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The Risk Management Process 
What is Risk Management?
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Life involves risk. We encounter it countless times each day.  Crossing a street, driving to the mall, starting a business – each presents exposure to varying degrees of risk. So do the day-to-day operations of municipal entities in Massachusetts.

For a local government, managing the risks specific to today’s municipality isn’t different from managing the risks you’d face running a household or business. The risks simply come in different packages. 
The fundamental definition of “risk” is that there is potential for various outcomes of activities we perform.  The results of our efforts can vary from realizing a gain to suffering a loss, the degree to which often depends on the level of risk management applied to the process.  
Risk management is essentially a strategy toward making outcomes more predictable.  It is the process of planning and taking the steps that will minimize the bad or unforeseen consequences of any decision, process or action. 

But notice these words: planning and taking steps. Municipal governments use insurance coverages as a hedge against the “unpreventable” or “unforeseen.”  With insurance as a security blanket, complacency can set it.  For example, allowing an aging municipal garage to fall into disrepair in an effort to save money for the town. Ultimately, the building will suffer or contribute to a significant loss, whether it is damage to a parked vehicle, a collapsed roof, or even a fatality.  Losses aren’t always measured in financial terms.  Although a fatality would cost the municipality many dollars, there are human costs as well such as grieving families, low morale, and public relations.  As a financing mechanism, insurance should be a part of the overall risk management process.  Organizations must also plan and take steps to increase the efficiency of operations without suffering losses, which may or may not be insurable.
Minimizing Consequences

In general, there are five basic types of risk that can result in losses for municipalities: property losses; additional losses associated with property losses; income losses; human resources losses; and losses due to liability to others.   These are detailed below.  
The Process of Risk Management

Effective risk management requires a structured, systematic approach, one that identifies and analyzes potential hazards and devises the right strategies to prevent accidents from happening and to minimize their impacts if they do.

As with any systematic method of problem solving, managing risk entails a series of logical steps and procedures. These include:
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Risk Identification – Which of your town’s physical assets and municipal services are most likely to cause financial losses?
· Risk Evaluation – What specific risks are most likely to occur and what levels of loss will result when they do? 

· [image: image7.jpg]


Planning Prevention/Reduction Measures – What kinds of prevention measures are available?  Is your city or town prepared to minimize the effects of accidents that may occur?   
· Selection and Implementation – Which prevention measures would be most effective for your town or city? And how to put them in place.

· Program Monitoring – How to keep track of what works. And doesn’t. 

Getting With the Program

Ideally, managing risk and preventing losses should be among the prime concerns of everyone in government, from the Town Manager to the part-time teacher’s aide. Of course, it’s not always that simple: sometimes good risk management practices will seem to conflict with “the way we’ve always done things” or with personalities and group dynamics.

Some departments might have to modify their procedures.  Both management and staff may have to find new ways of looking at things. For that reason, safety and loss control practices have to be carefully introduced into existing departments and operations.  Successful implementation of these measures will go a long way in ensuring that staff and the public are safe and that equipment is working properly, reducing losses.  The challenge is applying good risk management with minimal disruption to normal work activities.

There are at least three elements involved in gaining acceptance and support from employees:

· Educating the policymakers – Letting elected and appointed officials know just what risks and exposures are out there. 

· Enlisting support – Informing and educating those officials and the local governing boards will go a long way toward enlisting their backing for an effective risk management program. And simply put, no such program can work without that backing.

· Identifying and utilizing role models – Officials and supervisors who understand and practice good risk-control methods set good examples for others in government. They should be singled out for recognition.  

Ultimately, everyone in an organization has to support the goals and objectives of a risk management program for it to work--especially those at the top of the hierarchy, both elected and appointed, including the selectboards, city councils, and school boards.
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Risk Management Program Development

What – and whom – you’ll need to develop and implement a risk management program
The Risk Management Committee

Any risk management program begins with two essential components: a risk management committee and a risk management coordinator. 

Because any risk management effort can only be as good as the people involved in it, members of the committee should be chosen very carefully. In general, they should be decision makers within the municipal administration (department heads, senior supervisors, etc). There should also be room on the committee for representatives of unions and employee associations, as well representatives from public safety departments.  

The committee’s decisions sometimes conflict with departmental activities, in which case the committee should work with department heads to ensure that the most efficient approach is determined.  This can be challenging, and is among the many responsibilities of committee members.  Those chosen for membership should come to the table willing and able to commit significant amounts of time and effort. 

What the Committee Does

Once assembled, the committee’s very first job should be to determine and define the overall goals of the risk management program they’ll be developing and overseeing. Those goals can range from very specific to very general.  But above all, they should be realistic, involving areas and functions that are reasonably controllable. For instance: a goal to reduce insurance claims involving snowplows shouldn’t depend on a series of snowless winters. 

The general or specific goals the committee defines should always be clearly written with stated standards to be used to measure progress or setbacks. 
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Once those goals are established and explained, the committee would then have the responsibility to develop programs and practices to meet them.
Draft a short, concise risk management policy statement to show both employees and insurers that the municipality is serious about limiting and controlling its exposure to risk. 
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Committee’s “To Do” list:  
· Making sure all municipal departments and entities have written operational risk management policies and procedures;
· Establishing inspection procedures to identify keep track of key risks in each department;
· Reviewing major purchases, proposals of new services, or new building designs for loss exposures;
· Developing relevant safety training programs for employees;
· Devising procedures for dealing with insurance claims and safety violations;
· Developing disciplinary standards for employees who violate safety rules;

· Promoting risk management to employees through publicity and recognition programs. 

Undoubtedly, additional tasks that will surface as the risk management program evolves.

The Risk Manager

It’s the risk manager’s job to oversee and coordinate all aspects of the municipality’s risk management program. Some large municipal entities may have full-time risk managers or even a risk management staff, but many do not.  In lieu of a dedicated risk manager, risk management becomes an additional function for town administrators or other delegated staff.  The size of the municipal entity and level of sophistication of operations play a large role in just how much time is spent managing risk.

In all cases, though, the risk-manager-designate has to be someone with a genuine interest in reducing the municipality’s losses. And he or she has to be given the time needed to make the committee’s policies and procedures work. Dropping hours of additional and often complex work onto the desk of an overworked clerk, or appointing someone who didn’t show up for the meeting are can be costly mistakes as someone chosen in those circumstances is unlikely to have the necessary time to properly manage the entity’s risk or may lack an interest in doing so.

The Risk Manager should:
· Currently hold a position of authority in municipal government. 
· Be someone who has gained the respect of people at all levels within the government. 
· Have a broad familiarity with all, or at least most, departments and functions. 

· Be someone with an interest in controlling and managing risks. 
· Be given the time needed to perform risk management duties. 

Those duties will include carrying out the recommendations and policies of the risk management committee, and helping the various department heads to identify risks and hazards in their operations. The risk manager will also oversee inspections of municipal facilities, manage insurance claims, track losses and insurance coverage, and weigh risk prevention and retention options.

Essentially, the designated risk manager is ensuring that the risk management process of identifying risk, developing strategies to reduce risk, implementing controls, and evaluating and refining the overall program is performed efficiently.
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Exposure Analysis

Identifying Risks

The first step in reducing risk is to determine what risks exist. You should take a long, hard look at every property, asset and service the municipal entity owns, leases, or operates. 

Which expose the municipality to accidental financial losses? Do hazards exist in municipal facilities?  

Certainly unexpected losses do occur even within the most well run risk management programs.  These losses impose additional burdens on town finances and town employees. Having a well thought out risk identification program helps minimize those burdens by:

· Indicating where losses are most likely to happen;
· Predicting how serious the loss may be;
· Providing a better understanding toward avoiding or lessening the risk;
· Providing information to help monitor risk management efforts.
Types of Risks

In general, there are five basic types of risk that can result in losses for municipalities.

· Property losses – these come not only from damage to municipal property (publicly owned buildings and equipment), but also from harm caused to the personal property of public employees. For example, an employee’s personal laptop ruined by smoke and water in a fire at a town office building. 

· Liability to others – Municipal employees and operations impact the public at large.  In the course of interacting with the public there always exists the potential for a third party loss.  An increasingly litigious society presents municipalities the opportunity to increased attention to how it conducts operations and interacts with people.
· Loss of income – revenue that’s no longer coming in from an impacted operation or a damaged facility – usually both.  

· Human resource losses – job related illnesses and injuries can cause direct and indirect losses, such as higher workers’ compensation costs.  The loss of a critical employee, due to attrition, death, or separation can also be a costly human resources challenge.

· Additional losses – cost to keep a facility or service operating after a property loss and equipment failure, often to include temporary facilities or equipment rental. 

Evaluating Risks 

The term “risk evaluation” refers to the various ways the physical assets, potential third-party liability and overall claims history of a municipal entity can be evaluated. All such methods attempt to assign values to potential losses. Doing so serves a number of important purposes, among them:

· Helping to target those risks that require greater attention by establishing the dollar value of potential losses.

· Understanding loss history. Effective risk management programs focus on both the number of losses, and their severity.
· Determining the types and amounts of insurance coverages needed, something not easily done without a reasonable estimate of potential losses.
A variety of methods are used to identify and evaluate municipal loss exposures. Specific methods may be more suitable to specific venues, but here’s one example:

· First, conduct a risk analysis of your organization.  MIIA provides risk assessment toolkits for Massachusetts public entities (Appendix A-1).  This, and similar tools are available to identify your exposures.  

· Then identify those perils and risks most specific to your entity. Municipal entities in Massachusetts have varying degrees of exposure based on a number of factors including services provided and location.
· Determine how frequently those losses are likely to occur. How often has your region been hit by hurricanes in the past? How many vehicles have been in fender benders on that dangerous stretch of interstate that runs through town? Concentrate on the hazards that present the greatest risk.

· Calculate the financial and operational impacts the consequences of a loss would have.

· Follow up the results of the general risk identification survey with a detailed inspection of municipal properties, assets and services.

Property Values and Third-Party Claims

It’s difficult, of course, to predict the dollar value of losses; it’s nearly impossible to do so without knowing the value of municipal property potentially involved. So, an important task in the risk manager’s “to-do” list is to identify all municipal property and assets and determine their values. MIIA conducts property and contents valuation for all of its insured members.  These values are considered insurance values, which are those values associated with replacement costs and not necessarily market values.  Insured entities can expect cyclical visits to update values.  MIIA members are asked annually to review the “Statement of Values” provided by MIIA and to indicate any changes, additions or deletions of property ownership.  This process often involves a follow up visit from MIIA to re-valuate property.  

Predicting the potential costs of third-party claims against your entity can also be challenging. In general, such claims are grouped by coverage type, and each one has three component parts:

· Bodily injury
· Personal injury
· Property damage

· Expenses

All insurers estimate the dollar values of claims already made but currently unsettled by applying reserves to a claim.  As claims mature (or develop) the estimation become more predictable.

Referring to the following is helpful in determining costs:
· The average settlement paid by your municipality for similar claims in the past (by type of claim)

· State limitations on torts

· Settlement amounts for similar claims by other jurisdictions

· Professional evaluation by insurance experts
	        Massachusetts Interlocal Insurance Association
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Risk Control

What is it?

Controlling risk is more than simply waiting for losses to occur and then reacting to them. It’s an active process consisting of two major and complimentary sets of measures:

· Loss prevention measures – clearly defined actions and procedures designed to keep accidents and incidents from happening in the first place

· Loss reduction measures -- actions that minimize the severity of losses when they do happen.

Each of these elements is critical for a town or city actually to control risks rather than simply paying for their consequences. The goal is to devise a policy that prevents accidents and minimizes their consequences. Do that and you’ll not only reduce injuries and property losses, but you’ll also make sure your city or town’s resources will be used to provide public services -- and not be wasted on large claims. 

Exposure Avoidance

Municipalities face a number of risk exposures.  Those with the highest potential for losses include property, vehicles, operations, and personnel.  Cities and towns should take a close look at their exposures to determine which pose the greatest risk of loss.  Eliminating those high risk exposures essentially reduces the probability of a loss to zero.  

When considering the acquisition of new equipment or equipment that presents high risk, municipalities must determine if benefits of such acquisitions outweigh the risks.  The same is true for operations.  The avoidance of high risk operations should be considered.  If the operation is necessary other risk control measures, such as risk transfer, should be considered.  High risk associated with operations can be effectively transferred by contracting the operation out to a non-municipal entity.

Loss Prevention 
While it’s obviously not possible to prevent all losses, it’s very possible to reduce the frequency of their occurrence substantially. Make your employees aware of job-related safety issues – the dangers of improperly used hand tools, for instance, or the consequences of bad driving habits – and you’re well on the way to preventing accidents before they ever happen. Or in other words: preventing loss.

The essential components of good loss prevention are:

· Drafting clear and concise policy statements. Those statements should set out standard procedures and make clear to all employees what is expected from them.

· Enlisting the cooperation of all employees to make sure the standard procedures are followed

· Careful monitoring of the municipality’s loss prevention efforts to determine what works, what doesn’t and how both can be made better.
Loss Reduction

Inevitably, though, a city or town will sustain losses. When that happens, good loss reduction practices will reduce or even minimize the severity of those losses. 

One of the best ways of reducing the monetary effects of losses after they’ve taken place is to conduct a thorough and immediate investigation. 

Often, an investigation can prevent losses from becoming worse – for instance if a small fire in a public building is found to have been caused by faulty wiring, the electrical fault can be eliminated before a larger fire results. And sometimes, an investigation can even determine that the city or town wasn’t responsible for some or all of the loss – investigators might find that same wiring was improperly installed by an outside contractor.  

Above all, good information and good documentation are absolutely essential in defending a municipality against insurance claims and lawsuits. 

Segregation & Duplication

Segregation is the practice of separating exposure units.  An exposure unit being an individual or property that may be subject to loss or damage upon which a monetary value may be applied.  By separating the exposures units, the risk of total loss is greatly reduced.  An example of segregation is the storage of equipment in multiple locations, so that if one storage area is destroyed by fire not all of the equipment will be lost.

Duplication is the practice of duplicating the exposure units with one set being a backup in the event the other is lost.  The best example of this is the backup of network data.  The data exists on the municipality’s servers but is duplicated during the backup process onto an offsite server or cloud-based network.  This will ensure that the data will be available in the event of a local disruption to the access of data.

Cost of Risk Control
Implementing risk control measures is a proven way to effectively reduce the financial burden associated with an unexpected loss on any organization. Although many control measures can be implemented at little or no cost, all managers must be cognizant that risk control usually comes at a cost.  Training resources, training wages, personal protective equipment, and the purchase of engineering controls are among the costliest aspects of most risk control programs, and should not be overlooked during the budget process.  

Many organizations, in order to maintain a workable budget, will consider cutting funding throughout the budget.  It is important to remember that spending doesn’t have to be excessive - it has to be smart.  

Cost benefit analyses go a long way in presenting your case for risk control funding.  Managers should be able to explain a carefully calculated dollar value of potential losses, the cost of the risk control item (investment), and the minimized value of the exposure upon implementation of risk control.

Your goal should not be to eliminate spending on risk control…but rather find the optimal level of risk control, as there can be, financially, a point of diminishing returns.
Cost-benefit analyses will help managers determine the optimal costs of risk control.
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Employee Safety

A safe workplace should be a given today. Making sure that workplace is free of hazards – whether to health or physical well being – is always the responsibility of the employer. But while a city or town should make every reasonable effort to provide and maintain a healthy and safe work environment, in the end, employee safety can – and should -- be managed like any other administrative function. Albeit a very important one. 

Safety Program Components 

Not surprisingly for such an important subject, developing a comprehensive program to promote and ensure workplace safety requires considerable effort and involves quite a few components:

Policy Statement:  A written document clearly stating your city or town’s commitment to creating and maintaining a safe and healthy work environment for everyone. Every municipal employee should receive a copy and sign an acknowledgement form that he/she has read, understand, and agree to abide by the policy and any procedures associated with safety. 

Safety Responsibilities: Every municipal employee faces on-the-job risks of some kind. For a safety program to work, everyone – from elected officials to appointed managers and supervisors to line employees – must accept responsibility for his or her actions and activities during the workday; and act accordingly.

Safety Rules: Municipal administration isn’t a game, but everybody has to know the rules – and follow them. Those rules should be written down, of course, but don’t rely on pages of text to get the message across to your workers: if at all possible, hold meetings to explain safety rules and procedures in person. And once everyone knows the rules, they should be given incentives to follow them: rewards for complying with them, penalties for flouting them. Because motor vehicle accidents account for a large percentage of losses in most municipalities, there should be a real emphasis on driving safety. Ideally, effective rules should promote safety awareness on the part of all municipal officials and workers, help minimize the jurisdiction’s exposure to motor vehicle loss and liability, and help develop good driving habits among employees.)

Employee Safety Training: Workers come and go; conditions and situations change. Good safety procedures are a continuing process, so you’ll need an established method of training municipal employees to perform their work safely and efficiently. In general, the primary objectives in safety training are:

· Teaching workers to recognize workplace hazards and training them to take appropriate measures

· Involving them in active accident prevention

· Motivating them to accept their safety responsibilities

· Providing them with information on workplace health hazards as well as the causes of accidents and methods of prevention.

Those involved in the actual teaching of safety awareness should pay particular attention to

· Identifying who needs to be trained and in what

· Selecting appropriate training topics

· Scheduling training by priority, i.e., what employees in which areas of municipal operations are exposed to the greatest risk

· Developing lesson plans for each class session

· Monitoring the progress of the program and evaluating its effectiveness.

Production and safety are two faces of the same coin, so it’s only logical that the day-to-day task of preventing accidents and controlling hazards becomes the responsibility of a department or section’s immediate supervisor. Just as logically, supervisors need specific training in safety techniques to help them perform their duties in that area. Among the objectives of safety training for supervisors should be:

·  Involving supervisors in accident prevention
·  Establishing supervisors as the “go-to” people for safety concerns in their departments or areas

· Helping supervisors understand their safety responsibilities

· Providing supervisors with information on causes of accidents and occupational health hazards and methods of prevention

· Helping supervisors gain skill in accident prevention
Work Area Inspections and Job Safety Analyses: Remember the three steps of risk management? Inspections and analyses involve all three.
· Identification of risk – inspections let you see facilities, equipment and practices that might result in losses.

· Treatment of risk –- inspections, by their very nature necessitate action

· Inspections -- not only do inspections identify risks, they also give a pretty good idea of how you’re dealing with them.

Develop accident reporting procedures:  Preventing future accidents becomes easier when you study what’s happened in the past. Reviewing the reports of past incidents can often indicate where your current prevention efforts should be concentrated. Careful review of accident reports can be a real help in:

· Identifying problems in the work area

· Documenting incidents or hazards

· Predicting where new hazards or incidents may occur

Developing an effective reporting system requires:

· Constantly reviewing the reports of past accidents as they become available

· Communicating clearly and promptly what hazards exist and where

· Providing information to help assign repair and/or corrective actions to the right people

· Reviewing the efficacy of those repair and corrective actions

· Maintaining records to help identify recurring hazards, losses or claims

Accident Investigation: Accidents don’t just happen by themselves: they’re caused by a variety of factors. A fraying wire unseen within an office wall; an incompletely tightened lug nut on the wheel of an automobile; a faucet in a bathroom left to run overnight; the list is endless. Most accidents happen because of a combination of an unsafe act and an unsafe physical condition; most often both have to be identified to find the underlying cause. A good investigation doesn’t so much determine who was the cause, but rather what. That way, similar accidents can be prevented in the future. 

