violence: Awareness & Prevention (Supervisor)

Catherine Mattice
Catherine Mattice

INFORMATION TECHNOLOGY

Author

Browser Security Basics

Pete Just
Staff
William Stepien
Pete Just
Pete Just
Staff
Staff
Staff
Staff

CIPA: Compliance with the Children’s Internet Protection Act

Copyright Infringement
Cybersecurity
Email and Messaging Safety
Online Safety: Cyberbullying
Online Safety: Predators
Online Safety: Threats of Violence
Online Safety: What Every Educator Needs to Know
Password Security Basics
Payment Card Industry Data Security Standard (PCI DSS) Overview

Protection Against Malware

Free trials available

Patterson & Austin

Hazler & Carney
Hazler & Carney
Hazler & Carney
Staff
Staff
Staff
Catherine Mattice
Catherine Mattice
Gilbert Martini, Jr.
Jeremy Norton
Catherine Mattice
Staff
Catherine Mattice
Lucinda Mejdell-Awbrey

Jennifer Watson
Jennifer Watson
Jennifer Watson
Dr. Robert Shoop
Donna Lopiano
Staff
Catherine Mattice

Pete Just
Pete Just
Pete Just

1.800.434.0154

Length

18 mins
43 mins
23 mins
28 mins
20 mins
20 mins
12 mins
10 mins
10 mins
15 mins
23 mins

Available
in Spanish

Coming
Soon

SP

SP

25 mins
22 mins
15 mins
14 mins
24 mins
14 mins
17 mins
15 mins
29 mins
35 mins
43 mins
33 mins
16 mins
20 mins
29 mins
Length

SP

SP

Available
in Spanish

Coming
Soon

15 mins
20 mins
24 mins
13 mins
12 mins
21 mins
15 mins
20 mins
29 mins
7 mins
13 mins
15 mins

www.SafeSchools.com

K-12 National Course Library

y
NUTRITION SERVICES

Author

Civil Rights in Food Service: Administrative Staff
Civil Rights in Food Service: Frontline Staff
Food Safety & Kitchen Sanitation
Food Service Equipment: Safe Use
Food Service Equipment: Sanitation
Foodborne Illnesses
HACCP: Hazard Analysis & Critical Control Points
Nutrition Basics
School Meal Compliance

Art Dunham
Art Dunham
Art Dunham
Art Dunham
Art Dunham
Art Dunham
Art Dunham
Art Dunham
Art Dunham

SECURITY

Author

Arson Awareness & Prevention
Copper Theft Awareness
Crime Prevention through Physical Security
Safety Basics for Security Staff
School Intruders
School Violence: Identifying & Addressing
Visual Weapons Screening

John Snider
Staff
Paul Timm
Keenan & Associates
Robert Watson
Robert Watson
Dorn & Shepherd

Free trials available

1.800.434.0154

Length

18 mins
16 mins
14 mins
20 mins
20 mins
20 mins
23 mins
21 mins
19 mins
Length

Available
in Spanish

Coming
Soon

SP
SP
SP
SP
SP
SP
SP
Available
in Spanish

Coming
Soon

30 mins
9 mins
23 mins
22 mins
11 mins
55 mins
20 mins

www.SafeSchools.com

K-12 National Course Library

y
SOCIAL & BEHAVIORAL

Author

Administrative Supervision of Students
Bullying: Recognition & Response (Complete)
Bullying: Recognition & Response (Refresher)
Child Abuse: Identification & Intervention
Child Abuse: Mandatory Reporting
Child Abuse: Mandatory Reporting (Primer)
Communication Styles and Skills
Cultural Competence and Racial Bias
Dating Violence: Identification & Intervention
De-Escalation Strategies
Disruptive Student Behavior
Gang Awareness
Hazing
Homeless Students: Awareness & Understanding
Human Trafficking Awareness
Making Schools Safe for LGBT Students
Playground Supervision
Restraint & Seclusion
Self-Injury and Cutting
Sport Supervision & Safety
Student Drug & Alcohol Abuse
Transgender Awareness
Youth Suicide: Awareness & Prevention (Full Course)
Youth Suicide: Awareness & Prevention (Jason Flatt Act)
Youth Suicide: Awareness & Prevention (Jason Flatt Act)

Donna Poland
Dr. Scott Poland
Hazler & Carney
Wendy Armstrong
Wendy Armstrong
Eve Pearl
Staff
Staff
Staff
Nitza McKee
Randy Sprick
Richard Ramos
Dr. Bonnie Hedrick
Barbara Duffield
Catherine Mattice
Mattice & Meyer
Susan Hudson
Dr. Reece Peterson
Dr. Scott Poland
Dr. Charles LeRoy
Mary Haag
Mattice & Meyer
Dr. Scott Poland
Dr. Scott Poland
Dr. Scott Poland

SPECIAL EDUCATION

Author

Child Safety Restraint Systems*
Evacuation Planning for Students with Special Needs*
Special Education: Lifts and Transfers
Special Education: Safety in the Classroom
Wheelchair Securement*

Ted Finlayson-Schueler
Ted Finlayson-Schueler

Rich Ferdinand
Keenan & Associates
Schneider & Manary

Length

27 mins
50 mins
25 mins
33 mins
24 mins
19 mins
7 mins
16 mins
20 mins
21 mins
33 mins
30 mins
19 mins
23 mins
21 mins
20 mins
16 mins
22 mins
21 mins
22 mins
30 mins
19 mins
39 mins
1 hour
2 hours
Length

Available
in Spanish

Coming
Soon

SP

SP

Available
in Spanish

Coming
Soon

25 mins
25 mins
25 mins
23 mins
20 mins

*Also in Transportation category

Free trials available

1.800.434.0154

www.SafeSchools.com

K-12 National Course Library

y
TRANSPORTATION

Author

15-Passenger Van Safety
Bus Behavior & Discipline
Child Safety Restraint Systems
City Driving
Crossing Guard Safety
Defensive Driving
Distracted Driving
Evacuation Planning for Students with Special Needs
Road Rage
Transportation Safety
Van Safety
Wheelchair Securement
Winter Driving

Staff
Ted Finlayson-Schueler
Ted Finlayson-Schueler

Patrick Fitzpatrick
Keenan & Associates
Patrick Fitzpatrick
Patrick Fitzpatrick
Ted Finlayson-Schueler

Patrick Fitzpatrick
Patrick Fitzpatrick
Patrick Fitzpatrick
Manary & Schneider
Patrick Fitzpatrick

Length

19 mins
19 mins
25 mins
15 mins
15 mins
18 mins
12 mins
25 mins
15 mins
27 mins
21 mins
20 mins
15 mins

Available
in Spanish

Coming
Soon

SP

Revised 6/29/18

Free trials available

1.800.434.0154

www.SafeSchools.com

Your Tool for Reducing Liability.

TargetSolutions: Online Training and Records Management System

LOSS PREVENTION SERVICES.

THAT FIT YOUR NEEDS.

TargetSolutions realizes how important quality training is to your bottom line. That’s why we’ve

created top-notch web-based training courses and applications. With our platform, your group
will be able to reduce liability, decrease workplace accidents, minimize lost work days and

slash workers’ compensation claims. The end result is more productivity and more savings.

Quality Training

Powerful LMS

Manage Risks

TargetSolutions provides clients with
24/7 access to hundreds of accredited,
self-paced online training courses featuring
engaging interactions and videos.

With TargetSolutions you can easily schedule, deliver and track online and offline
training assignments. The easy-to-use system makes training management easier.

TargetSolutions’ powerful system enables
clients to define, measure and monitor key
risk metrics that help keep employees safe
and protect assets.

TargetSolutions arms organizations with
tools to oversee key compliance tasks,
manage organizational policies and track
the status of user certifications.

TargetSolutions delivers a powerful system that enables an interactive
exchange of information and data
throughout an organization.

TargetSolutions has invested in the best
technology to ensure our system is fast and
dependable. We’re proud of fact we consistently exceed 99.9 percent uptime.

Achieve Compliance

Enhance Efficiencies

Reliable Software

Technology with a Purpose.

Online Training Catalog Overview

Technology with a Purpose.

With TargetSolutions, your organization can cost-effectively deliver quality courses to
employees designed to increase safety comprehension, change unsafe behaviors and
decrease claims. TargetSolutions has been serving public and private entities for more
than a decade and has more than 1,000 training courses in its web-based catalog.
Courses are self-paced and cross-browser compliant with cutting-edge interactions.
Employment Practices & Human Resources | Overview

This program provides an overview of employment practices encountered in the workplace for individuals tasked with making employment decisions, including issues of harassment, hiring and termination, discrimination, evaluation, and documentation. These courses
will help to ensure that you stay ahead of current issues and practices that may affect your organization and employees.

SAMPLE OF COURSE TITLES: SEXUAL HARASSMENT FOR SUPERVISORS n DISCIPLINE AND TERMINATION n INTERVIEWING AND HIRING

OSHA & Compliance | Overview

TargetSolutions’ online courses can be used to help comply with OSHA and other federal and state regulatory agency training mandates.
Complete all of your required compliance training courses online, eliminating the logistic issues inherent in traditional training methods.
OSHA & Compliance courses cover the following categories: General Safety, Environmental Awareness, Human Resources and supervisor-related course topics.
SAMPLE OF COURSE TITLES: BLOODBORNE PATHOGENS SAFETY n GENERAL FIRST AID n SLIPS, TRIPS, & FALLS PREVENTION

Motor Vehicle Safety | Overview

TargetSolutions’ Online Driver Training & Compliance Program offers organizations a solution to reduce motor vehicle losses. Driver curriculum is designed to change unsafe driving behavior and reinforce critical safe-driving concepts. Courses have been tailored to meet the varied
needs of drivers of automobiles, large trucks and passenger vans. Supervisor curriculum is designed to provide supervisors with the training
necessary to maintain a staff of safe and capable drivers. Driver training courses and curriculum for supervisors are available.
SAMPLE OF COURSE TITLES: ACCIDENTS AND EMERGENCIES n AGGRESSIVE DRIVING n VEHICLE INSPECTION AND MAINTENANCE

Spanish Training | Overview

TargetSolutions offers 68 online training courses in Spanish. Courses cover the following categories: Driver Training, Environmental Awareness, General Safety, Human Resources and Occupational Health. If you would like more information about TargetSolutions’ industry-leading
Spanish library, please call (800) 840-8047 or check online.
SAMPLE OF COURSE TITLES: FIRE PREVENTION SAFETY n CPR ACADEMIC n DIET & NUTRITION n WORKPLACE VIOLENCE

www.targetsolutions.com/course-catalog/

You’re in Good Hands with Us.

TargetSolutions: Online Training and Records Management System

AN EASY IMPLEMENTATION.

A SEAMLESS PROCESS.

TargetSolutions is committed to making your organization’s implementation
of our online training platform as easy as possible. We’ll do all the heavy

lifting to ensure your members’ sites are configured properly. You can trust
TargetSolutions is ready and able to handle the implementation process.

Overview Webinar

Upload Process

TargetSolutions will conduct a broad
overview to introduce member admins
with platform. At conclusion, admins can
leave contact info to start next steps.

Member admins will receive an e-mail
from their dedicated TS Account Manager
requesting them to fill out a spreadsheet
with users’ names and other information.

After each members’ site has been
built and customized, your TS Account
Manager will conduct a private, comprehensive tutorial with your group.

After platform training, your TS Account Manager will provide each
member with several key resources
for rolling the system out to users.

Platform Training

System Roll Out

Needs Assessment

TS Account Managers will schedule a
20 to 40-minute call with each members’
admin to review details about users and
to discuss primary goals for the system.

Ongoing Service

TargetSolutions’ service won’t stop
there. We’re committed to providing
the very best ongoing customer support you’ll find anywhere.

Technology with a Purpose.

You’re Always Our Top Priority.

TargetSolutions: Online Training and Records Management System

EXCEPTIONAL SERVICE.

EVERY SINGLE TIME.

At TargetSolutions, nothing is more important than our clients’ satisfaction.

Our friendly representatives are ready to assist at any time to answer all of your

questions. In addition, our dedicated Account Managers will help you through
implementation and keep you updated on all platform enhancements.

Platform Training

Implementation

TargetSolutions representatives will
give you comprehensive instructions
to teach you the platform’s nuances.
Before long you’ll be an expert!

Our experienced implementation
team will work to ensure the platform
is configured properly to support your
organization’s needs.

Our team is available to answer questions during normal business hours at
800.840.8048. After-hours emergency support is also available.

The Help System includes an interactive “chat” feature in which you can
quickly and easily communicate with
a TargetSolutions representative.

24/7 Support

Live Chat Feature

Online Help System

We provide an extensive web-based
Help System with detailed instructions
and video tutorials for each operational activity on the platform.

Renewal Support

Your dedicated Account Manager will
support you throughout your organization’s contract and will also assist
during the renewal process.

Technology with a Purpose.

You Can Protect Your Organization.

TargetSolutions: Online Training and Records Management System

INCREASE TRAINING.

REDUCE LIABILITY.

According to the Equal Employment Opportunity Commission (EEOC), there
are more than 11,000 charges of sexual harassment each year. The negative
impact of these claims is tremendous – not just on the victim, but on lost and
unproductive work hours and legal damages. That’s why TargetSolutions’ online
training is a must-have risk management tool. Our sexual harassment courses
educate employees and prevent costly incidents from ever happening.

Quality Courses

TargetSolutions offers more than 1,000
online training courses, including Sexual
Harassment Awareness, Sexual Harassment for Supervisors and California AB
1825. These courses have been taken
more than 80,000 times by our clients.

Maintain Productivity

Sexual harassment is not just expensive
from a legal standpoint. When employees are distracted with harassment,
morale plunges and so does performance. It is critical employers take steps
to maximize employee productivity.

Achieve Compliance

Organizations with more than 50
employees are required by law to have all
supervisors complete a two-hour sexual
harassment course every two years. TargetSolutions’ training meets mandatory
training for public and private entities.

Engaging Content

TargetSolutions realizes how critical this
training is to the health of an organization. That’s why we’ve worked hard to
make our courses the industry’s best.
Training utilizes engaging interactions and
innovative features that enhance learning.

Reduce Liability

The U.S. Department of Labor estimates
businesses lose approximately $1 billion
to sexual harassment each year. For public entities, these incidents can be devastating. Proactive training helps keep
employees from making huge mistakes.

Thorough Training

The best way to deal with sexual harassment is to prevent it from ever happening.
To this point, effective training is critical.
TargetSolutions’ courses have been put
through a rigorous creation process and
have proven to make a difference.

Technology with a Purpose.

ALASKA PUBLIC ENTITY INSURANCE

TargetSolutions

ONLINE COURSE CATALOG
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BUSINESS SKILLS

Communicating Up
◼ Communicating to Your Manager
◼ Your Manager’s Communication Style
◼ Your Path to Communicating Up
◼ Mastering Communicating Up
◼ Communicating Up Health Check
CONFLICT RESOLUTION
◼ Conflict Resolution
Resolving Conflicts
◼ Characterizing Conflict
◼ Know Your Conflict Behavior
◼ Identifying Conflict Behaviors
◼ Your Path to Resolving Conflicts
◼ Mastering Resolving Conflicts
◼ Resolving Conflicts Health Check
GENERAL
◼ An Entrepreneur's Guide to Networking
◼ Business Dining Etiquette
◼ Company Layoffs and Downsizing
◼ Critical Thinking and Problem Solving
◼ Discrimination Prevention
◼ Energy Management: Exercise, and Safety
◼ Everyone is a Leader
◼ Facilitating Meetings and Groups
◼ Get SMARTER with Goals
◼ Healthy Practices: Nutrition, Exercise, and Safety
◼ Interviewing Skills for Employees
◼ It's my Job! Career Growth
◼ Making Humor Work at Work
◼ Manage Time
◼ Managing Stress at Work
◼ Managing Up: Strengthening Relationships
◼ Meetings That Get Results
◼ The Change Process
◼ The Power of One - Taking Accountability
◼ The Power of Vision
◼ Work Life Balance