A well-conducted investigation can provide:

· Documentation that may help determine if a given claim is valid

· The basis for understanding the cause of an accident, regardless of whether an actual loss was involved.

· Clues that may lead to the actual problem 

· Determination of the proper approach to eliminating the problem

· Information on accidents and losses that can help identify trends, patterns and potential losses
Emergency Management
A good synonym for “emergency management” is “emergency preparedness.” In other words, an emergency that’s planned for effectively beforehand can be managed effectively when it arrives. Good emergency preparedness requires planning and action in three areas:

· Preparation – More often than not, specific actions to minimize losses can be taken before a disaster arrives or a crisis develops. These include but are not limited to: the development of a range of comprehensive disaster plans (ideally done well in advance); securing public buildings and facilities; and providing constant information to the municipality’s private citizens on the impending situation.

· Response – Once a disaster like a hurricane or flood arrives, municipalities are often called on to provide aid and assistance such as emergency medical services, temporary shelter and emergency communications.

· Recovery – Once the winds have died down and the waters subsided, there are streets to be cleared, debris and wreckage to be removed and often rebuilding and reconstruction to be done to restore the community.

Quite obviously, emergency plans should be drawn up well in advance and should be constantly reviewed and updated. Emergency equipment and facilities should be well maintained and checked regularly. When developing emergency plans, a town or city should do the following:

· Identify the specific disasters or emergencies – hurricanes, earthquakes, floods, wildfires, etc. – that could affect your municipality

· Develop a specific plan for each specific emergency

· Assign staffs of employees and volunteers to execute each plan

· Train those staffs in the appropriate response techniques

· Determine the adequacy of available equipment and resources

MIIA’s Emergency Management Checklist can be found in Appendix A-2.
Emergency Liability Exposures

One final point: Many public officials assume that sovereign immunity will provide immunity from liability for actions taken during an emergency. Unfortunately, this is not always the case. In most states, emergency management statutes contain immunity provisions covering anyone involved in emergency management activities on behalf of the state or a municipality. That said, local governments are always expected to act in the best interests of their citizens, and they or their employees can still be held liable for negligence. 
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Risk Financing

Not even the best-designed and most-efficiently run program of loss control can be completely effective: at some point your city or town will sustain losses.  And when they occur, they have to be paid for. The method used is referred to as risk financing. 

There are two principal types of risk financing: retention and transfer. Virtually all techniques of risk financing fall into one (or both) of these categories: 
Risk Retention 

In some cases, it makes sense for a municipality to assume direct responsibility for some of its losses. Another term for this is self-insurance. Though circumstances will vary from municipality to municipality and among different types of risks, it can make more fiscal sense to pay certain minor damage claims from a general fund rather than buying insurance coverage.

One common example of risk retention is automobile deductibles. A city may opt to pay automobile liability claims from its own resources up to a certain dollar amount before the insurer pays. This approach requires careful attention to detail. However, too often a city or town will retain risks inadvertently, simply because it’s unaware that those risks exist in the first place, further illustrating the need for risk identification.
While there are a number of ways to approach retaining risk, you should bear in mind that one size never fits all. A method well suited to one jurisdiction may not work for yours – or may only be effective for certain specific losses and not for others. Coming up with the approach that’s best fitted to the needs of your city or town requires thorough research and careful planning. 

Bear in mind that if your city or town chooses to retain an exposure, it’s also choosing to do one, some or all of the following:

· Treat losses as a normal operating expense and pay for them out of the city’s operating budget.

· Set up a fund specifically to pay for losses.

· Establish a line of credit for pre-approved loans to cover retained losses when and as they occur.

· Purchase “excess” insurance against catastrophic losses.

Probably no city or town can afford to retain all loss exposures with no insurance coverage at all. For that reason, most systems of retaining losses provide for direct payment of claims up to certain, limited dollar amounts. Beyond that, they incorporate insurance coverage.  

And while the retention option often works well for large municipalities with large budgets, as a rule, it doesn’t work as well for smaller cities and towns. However, an adept use of deductibles often functions in effect as a form of retention at the same time as potentially reducing insurance premiums as the “attachment point,” that is the value of a claim which insurance coverage applies, reduces the risk to the insurer.

Obviously, you need to determine which exposures your city or town should (or is able to) retain. Though these may vary from place to place, local governments most often choose to retain: 

· Low frequency, low severity losses – motor vehicle fender benders and incidents involving minor bodily injuries.

· High-frequency/low severity losses – broken windows and similar minor property damage.

Perhaps the most important issue to be resolved is determining just how much risk you should retain. Strictly as rule-of-thumb, a city or town should be able to retain yearly losses of up to 1 percent of total annual revenues. But obviously this amount can and will vary from one municipality to another. 

And finally – since a city or town is financially responsible for retained losses, an effective program of loss-prevention becomes even more important. Stop losses from happening and you don’t have to pay for their consequences.

Risk Transfer

The most common – and often best – approach to risk financing is transfer: letting someone else assume the financial burdens of your losses. More often than not, this method involves a very familiar product – insurance. But while insurance is the method most often used to transfer risk, there are at least two alternatives, either of which may be a better fit for your municipality. Among them are:

The risk purchasing group

A groups or association put together specifically to buy insurance. Its buying power usually results in lower premiums and more comprehensive coverages than might be available to an individual buyer.  However, the group is still subject to the ups and downs of the commercial insurance market.  Additionally, losses sustained directly impact the individual insured entity’s experience.

Insurance pools 

A common fund, or pool, established by a group of municipalities to pay for losses incurred by the members.   Members of insurance pools share the loss experience, which is often spread across tiers of members.  Tiers typically based on the value of exposure units.  Additionally, pools use a percentage of the common funds to buy commercial reinsurance to cover losses over and above the pool’s annual limit. 

Insurance pools have a number of advantages: 

· They spread risk, which means lower costs to the members.

· They reduce the administrative costs of risk retention as the pool manages claims, litigation expenses, and reinsurance purchasing.

· Value-added risk management services, usually at no or low cost to members, that can be applied due to economies of scale.

· Pools are typically governed by a Board of Directors made up of members of the pool.

For all their advantages, however, insurance pools are not without some downsides. Among them are: 

· Major discrepancies in size among the member municipalities may cause problems. 

· A large, reserve-draining judgment against an individual member may mean an emergency assessment on the other members. 

· Some pools are limited in their lines of coverage 

· Prospective members may not be screened carefully enough for their fiscal responsibility or long-term commitment to the pool. 

· All pools require skilled and experienced managers.

A municipality looking to join an insurance pool should investigate its risk management policies, its reserving policies and its procedures for terminating membership and/or coverage or changes in coverage.

Finally, a local government shouldn’t consider joining an insurance pool unless it’s truly serious about minimizes its reliance on commercial insurance and is willing to remain in the pool for a substantial time.
Contractual Transfer of Risk 
This is establishing an agreement with another party that is willing to accept the risk.  Although the procurement of insurance is technically a contractual transfer of risk, risks can be transferred via contracts with vendors and other parties.  For example, as stated in the Risk Control section of this manual, contracting outside vendors to perform high risk operations is certainly a way to transfer the risk of injury to municipal employees, significantly reducing the workers’ compensation exposure.

Municipalities also lease public property to others or permit private parties to use public facilities for events such as festivals, meetings, concerts, etc.  Losses arising from these activities are largely outside the control of the municipality. The municipality, therefore, should not be liable for losses that occur.

Nevertheless, public entities have often been held liable for losses arising from the acts of others, especially when the other parties lack adequate resources or insurance coverage to pay a claim.

The party performing the activity is the party most likely to cause the loss. This party is also most able to prevent the loss. The responsibility to pay for losses should reside with the party that has the most opportunity to control losses.
The following are typical examples of areas in which a public entity can transfer responsibility to the party that has the authority to exercise loss control:

	Examples of Risks that can be Transferred



	Leases
	Public property leased to others such as buildings, ball fields, vehicles, equipment, etc.

	Bailments
	Public property in the hands of others for storage, repair,

processing, or sale (e.g. vehicles being repaired off-site).

	Transportation
	Public property in transit under control of common or

contract carrier (e.g. equipment being transported to or from a repair site).

	Outside Services

	Public property being serviced on your premises by outside contractors (e.g. custodial, IT, etc).

	Construction

	Public property under construction or renovation by a

contractor.

	Other Services
	Busing of school children, professional services (attorneys, architects, engineers, etc.), installation of computer equipment and software, asbestos removal, hauling of hazardous waste, etc.


Contractual agreements should include an indemnification/hold harmless clause stating that the contractor or lesse will indemnify and hold you harmless in case of a loss. Indemnification language requires the contractor to pay (or indemnify) the municipality for losses.  This method alone does not ensure transfer of risk because the contractor or lessee may not carry appropriate insurance or have the financial ability to back up the indemnification.  Hold harmless language strengthens the municipality’s position against claims of damage by the contractor against the city or town.  
All contracts and agreements should require that contractors, or users of public facilities provide a certificate of insurance, which serves as proof that the contractor or lessee carries adequate insurance.  The agreement should specify what coverages and limits the contractor or lessee should carry to adequately protect you.
Municipalities should also require that they be named as an additional insured, through an endorsement, on the contractor's or lessee's insurance policy. This is a standard request and should not impose a significant financial burden on the contractor or lessee.
Certificates of Insurance
Obtaining a Certificate of Insurance provides the following important benefit:

Reduction of Claims for the MIIA Member: 
The possibility of claims and lawsuits against you due to the contractor's or lessee's activities may be greatly reduced. If claims are filed against the public entity, the contractor's or lessee's insurance should respond first, thereby reducing claims against your own policy. It is critical that the public entity be listed as an additional named insured under all circumstances as outlined in the next section.

What is a certificate of insurance? 
A certificate of insurance is a document that gives evidence of the insured’s financial ability (via an insurance policy) to respond to a claim. Under most circumstances, no coverage benefits are afforded to the certificate holder; the certificate merely confirms that the subject company carries insurance. 

Why are certificates needed? 
Certificates give evidence that the other party has appropriate insurance to cover the claims for which they may be responsible. 

When are certificates needed? 
Certificates are needed when another party (such as a contractor janitorial service, security service, etc.) performs services on your behalf or has your property in their care, custody or control (e.g. leasing your premises or your equipment). 

Who should provide the certificate? 
The other party’s insurance company or “authorized” insurance agent, broker or risk management department should provide the certificate of insurance to you. 

What should a certificate include? 
· Name of insurance company issuing each policy; 
· Named Insured; 

· Address of Named Insured; 

· Description of Coverage; 

Certificate of Property Insurance
This certificate should be requested when another party has been made responsible for providing insurance on property owned by your municipality

A certificate of property insurance should show: 

· Property Covered - The certificate should provide an appropriate description of all property for which insurance is required; 

· Limits - The certificate should evidence appropriate amounts of coverage for the property and applicable deductibles; 

· Coverages - The certificate should provide appropriate coverages for the risk of loss to which the property is subject. Most often, this is expressed as all risks or special form; 

· Interests - The certificate should indicate the nature of our interest, i.e. owner, lender or landlord in the insured property and our status under the property; and 

·  Loss Payee - If the municipality  is named as a Loss Payee, the certificate should clearly state we are a Loss Payee and for what purpose. By being named as a Loss Payee, the municipality  will have the right under the policy to be reimbursed for a loss to property directly by the Insurance carrier. Usually in the event of a covered loss, the carrier will issue a payment jointly to the Loss Payee and the Insured. 

Certificate of General Liability Insurance
· Basis - The certificate should indicate whether coverage is being provided on an occurrence basis or on a claims-made basis. Most General Liability insurance policies are written on an occurrence basis. (preferred) 

· Limits - The certificate should specify amounts of coverage conforming to the requirements of the contract 

· Coverages - The certificate should specify whether coverage, is provided by a Comprehensive General Liability policy or a Commercial General Liability policy. It should also indicate whether special coverages required by the contract have been included. 

Certificate of Excess Liability: 

· Limits - If the other party’s General Liability, Automobile, Employer’s Liability, etc. policies provide less than the limits required, the certificate of insurance may (and should) give evidence of an excess policy to provide the additional limits. 

· Coverages — The certificate should indicate whether the Excess Liability coverage is provided on an excess form or an umbrella form. 

Workers’ Compensation Certificates
The municipality  should require evidence of Workers’ Compensation coverage from its vendors and subcontractors. Please note the city or town cannot be added as an Additional Insured to a Workers’ Compensation policy. 

· Limits - The certificate should specify that the policy provide the statutorily required benefits of Workers’ Compensation and the minimum amount of Employer’s Liability coverage required by contract. 

· Waiver of Subrogation - The policy of insurance should be endorsed with a waiver of subrogation in favor of the city or town. This language protects the municipality from claims for contribution resulting from injuries sustained by contractor employees. 

Automobile Liability Certificates 
Again, this coverage is important from vendors and contractors. 
· Limits - The certificate should indicate amounts of Automobile Liability insurance consistent with the contract requirements. 

· Coverages - The certificate should identify the categories of automobile to which the coverage applies and any additional coverage endorsed to the Automobile Liability policy, for example - owned, hired or borrowed vehicles.
Contractors’ Pollution Liability Certificate of Insurance
Vendor and contractor contracts should be carefully reviewed to determine when it is prudent to request this coverage. 

· Limits - The limits should be clearly stated. Many policies of this type have a significant deductible or SIR (self-insured retention), which should also be clearly stated. The contractor is responsible for the deductible before insurance cover kicks in. 

· Coverages - This type of Insurance policy is not as standard as Automobile or Workers’ Compensation so the types of coverage provided by the policy should be clearly stated. 

· Additional Insured - Most often for pollution liability, only the carrier will issue endorsements naming other parties as an Additional Insured, so any certificate issued by the agent//broker or Insured’s Risk Management department should be carefully reviewed to determine that they have the appropriate authority to grant this status. 

Evidence of Insurance Checklist

· Coverage is as specified in the contract (e.g., only “Commercial General Liability” insurance should be accepted for compliance with the general liability insurance requirements. Other forms, such as Owners Landlords and Tenants forms (OL&T) are not acceptable.) 

· Names are correct on policy/endorsement/certificate 

· General Liability is on an “occurrence” basis, not “claims-made.” 

· Policies are current and will be suspended for renewal follow-up if the contract period runs beyond the policy expiration date. 

· Limits are at least as high as the minimum required in the contract 

· The insurer’s Best rating meets or exceeds the municipality’s  minimum requirements. (Usually A.M. Best rating of A:VII or equivalent).
· The insurer is permitted to conduct insurance business in Massachusetts. 

· Primary and excess liability policies have concurrent coverage periods. 

· No self-insured retention on liability policies. Any must he disclosed. 

· The municipality has received evidence for each type of insurance required. 

· Evidence provides for 30-day notification to the municipality of changes or cancellation. 

· Evidence is of proper form, i.e. certificates, endorsements or policies with appropriately modified wording or the equivalent. 

Obtaining a Certificate of Insurance
The purpose of obtaining a Certificate of Insurance is to show evidence that the contractor or lessee has adequate insurance coverage for losses arising out of the activities being performed. However, the certificate holder is not always informed of any changes to the policy limits and coverages or if the policy is cancelled. Therefore, an additional insured endorsement should be added to the contractor's or lessee's insurance policy, which contains language such as:
"It is agreed that (name of MIIA member) is hereby named as an additional insured with respect to (activities being performed). We (the insurance company) agree to Investigate and defend the insured against all claims for damages.”

This endorsement to the policy will trigger coverage for you and will require the policy issuer to inform you of any changes or cancellations to coverage. 
Hold Harmless and Indemnification Agreements
MIIA recommends that a written agreement be in effect at all times when contracting for services. This agreement should contain a hold harmless/indemnification clause.

A hold harmless/indemnification clause should provide protection for all claims arising out of the agreement except those arising from your sole negligence. Thus, depending on the allegations made by the claimant, the party that you are contracting with is totally or in part responsible for your defense and indemnification without releasing you from responsibility for your actions.

Please note that any indemnification provision is separate and distinct from issuance of a Certificate of Insurance.
MIIA recommends that you seek legal review of the language by your town or city legal counsel before using any indemnification agreement.

Waiver of Subrogation in Construction Contracts
The standard AIA contract presented to municipalities and other public entities contains a waiver of subrogation provision, usually at §11.37. That provision states in part that:

The owner and contractor waive all rights against (1) each other and any of their subcontractors, sub-subcontractors, agents and employees, each of the other and (2) the architect, architect’s consultants, separate contractors described in article VI…

By signing a contract with such a provision, you prevent MIIA from bringing subrogation actions in the name of the municipality to recover damages resulting from the negligence of contractors, architects, or subcontractors.
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Insist on deleting such language from contracts prior to approval and signature. In addition some standard contractors routinely alter standard provisions through “Supplementary General Conditions” or “ Addendum.”

You should include language that deletes all WAIVER OF SUBROGATION LANGUAGE IN ITS ENTIRETYamong the “Supplementary General Conditions” or in “ Contract Addendum.”
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Procedures

Below is our recommended procedure for obtaining, reviewing, and monitoring Certificates of Insurance. Use this guide to implement MIIA's recommendations or to review your existing practices.

Distribute this manual to all departments and/or personnel having the responsibility and authority to solicit bids and/or negotiate contracts and leases or otherwise procure services and goods, and to your city attorney or town counsel.

Discuss these procedures at a department heads meeting and reinforce the importance of requiring insurance and obtaining indemnification agreements and Certificates of Insurance.

Establish a centralized review function for bids, contracts, leases, etc., to ensure that your procedures are being followed.

Attach the original Certificate of Insurance to the signed copy of the agreement that is kept as the official record. Keep copies of all Certificates of Insurance in a central file for maintenance and updating.

Establish a central filing system for maintenance of all Certificates of Insurance. A copy of the related indemnification clause should be attached to Certificates of Insurance.

Bring this program to the attention of your city attorney or town counsel, whether or not you expect to use him or her in its everyday administration.

Retain expired certificates of insurance in hard copy for a minimum of two years beyond the expiration of the agreement. Store or microfilm Certificates of Insurance for a minimum of five years beyond that. Certificates of Insurance for large contractual agreements, such as major building contracts, professional errors and omissions coverage, completed operations, etc., should be retained for a minimum of ten years.
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Maintain a master list of agreements. To simplify the task and ensure effective implementation of this program, MIIA recommends the use of a master-list such as the sample register shown as Exhibit G. The master list should include all contracts, agreements, permits, and special events for which you required indemnification agreements or Certificates of Insurance within each fiscal year. It will also serve as a reminder for expiring documents that require renewal.
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Most Certificates of Insurance will be needed for one-time activities. Renewing these Certificates of Insurance will not be necessary. However, a member may need to obtain renewal Certificates of Insurance for the following reasons:

•
Coverage should be maintained in force for the life of the agreement, and sometimes certain  coverages may extend beyond the life of the contract, such as products and completed operations.

•
Most MIIA policies expire on the same date. However, expiration dates for coverages on one certificate may be different for different policies. Each expiration date should be diaried.

•
Claims-made policies should have an extended reporting period of at least 90 days (and shown on the Certificate of Insurance) beyond the expiration of the policy. An additional extended reporting period of 12 months should be provided if the insured cancels or does not renew coverage. Coverage should be maintained for the life of the agreement.
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If the operations being performed continue beyond the expiration date(s) shown on the Certificate of Insurance, remind the contractor, lessee, and their appropriate insurance agent that a new Certificate of Insurance is required for the renewal at least 30 days before the actual expiration of the Certificate of Insurance.
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Property Acquisition 

All municipalities own and manage real property. Whether that property consists solely of a two-story town hall, or a succession of city offices, school buildings, municipal garages and public works facilities, running a city or town means dealing with real property and the risks that come with it.