Business Execution
◼ Execution Strategies
◼ Inspiring Excellence
◼ Turning Ideas into Actions
Improving Work Habits
◼ Performance Issue or Poor Work Habit?
◼ Describing the Work Habit
◼ Keep Ownership with the Team Member
◼ Empathizing
◼ Your Path to Improving Work Habits
◼ Mastering Improving Work Habits
◼ Improving Work Habits Health Check
Supporting Change
◼ The 3 Phases of Change
◼ Reactions to Change
◼ Your Path to Supporting Change
◼ Mastering Supporting Change
◼ Supporting Change Health Check
LEADERSHIP
◼ A Leaders Guide to Decision Making
◼ Advanced Management Skills
◼ An Effective Leader's Guide to Time Management
◼ Building Leadership Capability
◼ Creating a Code of Conduct
◼ Effective Delegation Overview
◼ Lead with Strengths
◼ Mentoring that Matters
◼ Negativity in the Workplace
◼ Transition to Leadership
Basics of Leadership
◼ Leadership Challenges
◼ Corporate Culture Changes
◼ Keeping Employees Energized
◼ Knowledge Management
◼ Elements of Change
◼ Leadership Dynamics
Communication Essentials
◼ Empowering Leadership
◼ Craft Clear and Concise Messages
◼ Team Member Messages
◼ Listening
◼ Nonverbal Behavior
◼ Impactful Feedback
◼ Mastering Essential Skills of Communicating

TargetSolutions

COMMUNICATION
◼ Better Business Writing
◼ Business Communication Fundamentals
◼ Effective Presentation Skills
◼ Email Etiquette
◼ Giving Feedback that Gets Results
◼ Powerful Presentations
◼ Successful Negotiation
◼ The Art of Negotiation
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Effective Delegation
◼ What to Delegate
◼ Issues in Delegating
◼ Your Path to Delegating
◼ Mastering Delegating
◼ Delegating Health Check
Leadership Essentials
◼ The Work of Leaders
◼ Focus on Behavior
◼ Enhance Self-Esteem
◼ Encourage Participation
◼ Lead Effective Meetings
◼ Mastering Essential Skills of Leadership
◼ Essential Skills of Leadership Health Check
MANAGING PEOPLE
◼ Appraising Performance
◼ Coaching with Confidence
◼ Developing Your Leadership Style
◼ Employee Discipline
◼ Fundamentals of Business Crisis Management
◼ Internet and Computer Policy
◼ Managing Contractors and Temporary Employees
◼ Managing Technical Professionals
◼ Motivating Employees
◼ Rewarding Peak Performers
Coaching Job Skills
◼ Determining Training or Coaching
◼ Your Path to Training New Skills
◼ Your Path to Coaching Existing Skills
◼ Mastering Training New Skills
◼ Mastering Coaching Existing Skills
◼ Health Check

Management 101
◼ Introduction to Management
◼ Leading and Communicating as a Manager
◼ Making an Impact as a Manager
◼ Taking Control as a Manager
Managing Complaints
◼ The Difficulties of Managing Complaints
◼ Handling Complaints Using Active Listening
◼ Your Path to Managing Complaints
◼ Mastering Managing Complaints
◼ Managing Complaints Health Check
Multigeneration Management
◼ Workforce Generations
◼ Leading Silents and Boomers
◼ Multi-Generational Leadership (GenX and Next)
◼ Cross-Generational Teams
◼ Developing Generations
Performance Management
◼ Preventing Problems
◼ Identifying Problems and Causes
◼ Feedback and Counseling
◼ Disciplining Problem Performance
Providing Performance Feedback
◼ The Power of Performance Feedback
◼ Providing Verbal Performance Feedback
◼ Providing Written Performance Feedback
◼ Your Path to Providing Performance Feedback
◼ Mastering Providing Performance Feedback
◼ Providing Performance Feedback Health Check

Effective Discipline
◼ Taking Disciplinary Action
◼ The Disciplinary Process and Documentation
◼ Responding to Team Member Reactions
◼ Your Path to Effective Discipline
◼ Mastering Effective Discipline
◼ Effective Discipline Health Check
IT Pro to Manager
◼ Managing the Development of Technical Professionals
◼ Successful Communication and Process Management
Skills
◼ Developing Leadership and Transitioning into Management

TargetSolutions

Developing Performance Goals & Standards
◼ The Value of Planning
◼ Creating Performance Standards
◼ Your Path to Developing Performance Goals and Standards
◼ Mastering Developing Performance Goals and Standards
◼ Developing Performance Goals and Standards Health Check
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TargetSolutions offers a comprehensive catalog of online EMS
continuing education courses that are accepted in most
states. Our courses allow first responders, EMT-Basics, EMTIntermediates and EMT-Paramedics to complete their
continuing education requirements in an engaging and easyto-use format.
PREPARATORY
◼ Clinical Decision-Making
◼ Common Infectious Pathogens
◼ Communication and Documentation
◼ Cultural Diversity for EMS Providers
◼ Diet & Nutrition
◼ Emergency Responder Rehabilitation for the EMT
◼ Emergency Responder Rehabilitation for the Paramedic
Advanced
◼ Ethics for the EMS Provider (BLS)
◼ Functional Approach to Physical Fitness for Emergency
Responders
◼ Health & Wellness
◼ HIPAA Awareness
◼ The Human Body Part 1: Critical Systems
◼ The Human Body Part 1: Critical Systems Advanced
◼ The Human Body Part 2: Other Systems
◼ The Human Body Part 2: Other Systems Advanced
◼ Infectious Disease Control
◼ Medical, Ethical, and Legal Issues
◼ Protecting Yourself from Influenza
◼ Slips, Trips and Falls
◼ Therapeutic Communications
◼ Workplace Stress
AIRWAY
◼ Advanced Airways: Intubation and Beyond (2 hours)
◼ Airway Management Advanced (2 hours)
◼ Airway Management Basic
◼ Blind Nasotracheal Intubation
◼ Capnography
◼ Introduction to Capnography Advanced
◼ Mechanics of Breathing
◼ Orotracheal Intubation
◼ Respiratory System A&P Review
◼ Suctioning the Patient Airway
◼ Supplemental Oxygen
◼ Tracheostomies Advanced
PATIENT ASSESSMENT
◼ Assessing the Patient with Major Trauma
◼ Patient Assessment Advanced
◼ Patient Assessment Basic
◼ Rapid Secondary Assessment
◼ Special Challenges in Patient Assessment

MEDICAL
◼ Acute Coronary Syndromes
◼ Acute Respiratory Distress Syndrome Advanced
◼ Allergic Reaction Management
◼ Allergies and Anaphylaxis Advanced
◼ Allergies and Anaphylaxis Basic
◼ Altered Mental Status Advanced
◼ Altitude Emergencies
◼ Altitude Illness
◼ Altitude Illness Advanced
◼ Aquatic Emergencies
◼ Asthma Advanced
◼ Asthma Part 1
◼ Asthma Part 2
◼ Behavioral Emergencies Advanced
◼ Behavioral Emergencies Basic
◼ Calcium Channel Blocker Overdose
◼ Calcium Channel Blocker Overdose Advanced
◼ Carbon Monoxide Poisoning
◼ Cardiac Emergencies Advanced
◼ Cardiac Emergencies Basic
◼ Cardiovascular Anatomy & Physiology Review
◼ Complementary and Alternative Medicine Advanced
◼ Complementary and Alternative Medicine Basic
◼ Complete Resuscitation: Integrating Post-Care Advanced
◼ Cyanide Poisoning
◼ Cyanide Poisoning Advanced
◼ Date Rape Drugs
◼ Death and Dying Advanced
◼ Dementia
◼ Dementia Advanced
◼ Detailed Physical Exam
◼ Diabetic Ketoacidosis Advanced
◼ Disease Conditions of Chronic Alcoholism Advanced
◼ Ecstasy Abuse Management
◼ Ecstasy Abuse Management Advanced
◼ Endocrine System Emergencies Advanced
◼ Epilepsy
◼ Fundamentals of 12 Lead ECG Operation and
Interpretation
◼ H1N1 (Swine Flu)
◼ HazMat Medical Emergencies Advanced
◼ Heat Illness and Emergencies
◼ Hematology
◼ HIV/AIDS Awareness
◼ Intraosseous Infusion Advanced
◼ Intro to Arrhythmias: Escape Rhythms and Premature
Complexes
◼ Intro to Arrhythmias: Tachy-arrhythmias and Fibrillation
◼ Managing Cardiac Arrest: During and After Resuscitation
◼ Medication Errors
◼ Methamphetamine
◼ MRSA Infections
◼ Myths and Realities of Drug Seeking Behavior Advanced