Acquiring any piece of real property can very often involve hidden dangers to the buyer. Unnecessary costs, unacceptable risks and unanticipated risk exposures aren’t always immediately evident. Properties are sometimes donated to a jurisdiction or sold to it at well below market value, thus making its acquisition seemingly all the more desirable.
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For example: a local bank sells a shuttered branch location to a town for a dollar. The town buys it, thinking to convert it to a neighborhood city hall or perhaps a town museum. The leaking roof, aging heating system and the need for short-term security become obvious only after the fact.  
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Or a city has the chance to buy the buildings and site of a car dealership relocating cross-town at a very favorable price to use as a garage to store and service city vehicles, or as an operations center for city transit busses. After the paperwork is done, city inspectors find large underground fuel tanks that have to be removed and the ground they were buried in decontaminated. 

Benefits of Risk Control through the Acquisition Process

The benefits of using a structured and thorough approach to risk and cost evaluation when acquiring a property or facility are obvious. Among them are:

· [image: image25.jpg]


Effective use of public funds – identifying the actual costs of an acquisition before the purchase affords protection against costly or wasteful expenditures of public funds.

· Maintenance of productivity –analyzing the potential cost and risk exposure of any acquisition decreases the chance of having to divert critical resources to fix unforeseen problems. 

· Identification of exposures – using structured risk management techniques finds risk exposures before they occur, and identifies hidden or hard-to-detect risks. 

· Increased community attractiveness – Employing risk management techniques helps avoid the acquisition of rundown properties that become public eyesores rather than civic assets.
· Reduced uncertainty of future projects – Effectively evaluating property acquisitions reduces or eliminates many of the cost uncertainties of future town projects. 

Risk Control Techniques in Property Acquisition

Some aspects of risk control have particular application to property acquisition. Among them are:

· Exposure Avoidance – Avoids risk by not undertaking it. In some cases, the risks and/or disadvantages of acquiring a property simply outweigh the benefits.  Contractual transfer of risk is often an alternative to abandoning the acquisition.

· Loss Prevention –Reduces frequency of loss without necessarily eliminating the activity or asset that may constitute a potential loss. The loss prevention measures used should be less costly than the potential losses themselves.

· Contractual Transfer of Risk – Contractually shifts the ownership of or responsibility for a property to another party. The original risks and exposures remain, but have now been transferred. The original owner may still bear some responsibility for the transferred property if it continues to act in a supervisory role or is required to certify and license the activities taking place in the transferred property. 
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Code & Ordinance Compliance 

Ensuring that a building complies with applicable federal, state, county and municipal ordinances and regulations can be time-consuming, complex and potentially costly. Among the more important ordinance-related items to be considered when acquiring a property are: 
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The Americans with Disabilities Act (ADA) -- A public building must comply with the requirements of the Americans with Disabilities Act including the presence of entrance ramps, adequate parking, meeting spaces and rest rooms suitable for use by the disabled. Bringing an older building into compliance can be expensive.  

Structural, electrical, heating and ventilation (HVAC), etc. – Any contractor hired to work on any municipal facility must be qualified, professional, licensed, and insured. Make sure all appropriate licenses are current and that the contractor has a valid certificate of insurance. 
Legal Review

Seek legal counsel from an attorney before entering into any acquisition and its related agreement.  Consider all local, state and federal laws that may be involved in the acquisition. A professional should carefully review all deeds, titles to property, ordinances and legal documentation pertaining to the facility being considered.
PEME Test

Ask the right questions before making the decision to buy. One approach is called PEME (People, Equipment, Materials and Environment) which addresses the major elements involved in taking ownership of a building or parcel. When considering an acquisition, always determine the following:

People

· Who will be involved in the construction or renovation? The town’s own personnel? Or workers employed by outside contractors?

· What are their qualifications and job descriptions? (i.e., certified welder, licensed electrician, etc.) What, if any, training will they require?
· What work rules will be necessary for employees or contractors? 
Equipment

· Will any equipment need to be installed, replaced or removed, such as tanks or boilers? 

· Does the city or town have the construction equipment needed for renovations?

· Does the city or town have qualified operators to run any construction equipment that might be needed?
· Will outside equipment or operators be needed? What qualifications and certifications should they have?
· Will the local jurisdiction need to buy any equipment for the construction or renovation?

· What preventative maintenance schedules will be needed?

Materials:

· What materials will be involved in the construction or renovation? 

· Will any materials have to be removed? Are they toxic (i.e. asbestos, etc.) or need special handling to be disposed of?

Environment:

· What environmental factors will be involved (i.e., air quality, asbestos, lead paint)? Have any heating or ventilation problems been reported?

· Are there any tanks, either above the surface or underground on-site? If so, what was stored in them, and how long have they been there?

· What was the building or site used for previously (going back as far in time as possible)?

Property

Construction 
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In addition to acquiring old properties, local jurisdictions often find it necessary to build new ones. Well before breaking ground for any new project, the municipality needs to prepare for the construction process. That planning will carry over into the actual process of construction by eliminating any unexpected procedural complications as well as by establishing definite rules and procedures to be followed.  

The Request for Proposal 

Planning should start as early as possible, ideally when the jurisdiction issues a Request for Proposal (RFP) for the construction project. A competent, licensed professional engineer or architect should review each bid as it comes in. He or she should ensure that each bid received specifically enumerates and budgets for safety measures and loss controls during construction, such as surveys of physical conditions, road hazard barriers and the like, as well as for any additional measures the bidder’s own survey might find necessary. 

Verify the expertise and experience of any bidding contractor under serious consideration. Visit projects he’s recently completed or job sites on which he’s currently working. Be sure the contractor has had some past involvement with projects and building techniques similar to yours. 

Builder’s Risk Insurance 

An important element of construction risk management is risk transfer, the process of letting someone else assume responsibility for the jurisdiction’s losses. In construction, the most common way of doing this is via builder’s risk insurance.  In most cases, the contractor arranges for and buys this coverage, his cost for doing so being included in the bid. By buying builder’s risk insurance, the contractor takes responsibility for all risks and hazards (and their consequences) encountered during construction. Any contractor refusing to obtain builder’s insurance might not be worth working with. 

Builder’s risk insurance addresses the following:

· Property damage coverage – In general, this covers any new construction as well as alterations or additions to existing structures.

· Direct or “soft costs” coverage – Builder’s risk exposures are often known as “soft costs.” Builders use this term to refer to the costs of all items, other than materials and labor, directly related to the construction project. These include: financial costs, appraisals, legal expenses, insurance premiums, real estate taxes, etc.

· Liability coverage – Covers on-the-job personal injuries and injuries to pedestrians, visitors, vendors, etc.
The construction contract between the municipality and the general contractor typically stipulates various aspects of the builder’s risk insurance to be carried.  A key step in arranging appropriate builder’s risk coverage is a careful review of the construction contract, particularly the property insurance requirements. In addition to the basic performance requirements, contracts generally include conditions for specific insurance coverage, including:

· Limits of liability

· Defense indemnification agreements

· Required risk control programs. 

Builder’s risk coverage protects the municipality against loss to new buildings under construction, as well as loss suffered while building additions to, or making alterations or repairs to existing buildings. It also covers damage to machinery, contractor’s equipment, and materials incidental to construction.

Other Early Considerations
Beyond the issue of builder’s risk coverage, there are other items to be carefully reviewed as early as possible in the building process, including:  
· Plans and specifications – To be reviewed by the jurisdiction or a consulting engineer 

· Type of construction -- A two story redbrick town hall requires controls and procedures vastly different than a wastewater treatment plant.  

· Unusual or advanced architecture or engineering – Make clear reference in the contract specifications to any unusual or advanced design features, such as a space-frame construction, or an air-supported roof, the new building may incorporate.

· Renovation of an existing structure – Often, a renovation project is not considered a new structure and, therefore, not a construction exposure. This is a concern when municipal employees are working within the facility while construction or renovation is underway. There are also exposures to third-party residents and visitors to municipal offices. In some instances the architect or general contractor may identify additional exposures.

· In-transit exposure – Since construction materials are often owned by the contractor until his work is accepted by the local government, it’s helpful to know the maximum values of individual shipments of materials, the types of materials in each, and the nature of the insurance coverages on them. 

The Elements of Risk Management 

Preventing or minimizing hazards and their consequences requires careful and thorough risk management, which should begin well before ground is broken and continue through and after all phases of construction. Among the risk control measures the local jurisdiction should adopt are:

· Obtaining the contractor’s insurance policy and certificate of insurance to verify his coverages are appropriate, adequate and in force
· Firmly and clearly establishing safety rules

· Acquiring environmental impact surveys for the job site, identifying any potential environmental exposures and taking the steps to [image: image29.jpg]


control them
· Explaining to municipal employees what the new building project involves and how it will affect their ability to perform their jobs. And for how long.

Risk Control

Planning for risk control should be done, as much as possible, before construction begins. In the real world the local jurisdiction will find itself doing at least some of that planning after it has awarded the contract. In those cases, it’s appropriate to have insurance professionals carefully review the contractor’s bid to determine if it provides for adequate loss control measures. Any additional measures they find necessary can then be brought to the contractor’s attention for implementation during the final planning stage. Similarly, most of the steps and procedures detailed here are carried out before, during and, in some cases, after construction.
There are a substantial number of decisions to be made involving acquisitions of equipment, removal of material and actual physical inspections that ideally should be implemented sooner rather than later in the building process, including: 

· Security – The jurisdiction should require contractors to provide physical security on the job-site. This may include fences, adequate lighting, guard services and procedures to limit access by unauthorized persons. 

· Fire Protection -- Appropriate and adequate fire-fighting equipment should be on hand at the work site and in the materials storage areas.

· Housekeeping -- The job site, exterior and interior, should have any and all construction debris removed systematically and continuously during construction. Don’t “build now, clean later.” 

· Premises and Equipment Inspection -- Conduct regular inspections of the exterior and interior of the job site. Identify areas needing improvement.

· Premises and Equipment Maintenance -- An effective preventive maintenance program prevents damage to the building structure and reduces or eliminates losses of materials. 

Loss Control Activities 
· Work areas – Should accommodate safe storage of materials, efficient traffic flow and control of pedestrians. 

· Equipment and supplies – Should be provided by the contractor rather than the local jurisdiction 

· Underground utilities – Should be located and clearly marked 

· Safety rules and regulations -- Should be clearly defined in the contractor’s basic safety operating rules. The jurisdiction should also provide the contractor with its own safety requirements. 

· Job-site utilities – Determine who will provide and control the utilities at the job site. This should include identifying who will have responsibility for lockout and tag-out, provision of power and piping, etc.

· Job-site security – Detail how the job site will be secured and who will maintain responsibility for securing it, including access, fencing and guard service.

· First aid and medical facilities – Ensure the availability of first aid and medical facilities for construction personnel.

· Operational hazards – Identify existing operational hazards at the job site for the contractor. This includes hazard communication issues and any other unique operations the contractor may encounter.

· Job-site housekeeping – Establish procedures for housekeeping and trash removal, use of temporary heating appliances, and temporary shoring.

· Hazardous materials – Identify all hazardous materials on the site, like asbestos or lead-based paint, and implement removal and disposal procedures. Review the way in which the jurisdiction will be notified when hazardous materials are brought onto the job site.  

· Off-site storage – Become familiar with the contractor’s storage facilities (contractor’s yard, warehouse, etc.), including the type of construction, type of security and fire protection provided. Determine the type of material to be stored there and its dollar amount.  

· When a building under renovation is involved, construction will often involve shutting down such systems temporarily and in stages. 

· Fire control  – The contractor should provide all necessary components of fire control, including extinguishers, automatic sprinklers, welding controls  (e.g.,  “hot work” permits, etc.), a “no smoking” policy and signs and an adequate water supply.

· Existing fire protection – What types of public fire protection (hydrants), private fire protection and sprinkler systems and or standpipes are available on-site?

· Fire department access – Site access should remain clear and passable for fire department equipment during construction. Entry and exit of civilian vehicles should be controlled to allow access to emergency equipment.

· Fire alarms and communication – Contact the fire department before the start of construction and thoroughly familiarize it with the project. Arrange for periodic inspection tours to alert firefighters to any on-site changes that might delay emergency response. Make hard-wired telephones available on the site. Provide two-way radios or field phones for quick communications between floors on-site. 

· Welding, cutting and soldering --Should be done only when effective fire control equipment or procedures are present (e.g. fire-watch, removal or protection of combustibles, the ready availability of charged fire extinguishers, etc.). Implement an effective “hot-work” permit system. A hot-work permit requires an inspection of the work area by the local approving authority. A written permit for hot work must be posted in the immediate area before work begins. Fire extinguishers must be readily available and the work area must be free of combustible trash or debris. A fire watch should be present and the work area inspected a minimum of 30 minutes after work ends. 

Perils During Construction:
· Fire

· Wind

· Structural collapse

· Hail

· Sprinkler leakage

· Water run-off 

· Other water damage

· Accidents involving automobiles and construction equipment

· Subsidence/Earth Movement
· Civil disturbance

· Earthquake

Housekeeping

Consider the condition of interior and exterior premises. Waste, rubbish, and debris should be placed in designated areas. Housekeeping is often a contributing factor to many property losses.  Use containers to keep trash from creating a hazard.

Temporary Heating & Electrical

Temporary heating equipment for both building heat and concrete curing must be operated according to the manufacturer’s instructions, and only with proper ventilation. Keep combustible materials well clear of heaters at all times. Store all flammable or combustible heating fuels in full compliance with applicable NFPA codes. Use only non-flammable plastic sheeting for temporary enclosures against weather. Temporary electrical wiring must be insulated, grounded and mounted. 

Material Storage

Proper materials storage facilities should protect materials from the weather in accordance with their manufacturers’ requirements. Congestion should be kept to a minimum, and flammable liquids, gasses and hazardous materials should be stored in areas that minimize their inherent hazards.

Severe Weather Plan

Protect the project’s structure(s) and uninstalled materials from potential severe weather.  Have a severe weather plan ready prior to construction activities and make it available for immediate implementation during the project.

Blasting

When blasting, the contractor should inform the jurisdiction whenever he performs a blasting operation, detailing the time, type and location of the blasting, and the frequency of the explosions. The distance between the blast itself and the building under construction should be noted. The contractor should also notify the jurisdiction of his use of delay caps and the maximum delay charge-weight.

The contractor must comply with all applicable federal, state and local laws and compliance should be verified. Specifically, the contractor should verify pre-blast warning signals, blasting-area warning signs, and all-clear signals. Caps and explosives should be physically separated in storage and transit. Seismic monitoring equipment is strongly recommended for use with tests conducted for blasting near exposed structures. Blasting mats should be available to eliminate rockslides and flying rock.
Vehicular Traffic – Public Roads 
Take steps to minimize any congestion and confusion the construction may cause in local traffic regulations, such as lowered speed limits or new lane designations. Coordinate any changes with state or county transportation authorities. Allow enough time to obtain and set up any new signage required.

Provide qualified flagmen or police traffic detail if a project will cause serious disruption in traffic patterns. Allow time and funds for finding – and training, if necessary – qualified people to perform flagging duties, as well as for obtaining the proper equipment, such as reflective vests, flags, and flashlights.
Inevitably, potholes and cracks will appear in the adjacent roads, and construction-related debris will accumulate. Anticipate these things, and establish procedures to eliminate them quickly.

Make certain any construction equipment to be used in or near normal traffic areas has proper alarms and lights installed and functioning before it’s sent to the job site.

Contact local media to alert the public to any traffic changes -- detours, reduced speed limits, lane changes, temporary detours, etc – the project might cause. If necessary, hold public meetings and print flyers. Make use of the jurisdiction’s web site to post the latest information.   

Keep public roads clear of dust and mud from the project site Many clay soils, when sprayed with water, become slicker than ice, and dust can severely impair visibility as well as effect air quality. 
Vehicular Traffic – On-site 

Set up clearly marked designated parking areas for vendors, visitors and workers, and establish and maintain a safe distance between parked vehicles and actively operating construction equipment. 

Control unauthorized access by fencing the site. Limit the number of entry and exit points while establishing direct routes to the principal work and storage areas.

Post signs to direct visitors and vendors to the office trailers. Doing so will prevent visitors from wandering through the site in search of the trailers, putting themselves at risk in the process. 

Pedestrian Traffic
The best way to prevent accidents and injuries on-site is to keep casual observers out.  For a construction site in a city or larger town, fencing, security guards and watchmen may be needed. In a smaller municipality or in a rural area only one or the other may be required. 
Job sites spread over wide areas like road construction projects or a building or buildings going up within an existing, active neighborhood are hard to fence, and pedestrians often pass them en route to their destinations. Warning and directional signs are usually necessary and should be in place by the time work begins. Alert people in the area to the onset of construction and the related dangers of walking through the job site via local mass media, and the municipal website. 

At jobsites in cities and larger towns, sidewalks at the perimeter can present other risk exposures, which can be minimized by providing overhead protection for existing walkways, temporary walkways routed away from risks and additional lighting. 

All temporary structures on the site must be built, lit and maintained in compliance with local laws and codes.

Utilities 

Any municipal work site is likely to be around, over, under or near existing utility lines. Before any excavation begins, they should be located and marked. 

Underground utility lines include:

· Power lines
· Sanitary and storm sewers
· Communication lines
· Steam lines
· Water lines
· Alarm systems
· Chemical pipelines
· Fuel distribution systems 
Determine what lines are present in and around the construction site, contact Dig Safe (www.digsafe.com or 811) so local utilities can confirm and mark their locations. 
After the utility providers have surveyed the site, the local jurisdiction should follow up on its own, either by noting the location marks left at the site, or by calling the utilities a second time to confirm that the survey was made. Or both.

Overhead utility lines include:

· Power lines
· Telephone and other communications lines
· Connections for security and fire alarm systems
It may be necessary only to tag or mark them, or they may have to be de-energized or disconnected and moved. It’s particularly important to protect utility lines that have to remain in operation, and it may be necessary to provide additional support for uncovered lines or brace their existing poles. In any case, the jurisdiction should specifically: 
Work with utilities to coordinate any shutdowns needed to facilitate work on the project. 

Notify users of any impending shutdowns well in advance, via local mass media, public meetings and mass mailings.

Railroads 

If a project is to be built above, beneath or within 50 feet of a railroad right-of-way, by law, it needs to carry railroad protective insurance. Check to be certain the specific insurance requirements and limits are clearly spelled out in the insurance specifications for the job contract. And be mindful of the following:
It may be necessary to restrict work hours around railroad tracks. Arrange in advance for proper equipment, materials and workers to be available when work is allowed, such as on weekends or during the night shift, when no trains are scheduled to be operating. 
Working on or around active railroad tracks requires the presence of a qualified flagman, and often the use of a railroad work train. Make arrangements to have either or both available well before that phase of the work begins. 

Marine Issues 
If the project is being built on or near a body of water – a lake, a river, an ocean – it will have an impact on marine traffic, whether small pleasure craft or ocean-going vessels. Comply fully with all U.S. Coast Guard and/or local marine regulations, which will determine the following:

· Whether and where work barges are permitted to anchor

· What running lights have to be lit and set

· Marking and shipping channel requirements

· The required life preservers, ring buoys and other marine safety gear  

· Any warning signs to be placed in the affected waterway 

The marine equipment employed – barges, caissons, cofferdams and the like – represent additional attractive nuisances, as well as being targets for theft and vandalism. Risk control measures should include provisions for additional security.

Adjacent Structures and Properties 

Construction often presents risks to pre-existing structures adjacent to the worksite. Determining which structures (buildings, bridges, tanks, etc.) and other properties (fields. yards, lakes, etc.) are most at risk for damage from your project is the first step in protecting them from that damage. 

Make a thorough review of the project plans and visit the jobsite and take careful note of:

· The distance from the work area to any nearby exposed structures or properties 

· The type of construction used in the exposed structures (e.g., fire resistive, wood frame, etc.).

· The occupancy or use (e.g., hospital, house, office block, etc.) of each exposed structure or the use adjacent land is being put to (e.g., wetlands, farmlands, etc.).

· The condition of each structure (e.g., sound, run-down, near collapse, etc.).

Juxtapose this information with the operations that will be taking place on-site (blasting, pile-driving, excavating, etc.) to evaluate any adverse effect the construction may have on the exposed structures or properties. If adverse effects are likely or even possible, take measures to avoid or minimize them, including: 

· Placing elevation benchmarks on the foundation walls of any structures found to be vulnerable to possible settlement from dewatering, pile driving or excavating. Do this before work begins. Check these marks during and after construction to document any damage.

· Conducting pre-construction physical surveys of any exposed structures found subject to possible damage from demolition, blasting, or pile driving.  Hire an outside consultant to document the condition of the structures before construction starts.  Conduct surveys on both the inside and outside of the structures and document the findings with photographs and drawings. 

· Photographing exposed structures already in very poor condition before work starts regardless of what operations will be involved in the work

· If heavy construction work (e.g., roadwork, trenching, etc.) is scheduled for a residential area, making a photo survey of existing damage to driveways, pavements or houses. 

· Using seismic instrumentation during blasting operations to record data on explosions and vibrations. The data will vary depending on the size of the charge, the distance from the structure and the frequency of blasts.
(The instrumentation should be available at the time of the first blast.)

· Doing an analysis of the soil beneath the exposed structures if the project will require pile-driving operations. The results will help in selecting the pile hammer as well as determining what effect pile driving may have on the structures, and will also determine the need for a seismograph when the test piles are driven. 

· Demolition may require the physical protection of adjacent roads and pedestrian walks.  Install overhead protection and fencing before construction starts. Exposed structures near or attached to the structure to be demolished, are at risk and should be protected. Make shoring and bracing materials available for that purpose, and provide dust control measures. 

· Dewatering requires a system to monitor ground water levels. Drill a simple observation well close to exposed structures when the dewatering system is installed.  Monitor it daily for indications soil is being removed with the groundwater. Monitor the amount (volume) of water from a well point system to ensure that a steady, uniform rate of discharge is maintained. To avoid potential delays, have an alternative plan (such as the use of tight sheeting) in place if problems with conventional dewatering arise. 

· Any adjacent business operations that might be particularly vulnerable to construction hazards (for instance the manufacture of explosives or precision instruments) should be evaluated for impact from activities like blasting, demolition or pile driving.

Accident Prevention and Reporting
Devise and employ specific procedures for reporting accidents. As they may involve personal injury to employees, damage to equipment and materials, personal injury to others or damage to others’ property, procedures should include:

· Procedures for internal reporting, which should also meet the requirements of state authorities, the relevant insurance carriers and their brokers 

· Appropriate claims forms 

· Phone numbers and e-mail addresses for MIIA  claims 

· Contact information to connect with a claims representative from the relevant insurer should there be questions concerning filing a claim

· The presence of an employee on the jobsite every day with responsibility for accurate and timely claim reporting 

· Clear areas of responsibility for accident investigation. Make certain someone on a supervisory level is involved with each investigation. Make that person responsible for discovering the reason(s) for the accident and for taking action to eliminate the reason(s) in future. Devise and implement a procedure to monitor the progress and resolution of each investigation.

Medical Preparedness 

Before work begins, contact a nearby medical facility, and familiarize its administrative and medical staffs with the construction about to begin. Provide them with directions to the jobsite; include a list of all high-hazard operations being conducted there along with descriptions of the types of injuries they commonly cause. 

Select a local medical facility adequately staffed and equipped to deal with the size and nature of the project. 

Make provisions for emergency transport from the jobsite to the medical facility. Make sure there’s an adequate supply of equipment on-site, such as first aid kits, stretchers, and blankets, etc. 

Security

Don’t let worksite security become an afterthought. Loss of materials and equipment to theft and vandalism increases job costs. Ask these questions about job-site security:
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Does the project need a security fence enclosing the entire area, and with a minimum number of gates to keep access points to a minimum?

· Should there be a watchman on-site? Full-time or part-time? Nights only or on weekends? Should there be a guard on-duty for gate control?

· Has the security plan been coordinated with the jurisdiction’s police department?

· Should there be additional lighting at key points on the site, like access ways, equipment storage areas and in the unfinished building itself?  

· Should there be a commercial on-site alarm system hard-wired to a central station and monitored round-the-clock?

· Should all parking be off-site? Or should there be designated, controlled, on-site parking areas for workers, vendors and visitors?

· Should there be a secure on-site facility for storing small, high-value equipment (power tools, electronic gear, etc.)? Or should such equipment be taken off-site each day?

· Should receiving and storage areas be confined to a specific location as a point of control?

· Should there be procedures devised to control the distribution of keys to access areas (e.g., office trailers, entrance gates, etc.)?

Fire Protection

Depending on the size of the job, adequate fire protection may be anything from a single fire extinguisher mounted on a single piece of construction equipment all the way to a sophisticated combination of private and public protection facilities  (e.g., alarms, standpipes, extinguishers, hydrants, etc.). Determine what needs to be protected and what will be necessary to provide that protection.

Assistance in determining necessary levels of protection will always be available from the local jurisdiction’s own fire department. The fire department can also help in identifying planned site access points, locating storage areas and establishing a quick way of making emergency contact. Coordinating fire protection efforts with the fire department also allows the department to plan its response route and locate on-site water sources. 

On-site private fire protection may include water barrels, hose lines, and/or fire extinguishers. Get this equipment before it’s needed.  And do so in sufficient quantity to cover the entire site. 

Protect against frozen hoses or water barrels if construction will be in progress during sub-freezing weather.  

Provide on-site emergency communications (e.g., two-way radios, etc.) for any project where a telephone will not be readily available on all parts of the job.  

Install and activate the projects fire control features, such as sprinkler and alarm systems as early in the building process as possible. Doing so allows the additional protective benefits of these features to start working sooner rather than later. 

Institute “good housekeeping” practices to minimize the accumulation of trash and debris – a good fuel source for a building fire. Establish responsibilities for cleaning up specific work areas and mandate specific times for doing so. Acquire equipment to handle debris and waste and place it throughout the site. Provide for regular debris removal from the site. 

Those operations generating sources of ignition, like welding, soldering and cutting) need additional controls, such as a “hot work” permit. 

Make personnel safety a prominent part of planning for potential fire exposures. Establish an evacuation procedure for those workers in limited access locations, like high- and mid-rise buildings. Practice the execution of that procedure regularly as work progresses on the project. 

Storage and Staging 

Maximize the available space of storage and staging areas by allowing for the smooth flow of materials into and out of them. The smaller the available space for storage and staging, the more important efficient planning becomes. 
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Besides available space, other factors – like available supply, the need for protection from the elements, prices and production schedules -- affect storage planning.  These factors may dictate both how materials are purchased and when they can be expected to arrive on site.   Material storage planning should also include provisions for the "unscheduled" delivery, which requires temporary space, either on- or off-site. 

Staging areas should be planned to avoid conflict with traffic patterns, parking, construction equipment and other operations.  These activities should be separated sufficiently to minimize the chance of an accident.  For example, an area in which carpenters fabricate forms should not be in the path of forklifts storing masonry materials.

Environmental Health 

Plan for environmental health risks by reviewing the project and its operations for possible sources of environmental health exposures.  Those sources include many materials used on the job site (concrete, creosote, etc.) as well as equipment-related sources (engine exhausts, tar vapors, welding fumes, equipment noise, etc.) or the environment itself (ticks, dust, etc.).
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Once potential environmental health exposures are identified, pursue methods of eliminating them. This may entail substituting materials (often a difficult option as materials are usually dictated by the project’s specifications). At other times, a change in a method of operation might be needed. 

If eliminating a hazard proves difficult, plan for controlling it. This usually means training the workers exposed to the hazard, explaining the danger involved, establishing work rules to minimize it and reviewing the importance of any necessary personal protective gear. 

Obtain necessary equipment (toximeters, explosometers, oxygen analyzers, etc.) to monitor exposure to hazardous chemicals or toxins. Additional equipment to control exposure (e.g., personal protective equipment, ventilating fans, etc.) may also be necessary.

Job Site Layout 
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Assemble and continually update a jobsite layout, an on-paper rendering of layout decisions made (e.g., traffic patterns, storage/staging areas, security fencing, etc.). Use it as a guide in setting up and maintaining the job site so that decisions can be put into action. 
	        Massachusetts Interlocal Insurance Association

       Risk Management Guidelines

[image: image34.png]




	Part             2                                                                         
	Municipal Exposures



	Section       1                                                                   
	Property




Property

Property Perils

Property damage by perils (such as fire, hurricane, tornado or crime) comprises one of the three major elements of property exposure. The others are property subject to loss, such as buildings and their contents, and the financial impact of a loss, such as actual cash value or book value.

For insurance purposes, perils are usually categorized either by Named Perils, covering only those perils specified under the Basic Form, or All Risk Perils, covering all damages except those excluded under the Special Form. Perils can also be categorized as catastrophic or non-catastrophic.  Fires, floods and hurricanes are typically considered catastrophic as they usually cause major damage; vandalism and glass breakage are typically considered non-catastrophic, as they usually don’t represent a major loss.

In general, risk control measures for property perils focus on pre-loss and post-loss procedures (though it should be noted that there’s often much to be done during a long-duration event, as well). 

Secondary loss control seeks to minimize future losses by considering enhanced construction techniques for new buildings, new additions and renovations or when rebuilding an existing structure after a loss. Because building codes provide minimum standards (which are not always enforced or set from a loss control perspective), structures built in compliance with them may be unable to bear above average or even average wind conditions, for example.  The extra cost of a high wind- and collapse-resistant roof not only reduces future losses, but also often adds relatively little to building costs. 

What follows is a list of some of the more common serious property perils likely to be encountered by a municipality, along with recommended loss control procedures for each.

Floods 

Floods are among the most devastating insurable perils seen in the United States. 

Pre-event actions:

· Carefully evaluate building sites for potential vulnerability to flood damage. 
· Analyze any existing structures in flood zones for their ability to withstand flooding. 

· Provide flood shields or barriers, temporary dykes (or landscaping that incorporates the features of dykes), shutters for building openings, and sandbagging. Plans for sandbagging should be in place before a flood situation arises.

· Emergency supplies should be on hand, along with portable power equipment to maintain vital utility services. Main electrical service equipment should be placed on upper floors of municipal buildings above historic high water marks.

· Floods often cause fires that originate in electrical shorts, from flammable liquids floating on top of water, or escaping from broken piping. Prevent possible fires in flood conditions by:
· Prohibiting open flames or lights in or near a flood exposed structure
· Protecting any flammable gas piping (whether utility or process services) that might be exposed to potential damage. Install easily accessible shutoffs or disconnects for such piping above normally expected flood stage heights. 
· Preventing floodwater from entering buildings either by having no openings at lower levels or by covering those openings against water entry

Post-event actions:

· Assign personnel to carry out emergency action plans, such as installing barriers, operating pumps, repairing damage, and disconnecting utility services.
· Begin salvage operations as soon as possible. Restore facility protection systems (sprinklers, fire alarm/detection systems and burglar alarms, etc.) quickly. 

Windstorms 

Violent winds come in many forms, among them windstorms, thunderstorms, hailstorms, hurricanes and tornadoes.  The Atlantic coastal zone is particularly vulnerable to severe windstorms and the damage they cause. While roofs are the most susceptible to wind damage, other features are also exposed. Wind-blown debris, unfastened materials and inadequate support systems also effect windows, walls, towers, and buildings under construction. Severe thunderstorms can occur at any time and hurricane season runs from June to November. 

Pre-Event Actions:

· Design or upgrade all municipal buildings to withstand high winds.
· As far as possible, all municipal building sites should be outside flood zones and tidal surge plains. 
· All roofs should be properly maintained. Provide supports for outside structures and tie-downs for structures of inferior construction. Use only approved materials and methods for securing building roofs to wall and support structures (i.e. hurricane anchorage).
· Move material ordinarily stored outdoors to a substantial structure or protect it in some other way against high winds and localized flooding well in advance of the storm’s arrival.
· Board and tape doors, windows and other building openings. 
· Have emergency power equipment available to provide utility services, operate pumps and maintain alarm and sprinkler systems.

Post-event actions

· Have material such as plywood panels, plastic sheets and tarpaulins on hand to cover building openings like windows and skylights and to use for emergency repairs. Sandbags and flood shields should be available to protect buildings and equipment from high water.
· Train and assign specific personnel to handle emergency operations. Make them responsible for:
· Knowing the locations of gas, electric and other utility service shut offs
· Providing watchman service during emergencies
· Operating emergency equipment
· Making temporary repairs
· Assisting with salvage and cleanup operations and helping to restore protection systems 
· Conducting nominal municipal operations in the immediate aftermath of the storm.
· Coordinate all activities with local fire and police authorities. 

Winter Perils 

Snow, ice storms and severe cold can cause major property losses not only from storms but also by impairing or disrupting normal public services and operations.  Accumulating snow and ice can affect the structural integrity of buildings and even cause their collapse. 

Pre-event actions:

· Design all municipal buildings to withstand snow and ice loads that exceed general historical levels.
· Have emergency power generators available for backup utility services, operating pumps and maintaining fire protection systems; provide portable heating devices to keep water lines from freezing and to act as space heaters in critical areas. 
· Provide materials such as posts, lumber, plywood, plastic sheets and tarpaulins to make temporary structural bracing and emergency repairs.
· Trim all tree branches overhanging power lines.
· Insulation in municipal buildings should be adequate for the cold weather.  Heating systems should be properly designed and of adequate size.
· Train and assign personnel to handle emergency operations including the placement of temporary structural supports, removal of snow and ice accumulations, and the operation of emergency equipment.

Post-event actions:
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Start salvage and clean-up operations as soon as possible. Restore building protection (alarms, sprinklers, etc) to full and proper operation.
· Identify and isolate damaged areas and complete temporary repairs.
· Cover any building opening (broken windows, damaged doors, etc.) caused by the storm event to prevent further weather damage.
· Begin emergency repairs soon as possible.

Hurricanes

Hurricane-related damage can almost always be prevented or minimized. But doing so requires planning and action before, during and after the storm. When planning for hurricane emergencies, review any mutual aid agreements between the local jurisdiction and surrounding entities. 

Pre-event actions:

· Develop a hurricane emergency action plan and inform the personnel involved in its execution of its specifics. 
· Staff and train an Emergency Response Team (ERT), whose members are willing to stay on site during a hurricane, assuming they can do so safely. Ask for volunteers. Arrange for support and assistance during the storm for the families of those who will remain on duty during the storm. Be sure to inform local emergency preparedness authorities about your plans to have personnel on site.
· Give the ERT leader the authority to initiate implementation of the hurricane emergency action plan based on a predetermined checkpoint, such as the when a hurricane gets within a certain distance from a facility. This would shut down operations and sending personnel home.
· Designate a weather watcher, who will monitor weather conditions and keep the ERT leader up to date on weather conditions before, during and after the storm. 

The Emergency Action Plan should do the following:

· Identify all critical areas of the municipality’s facilities, e.g., those areas housing heavy or critical equipment like boilers, heating plants or generators or computer and communications systems. Make sure someone on all shifts knows the proper shutdown procedures and has the authority to implement them. 
· Have the telephone numbers and contact information for local civil preparedness and civil defense authorities. Use that information to plan and coordinate activities before the need for emergency action arises. 
· Provide for back-up communications, such as two-way radios or cellular phones, and ensure that spare batteries and a diesel-driven emergency generator are on site
· Provide for an off-site emergency communications control center, such as a hotel meeting room just outside the hurricane area, in case it becomes too dangerous to remain on site
·  
Determine which records are vital and how to protect or relocate them
· Identify a “hot” site (an off-site data processing location where municipal business can continue immediately) or a “cold” site (an off-site location where the jurisdiction can set up its own data processing equipment). The plan should also look into the use of a business recovery facility where the local government can resume general business operations.
· Maintain ongoing agreements with contractors for supplies and repairs that may be needed after a hurricane. If possible, the plan should specify the use of contractors outside potential hurricane areas. When a hurricane hits, local contractors may be over-committed, or give priority to other local authorities.
· Order emergency supplies and maintain them throughout hurricane season
· Have straps, or other means on hand, to brace and anchor yard storage, signs, cranes and roof- mounted equipment
· Specify inspection and repair of roof coverings and edges each spring 
· Provide pre-fitted hurricane shutters and/or plywood for windows and doorways, where needed and practical
· Have facility personnel dry-run the installation of hurricane shutters annually. If at all practical, leave them in place.
· Prepare for hurricane-related flooding by stockpiling sandbags and an ample supply of brooms, squeegees and absorbents to help remove water. Remember, hurricanes can cause floods far beyond the reach of hurricane-force winds.
· Identify key equipment and materials that need to be protected with tarpaulins or waterproof covers
· Identify and consider the removal of any large trees that could fall and damage buildings, fire pump houses, or power and communication lines
· Have plans in place for site security after a hurricane.

Impending hurricanes
In most cases, the National Weather Service issues a two- to three-day alert to areas in the likely path of an approaching storm.  It issues a hurricane watch when winds of 74 mph (120 km/hr) or greater are 36 hours away. A hurricane warning advises of expected hurricane conditions within 24 hours. Use all these advisories to take the following actions consistent with your emergency plan:

· Map the hurricane front and keep up to date on the storm’s progress
· Initiate the hurricane emergency action plan. Take specific actions based on predetermined checkpoints outlined in it -- for example, shutting down operations as the storm reaches predetermined distances from the jurisdiction. 
· Shut down operations that depend on outside power sources in an orderly manner, following established procedures.
· Inspect and make emergency repairs to drains, gutters and flashing.
· Strap or anchor all roof-mounted equipment such as HVAC units and exhaust vents to the roof joists.

· Check and maintain all necessary back-up equipment such as emergency generators and communication devices.
· Protect and if necessary relocate vital records.
· Install hurricane shutters or plywood sheets on windows and doors.
· Anchor or relocate anything in municipal yards or lots that could potentially blow away, or blow into and damage a facility. This specifically includes removing loose yard debris, anchoring or relocating nonessential equipment, securing or moving any flammable liquids (though not into a main facility area), anchoring trailers and small sheds, securing cranes and bracing outdoor signage. 
· Inspect all fire protection equipment, such as sprinkler control valves and fire pumps.
· Ensure that ERT volunteers have appropriate and adequate supplies and equipment, such as potable water, nonperishable food, medical supplies, flashlights, and communications gear.
· Have cash on hand for post-hurricane needs, such as buying food and supplies, or paying employees and contractors.
· Repair and fill aboveground tanks with product or water. 
· Fill fuel tanks of generators, fire pumps, and all municipal vehicles.
· Clean out drains and catch basins.
· Cover computers, machinery, and materials with tarpaulins and waterproof covers.
· Get as much material as possible off the floors of storage areas in the storm’s path. 
· Isolate, neutralize, or remove any chemicals that react violently with each other.
· Turn off natural gas supplies to minimize potential fire loss.
· Protect or shut off all other flames.
· Shut down all non-critical and non-essential electrical equipment.
· If possible, disconnect the main electrical feeds to the facility, to prevent short-circuit fires. 