TargetSolutions

EMERGENCY MEDICAL
SERVICES
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TRAUMA
◼ Abdominal Trauma Advanced
◼ Abdominal Trauma Basic
◼ Amputation Injuries Advanced
◼ Bleeding and Shock Advanced
◼ Bleeding and Shock Basic
◼ Bomb Blast Injuries Advanced
◼ Burn Management Advanced
◼ Burn Management Basic
◼ Cervical Spine Injuries Part 1 Advanced
◼ CNS Injuries Advanced
◼ CNS Injuries Basic
◼ Emergency Care for Lightning Strike Victims Advanced
◼ Environmental Emergencies Advanced
◼ Environmental Emergencies Basic
◼ Femur Fractures
◼ Fetal Trauma from Motor Vehicle Collisions (ALS)
◼ Gunshot Wounds
◼ Head and Facial Injuries Advanced
◼ Hip Fractures
◼ Injuries and Infections of the Eye
◼ Kinematics of Trauma
◼ Management of Cervical Spine Injuries on Athletics Part 2
Advanced
◼ Musculoskeletal Injuries Advanced

◼ Musculoskeletal Injuries Basic
◼ Nose Bleeds
◼ Nose Bleeds Advanced
◼ Pelvic Fractures Advanced
◼ Recognition and Treatment of Foot Injuries Advanced
◼ Sepsis
◼ Sepsis Advanced
◼ Shock and Shock Management
◼ Spinal Cord Injuries
◼ Stroke Assessment & Treatment
◼ Stroke Assessment & Treatment Advanced
◼ Thoracic Emergencies Advanced
◼ Thoracic Emergencies Basic
◼ Traumatic Head and Brain Injuries Advanced
◼ Traumatic Injury During Pregnancy
◼ Understanding and Restraining Patients with Excited
Delirium
◼ Understanding and Restraining Patients with Excited
Delirium Advanced
◼ Unstable Pelvic Fractures
SPECIAL CONSIDERATIONS
◼ Assessment and Treatment of Submersion Injuries
◼ Assessment and Treatment of Submersion Injuries
Advanced
◼ Assessment, Treatment and Transport of Morbidly Obese
Patients
◼ Assessment, Treatment and Transport of Morbidly Obese
Patients Advanced
◼ Bariatric Patients
◼ Child Abuse: An EMS Professionals Role & Responsibilities
◼ Child Abuse: An EMS Professionals Role & Responsibilities
Advanced
◼ Child Abuse: EMS Roles & Responsibilities
◼ General Science Advanced
◼ Geriatric Assessment Challenges
◼ Geriatric Behavioral Emergencies
◼ Geriatric Emergencies Advanced
◼ Geriatric Emergencies Basic
◼ Geriatric Hip Injuries
◼ Hypothermia Assessment and Treatment
◼ Hypothermia Assessment and Treatment Advanced
◼ Managing Chronic Care Patients
◼ Neonatology Advanced
◼ Obstetrical Emergencies Advanced (2 hour)
◼ Obstetrical Emergencies Basic
◼ Patient Abuse and Assault
◼ Patients with Special Challenges
◼ Pediatric Airway Management
◼ Pediatric Airway Management Advanced
◼ Pediatric Assessment
◼ Pediatric Assessment Part 1
◼ Pediatric Assessment Part 2
◼ Pediatric Burns Advanced
◼ Pediatric Cardiac Arrest Advanced
◼ Pediatric Cardiac Emergencies Advanced
◼ Pediatric Cardiac Emergencies Basic
◼ Pediatric Emergencies Advanced

TargetSolutions

◼ Myths and Realities of Drug Seeking Behavior Basic
◼ Narcotics Overdose for the EMT
◼ Narcotics Overdose for the Paramedic Advanced
◼ Non-Traumatic Abdominal Injuries
◼ Non-Traumatic Chest Pain
◼ Obsterical Emergencies Advanced (2 hours)
◼ Operating an AED
◼ Over the Counter Drug Overdoses Advanced
◼ Pain Management
◼ Pain Management Advanced
◼ Pain Transmission, Perception, and Assessment
◼ Pain Transmission, Perception, and Assessment Advanced
◼ Pharmacology Advanced
◼ Pharmacology Basic
◼ Pharmacology & Drug Administration
◼ Pharmacology Special Considerations
◼ Pharmacology Special Considerations Advanced
◼ Poisoning and Overdose
◼ Poisons and Toxins Part 1
◼ Poisons and Toxins Part 1 Advanced
◼ Poisons and Toxins Part 2
◼ Poisons and Toxins Part 2 Advanced
◼ Prehospital Pulmonary Embolism Care
◼ Recognition and Management of Over the Counter Drug
Overdoses
◼ Renal Failure Advanced
◼ Respiratory Emergencies Advanced
◼ Respiratory Emergencies Basic
◼ TCA Overdose
◼ TCA Overdose Advanced
◼ Toxicology and Substance Abuse Advanced
◼ Understanding the Basics of ECGs
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◼ Pediatric Emergencies Basic
◼ Pediatric Fever for the EMT
◼ Pediatric Fever for the Paramedic Advanced
◼ Pediatric Fluid and Airways Advanced
◼ Pediatric Ingestions Advanced
◼ Pediatric Respiratory Emergencies: Lower Airway for the
Paramedic Advanced
◼ Pediatric Respiratory Emergencies: Upper Airway for the
EMT
◼ Pediatric Respiratory Emergencies: Upper Airway for the
Paramedic Advanced
◼ Pediatric Shock Advanced (2 hours)
◼ Pediatric Trauma Advanced
◼ Sports Medicine for EMS
◼ Sudden Infant Death Syndrome (SIDS)
OPERATIONS
◼ Back Injury Prevention
◼ Confined-Space Entry
◼ Crime Scene Awareness
◼ Driving Safety
◼ Emergency Response to Terrorism (Modules 1–4)
◼ Fire & EMS Grant Writing
◼ First Responder Operations Level Refresher
(Modules 1–4)
◼ Incident Command
◼ Introduction to Hazardous Materials
◼ Managing Multiple Casualty Incidents
◼ Medical Extrication & Rescue
◼ Patient Care Report Essentials
◼ Patient Care Report Essentials Advanced
◼ Response to Mass Casualty Incidents
◼ Response to Mass Casualty Incidents Advanced
◼ Right to Know (Hazard Communication)
◼ Weapons of Mass Destruction - An Intro to WMD Agents

TargetSolutions

ADDITIONAL COURSES
◼ AHA HeartCode ACLS
◼ AHA HeartCode BLS
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EMERGENCY VEHICLE
OPERATIONS
TargetSolutions’ course catalog features Emergency Vehicle
Operator courses that offer departments a convenient, easy-touse, and time-saving solution to reduce motor vehicle losses,
one of the costliest but least addressed losses in the
workplace.

TargetSolutions

◼ Accidents & Emergencies for Emergency Vehicle Operators
◼ Adjusting to Changing Conditions for Emergency Vehicle
Operators
◼ Dangers of Speeding for Emergency Vehicle Operators
◼ Defensive Driving Strategies for Emergency Vehicle
Operators
◼ Distracted Driving for Emergency Vehicle Operators
◼ Driver Safety Orientation for Emergency Vehicle Operators
◼ Emergency Vehicle Characteristics
◼ Emergency Vehicle Operations
◼ Impaired Driving for Emergency Vehicle Operators
◼ Intersection Safety for Emergency Vehicle Operators
◼ Legal Considerations for Emergency Vehicle Operators
◼ Safe Backing for Emergency Vehicle Operators
◼ Seat Belt & Airbag Safety for Emergency Vehicle Operators
◼ Securing Materials for Transportation for Emergency Vehicle
Operators
◼ Vehicle Inspection and Maintenance for Emergency Vehicle
Operators
◼ Fleet Program Vehicle Safety and Security for Emergency
Vehicle Operators
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FIRE
TargetSolutions’ courses are based on the NFPA codes and
standards, including NFPA 1001, 1021 and the 1500 Series.
Courses also cover wildland fire, response to terrorism and
much more.

◼ Legal Responsibilities and Liabilities
◼ Pre-Incident Planning
◼ Professional Ethics
◼ Public Education Programs

NFPA 1001 SERIES | FIREFIGHTER I & II
TargetSolutions has a complete library of Firefighter I & II
awareness and refresher level courses based on NFPA codes
and standards.

NFPA 1410 SERIES
TargetSolutions’ NFPA 1410 training series illustrates the
most commonly practiced fireground evolutions. These videobased courses are written to the NFPA firefighter training
standard.