During the Hurricane:

· Allow emergency response volunteers to stay at municipal facilities only if it’s safe for them to do so.

· Patrol the properties continuously.  Watch for roof leaks, pipe breakages, fires or structural damage. During the height of a hurricane, personnel should remain in areas safe from wind and flood. 

· Constantly monitor any boilers that must remain lit and on line.

· If power fails, turn off electrical switches. This prevents surges when power is restored and allows for completion of necessary checks. 

After the hurricane:
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· Secure the site.

· Survey for damage.

· Survey for safety hazards, such as live wires, leaking gas, flammable liquids, poisonous gases, and damage to foundations or underground piping.

· Repair any damage to the automatic sprinkler systems and get sprinkler protection back in service as soon as possible.

· Call in key personnel and notify contractors to start repairs. Make sure safety systems are fully operative before work begins. Make contractors share responsibility for establishing fire-safe conditions before and during the entire job.
· Cover broken windows and torn roof coverings immediately.

· Separate damaged materials and supplies from the undamaged, but beware of accumulating too much combustible debris. 

· Clean roof drains and remove debris from roofs to prevent drainage problems.

· Look carefully at any open bus bars, conductors and exposed insulators before reenergizing main electrical distribution systems.

Structural Collapse

Collapse is the sudden falling of a structure due to gravity. There are a number of causes of collapse, among them improper design, installation, or maintenance of building components or the overloading of a structure beyond its design capacity. Failures involve columns, roof supports, and reinforced bracing.  Structurally sound parts of a structure may fail because adjacent unsound areas were overloaded. Good design will tolerate a local failure. The services of a licensed structural engineer during the construction phase will do much to minimize future problems. Buildings, as well as additions and renovations to them must meet design specifications and should be field-checked to verify conformance. 

Adequate maintenance is vital to offset deterioration from rust and corrosion. Vehicle collisions, renovations and repair work, blasting and extreme temperatures could also contribute to collapse. Identifying a potential collapse is difficult. A structure could appear sound and yet have considerable and ultimately intolerable stress.  Routine inspections are highly recommended. Reporting unusual conditions is vital

Pre-event:

· Maintain adequate clearance between stored materials and equipment and the building support members. Use barriers as required around bottoms and corners of upright columns.
· Treat surfaces of structural elements with rust/corrosion/rot inhibitors (paint, plastic and similar coatings).
· Maintain recommended roof and floor loads. Keep roof drains clear. Promptly remove accumulations of ice and snow on roofs.

 Post-event:

· Keep the damaged area clear of unnecessary personnel and equipment, including storage materials.
· Where necessary and possible, provide temporary wood or steel bracing to relieve as much stress as possible on the damaged structural members.
· Arrange for an inspection by an experienced contractor or licensed structural engineer. Begin repairs immediately.

Mail Bombs

While the incidence of mail bombs is low, their potential consequences are extremely serious. Given the nature and motivations of those making and sending them, government offices and officials at all levels are prospective targets. 

Pre-Event: 

· Centralize mail operations as much as possible. This confines the handling of all, or nearly all, letters and packages arriving in the mail to one specific location, where they can be screened for suspicious characteristics, by trained employees. In addition, all municipal employees should have some training in recognizing and dealing with suspicious items of mail. 

A centralized mail operation gives the jurisdiction the ability to concentrate its screening measures. For example, a city or town only has to pay for and maintain a single X-ray machine (if used) rather than employ a number of them scattered through a city hall or in several facilities across town. 

· Train employees to detect suspicious mail items, and to know what to do once they’re found. Include secretaries who handle mail for their superiors and their departments daily as well as higher-profile officials (the mayor, city councilors, department heads and the like), all of whom might present enticing targets to a mail bomber. 

· Hold mail bomb drills jointly with various municipal departments. Involve police and fire services in them.

· Pre-plan evacuation procedures.

· Make plans to notify families and handle media relations in the event of a mail bomb emergency. 

· Mail bombs often have excessive postage. Bombers don’t want face-to-face dealings with postal clerks. 

· The return address may be fictitious or non-existent.

· The postmark may show a location other than the one shown on the return address.

· Mail bombs may be marked “personal” or “private”. This is particularly important to note if the addressee does not usually receive personal mail at work.

· Mail bombs may display distorted handwriting, or the name and address may be prepared with a homemade label or even cut-and-paste lettering.

· Parcel bombs may be poorly wrapped, using several types of tape, and may bear markings like “Fragile - Handle with Care” or “Rush - Do Not Delay.”

· Letter bombs may feel rigid or appear uneven or lopsided. Parcel bombs may have an irregular shape, soft spots or bulges. 

· Mail bombs may have protruding wires, aluminum foil or oil stains and may emit a peculiar odor.

Post-Event (when a mail bomb arrives):

· Do not open the package.

· Isolate the package. Do not put it in an enclosed space, such as a

drawer or immerse it in water. Open any windows in the immediate area to vent any potentially explosive gases. Throwing the package out the window may hurt others.

· Contact local police immediately.

· Implement evacuation procedures immediately.

Crime Perils
Financial loss from crime is one of the leading causes of business bankruptcies today, and local governments are similarly vulnerable. Among the leading crime perils facing municipalities are:

· Computer crimes
· Counterfeiting and forgery 
· Embezzlement 

While these perils can be covered via insurance crime bonds, they should also be addressed by effective risk control measures. In general, those measures involve physical, procedural and special managerial controls.

Computer crime – physical controls

· Limit access to computer facilities to authorized persons only. Insure limited access via locked doors, ID badges, closed-circuit surveillance and security guards. 
· Screen all new hardware and software for computer viruses before allowing their use in the jurisdiction’s computer system.
· Use computer passwords, and restrict access to software so that each user is able to use only the software he or she needs to carry out his or her responsibilities.
· Monitor and record all users. Record the time each user is on the system. Record the specific software used each time.
· Locate computer facilities in a structure that’s safe from vandals or burglars and that blocks external electronic or radio signals.
· Electronically shield computer operations from external interference or eavesdropping.
· Use the same physical controls recommended below to prevent employee embezzlement.

Computer crime – procedural controls
· Screen present personnel and new job applicants for any past involvement in computer-related crimes.
· Employ the same procedural controls recommended below against embezzlement. 
Computer crime - special managerial controls
· Educate personnel about the general features of computer-related crime, ways in which the local government is combating it, and how employees’ conduct (on and off the job) can reduce exposures to computer-related crime.
· Implement the same managerial controls that combat embezzlement.
· Remain alert to innovations in computer and other technology. Stay aware of changes in the local government’s operations that may create new opportunities for computer-related crime. 
Counterfeiting and Forgery – physical controls

· Maintain very strict security over the jurisdiction’s documents (checks, vouchers, bills of lading, purchase orders, and receipts). When stolen, they make counterfeiting and forgery much easier.

· Use a clearly visible camera to record all customer transactions at cash registers or other points of payment. This helps in identifying suspected forgers and counterfeiters. 
· Photograph all checks, money orders, and other non-cash forms of payment to aid in identifying and tracing forged or counterfeited documents.
· Post prominent public notices stating that forgers and counterfeiters will be vigorously prosecuted.

Counterfeiting and forgery -- procedural controls

· Train employees to recognize counterfeit currency or checks. Train them also to delay or question suspected counterfeiters and forgers during transactions. This often discourages criminals from completing their transactions. 
· Train employees to recognize altered or expired credit cards.
· Instruct employees never to depart from standard procedures when making credit-card transactions. Alert employees to the distracting or disconcerting tactics counterfeiters and forgers often use to trick employees into deviating from standard procedures. 
· Require valid forms of identification from all persons not paying in cash.

 Embezzlement – physical controls
· Keep under lock and key all documents used when making or recording incoming or outgoing cash or credit card transactions. These would include checks, receipts, purchase orders, bills of lading, vouchers, and customers’ records. 

· Use locked doors, guards, cameras, or other methods to control physical access to areas where valuable property and records are kept or processed. This is a particularly important safeguard where computer operations are involved

· Install and use vaults and safes for storing valuable property.

· Use video cameras to monitor employees handling cash, jewelry, and highly valuable property or performing other sensitive tasks. 
· Implement the same physical controls recommended for computer crimes. 
Embezzlement – procedural controls
· Consecutively number all documents related to incoming or outgoing   
  cash or credit card transactions. Doing so makes it easier to recognize   

  and trace their misuse. 

· Divide responsibility for performing and recording cash and credit transactions among several employees. By doing so, no employee will have complete control over both performing and recording any transaction. 
· Require all employees to take vacations so that one employee’s control over any task is not continuous for long periods.
· Require two signatures on all checks. 
· Rotate employees among tasks. 

· Conduct regular, unannounced audits. Review audit procedures periodically.

· Conduct independent checks of payroll and other payment records to ensure all disbursements are being made to actual employees. 
· Verify records of sales, deliveries, and purchases of goods and services to confirm that these records reflect real transactions. 

· Maintain strict control of inventories of goods, merchandise and supplies to counter embezzlement involving property rather than cash.

· Inspect incoming and outgoing shipments of goods, supplies, and raw materials. Look for shortages or other inconsistencies which might suggest embezzlement either by employees acting alone or in collusion with outside vendors. 

· Screen current employees, job applicants and current employees seeking job transfers for any past involvement in embezzlement.

· Implement the same procedural controls recommended for computer crime losses. Computers are used in many embezzlement crimes. 

Embezzlement -- special managerial controls
· Educate employees about the threat of embezzlement, its effects on the local government’s costs (and employees’ compensation), and the jurisdiction’s efforts to prevent it.

· Be aware of any employee under great financial pressure or personal stress.  He or she might be more likely to embezzle. Encourage supervisors and other managers to counsel that employee. 

· Prosecute or dismiss suspected embezzlers. If this proves impractical, transfer them to positions offering fewer opportunities for embezzlement.  

· Remain alert to changes in operating procedures or technology that might offer new opportunities for embezzlers.

Property Conservation
Property is valuable.  To repair, replace, or rebuild is expensive.  MIIA’s membership collectively has greater than $15 billion dollars in building values.  Taking small steps during the course of each day can better protect your property and reduce the amount of potential losses.  Regular property inspections should be conducted to ensure life safety hazards are not present.  Building systems, electrical, plumbing, heating, etc require maintenance and inspections.  In addition to preserving public property, you should also look for slip, trip, and fall hazards and other conditions that may result in bodily injury.

MIIA’s Property Conservation Program Checklists can be found in Appendix B-2 of this manual.
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Auto

All cities and towns use motor vehicles in their day-to-day operations. Even the smallest municipalities will own or lease a few cars for use by their police departments or supervisory officials. Larger jurisdictions may need to operate hundreds of cars and trucks or more. 

No matter the number involved, a local jurisdiction’s motor vehicle assets represent potential risks – from accident, theft, vandalism, or civil law suits resulting from accidents. The first step in managing these risks is to prevent incidents from happening in the first place through a vehicle safety program. 

Vehicle Safety Policy

A properly designed and executed safety policy should include the following:

A policy statement – This should clearly state the jurisdiction’s commitment to the safe operation of its motor vehicle fleet by all employees at all times. To be effective, the policy should have the full support the jurisdiction’s highest officials. 

Clearly defined administrative procedures – Administrative protocols should be carefully thought-out and clearly stated. The local jurisdiction and its employees share responsibility to operate municipal vehicles as safely as possible. 
The local jurisdiction’s responsibilities include:
· Designing and implementing an efficient program of fleet management which keeps track of all vehicles at all times and monitors their maintenance, repairs and upkeep. 
· Assigning the appropriate vehicle for the appropriate task.  Don’t send a pick-up to do the work of a dump truck, or assign a 10-passenger SUV as transport for a single employee. 
· Putting the right person behind the wheel.  Does everyone with use of a car have a valid in-state driver’s license? Does the city employee driving a maintenance vehicle have the proper class of driver’s license? Has he or she been involved in any at-fault accidents recently? Or been cited for speeding or other moving violations? 
· Providing appropriate training for drivers – having a license to drive a car doesn’t necessarily assure competence to drive a truck. Or even an SUV with its different sight lines and longer stopping distances. Make sure drivers are fully able to operate the vehicles entrusted to them.
· Performing proper maintenance -- all vehicles should be kept in good operating order. This means observing the manufacturer’s regular service intervals, keeping tires properly inflated and unworn, and maintaining safety and emissions equipment.

Employees’ responsibilities include:

· Driving vehicles only under safe conditions – A car or truck with evident safety issues shouldn’t be driven in the first place. And extreme weather conditions should be avoided as far as possible.
· Obeying all traffic laws – Operating municipal vehicles and unlawful, reckless or aggressive driving are incompatible activities.
· Driving courteously and alertly – Prevent accidents caused by the improper actions of other drivers, pedestrians or adverse weather/road conditions by staying alert and showing consideration for others. 
Anyone given the use of a vehicle should be required to acknowledge in writing that he or she has received a copy of the jurisdiction’s vehicle safety policy. As with any policy, employees should sign and return a copy of the policy, which should include the statement “I have read, understand, and agree to abide by this policy” above the signature portion of the policy acknowledgement form.  It may be necessary to orientation sessions to explain the provisions of the policy. 

Any accidents involving city or town-owned vehicles should be thoroughly investigated by the municipality (e.g. police deparment) to determine if the driver took every reasonable action to prevent the incident. 

Assessing and Selecting Drivers

Motor vehicle accidents are either caused by or involve the person behind the wheel. Determining who should have access to the local jurisdiction’s cars, trucks and service vehicles is an important process.  Your municipality’s general personnel policy in all likelihood already establishes the minimum qualifications for operating municipal vehicles. If not, it should be amended to do so. Any additional qualifications required for specific positions involving operation of motor vehicles should be clearly stated in the formal job descriptions.

In addition, no one should be assigned to a position involving the regular use of a motor vehicle until the jurisdiction has:

· Made a thorough investigation of the employee’s driving record and accident history
· Administered a road test involving the specific vehicles he or she will be driving
· Taken additional steps to determine the competence and suitability of potential drivers of emergency vehicles, hazardous materials transports and the like, such as requiring a valid and current Commercial Driver’s License (CDL), annual physical exams and regular drug-testing

The qualifications of all drivers should be reviewed at least once a year, with particular attention paid to the current status of all required licenses compliance with the municipality’s physical and drug-testing mandates. Additionally, the driving records and accident histories of all drivers on the payroll should be examined annually.

Vehicle Use and Take-Home Policies

Though a take-home policy is most often thought of as affecting police and public safety employees, local jurisdictions have increasingly extended the privilege to employees of departments using vehicles in the course of a workday, among them parks and recreation, roads, public works, code enforcement, animal control and water and wastewater. 

Take-Home Benefits

· Faster transit from the employee’s home to the site(s) of work activities each morning 
· Immediate availability of “on-call” employees during off-hours or those with emergency management responsibilities 
· More careful attention to maintenance and driving safety by employees given the use of a car
· The availability of a take-home vehicle can help attract more qualified job candidates

Take-Home Criteria

· A direct and tangible benefit to the local jurisdiction. An employee living on a direct bus route to city hall and who never leaves his desk during the workday would probably be a poor candidate for a take-home program. 
· The number of accidents or incidents the potential driver has been involved in, and how many of them were at-fault or avoidable

· The potential driver’s overall driving record

· Any in-house disciplinary actions taken against the potential driver

All these items should be reviewed regularly.

Take-Home Rules

Rules for the use of take-home vehicles should be clearly stated in writing and drivers should receive a copy when taking charge of their vehicles. Specific rules of use may vary from jurisdiction to jurisdiction, but should specify:

· Any restrictions on vehicle use by family members (spouses, children, relatives, etc.) 
· A prohibition on the use of the vehicle for vacations, running errands and various non-official activities 
· Limitations on incidental use like transporting personal property and restrictions on the types of things that can be carried 

· Limitations on passengers – are fellow employees allowed? Or outside vendors or contractors?

· The identity of the designated operator of the take-home vehicle. Ideally, this rule should prohibit anyone other than the designated operator from driving the vehicle.

· Where and how the vehicle is parked each night. 

Fleet Safety 

At a minimum, a safety policy for fleet vehicles should include:

· A requirement for the use of seat belts by all occupants at all times

· An absolute ban on the use of alcohol 

· An absolute ban on the use of illegal drugs 

· A prohibition on the use of prescription or over-the-counter medications that might effect the ability to operate a vehicle

· The presence and proper maintenance of all mandatory safety equipment 

· A checklist for daily preventive maintenance

· Working fire extinguishers 

· A first-aid kit 

Maintenance

Poorly maintained vehicles are unsafe vehicles. Good maintenance practice reduces the possibility of accidents as well as:

· Increasing road life of vehicles

· Decreasing the number and frequency of breakdowns

· Lowering costs for replacement parts because each component has a longer service life
· Decreasing overall operating costs
· Improving driver morale 
An effective maintenance program should include: 

· A routine preventive maintenance schedule for every car or truck

· Written documentation whenever routine maintenance or emergency repairs are performed

· A daily condition report for each vehicle 

· Clear procedures to allow drivers to identify and report issues of safety or performance

· Proper fueling procedures and protocols
· A ban on idling.  All motor vehicles, except in emergencies, should be turned off when parked for more than one minute.  Unnecessary idling is unsafe, wastes gasoline, may damage the vehicle and is illegal under Massachusetts law. 

Don’t confuse preventive maintenance with repair. Repair is fixing or replacing a damaged or worn-out component (or many of them) after a problem arises. Preventive maintenance is the scheduled replacement of parts based on the number of miles or the length of time they’ve been in the car.  It’s done before a problem ever arises. A preventive maintenance program has several aspects:


· Inspection

· Cleaning

· Replacement of parts before they become defective
· Repair of parts before they become critical
· Lubrication

· Tightening 
· Painting
Manufacturer’s shop manuals give the necessary specifications, illustrations and instructions to maintain high standards of performance for most vehicles throughout their service lives

Responsibilities 
The Mechanic: the mechanic is responsible for carrying out all maintenance and repair work safely, correctly and completely. 
The Supervisor: the supervisor of vehicle operations is responsible for establishing work schedules and ensuring that the appropriate vehicles are available when they’re needed. He or she is also responsible for overseeing the mechanics’ activities, training them when and as necessary, and making sure only appropriate parts and fluids are used in the upkeep of the municipality’s vehicles. 

The Municipality: the municipality has the responsibility for devising the maintenance program putting it in place, and seeing that its provisions are followed. The jurisdiction should be involved in employee selection and training, vehicle selection, maintenance, and operations. 

Maintenance Records

Each vehicle should have an individual record in which all work performed on it should be noted and kept permanently. The record should keep track of fuel, lubricants and other fluids used. Careful record keeping can help decide which vehicles should be replaced and when. They can also help prove the failure of a component in an accident was not due to faulty maintenance. 

Reporting Accidents

Devise written procedures for reporting all accidents, from fender-bender to write-off. Different types of accidents may require different reporting procedures: a ding in a door or a broken side-mirror might get reported to a supervisor at the end of a shift, where an accident involving personal injury might require an immediate cell phone call to a department head from the scene.  
Keep a copy of the post-accident procedures in every car or truck. Where appropriate, include special emergency procedures for hazardous materials. 

Investigating Accidents

Any accident investigation should address three questions: 

· What happened? 

· Why did it happen? 

· How can it be prevented from happening again? 

An effective investigation should involve the following:

· The assignment of a representative of the local jurisdiction – ideally the supervisor of the driver involved – to personally investigate any accident involving bodily injury or significant property damage 

· The collection of physical evidence on-scene – always more useful than relying solely on the driver’s recollection 

· Where on-site access isn’t possible, obtaining a photographic or videotaped record can also be invaluable in defending against claims and litigation. 

· The supervisor’s review of all the available information and evidence – driver's report, police report, insurance investigator’s report, eyewitness statements and so forth – to determine the likely chain of events

Don’t attempt to place blame or be content solely with identifying driver error as the cause. This could very well interfere with identifying and implementing the appropriate retraining or disciplinary measures. 

Ideally, any accident investigation should attempt to identify:

· The conditions responsible for the accident 
· Any steps to be taken to avoid similar accidents in the future. 
A copy of the investigation’s findings should go in the driver's file to help him or her requalify or be evaluated. Those findings should also become part of a central file kept to identify any accident trends which may develop. 

Asking the Questions

Below is a list of some of the questions which should be asked during the investigation of every motor vehicle accident.

Hiring the Driver
Did the driver's past driving record contain any history of moving violations or accidents similar to the one under investigation?
Was the driver qualified based on the criteria established for employment?
If a physical examination was conducted, were there any indications of physical problems that might have contributed to the loss?
If physical testing was used, were reaction time, depth perception, etc., below average? 
If a road test was conducted, was the driver’s performance adequate? 
Was the jurisdiction’s selection process used properly when the driver was hired? Was all the information obtained taken into consideration?
If the driver is proven to be at-fault, how, if at all, should the selection process be modified to prevent hiring problem drivers again?

Driver Training
If poor driving habits were identified during the road test, was the driver given training to correct them?

If the driver had involvement in any previous accidents since hiring, was corrective training provided? 
What additional training is needed to prevent similar accidents for this driver, and others? 

Enforcing the Rules 

Were any rules, procedures or instructions not followed?  

Was the accident preventable? 

What additional rules or actions to enforce the rules should be implemented?
What’s been done to promote better driving habits since the accident? Has the local jurisdiction held meetings? Offered defensive driving courses (DDCs?) Distributed safe driving brochures, etc?

What, if any, additional measures are needed?
Vehicle Design & Configuration
Was the vehicle designed for the manner in which it was being used?  
Was the vehicle equipped with approved restraints (lap belts, shoulder harnesses, airbags, etc) for both driver and passengers?
Were the restraints in use at the time of the accident?

Purchasing the Vehicle

Did any purchasing decisions contribute to the accident?  Such as type and quality of tires or engine/transmission packages?

What additional purchasing considerations are required? What, if any, purchasing standards should be changed?

Vehicle Maintainence 
Immediately prior to the accident, did the driver inspect the vehicle according to established procedures?
What, if any, maintenance problems has the vehicle had in the past? 
Were any maintenance problems corrected prior to the use of the vehicle on the day of the accident?
What improvements in inspection or maintenance are required?

Vehicle Cargo
What, if any, cargo-loading or securing problems contributed to the accident? Were enough tie-downs available? Did the load shift under braking or acceleration?
What should be done to prevent a similar accident?
Did the size of the load being carried contribute to the accident? Was the cargo being carried over-sized for the vehicle’s cargo-space (i.e., trunk, truck bed, van body)? Or was the vehicle loaded beyond its certified capacity?


What should be done to avoid another, similar accident?
Environmental Factors

Did the time of trip create contribute to the accident? For instance: heavy traffic at rush hour; fading visibility at dusk, glare from the sun in the early morning and late afternoon. If so, would there have been a better time to have scheduled the trip? Will there be a better time if a similar task arises again?

Did the route of travel contribute to the accident? Did it include dangerous intersections, steep grades or bad road surfaces? If so, what would have been a better route? What will be a better route next time?

Accident Review 

Reviewing accidents with an eye toward preventing similar ones in the future is helpful in developing programs for to re-train drivers or assist them in re-qualifying for licenses. It’s also useful in selecting drivers deserving special recognition of good driving records and practices. Ideally, the review process should be mindful of the definition of “preventable accident,” as given by the National Safety Council: "A preventable accident is one in which the driver failed to do everything he or she reasonably could have done to avoid it."

Incentives and Awards

Good driving habits by public employees in public vehicles should be recognized.  Consider instituting an awards program to reward and promote good behavior on the road. Rewards can come in the form of trophies, plaques and gifts, or cash. Such programs needn’t be expensive: the reduced incidence of accidents and the lowered insurance premiums created more than make up for out-of-pocket expenses of prizes and money. 

Guidelines for any awards programs should be well and clearly stated to prevent misunderstandings over eligibility and definitions of good driving.
A common award is a simple pin, worn on a hat or lapel, often with an embossed numeral denoting the number of years of safe driving being recognized. Other awards include small cash bonuses and gift certificates from local supermarkets and restaurants.
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General Liability

All local jurisdictions face a variety of exposures arising from their day-to-day operations, including those arising from accidents on municipal property or resulting from a jurisdiction’s operations. In an increasingly litigious society, this inevitably means a proliferation of lawsuits and ever-increasing dollar amounts awarded in their judgments.

Types of Liability

Common Law (Torts)  

Also known as case law or precedent, common law relies on a body of judicial decisions made in previous cases. Underlying common law is the principal that similar facts should be treated in similar fashion when occurring in different cases. Under common law, “tortious acts” can be addressed through legal action. A tortious act is one that causes harm unfairly, though the act itself may not be illegal insofar as it violated no statutes. 

In general, local jurisdictions can protect themselves against many tort actions by exercising “general duty of care.” In tort law, a duty of care is a legal obligation that insists individuals adhere to a standard of reasonable care while performing any acts that could foreseeably harm others, and is the first element in proving negligence. A claimant must be able to show a duty of care imposed by law which the defendant has breached.  

By taking care to insure all employees adhere to all relevant rules and regulations in carrying out their duties and exercise caution at all times while doing so, a local jurisdiction can often avoid or minimize many legal exposures and actions.

Statutory Liability 

Unlike law derived from precedent or case law, statutes, ordinances, regulations, and bylaws are enacted by legislative, executive, and administrative bodies within local, state, or national jurisdictions and specifically define the rights and duties of those to whom the law applies.  
In general, statute law:

· Applies to specific, defined groups

· Defines specific actions as mandatory, permissible, or prohibited

· Varies by jurisdiction

· Can change rapidly through legislative action

Civil Liability

Results from a breach of duty to particular individuals.  Individuals can take legal action against the offending party, as when a contractor might sue for unpaid bills. 

Criminal Liability 

Arises from a breach of duty owed to society in general -- in other words, the commission of a crime. Violators are prosecuted by the state in the name of the people. 

Intentional Tort 

The results of a tortious act committed intentionally and with full knowledge of its reasonable consequences. The act itself does not have to be malicious.  It should be thought of as reckless behavior that causes harm to someone else – for example, intentionally removing a stop sign from a dangerous intersection. 

Negligence

The failure to exercise the care that a reasonably prudent person would take in a given circumstance. The area of tort law usually referred to as “negligence” addresses harm caused by carelessness rather than intent. A municipality allowing the sidewalks outside city hall to go uncleared after a severe ice storm would be exposing passersby to an unreasonable danger by failing to exercise the degree of care the law requires under those circumstances as well as by failing to take prudent action.  

Strict Liability

The imposition of liability without a finding of fault, such as negligence or tortious intent. Someone suing a local jurisdiction need only prove that harm occurred and that the jurisdiction was responsible. Inherently dangerous situations are usually subject to an imposition of strict liability. For example, if a municipal employee improperly disposes of a hazardous chemical, the municipality could be held liable for the accidental consequences, liability being assessed without regard to the intent or negligence of employee’s actions. Exposures of this sort can be lessened or avoided by taking every possible precaution during operations regarded as inherently dangerous and by constantly training employees engaged in them. 

Municipal Exposures 
Many departments, operations and activities of local governments contain general liability exposures. Among them are: 

Recreational Programs

· Youth Sports (See Appendix 
· Aquatics

· Skate Parks

· Ice Skating Rinks

· Arts, Music & Theater Performances and Programs

Public Works

· Road and Sidewalk Defects and Potholes

· Snow Plowing

· Water & Waste Water 

· Broken Water Mains

· Sewer Backups

· Premises Liability

· Life Safety Measures
· Slips, Trips, and Falls

· Struck-By Incidents

Legal Considerations
· Protected Interests – The Fifth Amendment to the U.S. Constitution guarantees due process of law to individuals faced with deprivation of “life, liberty or property.” Local jurisdictions should be mindful of legal exposures when dealing with denial of municipal services, issues of eminent domain and the like. In determining whether due-process rights are involved in dealing with a complaint, the jurisdiction must first determine:

· If official action by the jurisdiction is involved

· If a potential deprivation of property is involved

If due process applies, the jurisdiction must legally afford the complainant:

· Adequate notice of any hearing

· The opportunity to respond

· The presence of an independent decision-maker

· Wrongful Invasion of Interests – The enjoyment of the property rights of another, most commonly trespass. Usually considered a nuisance tort.

· Recklessness – Conduct which doesn’t intend harm, but in which the possibility of harm is known and ignored. A state of mind in which a person doesn’t care about the consequences of an action. In a lawsuit, establishing that a municipal employee acted in a reckless manner can entitle a plaintiff to punitive damages. 

· Harm -- Physical or mental damage, an act or instance of injury, or a material and tangible detriment or loss to a person. 

· Causation – The causal relationship between conduct and result. Causation is an important component in determining liability.

· Duty of Care -- a legal obligation requiring an individual adhere to a standard of reasonable care while performing any acts that could foreseeably harm others. It’s the first element to be established in any negligence action: a claimant must show a duty of care imposed by law which the defendant has breached. 

Consequences and Remedies 

· Consequences – General liability exposures can lead to actions and judgments against local jurisdictions in some or all of the following areas:

· Bodily Injury 

· Personal Injury

· Damage to Property

· Breach of Contract

· Remedies – Jurisdictions faced with such actions against them have a number of options in responding, among them: 

· Litigation

· Settlement

· Costs (financial and to reputation)

Loss Control

· Employee Selection and Training – Hiring qualified people, training them and maintaining a high level of continued training will lessen or avoid many exposures to liability.

· Facility Maintenance – well-cared-for buildings and grounds are the best safeguards against personal injury actions.

· Legal Counsel – Access to good legal advice can often head off or mitigate liability issues.

Municipal Defenses & Limitations
In Massachusetts, there are three statutes that define and control the scope of litigation that may be filed against municipal entities.  Massachusetts General Laws (MGL) Chapter 258, MGL Chapter 84 and MGL Chapter 21 section 17c create the framework under which most municipal litigation is handled.

These statutes address the majority of claims filed against municipalities but do not cover claims for intentional tort or civil rights violations.  Those losses occur significantly less frequently, but do fall outside the limitations of these statutes.

Each of the statutes cited has unique aspects which benefit municipal defendants.  The key points of the statutes are as follows:

MGL Chapter 258: Chapter 258 controls the lion’s share of litigation filed against municipal defendants.  This statute proscribes how, when and for how much a municipal defendant may be sued in claims of general negligence.  Most general liability claims and all auto liability claims fall under MGL Chapter 258.  

Among the major elements of Chapter 258:

· A strict requirement that any potential claimant must provide specific written notice of a claim (referred to as “presentment”) to specifically identified municipal representatives within two years of the date of the incident.  Failure to provide such written notice makes the claim susceptible to dismissal.  The two-year presentment period is not tolled when the claimant is a minor.  Even if the claimant is a minor, presentment must be made within two years of the loss or the claim is subject to dismissal.  This requirement is independent of the three years statute of limitations, which applies to negligence claims in Massachusetts.

· Exemption of municipal employees from litigation:  Under MGL Ch 258, individual municipal employees may not be named as defendants in litigation filed arising out of negligent torts.  Only the municipality may be named as a defendant.

· Cap on damages:  Chapter 258 specifies that a maximum of $100,000 might be awarded against a municipality for any negligence claim.  Death and significant permanent injury are included within this cap.  The maximum amount payable for auto/general liability claims under Chapter 258 is $100,000 per claim.

· Specific Defenses:  Section 10 of Chapter 258 creates several critical defenses, which apply only to municipalities.  Among them:

(b) 
Discretionary function – If a town makes a planning level decision, which leads to a claim for negligence, the town is immune from liability even if that decision turns out to be in error.   

(f) 
Inspectional services – Towns are immune from any claim resulting from inspection or failure to inspect any property, real or personal.

(g) Fire services – Towns are immune from any claim alleging damage or injury caused by the suppression or failure to suppress any fire.

(h) Police services – Towns are immune from any liability for failure to provide police services unless a specific assurance of individual protection is provided.

(j)  
Proximate causation – As verified by the Supreme Judicial Court decision in Brum v North Dartmouth, towns are immune from liability if the town or its agents was not the original cause of the harm complained of.  In short, if another entity outside the control of the town can be found liable, the town is immune from liability.

A complete copy of MGL Chapter 258 is available at http://www.state.ma.us/legis/laws/mgl/mgllink.htm
MGL Chapter 84:  MGL Chapter 84 excises from Chapter 258 all claims for injury or damage, which occur on public ways.  Public ways include sidewalks and streets.  The types of claims which fall under Chapter 84 include slip/trip and fall claims on sidewalks or streets as well as claims for vehicle damage due to defects in streets/roads.  Damage caused to autos or persons traveling by falling tree limbs, etc. also fall under Chapter 84.

Chapter 84 has a cap of $5,000 per claim.  Regardless of the amount of injury or damage, a person bringing a claim under MGL Chapter 84 cannot collect more than $5,000.  The only exception to this cap occurs in the case of a fatality.  If a person dies as a result of an alleged defect in a street or way, that person’s claim is transferred to Chapter 258 for handling.  Other important defenses or limitations available under Chapter 84 include:

· Thirty-Day Notice – Any claimant must provide specific written notice of an incident to the specific town contact person within thirty days of the occurrence or the claim is susceptible to dismissal.  Any defect (delivery to wrong town official, etc.) in the proscribed notice also leaves the claim open to dismissal.

· Sole Cause Defense – the statute requires that the defect in the street or way must be the sole cause of the loss, or the town is immune from liability.  Claims involving construction by third parties or contributory fault of claimants are subject to dismissal under the sole cause defense.

· Maximum Weight – The statute places a weight maximum on trucks, which may file claims for damages under MGL Chapter 84.  The town is immune from any claim presented involving a vehicle, which weighs more than six tons.

A complete copy of MGL Chapter 84 is available at http://www.state.ma.us/legis/laws/mgl/mgllink.htm
Chapter 21 Section 17C – Recreational Use Defense.  This statute does not apply solely to municipalities, but because of the nature of municipalities, they are most likely to benefit from it.  Chapter 21 Section 17C is most commonly known as the recreational use statute.  This statute conveys immunity onto any landowner who makes his land available to the general public for recreation without charging a fee.   Claims for injuries at playgrounds, gymnasiums and other public venues are most frequently defeated by use of this statute.  Case law has broadened the application of this statute to sporting arenas, streets and ways approaching sporting arenas and class of participant (e.g., if the municipality is charging admission but does not charge senior citizens, although an admission fee was charged, if the senior citizen was not charged, he/she may not bring a claim.) 

As with the other statutes, a complete copy of MGL Chapter 21 section 17C is available at http://www.state.ma.us/legis/laws/mgl/mgllink.htm
F. General Liability Coverage

General liability insurance is a comprehensive policy that protects against debilitating events, like illnesses or injuries suffered by employees or property damages. 

· MIIA’s GL policy covers:

· Bodily injury

· Personal injury, including libel or slander

· Property damage

· Advertising injury

· MIIA’s GL policy doesn’t cover:

· Willful neglect

· Professional liability

· Misuse, destruction or distribution of data

· Pollution

· Use of nuclear materials

Individual insurers may include additional exclusions, and supplemental policies are available to cover such exclusions. A difference-in-conditions policy can fill the gaps in a traditional policy according to the insured’s needs, while an umbrella policy provides coverage beyond the limits of the standard GL.  
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Public Officials Liability
Public officials are called upon to perform a myriad of tasks and duties, any number of which expose them to liability claims. These include but are not limited to the following:

Employment Claims 

Lawsuits that allege improper employment practices, such as wrongful termination, sexual harassment or discrimination. Juries tend to be sympathetic towards workers making these claims against employers or co-workers.  
Local governments must comply with an extensive set of laws for hiring, firing and supervising employees.  In most instances, insuring compliance requires no legal knowledge but can be achieved by simply treating all employees fairly, consistently and with respect.

Defamation

Local government employees or constituents may also sue public officials for claims of defamation, alleging that a local government or one of its employees has made derogatory statements about them to other employees, outside parties or prospective employers. These claims are very sensitive and often cost thousands of dollars in defense and settlement costs.

When the defamatory statement is made orally, it’s considered slander.  If the statement is made in writing, it’s termed libel.  The only defenses to these claims are truth and qualified absolute privileges. That is, statements that public policy dictates must be free from threat of liability, for instance statements to the EEOC or an unemployment commission.

As a practical matter, public officials should always be mindful of the potential for these types of losses. Developing effective skills of public communication and media relations, keeping a cool head at all times, and understanding and following appropriate procedural and legal requirements should minimize the risk of these losses.
Land Use and Zoning 

Regulatory takings claims often arise when a property owner feels to receive compensation after the exercise of government eminent domain power.  These claims typically arise when the local government makes a controversial zoning decision that may entitle him to compensation. The property owner usually will allege that his property has been unconstitutionally taken.

These cases run the risk of significant money damage awards and may be avoided by an awareness of potential problems.
Negligent Hiring, Supervision and Retention  

These claims usually allege that the local government, its employees or its public officials should be held liable for the negligent and harmful conduct of an employee.  These claims often allege excessive force by law enforcement officers, sexual harassment and discrimination.

In cases of negligent hiring, the injured party usually claims an employer failed to conduct a proper background check that would have revealed that the employee had previously committed the violent or illegal behavior that caused his or her injuries. 

Negligent supervision and retention claims arise when the injured party believes the employee was not trained or supervised properly and that his injuries would have been prevented if the employer had exercised due care.

These claims can be reduced or eliminated by the use of employment practices that minimize the risk of hiring individuals with violent or substandard behavior.  This involves the development of effective policies and procedures for all phases of the employment cycle, including the application process, and the interviewing of prospective employees as well as screening, employment and termination protocols.

Intentional Infliction of Emotional Distress 

An injured party may also allege that he has suffered emotional distress as a result of extreme and outrageous conduct of a public official or employee of the local government.  These claims are very hard to prove and are usually defensible.  In order for an injured party to prevail, the outrageous conduct must be found to be “so outrageous in character, and so extreme in degree, as to go beyond all possible bounds of decency.” 