NFPA 1021 SERIES | COMPANY OFFICER
TargetSolutions has developed a complete line of company
officer awareness and refresher level courses based on NFPA
codes and standards.
◼ Action Plan Implementation
◼ Assuming the Role of Company Officer
◼ Budgeting
◼ Community Awareness
◼ Company-Level Training
◼ Elements of Supervision and Management
◼ Fire and Life Safety Inspections
◼ Fire Department Communications
◼ Fire Department Structure
◼ Fire Investigation
◼ Firefighter Safety and Health
◼ Government Structure
◼ Incident Response Safety
◼ Incident Scene Communications
◼ Incident Scene Management
◼ Information Management
◼ Labor Relations
◼ Leadership as a Group Influence

◼ Evolution 1
◼ Evolution 2
◼ Evolution 3
◼ Evolution 4
◼ Evolution 5
◼ Evolution 6
◼ Evolution 7
◼ Evolution 8
◼ Evolution 9
◼ Evolution 10
◼ Evolution 11
◼ Evolution 12
◼ Evolution 13
◼ Evolution 14
NFPA 1500 SERIES
This series of courses is designed for the fire industry and
meets the NFPA 1500 code requirements. These courses
were developed in conjunction with the NFPA, and specific
content experts at the NFPA participated in their creation.
◼ Advanced HAZWOPER Awareness (Modules 1–4)
◼ Bloodborne Pathogens Safety
◼ Combustible & Flammable Liquids
◼ Compressed Gas Safety
◼ Confined Space Entry
◼ CPR Academic
◼ Driving Safety
◼ Hazard Communication
◼ HAZMAT Spill Prevention & Control
◼ HAZMAT Transportation
◼ Laboratory Safety
◼ Materials Handling, Storage, Use & Disposal
◼ Personal Protective Equipment
◼ Respiratory Protection
◼ Welding Safety
GENERAL
◼ Assembly Occupancy Fire and Life Safety Inspection
◼ Building Construction
◼ Carbon Monoxide
◼ Customer Service for Fire Department Personnel
◼ Emergency Response to Terrorism (Modules 1–4)
◼ Ethics

TargetSolutions

◼ Building Construction
◼ Fire Behavior
◼ Fire Control
◼ Fire Department Communications
◼ Fire Detection, Alarm & Suppression Systems
◼ Fire Hose
◼ Fire Prevention and Public Education
◼ Fire Streams
◼ Firefighter Orientation and Safety
◼ Firefighter Personal Protective Equipment
◼ Firefighting Foams
◼ Forcible Entry into a Structure
◼ Ground Ladders
◼ Loss Control
◼ Portable Extinguishers
◼ Protection of Evidence of Fire Origin & Cause
◼ Rescue and Extrication
◼ Self-Contained Breathing Apparatus
◼ Vehicle Extrication
◼ Ventilation
◼ Water Supply
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◼ Fire & EMS Grant Writing
◼ Fire Alarm Systems
◼ Fire Industry Driver Intersection Safety
◼ Fire Industry Driver Operator
◼ Fire Industry Introduction to Wildland Fire Behavior
◼ Fire Prevention and Public Education
◼ Fire Service: Health & Safety Part I
◼ Fire Service: Health & Safety Part II
◼ First Responder Hybrid Vehicle Incidents
◼ First Responder Operations (Modules 1–4)
◼ Firefighter Rehabilitation (Modules 1-2)
◼ High Rise Fire and Life Safety Inspection
◼ How to Read a Building
◼ Leadership and Ethics
◼ NFPA 1 & 101 Module 1
◼ NFPA 1 & 101 Module 2
◼ NFPA 1 & 101 Module 3
◼ NFPA 1 & 101 Module 4
◼ NFPA 1041 Instructor Training Module 1
◼ NFPA 1041 Instructor Training Module 2
◼ NFPA 1041 Instructor Training Module 3
◼ NFPA 1403 Live Fire Training Evolutions
◼ NFPA 1584 Firefighter Rehabilitation Customer Service for
Fire Department Personnel
◼ NFPA 1851 Cancer-Related Risks of Firefighting
◼ Portable Extinguishers: Types and Usages
◼ School Fire and Life Safety Inspection
◼ Water Supply
WILDLAND FIREFIGHTING
◼ RT-130 Annual Wildland Fire Safety Refresher
(Modules 1–4)
◼ S-190 Intro to Wildland Fire Behavior (Modules 1–4)

◼ Adapting and Using Structural Equipment
◼ Aircraft Cargo Hazards (Parts 1-2)
◼ Aircraft Familiarization
◼ Aircraft Rescue - Emergency Communications
◼ Airport Rescue and Firefighting Ops
◼ Application of Extinguishing Agents (Parts 1-4)
◼ Aviation Incident Response/Crash Rescue Management
◼ Command and Control of Aircraft Incidents
◼ Emergency Aircraft Evacuation
◼ Out of the Blue
◼ Personnel Safety
◼ Vehicle Rescue
◼ Water Rescue

TargetSolutions

ARFF TRAINING
TargetSolutions is pleased to offer valuable training for airport
firefighters. The 17-course bundle delivers 13 hours of training
featuring video- and scenario-based lessons.
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HUMAN RESOURCES
TargetSolutions’ Human Resources courses are designed to
supplement the course catalog by providing training that is
relevant and essential to all employees. Courses covering
Employment Practices for Supervisors cover issues
encountered in the workplace for individuals tasked with
making employment decisions, including issues of
harassment, hiring and termination, discrimination, evaluation
and documentation.
HUMAN RESOURCES
◼ Alcohol-Free Workplace
◼ Business Ethics: Quick Refresh
◼ Computer Security Awareness
◼ Customer Service
◼ Drug-Free Workplace
◼ Ethics in the Workplace
◼ General HIPAA Awareness
◼ General Office Ergonomics
◼ Health & Wellness
◼ Office Safety
◼ Red Flag Rules (Identity Theft Protection)
◼ Sexual Harassment Awareness
◼ Workplace Diversity
◼ Workplace Stress
◼ Workplace Violence

CALIFORNIA STATE MANDATED TRAINING
◼ CA Local Agency Ethics (AB 1234)
◼ Cal/OSHA Log 300
◼ Sexual Harassment Prevention for Supervisors
(California AB 1825)

TargetSolutions

EMPLOYMENT PRACTICES FOR SUPERVISORS
◼ Anger, Violence, and Conflict in the Workplace
◼ Dealing with Issues of Alcohol and Substance Abuse
◼ Discipline and Termination
◼ Employment Practices Overview
◼ Hiring Practices
◼ Interviewing and Hiring
◼ Interviewing Skills for Managers: Conducting an Interview
◼ Performance Management
◼ Preventing Discrimination in the Workplace
◼ Reasonable Suspicion of Alcohol for Supervisors
◼ Reasonable Suspicion of Drugs for Supervisors
◼ Understanding Employee Leave
◼ Motor Vehicle Incident Investigation for Supervisors
◼ Motor Vehicle Personnel Selection for Supervisors
◼ Motor Vehicle Safety Overview for Supervisors
◼ Sexual Harassment Awareness for Supervisors
◼ Successful Hiring
◼ Successful Termination
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LAW ENFORCEMENT
TRAINING

◼ Arrest and Control Techniques
◼ Arrest Procedures
◼ Computer Security Awareness (LAW)
◼ Crime Scene Investigation
◼ Critical Incident Response
◼ Dispatch
◼ Domestic Violence
◼ Drug Interdiction
◼ Drug Investigation
◼ Excessive Force
◼ Fatigue
◼ Gang Dynamics
◼ Gang Identification
◼ Mental Illness
◼ Use of Force
◼ Workplace Violence (LAW)
◼ Workplace Diversity (LAW)
CORRECTIONS
◼ Booking and Intake
◼ Community Corrections
◼ Con Games in Jail and Prisoner Transport
◼ Control, Verbal Judo and Defensive Tactics
◼ Corrections and Terrorism
◼ Corruption Continuum
◼ Court Tactics and Techniques
◼ Cross-Gender Supervision and Jail Crisis Response
◼ Direct Supervision
◼ Gangs and Jail Recreation
◼ Inmate Supervision
◼ Inmate/Cell Searches and Jail Escapes
◼ Integrity in the Workplace
◼ Interpersonal Communications and Weapon Control
◼ Jail Gangs
◼ Jail Suicides and Close Quarter Assaults
◼ Juvenile Corrections
◼ Juvenile Inmates
◼ Medical Emergencies
◼ Prisoner Escort
◼ Professional Communications Skills
◼ Stress Reduction and Improving Officer Morale
◼ Tactical Jaw and Limb Control
◼ Tuberculosis in Corrections
◼ Use of Force: Role of the 8th Amendment
◼ Violent Attacks
◼ Youth Gangs