In addition to proving outrageous conduct, the injured person must also suffer mental distress that is both reasonable and serious.  Injuries such as severe depression, neurosis or psychosis are all examples of emotional injuries that would satisfy this standard.
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Law Enforcement Liability
False Arrest and False Imprisonment 

A false arrest is generally defined as the unlawful taking of a person into custody by one having actual or pretended legal authority for the actual or presumed purpose of subjecting the other to criminal or civil process.

A false imprisonment is generally defined as the unlawful restraint or confinement of one person by another.


Where police officers are concerned, the tort of false arrest is virtually identical to that of false imprisonment, because the act of arrest, by definition, provides the “confinement” necessary to constitute an “imprisonment.”

Legal justification

Legal justification is judged by the principles applicable to the law of arrest. Put another way, the issue is whether the officer acted within his or her legal authority in making an arrest. If so, the arrest will be legally justified.

An officer is generally held to have had probable cause to make an arrest if the facts and circumstances known to him – either through personal observation and knowledge or by reliable information from other parties – were sufficient for a prudent person to believe the person being arrested had just committed a crime or was about to do so.

To the extent that the lawfulness of an arrest does not rely upon probable cause, it will not be determinative of the legal justification issue in any false imprisonment action arising from that arrest. 

However, probable cause may be considered for the purpose of mitigation of damages. So, if a police officer makes an arrest without legal justification, he or she may be able to mitigate the plaintiff’s damages by establishing that probable cause existed to make the arrest. 
Arrests with warrants

An arrest under warrant generally precludes liability for false arrest. 

Arrests without warrants

A police officer has legal justification to arrest without a warrant when he or she has probable cause to believe the person being arrested has committed or is attempting to commit a felony or misdemeanor in his presence. 

Statute law grants additional authority to arrest without a warrant in specific settings, including incidence of domestic abuse or stalking. 
Damages

Damages in false arrest and false imprisonment cases may include awards for physical injury, emotional suffering, loss of reputation, loss of earnings, and other cognizable harms.  (“Cognizable” means capable of being judicially heard and determined.) Even in the absence of an award of compensatory damages, punitive damages may be awarded under traditional principles if the requisite mental states of actual malice or gross negligence are present.

Although an officer making an arrest without legal justification may be liable, anyone (including an officer) who procures, instigates, advises or otherwise “causes” the arrest, shares that liability. Accordingly, it’s imperative for police officers to act within the precepts of the law whenever they make an arrest, with or without a warrant. Officers must be aware of many factors including: 

· The facial validity of a warrant.  (The words contained in a document in their plain or obvious meaning without regard to external evidence or facts.)  
· The elements of the offense for which an officer concludes probable cause to exist
· The geographical limits in which an officer is empowered to arrest
· The circumstances under which an individual may be detained, as opposed to arrested.   
Strictly observing departmental policy concerning the legal authority to arrest (which must always conform to Massachusetts law) will limit the number of administrative complaints, claims, and lawsuits.

Excessive Force

The intentional use of force is inherent in police work. As a consequence, many federal and state civil actions against police officers include claims of assault and battery and related constitutional claims.  It’s vitally important for police officers to be aware of their possible exposure to state and federal liability.  

An assault is an attempted battery or an intentional placing of a victim in reasonable proximity to an imminent battery.  A battery is the unlawful beating of another. It includes any unlawful force used against the person of another, no matter how slight.

Both assault and battery are regarded as intentional torts in the sense that the defendant must intend the act, though not necessarily the harm or injury.

Use of Force: Excessive Force Claims Under 42 U.S.C.  § 1983:
A federal civil rights action may be based on the use of excessive force.  The opinion of the Supreme Court in Graham v. Connor, 490 U.S. 386 (1989) holds that federal and state claims of excessive force during arrest will be treated similarly, if not identically.


In Tennessee v. Garner, 471 U.S. 1 (1985), the Supreme Court held that “apprehension by the use of deadly force is a seizure subject to the Fourth Amendment’s reasonableness requirement.”   Such force is justified only when it’s necessary to prevent the escape of one reasonably believed to have committed a felony and where there is “probable cause to believe that the suspect poses a threat of serious physical harm either to the officer or to others . .  .”  The Fourth Amendment also applies to all excessive force claims based upon arrests.   As a result, in federal excessive-force litigation, the manner in which the seizure of the person is effected is the major issue.

Reasonable Force

A police officer making an otherwise valid arrest is legally privileged to use reasonably necessary force to effect custody.  The justification is not unlimited. Although the arrest may be legal, force is not permitted where the party being arrested offers no resistance, and resistance may be excused when the police use excessive force. Minimal force to effect custody, by handcuffing, for instance, is permitted. The use of force during an arrest may occur in four situations:

· Force to effect or complete the arrest

· Force to overcome resistance to the arrest

· Force to maintain or regain custody

· Self-defense

Under Graham, the inquiry to determine whether an officer used excessive force focuses on the objective reasonableness of the officer's conduct. Because the test of reasonableness is not capable of precise definition or mechanical application, its proper application requires careful attention to the facts and circumstances of each particular case.  In that regard, the Court concluded that:

"[t]he 'reasonableness' of a particular use of force must be judged from the perspective of a reasonable officer on the scene, rather than with the 20/20 vision of hindsight …The calculus of reasonableness must embody allowance for the fact that police officers are often forced to make split-second judgments -- in circumstances that are tense, uncertain, and rapidly evolving -- about the amount of force that is necessary in a particular situation."

Most, if not all, police agencies train officers to utilize force within the framework of the “Use of Force Continuum”, which establishes four progressive levels of force, from persuasion to terminating action, which are to be adhered to dependent on the circumstances confronting the officer. 

Egregious and Inherently Dangerous Methods of Seizure

Police officers should be aware that courts will view certain methods of seizure of arrestees and prisoners more critically.  Such methods may include roadblocks, shootings during chases, and hog-tying of arrestees.

Defenses Available to Police: Federal Excessive Force Claims

Federal courts continue to apply qualified immunity principles in excessive-force cases. Qualified immunity shields government officials performing discretionary functions from civil liability insofar as their conduct does not violate clearly established statutory or constitutional rights of which a reasonable person would have known.

For example: a police officer should prevail on an assertion of qualified immunity if a reasonable officer possessing the same information could have believed that his conduct was lawful. The determination of whether qualified immunity exists is ultimately a question for the court. The calculus of reasonableness must make allowances for the fact that police officers are often forced to make split-second judgments in circumstances that are tense, uncertain and rapidly evolving.  Such factors impact the amount of force that is necessary in a particular situation.

Damages

Both compensatory and punitive damages are available to plaintiffs against police officers in common law assault and battery cases.  The same general tort principles govern the measure of damages in cases under 42 U.S.C.  §1983.

Thus, in addition to punitive damages, a successful plaintiff may collect general damages for pain and suffering and emotional distress, and special damages for earnings, medical expenses, and loss of property.  Dependent upon the severity of the circumstances, excessive force awards may be substantial.

In light of the many state and federal claims based on the use of excessive force, training in the proper use of force is extremely important for any law enforcement agency.

Training programs, along with supervisory and disciplinary programs, are also necessary to avoid supervisory and local government liability. If officers understand, and act within, the common law and constitutional limits on the use of force, their chances of successfully defending against such claims will greatly improve.

Employment Related Claims

Hiring, firing, discipline, harassment, and discrimination claims from employees must be guarded against.  It is important that all personnel policies and procedures are clearly spelled out and uniformly applied.  Legal counsel should be sought regarding any matter that may become and employment related claim or lawsuit.
Secondary Employment 

Secondary employment is when police officers provide security services to private employers during their off-duty hours.  Recent court rulings have questioned whether off-duty officers providing such services enjoy public official immunity. 

While some rulings suggest that off-duty police officers working as private security can be deemed employees solely of their private employers, potentially such officers may be viewed as employees of both their private and public employers. Depending on the facts of the specific case, the officer’s police authority may be held responsible for his off-duty actions along with his private employer.

Secondary Employment Policy

It’s important, then, for local governments to formulate and adopt written policies governing the secondary employment of their officers.  Such policies and the implementing regulations should require written applications and written agreements pertaining to secondary employment. They should be completed and reviewed by the officer seeking secondary employment, as well as his or her supervisor(s), the chief of police or sheriff, and the secondary employer.  

The policies and regulations embodied in these documents will ensure that the affected parties are aware of both the risks and benefits of secondary employment.  The following checklist includes issues that should be addressed by any policy covering secondary employment:

· The   method   for   applying   and   obtaining   approval   for   secondary employment

· The secondary employer’s role in the application process

· The types of secondary employment available and permitted (i.e., security, non-security, extra duty, off-duty, etc.)

· The standards of conduct expected of the officer while engaged in secondary employment

· The municipal equipment that may be utilized during secondary employment, like vehicles, weapons, uniforms and badges.

· Whether secondary employment may occur beyond the police agency’s jurisdiction. And if so, what, if any, limitations are imposed upon extra-jurisdictional secondary employment?

· The length of time between completion of secondary employment work and the beginning of a police shift

· The potential conflicts of interest between primary police responsibilities and duties required by secondary employer

· The police agency’s financial responsibility for payment of wages for secondary employment

· The police agency’s financial responsibility with respect to injuries while performing secondary employment

· The police agency’s responsibility for court appearances and other matters arising out of secondary employment

· Establishing that officers remain subject to reasonable rules and regulations of their police agencies

· Addressing whether police officers may exercise police powers concurrently with their secondary employment.

Secondary Employment Application Checklist

A formal application for secondary employment allows sheriffs and chiefs of police to know where and for whom their officers wish to work and what their duties will be. They also can determine if a specific secondary employment conflicts with an officer’s primary employment, or is otherwise detrimental to the objectives of the police agency. 
The following checklist encompasses matters that should be included in any secondary employment application:

· Basic background information of the officer seeking secondary employment

· Basic information about the secondary employer, including, but not limited to: name, address, telephone number, the location of the officer’s intended secondary employment, and his or her supervisor during employment. 

· A description of the officer’s duties during secondary employment

· The duration of the secondary employment and the approximate hours to be worked

· Any departmental equipment to be utilized

· Information, if applicable, on the secondary employer’s liability and workers’ compensation insurance

· Language regarding secondary employer’s responsibility to: 
defend and indemnify the local government and the officer, if applicable; compensate the officer, if applicable; provide workers’ compensation; and compensate the officer for court appearances related to secondary employment, if applicable.

The Risk Management Checklist

Secondary employment applications should require the secondary employer to furnish pertinent liability and workers’ compensation insurance information.  If the use of police powers is denied by the secondary employer, require the secondary employer to provide a certificate of insurance for the police officer it seeks to employ.  Although not a contract, a certificate of insurance is an effective way to verify the secondary employer’s insurance coverage.  Any police agency requiring a certificate of insurance from a secondary employer should also require the officer and the police agency (or, more correctly, the official name of the county or municipality) to be named as additional insureds for liability coverage for the duration of the officer’s secondary employment. Status as an additional insured guarantees coverage for the officer, the public, and the primary employer for actions taken by the officer off-duty and while working as an employee for the private employer.  Local government risk managers should verify that the following items are in place when dealing with the secondary employment of an officer:

· A fully executed application, signed by both the employee and secondary employer;

· A certificate of insurance, if applicable;

· An executed secondary employment agreement.
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School Board Liability

The common law principal of sovereign immunity prevents governments from being sued without their consent. In general, federal and state courts have extended this immunity to local school boards and their members. This has had the effect of protecting school boards from tort liability, or legal responsibility for negligence. 


Boards are also protected from tort liability because they have no funds other than those for operating the schools and can’t legally spend them for anything else. A court judgment that required a district to spend money to compensate an individual for injuries would, in effect, compel the board to use public funds for purposes not authorized by law.

That said, a school board’s immunity from liability is far from absolute. Local jurisdictions should be aware that:

· There are several exceptions to the doctrine of sovereign immunity.

· Increasingly, courts are coming to question school board’s intrinsic immunity from liability.

· Immunity may not extend to individual members of school boards.

Courts in some states have held boards liable for injuries related to what are called “proprietary functions.” These differ from a board’s usual governmental activities, and include:

· Athletic contests

· Renting school-owned facilities to outside groups

· Profit- or revenue-producing activity beyond the traditional scope of K-12 education  

While these decisions haven’t been unanimous, many have ruled that school districts and school boards were not acting as governmental agencies when they were involved in such activities.

For the most part, sovereign immunity confers a qualified immunity on individual board employees. The extent of this immunity depends upon several factors, including:

· The nature of the function being performed by the employee

· The extent of the local jurisdiction’s interest and involvement in this function

· The degree of control and discretion the local jurisdiction exercises over the employee

· Whether the act under consideration involved judgment and discretion

School boards and their legal counsel should be aware of the more common types of lawsuits likely to be filed against them. 


Appeals of School Board Decisions

Virtually any decision or action of a school board can become a matter of contention, and the result is often litigation. 

The Arbitrary and Capricious Standard

Any number of lawsuits can be brought against a school board alleging that the board exceeded its authority, abused its discretionary powers or acted in an “arbitrary or capricious” manner. In these instances, courts will generally not substitute their own views on a decision by a school board, but will simply review the decision to see if it was made on a rational and factual basis. 

Student Discipline

· Expulsion and Long-term Suspension 

School boards are increasingly facing legal challenges concerning the type and amount of due process required to expel a student or impose a long-term suspension. 

· Zero Tolerance 

Several courts, including the U.S. Fourth Circuit Court of Appeals, have recently ruled in favor of zero tolerance policies and the mandatory expulsions that often go with them, deferring to policies that promote the safety and welfare of schools. However, those same courts in their decisions have referred to the need for “common sense” in their application (i.e., invoking a “no drugs” policy to expel a student found with aspirin in a backpack). 

· Discipline for Off-Campus Actions 

Increasingly, parents are legally contesting the school district’s right to punish students for actions occurring away from school. Some courts have ruled in the districts’ favor, however, citing the need of schools to prohibit actions detrimental to the general discipline of the school.

Free Speech and First Amendment Rights  

· Students’ Rights 

School boards routinely face lawsuits under 42 U.S.C. § 1983 for claims arising from constitutional violations, asserting that the First Amendment rights of a teacher or student have been violated. Courts have held that students may freely express themselves at school unless their conduct or speech “would materially and substantially interfere with the requirements of appropriate discipline in the operation of the school.” Under the law, schools may bar expression that directly causes disruption to the academic environment. The more tenuous the link between the expression and the disruption, however, the more likely it is that banning such speech will be found unconstitutional.

· Parents’ Rights 

Parents may freely express themselves at school board meetings, if the school board’s policy allows for public comment. If the board provides such an opportunity, it may only place content-neutral restrictions on it. For example, the school board may not ban criticism of school officials by some while allowing praise by others. 

· Teachers’ Rights 

Teachers have certain rights to free expression under the First Amendment when:

· The teacher speaks as a citizen about matters of public concern.

· The teacher’s interest in exercising free speech is not outweighed by the interest of the school in providing quality instruction. 

However, the First Amendment rights of teachers are not absolute. Teachers may not invoke their constitutional rights to substitute their own curricula for the board’s, for example by unilaterally assigning unapproved books or courses of study.

Searches and Seizures 

· The United States Supreme Court has ruled that the Fourth Amendment applies to searches of students in public schools. The Court held that students have legitimate privacy interests entitled to Fourth Amendment protection, but also recognized the need to balance the student’s legitimate expectations of privacy against the substantial interests of teachers and administrators in maintaining discipline and safety in the classroom and on school grounds.
· The Court established that the test of the legality of a student search would be the “reasonableness under all the circumstances” of the search. The determination of“reasonableness” hinged on: 

· Whether the action was justified at its inception (i.e., when there were reasonable grounds for suspecting the search to produce evidence that the student had violated or was violating either the law or the rules of the school).

· Whether the search was permissible in scope (i.e., when the measures used to conduct the search were reasonably related to the objectives of the search and not excessively intrusive in light of the age and sex of the student and the nature of the infraction). 

The Supreme Court emphasized that the requirement of reasonable suspicion is not a requirement of absolute certainty and that teachers and school administrators are permitted to act in accordance with reason and common sense.

Religion in Schools and Freedom of Religious Expression 

School boards face a number of issues concerning the scope and limit of religious expression or issues dealing with religion in their schools, including: 

· Moment of Silence 

The United States Fourth Circuit Court of Appeals recently upheld the Commonwealth of Virginia’s mandatory moment of silence law, finding that the law did not have a purely religious purpose because it allowed non-religious meditation. 

· Use of School Facilities by Religious Groups 

The United States Supreme Court recently upheld the right of a religious club to use school facilities on the same terms as other outside groups. The club’s meetings were held after school hours and were open to any student with parental permission to attend. Crucially, the school did not appear to be endorsing the club. Where the activities of similar clubs are clearly not sponsored by the school, such clubs can be permitted the same access to school facilities as non-religious ones.

· School Prayer

The Supreme Court has ruled that student-led prayer at high school football games is unconstitutional, finding that the circumstances and setting of the game implied the school’s endorsement of the prayer. This opinion suggests that a general student-led prayer at graduation would likely be held unconstitutional. But, prayer in the context of a particular student’s address where the student speaks on purely secular matters would arguably be constitutional, as at least one appellate court has held. 

· Prayer at School Board Meetings 

The United States Supreme Court hasn’t addressed the issue of prayer at the beginning of school board meetings, though the Sixth Circuit Court of Appeals has ruled that such prayers are unconstitutional. 

Labor and Employment 

School boards, like any other employers, consistently face lawsuits concerning or brought by employees. The most common examples of these lawsuits involve: 

· Grievances

In general, teachers with contract disputes must follow the grievance procedures set forth by statute and/or the school board’s policy manual. School boards should always strictly comply with the grievance requirements. 

· Discrimination 

Title VII of the Civil Rights Act of 1964 prohibits discrimination due to race, color, religion, sex, national origin or pregnancy. Title VII also prohibits sexual harassment. 

· Age Discrimination 

The Employment Act of 1967 prohibits age discrimination against any employee aged 40 or older.

· The Americans With Disabilities Act of 1990 

The ADA protects qualified individuals with a disability. The Act defines a “disability” as a mental or physical impairment which substantially limits one or more major life activities.

· The Family and Medical Leave Act of 1993 which provides leave to eligible employees 

· After the birth or adoption of a child 

· When an employee is needed to care for a child, spouse or parent with a serious health condition

· When a serious health condition makes the employee incapable of working

· Section 1981 Claims which prohibit racial discrimination in all aspects of employment (e.g., promotions, transfers, terminations).

· The Uniform Services Employment and Re-Employment Rights Act of 1994 (USERRA) which prohibits the termination, refusal to promote or denial of any other “incident or advantage of employment” because of an employee’s obligations as a member of the military services.

FERPA 

The Family Educational Rights and Privacy Act (FERPA) protects against disclosure of the educational records of students containing “personally identifiable information” about the student. FERPA also provides rights of access to and amendment of such records to parents. Schools may not disclose educational records to third parties without the parents’ consent (or the student’s consent if he or she is 18 or older).

If the school violates FERPA requirements, parents or students 18 or older may bring complaints before the Family Policy Compliance Office (FPCO), a branch of the U.S. Department of Education. Some examples of FERPA issues of which school boards should be aware include:

· Students are permitted to grade one another’s papers. This does not violate FERPA’s requirements, as it does not improperly disclose educational records to third parties. 

· Parents and other individuals are prohibited from filing lawsuits against schools for FERPA violations. Individuals are limited to filing complaints with the Department of Education which, in turn, can withhold federal funds from a district that fails to correct a FERPA violation.