DISPATCH
◼ Answering Suicidal Callers
◼ Calls from the Hearing Impaired
◼ Communication Essentials
◼ Handling Special Situations
◼ Managing a Communications Division
◼ Officer Line of Duty Death
◼ Stress Management:
◼ Team Building
◼ The AMBER Alert System
DRIVER TRAINING FOR POLICE
◼ Accidents and Emergencies
◼ Adjusting to Changing Conditions
◼ Characteristics of Law Enforcement Vehicles
◼ Dangers of Speeding
◼ Defensive Driving Strategies
◼ Distracted Driving
◼ Driver Safety Orientation
◼ Emergency Vehicle Operations
◼ Impaired Driving
◼ Intersection Safety
◼ Legal Consideration for Police Drivers
◼ Police Vehicle Technology
◼ Pursuit Driving
◼ Safe Backing
◼ Vehicle Inspection & Maintenance
◼ Vehicle Safety & Security
HOMELAND SECURITY
◼ Control Procedures for WMD Incidents
◼ Critical Infrastructure Protection (Modules 1-3)
◼ Homeland Security Awareness (Modules 1-6)
INVESTIGATION
◼ Bloodstain Evidence Analysis
◼ Bloodstain Evidence Documentation
◼ Body of Evidence
◼ Building Search Essentials
◼ Bullet Ricochet Phenomena
◼ Burned Evidence
◼ Cartridge Case Ejection Pattern Testing
◼ Cold Case Files
◼ Composite Interviewing
◼ Consent Searches: United States v. Drayton
◼ Dangers of Hidden Devices
◼ Detecting Strangulation
◼ DNA Evidence and Testing
◼ Elder Abuse
◼ Electron Microscopy
◼ Evidence Chain of Custody
◼ Evidentiary Reenactments
◼ Fatal Blood Loss Evidence

TargetSolutions

TargetSolutions’ robust online course catalog features
engaging courses covering dozens of topics germane to law
enforcement officers. Courses are put through a rigorous
creation process to ensure comprehensive information that
features detailed lesson plans. The end result is a well-trained
and prepared police force.
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OFFICER SURVIVAL
◼ Aerosol Defense Spray
◼ Collapsible Baton
◼ Combat Handcuffing
◼ Command Presence
◼ Concealed Carry Tactics
◼ Concepts of the Duty Pistol Training Course
◼ Confined Area Survival Tactics (Modules 1-2)
◼ De-escalating the Use of Force
◼ Edged Weapon Defense Tactics
◼ Electronic Control Devices
◼ Firearm Retention and Disarming
◼ Firearm Safety in the Home
◼ Firearms Training Paradigm
◼ Knife Defense Tactics
◼ Laser Sighting Systems
◼ Less Lethal Force
◼ No Regards for Human Life (Parts 1 & 2)
◼ Non-dominant Hand Skills
◼ O.C. Sprays
◼ Off-Duty Survival
◼ Officer Involved Shootings
◼ Operational Characteristics of the Pistol
◼ Physiokinetics and Time Framing
◼ Physiological Response to Stress
◼ Police Shooting Tactics

◼ Pressure Point Control Tactics
◼ Risk Assessment
◼ Survival Considerations for Female Officers
◼ Tactical Groundfighting
◼ The Paradigm of Pistolcraft
◼ Use of Deadly Force: Garner v. Tennessee
◼ Use of Force Decision Making
◼ Witness to Excessive Force
PATROL
◼ Achieving Peak Performance
◼ Approaching a Suspect on Foot
◼ Basic Medical Procedures
◼ Basic Physical Conditioning
◼ Basic Principles of Active Shooter Response
◼ Bike Patrol
◼ Bomb Tactics
◼ Child Abduction Response Teams (CART)
◼ Clandestine Drug Labs
◼ Coaching for High Quality Work Performance
◼ Commercial Vehicle Searches
◼ Communication Processes
◼ Community Injury Prevention Programs
◼ Conducting Traffic Stops
◼ Core Competencies of Leadership
◼ Crime Analysis Tools and Techniques
◼ Crime Prevention in the 21st Century
◼ Crimes in Progress
◼ Critical Incident Stress Management
◼ Danger on Traffic Stops
◼ Domestic Violence (Modules 1-2)
◼ Driving Safety
◼ Drug Informants
◼ Emergency Childbirth
◼ Emergency Vehicle Evacuation
◼ Ethics in Law Enforcement
◼ Evaluate and Use Non-Verbal Messages
◼ Explosives and Military Ordinance
◼ Field Sobriety Testing
◼ Foot Pursuits
◼ Geographic Information Systems and Crime Analysis
◼ Heart Health for Active Duty Officers
◼ Hostage Negotiations
◼ Hydroponics
◼ Infectious Diseases
◼ Law Enforcement Personnel Standards
◼ Major Supreme Court Decisions of 2004
◼ Managing Confrontation with Communication
◼ Managing Traumatic Injuries
◼ Mass Casualty Response
◼ Mentally Ill Crisis Intervention
◼ Military Courtesy for Uniformed Police Person
◼ Natural Disasters
◼ NHTSA Education Initiatives
◼ Non-Verbal Officer Communication
◼ Officer Training Techniques
◼ Patrol Strategies and Tactics
◼ Physical Control of a Raging Suspect

TargetSolutions

◼ Fiber Analysis
◼ Footprint Impressions Evidence
◼ Forensic Genetics
◼ Forensic Geology and Odontology
◼ Geophysics and Forensic Anthropology
◼ High Risk Warrants
◼ Home Seizures: Illinois v. McArthur
◼ Homicide Investigation
◼ Identity Crimes
◼ Insurance Fraud
◼ Intelligence Gathering and the U.S. Patriot Act
◼ Large Vehicle Bombs: Post-Blast Investigation
(Modules 1-2)
◼ Mail Bombs
◼ Micro-Clues
◼ Motor Vehicle Theft
◼ Munchausen Syndrome by Proxy
◼ Open Source Investigations
◼ Post-Blast Investigation
◼ Profiling Criminal Violators
◼ Pyroanalysis and Toxicology
◼ Recognizing Fraudulent Identification Documents
◼ Retroactive Amnesia
◼ Rope Analysis
◼ Slow and Deliberate Searches
◼ The Proper Use of Trajectory Rods
◼ Tire Tread and Tire Track Evidence
◼ Toxicology
◼ Ultraviolet Microscopy
◼ Undercover Drug Buys
◼ Undercover Drug Reversals
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TargetSolutions

◼ Poison Exposure Hazards
◼ Police Response to Structure Fires
◼ Protection of Potential and Actual Crime Scenes
◼ Pursuit Driving
◼ Pursuit Phases and Technologies
◼ Rapid Vehicle Takedown
◼ Recognizing Possible Suspects
◼ Remote Area Techniques and Tactics
◼ Report Writing to Win Cases (Modules 1-2)
◼ Responding to Physical Child Abuse
◼ Safety Securing and Transporting Subjects
◼ School Resource Officers
◼ Sex Crimes Against Children
◼ Sex Offender Registrations
◼ Sharpening Facial Recognition Skills
◼ Single Officer Patrol
◼ Special Interest Aliens
◼ Sudden In-Custody Death Syndrome
◼ Suicide Bombers
◼ Suicide by Cop
◼ Tactical Felony Stops
◼ Tactical Response to Snipers and Mass Shootings
◼ Terrorism and the Municipal Police Department
◼ Traffic Stops and Racial Profiling (Modules 1-3)
◼ Training Techniques: SWAT
◼ Understanding Hate Crimes
◼ Vehicle Compartment Searches
◼ Vehicle Searches
◼ Verbal Judo
◼ Visual Sense Dominance
◼ Weapons of Mass Destruction Overview (Modules 1-2)
◼ WMD Decontamination Systems
◼ Women in Law Enforcement
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MOTOR VEHICLE SAFETY
TargetSolutions’ Online Driver Training & Compliance Program
offers organizations a solution to reduce motor vehicle losses.
Driver curriculum is designed to change unsafe driving
behavior and reinforce critical safe-driving concepts. Courses
have been tailored to meet the varied needs of drivers of
automobiles, large trucks and passenger vans. Supervisor
curriculum is designed to provide supervisors with the training
necessary to maintain a staff of safe and capable drivers.
Driver training courses and curriculum for supervisors are
available.

LARGE VEHICLE DRIVER TRAINING
◼ Accidents & Emergencies for Large Vehicle Operators
◼ Adjusting to Changing Conditions for Large Vehicle
Operators
◼ Aggressive Driving for Large Vehicle Drivers
◼ Dangers of Speeding for Large Vehicle Drivers
◼ Defensive Driving Strategies for Large Vehicle Drivers
◼ Distracted Driving for Large Vehicle Drivers
◼ Driver Safety Orientation for Large Vehicle Drivers
◼ Impaired Driving for Large Vehicle Drivers
◼ Intersection Safety for Large Vehicle Drivers
◼ Large Vehicle Characteristics
◼ Safe Backing for Large Vehicle Drivers
◼ Seat Belt & Airbag Safety for Large Vehicle Drivers
◼ Securing Materials for Transportation for Large Vehicle
Drivers
◼ Sharing the Road for Large Vehicle Drivers
◼ Vehicle Inspection and Maintenance for Large Vehicle
Drivers
◼ Vehicle Safety and Security for Large Vehicle Driver
SUPERVISOR TRAINING
◼ Motor Vehicle Incident Investigation for Supervisors
◼ Motor Vehicle Safety Overview for Supervisors
◼ Motor Vehicle Personnel Selection for Supervisors

TargetSolutions

DRIVER TRAINING
◼ Accidents and Emergencies
◼ Adjusting to Changing Conditions
◼ Aggressive Driving
◼ Dangers of Speeding
◼ Defensive Driving Strategies
◼ Distracted Driving
◼ Driver Safety Orientation
◼ Expressway and Highway Driving
◼ Impaired Driving
◼ Intersection Safety
◼ Passenger Van Safety
◼ Safe Backing
◼ Seat Belt & Airbag Safety
◼ Securing Materials for Transportation
◼ Sharing the Road
◼ Vehicle Inspection and Maintenance
◼ Vehicle Safety and Security
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OFFICE PRODUCTIVITY
GOOGLE
Presentations
◼ Getting Started, Fundamentals, Formatting Text & Drawing
Options
◼ Media and Tables, Animating Slides, Collaboration and
Distribution
MICROSOFT
Access 2013
◼ Working with Databases
◼ Creating, Modifying, and Managing Tables
◼ Working with Forms
◼ Working with Queries
◼ Sharing and Protecting Your Data
Outlook 2013
◼ Getting Started
◼ Message and Contact Management
◼ Time and Task Management
PowerPoint 2007
◼ Introduction, Navigation, Themes, Text, Slide Masters
◼ Charts, Tables, Shapes, Tools, SmartArt, Photos,
Backgrounds
◼ Multimedia, Animation, Delivery Formats, Proofing,
Protecting
PowerPoint 2013
◼ The Basics of Word
◼ Creating On-Screen Elements
◼ Customizing Presentations
Windows 8
◼ An Introduction to Windows 8

TargetSolutions

Word 2013
◼ The Basics
◼ Formatting
◼ Advanced Options
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TargetSolutions’ online courses can be used to help comply
with OSHA and other federal and state regulatory agency
training mandates. Complete all of your required compliance
training courses online, eliminating the logistic issues inherent
in traditional training methods. OSHA & Compliance courses
cover the following categories: General Safety, Environmental
Awareness, Human Resources and supervisor-related course
topics.
OCCUPATIONAL HEALTH & SAFETY
◼ Advanced Construction Safety (Modules 1–4)
◼ Advanced HAZWOPER Awareness (Modules 1–4)
◼ Aerosol Transmissible Diseases
◼ Alcohol-Free Workplace
◼ Asbestos Awareness
◼ Back Injury Prevention
◼ Bloodborne Pathogens Safety
◼ Building Evacuation and Emergencies
◼ Combustible & Flammable Liquids
◼ Compressed Gas Safety
◼ Confined-Space Entry
◼ CPR Academic
◼ Diet & Nutrition
◼ Disaster Preparedness
◼ Driving Safety
◼ Drug-Free Workplace
◼ Electrical Safety
◼ Emergency Action Plans
◼ Eye Safety
◼ Fall Protection
◼ Fire Extinguisher Safety
◼ Fire Prevention Safety
◼ First Responder Operations Level Refresher
(Modules 1–4)
◼ Forklift Safety
◼ General Construction Safety
◼ General First Aid Part 1
◼ General First Aid Part 2
◼ General Office Ergonomics
◼ Hand & Power Tool Safety
◼ Hazard Communication
◼ HAZMAT Spill Prevention & Control
◼ HAZMAT Transportation
◼ Health & Wellness
◼ Hearing Conservation
◼ HIV/AIDS Awareness
◼ Incident Investigation
◼ Indoor Air Quality
◼ Industrial Ergonomics
◼ Introduction to Industrial Hygiene
◼ Introduction to OSHA
◼ Laboratory Safety
◼ Ladder & Scaffolding Safety
◼ Laser Safety
◼ Lead Awareness

◼ Lock-Out / Tag-Out
◼ Machine Guarding
◼ Materials Handling, Storage, Use & Disposal
◼ Office Safety
◼ Personal Protective Equipment
◼ Radiation Safety
◼ RedVector – Confined Spaces
◼ RedVector – Fall Protection
◼ RedVector – Hazard Communication
◼ RedVector – Hearing Conservation
◼ RedVector – Walking and Working Surfaces
◼ RedVector – Ladder Safety
◼ RedVector – Lead Safety Awareness
◼ RedVector – Legionella Prevention and Control
◼ RedVector – Incident Reporting and Investigation
◼ RedVector – Crystalline Silica: Understadning the Hazards
◼ RedVector – Eye and Face Protection
◼ RedVector – Powered Industrial Trucks
◼ RedVector – EHS Regulatory Overview
◼ RedVector – Hand Safety
◼ RedVector – Lockout/Tagout
◼ RedVector – Electrical and Arc Flash Hazards
◼ RedVector – Hazmat Transportation Safety Awareness
◼ RedVector – Triethylaluminium Safety Awareness
◼ RedVector – Hydrogen Sulfide Safety
◼ RedVector – Ethylene Oxide Safety
◼ RedVector – Combustible Dust - Things That Go Boom
◼ RedVector – Arc Flash Hazard Analysis
◼ RedVector – Exit Routes, Emergency Action Plans & Fire
Prevention Plans
◼ RedVector – Personal Protective Equipment Selection and
Proper Usage
◼ RedVector – Flammable and Combustible Liquids
◼ RedVector – Safety: Basics
◼ RedVector – Bloodborne Pathogens
◼ RedVector – General Recording Criteria
◼ RedVector – Introduction to Powered Industrial Trucks
◼ RedVector – Stairways and Ladders
◼ RedVector – Back Safety: Protection and Treatment
Basics
◼ RedVector – Personal Protective Equipment
◼ RedVector – Fatal Accidents & Prevention
◼ RedVector – Preventing and Investigating Accidents
◼ Respiratory Protection
◼ Risk Assessment Analysis
◼ Safety and Health Programs
◼ Slips, Trips, & Falls Prevention
◼ Trenching & Shoring
◼ Welding Safety
◼ Working in Extreme Temperatures
◼ Workplace Stress
◼ Workplace Violence

TargetSolutions

OSHA & COMPLIANCE
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TargetSolutions

COMPLIANCE
◼ ADA Compliance in Business
◼ Cal/OSHA Log 300
◼ Federal Acquisition Regulation Overview 3.10
◼ General HIPAA Awareness
◼ Sexual Harassment Awareness
◼ Sexual Harassment Prevention: Quick Refresh
◼ Workplace Diversity
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PROJECT MANAGEMENT

TRADITIONAL
◼ Project Management Overview
◼ Managing Projects within Organizations
◼ Process Groups
◼ Execution, Monitoring and Controlling
◼ Project Change Control and Closure
◼ Initiation Basics, Developing a Project Charter and Plan
◼ Collecting Requirements and Defining Scope
◼ Monitor and Control Project Scope
◼ Defining and Sequencing Project Activities
◼ Developing and Controlling the Project Schedule
◼ Estimating Activity Resources and Durations
◼ Controlling Costs
◼ Estimating & Budgeting Project Costs
◼ Project Quality Planning
◼ Quality Assurance and Cost Control
◼ Managing Projects for Human Resources
◼ Planning Projects for Human Resources
◼ Processes for Managing Project Communications
◼ Stakeholders and the Communication Management Plan
◼ Identifying Project Risks
◼ Performing Risk Analysis
◼ Risk Management Planning
◼ Risk Response, Monitor and Control
◼ Managing Procurement During Your Project
◼ Planning Procurement for Your Project
◼ Stakeholder Identification and Planning
◼ Project Stakeholder Engagement and Communication
◼ PMI® Certification Requirements
◼ Test Me - Project Management Professional (PMP)®

◼ Project Management Professional (PMP)® 2016 Exam
Updates

TargetSolutions

AGILE
◼ Series Overview
◼ Traditional vs. Agile Project Management
◼ Manifesto Principles 1 - 6
◼ Manifesto Principles 7-12
◼ Scrum and XP Methods
◼ Other Agile Methods
◼ Value Driven Development
◼ Prioritization and Risk Management
◼ Planning Agile Projects
◼ Estimation
◼ Managing Projects
◼ Adaptive Planning and Design
◼ Soft Skills and Leadership
◼ Team Formation and Boosting Team Performance
◼ Stakeholder Engagement
◼ Communication in Projects
◼ Problem Detection, Metrics, and Resolution
◼ Quality and Earned Value Management
◼ Continual Improvement
◼ PMI Code of Conduct
◼ PMI Agile Certified Practitioner (PMI-ACP)® Exam Prep
◼ Test Me - PMI Agile Certified Practitioner Exam (PMI-ACP)®
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SPANISH

DRIVER TRAINING
◼ Accidents & Emergencies
◼ Adjusting to Changing Conditions
◼ Aggressive Driving
◼ Dangers of Speeding
◼ Defensive Driving Strategies
◼ Distracted Driving
◼ Driving Safety
◼ Expressway and Highway Driving
◼ Impaired Driving
◼ Incident Investigation for Supervisors
◼ Intersection Safety
◼ Large Vehicle Characteristics
◼ Incident Investigation for Supervisors
◼ Safe Backing
◼ Seat Belt & Airbag Safety
◼ Securing Materials for Transportation
◼ Sharing the Road
◼ Vehicle Inspection and Maintenance
◼ Vehicle Safety and Security
OCCUPATIONAL HEALTH & SAFETY
◼ Advanced HAZWOPER Awareness (Modules 1-4)
◼ Asbestos Awareness
◼ Back Injury Prevention
◼ Bloodborne Pathogens Safety
◼ Combustible & Flammable Liquids
◼ Compressed Gas Safety
◼ Confined-Space Entry
◼ CPR Academic
◼ Diet & Nutrition
◼ Disaster Preparedness
◼ Driving Safety
◼ Electrical Safety
◼ Eye Safety
◼ Fall Protection
◼ Fall Protection
◼ Fire Extinguisher Safety
◼ Fire Prevention Safety
◼ Forklift Safety
◼ General Construction Safety
◼ General First Aid
◼ General Office Ergonomics
◼ Hand & Power Tool Safety
◼ Hazard Communication
◼ Hazmat Spill Prevention & Control
◼ Hazmat Transportation
◼ Health & Wellness

◼ Hearing Conservation
◼ Indoor Air Quality
◼ Industrial Ergonomics
◼ Laboratory Safety
◼ Ladder & Scaffolding Safety
◼ Laser Safety
◼ Lead Awareness
◼ Lock-Out / Tag-Out
◼ Machine Guarding
◼ Materials Handling, Storage, Use, & Disposal
◼ Office Safety
◼ Personal Protective Equipment
◼ Radiation Safety
◼ Respiratory Protection
◼ Risk Assessment Analysis
◼ Slips, Trips, & Falls Prevention
◼ Trenching & Shoring
◼ Welding Safety
◼ Working in Extreme Temperatures
◼ Workplace Stress
◼ Workplace Violence
HUMAN RESOURCES
◼ Alcohol-Free Workplace
◼ Drug-Free Workplace
◼ General Office Ergonomics
◼ Incident Investigation
◼ Sexual Harassment Awareness
◼ Workplace Diversity

TargetSolutions

TargetSolutions offers online training courses in Spanish.
Courses cover the following categories: Driver Training,
Environmental Awareness, General Safety, Human Resources
and Occupational Health. If you would like more information
about TargetSolutions’ Spanish library, please contact us
today.
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WATER & WASTEWATER

GENERAL
◼ Advanced HAZWOPER Awareness (Modules 1–4)
◼ Asbestos Awareness
◼ Back Injury Prevention
◼ Backflow Prevention Methods
◼ Backflow Prevention Overview
◼ Bloodborne Pathogens Safety
◼ Building Evacuation and Emergencies
◼ CPR Academic
◼ Coagulation, Flocculation and Sedimentation
◼ Combustible & Flammable Liquids
◼ Compressed Gas Safety
◼ Confined-Space Entry
◼ Corrosion Control
◼ Disaster Preparedness
◼ Disinfection Basics
◼ Distribution Service to Customers
◼ Distribution System Materials and Equipment
◼ Drinking Water Quality - Critical Parameters
◼ Drinking Water Quality - Monitoring & Security
◼ Driving Safety
◼ Effective Groundwater Supply Management (RedVector)
◼ Effective Meter Reading
◼ Emergency Response to Terrorism (Modules 1–4)
◼ Eye Safety
◼ Fall Protection
◼ Filtration Basics
◼ Fire Extinguisher Safety
◼ Fire Prevention Safety
◼ Forklift Safety
◼ General Construction Safety
◼ General First Aid Part 1
◼ General First Aid Part 2
◼ General Office Ergonomics
◼ Groundwater Contamination – Aquifer Remediation
◼ Ground Water Treatment
◼ HAZMAT Spill Prevention & Control
◼ HAZMAT Transportation
◼ Hand & Power Tool Safety
◼ Hearing Conservation
◼ Hydraulics
◼ Incident Investigation
◼ Indoor Air Quality
◼ Industrial Ergonomics
◼ Laboratory Safety
◼ Ladder & Scaffolding Safety
◼ Laser Safety

◼ Lead Awareness
◼ Lead Contamination of Public Water Systems
◼ Lock-Out / Tag-Out
◼ Low Voltage Electrical Safety
◼ Machine Guarding
◼ Maintenance on Pumps, Motors, and Circuits
◼ Materials Handling, Storage, Use, & Disposal
◼ Mathematics Applied
◼ Mathematics Basics
◼ Personal Protective Equipment
◼ Pumping Stations - Piping, Valves and Hydraulics
◼ Pumping Stations - Pumps, Motors and Electrical Systems
◼ Radiation Safety
◼ Rehabilitation of Water Distribution Systems: Current
Technologies
◼ Rehabilitation of Water Distribution Systems: Selecting
Rehab Methods
◼ Rehabilitation of Water Distribution Systems: Designing
Renewal Projects
◼ Respiratory Protection
◼ Right-to-Know (Hazard Communication)
◼ Risk Assessment Analysis
◼ Slips, Trips, & Falls Prevention
◼ Storm Water Pollution Prevention
◼ Trenching & Shoring
◼ Wastewater Treatment
◼Water Industry Aquifer Remediation
◼ Water Main Installation
◼ Welding Safety
◼ Working in Extreme Temperatures
HUMAN RESOURCES & EMPLOYMENT PRACTICES
◼ Alcohol-Free Workplace
◼ Diet & Nutrition
◼ Drug-Free Workplace
◼ Health & Wellness
◼ Office Safety
◼ Principles of Debt Collections
◼ Reasonable Suspicion of Alcohol for Supervisors
◼ Reasonable Suspicion of Drugs for Supervisors
◼ Sexual Harassment Awareness
◼ Workplace Diversity
◼ Workplace Stress
◼ Workplace Violence

TargetSolutions

TargetSolutions’ Water and Wastewater continuing education
courses have been designed to fulfill both the safety and
technical recertification requirements for all levels of water
industry professionals. Please contact TargetSolutions for
details regarding how TargetSolutions’ courses meet
requirements for each state. Courses cover the following
categories: Environmental Awareness, General Safety, Human
Resources, Occupational Health and Technical.
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