· A student identification number standing alone is not considered personally identifiable information. 

· A school may turn over educational records subject to a subpoena or lawful court order provided it makes a reasonable attempt to notify the parents of the order before complying. 

· A statistical compilation of disciplinary incidents in a school district, which does not identify any particular student, is not an educational record under FERPA. 

Breach of Contract 

Like any other businesses, school boards may be sued for breaching contracts with others. Many claims arise out of contracts involving construction projects, architectural services, food service, textbooks, computers and the services of other vendors. 

School boards do not enjoy sovereign immunity for intentional breaches of contract.

Sexual Abuse of Students

There are at least two areas where the issue of sexual abuse creates legal

liability for a school district. 

· When a teacher sexually abuses a student
· When school officials fail to report a suspected sexual relationship between two minor students whose age difference would violate the statutory rape law

Miscellaneous Claims

Public school boards face a host of lawsuits originating in many other areas. Some of these may include:

· Special education (Individuals with Disabilities Act)
· Challenges to the curriculum 
· Religious exemption from school attendance
· Challenges to school board elections
· Sexual harassment of students by other students
· Defamation
· Financial mismanagement by school board members
· Copyright (and other intellectual property claims)
· Title IX
· Misuses of power
· Environmental issues
· Antitrust
· Educational malpractice
· Negligent hiring, supervision and retention of personnel
· Premises liability
· Students’ rights to extracurricular activities
· Rights of home schooled students
· Assault and battery
· Corporal punishment
· Liability for control and use of public funds
· Insurance disputes
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Boiler and Machinery 
Equipment Failure

The term “boiler and machinery” no longer refers to just pressure vessels and large, stationary machinery.  It now covers failures for an entire class of equipment, including:

· Electrical equipment

· Air conditioning and refrigeration equipment

· Boilers and pressure vessels

· Computers and communication equipment

· Mechanical equipment  

This means potential exposures to any number of serious risks, among them:

· The breakdown of fragile electronic and computerized equipment that can often occur more frequently, take longer to remedy and be more costly to repair than damage involving more traditional mechanical equipment. 

· Computer failures affecting online activities such as payroll, personnel and municipal services, and “just-in-time” inventorying and ordering procedures for municipal departments.

· Computer failures that hinder or block access to critical information that may be available only on the Internet or in online databases. 

· Breakdowns of equipment that once were permanently attached to a fixed location but which now are sufficiently portable to be used off-site. 

· Failures of electronic systems managing elevator operations, telephone communications, heating systems and the like. 

· Breakdowns and failures of conventional equipment like boilers in heating plants or loading dock and warehousing machinery.

While damage caused to equipment by “external” factors, such as fire, wind and rain, is covered under most general property policies, most such policies don’t cover breakdowns or damage arising from “internal” factors, such as:

· Mechanical failure

· Electrical outages

· Power surges

· Arcing from faulty wiring

· Operator error

Boiler and Machinery (or “Equipment Failure” as it’s now often known) coverage is typically either a specified part of a general property coverage or is endorsed onto it. 

MIIA’s Equipment Failure insurance covers the following*:

· The repair or replacement of damaged or malfunctioning equipment

· Labor and time-loss resulting from repair or replacement 

· Revenue losses caused by malfunctioning equipment 

· Additional expenses incurred to limit loss or speed restoration

· Replacement of spoiled stock or materials

Equipment Failure coverage does not cover the following:

· Damage from war

· Damage to aircraft

· Damage to floating vessels, such as boats and barges

· Damage to vehicles such as cars or trucks

· Damage to mobile construction equipment, such as front-loaders and bulldozers

· Damage to domestic water or sewer piping

· Damage from perils covered under a general property insurance policy such as wind, rain, lightening or fire

· Routine and normal maintenance

*Refer to your policy for detailed coverages and exclusions.

Equipment failure coverage is specific to “hardware” issues, rather than those involving software. That is: physical damage to a computer from a power surge or water from a sprinkler system during a fire would be covered.  Damage to that same computer resulting from a virus or an attack by hackers would not.  

That’s why many experts recommend buying cyber-liability coverage.  For more information about cyber-liability risks and insurance, see Part II, Section 11.

Boiler Inspections

Massachusetts law requires that boilers be inspected annually and that certificates of inspection be posted.  MIIA provides these inspections for its members at no cost to its members, through resinsurance carriers.  Inspectors must meet qualifications set forth in MGL Chapter 146 Section 62.Although MIIA does not charge for inspections, there is, however, a fee that must be paid to the state for each inspection.

Inspection reports provide detailed recommendations that must be met in order to maintain insurance coverage.
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Construction & Public Works

Municipal construction projects present significant risk exposures that local jurisdictions should take care to address. 

Vehicular Traffic – Public

Contact local transportation, highway and police departments if a project will impact traffic on adjacent public roadways.

Where needed, post additional temporary stop signs and reduced-speed signs. Allow sufficient time to acquire the permits and permissions to post them.

If needed, arrange for a flagman or flagmen to direct traffic in and around the construction site. In some cases, trained municipal employees can act as flagmen; in other jurisdictions, a sworn police officer is required.

Formulate procedures in advance to repair cracks, potholes and other damage to roadways that inevitably occur during construction.

Alert the public to any changes in traffic flow the project will cause. Use local media, printed flyers, postings on the municipal website, and/or town meetings. 

Make provisions for controlling dust and mud in and around the project. Many clay soils, when sprayed with water, provide less traction than ice.  Dust can severely impair visibility and adversely affect air quality.   

Vehicular Traffic – On the Construction Site

Design an on-site traffic-flow plan. Good traffic-flow reduces confusion, congestion, and delays. 

Limit the number of exit and entry points and control unauthorized access by fencing the construction site. Use gates in the fences to establish routes to key work and storage areas. 

Plan for on-site traffic controls (e.g., stop signs, no-parking zones, one-way signs, etc.) to minimize possible accident zones and create orderly traffic flow.

Designate parking areas for vendors, visitors, and employees. Establish a safe distance between parked vehicles, construction equipment and active work areas. 

Post signs directing visitors to the office trailers. That will help visitors and vendors navigate the site quickly and surely, minimizing their exposure to accident.

Pedestrian Traffic

A construction site is an attractive nuisance – people are naturally drawn to its activities. Take measures to keep unauthorized people out of and away from the site. In an urban area with heavy foot traffic a fence and watchmen or security guards might be needed. In a more rural location, only one employee might be needed. 

Some jobsites are spread over wide areas (for example, road construction or construction in already heavily built areas) and can’t easily be fenced, allowing pedestrians to pass through them. Post warning and directional signage before work begins. Use newspapers, local broadcast and municipal websites to inform people in the area that pedestrian access is no longer available. 

Consider installing overhead protection above sidewalks around the perimeter of the site. 

Remove obstacles like scrap materials, bricks, skids, bags of concrete, and the like. Install proper lighting and provide temporary walkways where they’re needed. 

Utilities (Location & Protection)

Survey and evaluate any project involving excavation for pre-existing utility lines, both underground and overhead. 

Underground utilities include power lines, sanitary and storm sewers, communication lines, steam lines, water lines, alarm systems, chemical pipelines and fuel distribution systems.

Determine what underground lines are present in and around the construction site, then contact Dig Safe (www.digsafe.com or 811).  After utility providers have surveyed the site, the local jurisdiction should follow up on its own, either by noting the location marks left at the site, or by calling the utilities a second time to confirm that the survey was made, or both.

Overhead utility lines include connections for power, communications and alarm systems, which also have to be protected against inadvertent construction damage. In some cases, it may only be necessary to tag or mark them; in others they may have to be de-energized or even disconnected and moved. Always take steps to protect utility lines that have to remain in operation during construction. If necessary, provide additional support for uncovered lines or brace existing poles.  

Always coordinate any shutdowns needed with the utility provider. Notify users of any impending shutdowns well in advance, via local mass media.  
Railroads

Any construction work above, beneath or within 50 feet of a railroad right-of-way requires coverage by Railroad Protective Insurance. The insurance specifications in the job contract spell out the exact insurance requirements and limits for a specific job.  Be prepared to provide certificates of insurance for this coverage to the railroad company before any work begins.  

Project specifications and railroad operational schedules may restrict work hours or operations around the railroad tracks.  Plan to have equipment, materials and people available at the times when work is allowed. (e.g., weekends, nights, etc.). 

Marine Traffic

Marine traffic – anything from small pleasure craft to ocean-going vessels – becomes a consideration whenever construction projects are built along oceanfronts, riverbanks or lakeshores. 

Make certain all waterfront construction complies with all U.S. Coast Guard and local marine regulations. These regulations establish:

· Where work barges or boats may anchor or dock
· What after-dark on-board lights must be displayed
· Marking and shipping channel requirements
· Required marine work safety equipment, like life belts, ring buoys, etc

· Place signs warning marine traffic of work in progress. 
· Be aware that equipment specific to waterfront construction, like barges, cofferdams and caissons can become attractive nuisances as well as targets for theft and vandalism. 

Adjacent Structures and Property

Determine which adjacent structures (buildings, bridges, tanks, etc.) and other properties (fields. yards, lakes, etc.) are most at risk for damage from the project.  Gather the following information:

· The distance to the exposed structures or properties from the work area(s)
· The type of construction of the exposed structures (e.g., fire resistant, frame, masonry, etc.)
· The occupancy or use (e.g., hospital, house, explosives plant, etc.) of each exposed structure or use of the land (e.g., wetlands, farmlands, etc.)
· The condition of each structure (e.g., sound construction, near collapse, etc.)

Compare this information with the kinds of operations taking place on-site (blasting, pile-driving, excavating, etc.) to determine any adverse effects construction may have on the exposed structures or properties.  

Structures vulnerable to possible settlement from dewatering, pile driving or excavating should have elevation benchmarks placed on their foundations before work starts.  Check the marks during work and at the project’s completion to document any damage.

Conduct pre-construction physical condition surveys on any exposed structures that might be vulnerable to vibration damage from demolition, blasting, or pile driving. Use an outside consultant to document the condition of the structures before construction starts.  Conduct surveys on both the inside and outside of the structures and document the findings with photographs and drawings. 

Photograph exposed structures already in very poor condition before work starts regardless of what operations will be involved. 

If performing heavy construction work like trenching or road construction in a largely residential area, consider a photo survey of existing damage to driveways, pavements or houses for use in defending potential damage claims.

Use seismic instrumentation during blasting operations to record data on explosions and vibrations. The data will vary depending on the size of the charge, the distance from the structure and the frequency of blasts. The instrumentation should be available at the time of the first blast.

Do an analysis of the soil beneath the exposed structures if pile-driving operations are involved. The results will assist in selecting the pile hammer as well as determining what effect pile driving may have. The results can also determine if the use of a seismograph will be needed when the test piles are driven. 

Demolition operations may require the physical protection of adjacent roads and pedestrian walks.  Install overhead protection and fencing before construction starts.  Protect any exposed structures near or attached to the structure to be demolished with shoring and bracing. Provide effective dust control measures. 

Dewatering requires a groundwater-level monitoring system.  Drill a simple observation well close to exposed structures when the dewatering system is installed.  Monitor it daily for material indicating soil being removed with the groundwater. Monitor the amount (volume) of water from a well-point system so that a steady uniform rate of discharge is maintained. To avoid potential delays, have an alternative plan (such as the use of tight sheeting) in place if problems with conventional dewatering arise. 

Contact local hospitals and fire departments before construction starts to insure unimpeded emergency vehicle movement through and around the construction site.

Evaluate any particularly vulnerable adjacent business operations (for instance the manufacture of explosives or precision instruments) for potential adverse impact from operations like blasting, demolition or pile driving.

Accident Prevention and Reporting 

Devise accident-reporting procedures. Reporting procedures should anticipate a variety of accidents, such as personal injury to employees, personal injury to others, damage to or theft of equipment and materials, or damage to the property of others. Accordingly, they should include:

· Internal reporting and notification procedures which also meet the requirements of state authorities, the relevant insurance carriers and their brokers
· Appropriate claims forms
· Phone numbers and e-mail addresses of the insurance company's local claims office
· Contact information for claims representatives from the jurisdiction’s insurer
· The designation of a specific employee on the jobsite to be responsible for accurate and timely claim reporting.
· The establishment of clear areas of responsibility for accident investigation. Make certain someone on a supervisory level is involved with each investigation. Make that person responsible for discovering the reason(s) for the accident and for taking action to eliminate the reason(s) in future. Devise and implement a procedure to monitor the process of each investigation.

Medical Activities

Select a local medical facility adequately staffed and equipped to deal with the size and nature of the project. Inform the administrators and medical personnel there about the type of work to be performed at the site, including a list of all high-risk operations involved and the types of injuries they most often produce. Provide detailed directions to the jobsite.

Make provision for emergency transport from the jobsite to the medical facility. Have an adequate supply of equipment on-site, such as first-aid kits, stretchers, blankets, etc. 

Security

Loss of materials or equipment to theft or vandalism increases job costs: the cost of replacement materials, production delays, idled workers, etc. Security measures should be in place from the very beginning of the project. 

Answering the following questions can be helpful when planning site security:

· Is a security fence with a minimum number of gates to enclose the entire area and keep access points to a minimum needed?
· Should there be a watchman on the site? If so, should he be there full-time? Part-time? Only at night or on weekends? Should there be a guard on-duty for gate control?
· Would coordinating with the municipality’s police department on matters like patrol duties and crime prevention be useful?
· Should there be additional lighting at key points on the site, like access ways, equipment storage areas and in the unfinished building itself? On the site? 
· Should there be a commercial on-site alarm system hardwired to a central station and monitored round-the-clock?
· Should all parking be off-site? Or should there be a designated, controlled, on-site parking area for workers, vendors and visitors?
· Should there be a secure on-site facility for storing small, high-value equipment (power tools, electronic gear, etc.)? Or should there be a requirement to take such equipment off-site at the end of each workday?
· Should receiving and storage areas be confined to a specific location as a point of control?
· Should signs be posted advising of the presence of a guard service, alarm system, or guard dogs as a deterrent to thieves and vandals?
· Should there be procedures to control the authorized distribution of keys to access areas (e.g., office trailers, entrance gates, etc.).

Fire Protection

Planning for protection against fire is essential to protect construction equipment, materials, and the structure under construction.  Depending on the size of the job, adequate fire protection may be anything from a single fire extinguisher mounted on a single piece of construction equipment all the way to a sophisticated combination of private and public protection facilities  (e.g., alarms, standpipes, extinguishers, hydrants, etc.). The municipality needs to evaluate what has to be protected and what will be necessary to provide that protection.

Consult your fire department for help in determining necessary levels of protection. The fire department can also help in determining planned site access points, locating storage areas and establishing a quick way of making emergency contact. Coordinating fire-protection efforts with the fire department also allows the department to plan its response route and locate on-site water sources. 

On-site private fire protection may include water barrels, hose lines, and/or fire extinguishers. Obtain this equipment before it’s needed.  And do so in sufficient quantity to cover the entire site. 

Protect against frozen hoses or water barrels if you anticipate sub-freezing weather at any time during construction. 

Provide on-site emergency communications (e.g., two-way radios, cell phones, etc.) for any project where a telephone will not be readily available on all parts of the job.  

Install the project’s fire protection and fire control features (e.g., alarms, sprinklers, fireproofing, etc.) sooner rather than later, if possible. Doing so allows these features to start working even before construction is complete.  

Institute “good housekeeping” practices to minimize the accumulation of trash and debris – a good fuel source for a fire. Establish responsibilities for cleaning up specific work areas and mandate specific times for doing so. Get and distribute equipment to handle debris and waste. Provide for regular debris removal.  

Make certain that operations generating sources of ignition, like welding, soldering and cutting, conform to all required local and state controls, such as the presence of a “hot work” permit. 

Feature issues of personnel safety prominently when planning for potential fire exposures. Establish an evacuation procedure for those workers in limited access locations, like high- and mid-rise buildings. Practice the execution of that procedure regularly as work progresses on the project. 

Storage and Staging

Maximize the available space of storage and staging areas by allowing for the smooth flow of materials into and out of them. The smaller the available space for storage and staging, the more importance efficient planning becomes. 

Several factors--including available space, available supply, the need for protection from the elements, prices and production schedules--affect storage planning.  These factors may dictate both how materials are purchased and when they should be delivered to the site.  Material storage planning should also include provisions for the "unscheduled" delivery. When that occurs, temporary space, either on- or off-site has to be found.

Place staging areas so they don’t conflict with traffic patterns, parking, construction equipment and other operations.  These activities should be separated sufficiently to minimize the chance of an accident.  For example, an area in which carpenters fabricate forms should not be in the travel path of forklifts stockpiling masonry materials.

Environmental Health

Plan for environmental health risks by reviewing the project and its operations to determine possible sources of environmental health hazards. Those sources include many of the materials used on the job site (concrete, creosote, etc.); as well as equipment-related items (e.g. engine exhausts, tar vapors, welding fumes, equipment noise, etc.); or the environment itself (e.g., ticks, dust, etc.).

Once environmental health hazards have been identified, find ways of eliminating them. Sometimes this entails a material substitution (often a difficult option as materials are usually dictated by the project’s specifications). At other times, a change in a method of operation may work.  

Take steps to control hazards that can’t be eliminated entirely. Train workers exposed to the hazard, with an emphasis on explaining the danger involved, establishing work rules to minimize it and reviewing the importance of any necessary personal protective gear. 

Obtain equipment (toximeters, explosimeters, oxygen analyzers, etc.) to monitor exposure to hazardous chemicals or toxins. Additional equipment to control exposure (e.g., personal protective equipment, ventilating fans, etc.) may also be necessary.

Job Site Layout

Prepare a jobsite layout: an on-paper rendering of layout decisions made (e.g., traffic patterns, storage/staging areas, security fencing, etc.) in pre-construction planning.  Use it as a guide in setting up the job site so that decisions are transformed into action.
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Cyber Risk

Computers and computer networks have long since become an integral part of all aspects of municipal operations and administration. Payroll records, maintenance logs, constituent services, municipal websites, interoffice communications – the list of tasks performed and operations simplified by computers is nearly endless. 

But with those great advantages in speed, efficiency and cost, come great risks, some of which include:

· Loss of data from a system or power failure

· Corruption of data from a worm or virus

· Theft of data by malicious hacking

· Loss or theft of data stored on laptops taken off-site

Cyber Liability

Some cyber risks entail the even greater downside of exposure to liability. The following examples are only a few:

· The transmission of a computer virus, trojan horse or keylogger – either inadvertently or as a malicious act by an employee or cyber-intruder

· The sending of an email that crashes another party's network – either inadvertently because of some unrecognized content, or deliberately as a malicious act by an employee or cyber-intruder

· The failure to prevent unauthorized access to computer systems by an outside party or an unauthorized employee

· The disclosure or misuse of confidential information

· The possible infringement of copyrights, trademarks, trade names, titles or slogans through internal use of documents or software as well as via the posting of information and messages on municipal websites, blogs and forums

· Possible defamation as a result of emails, web content or postings on municipal blogs or forums, as when a disgruntled employee or constituent posts insulting messages about prominent political leaders or even an ex-spouse     

Cyber Risk Insurance

In general, cyber-liability exposures are not covered under the terms of most general liability policies, making coverage for specific cyber-exposures increasingly necessary. Cyber-liability insurance should include coverages for:

· Business interruption -- The income lost from a computer failure or attack

· Network security -- Damages arising from a computer attack on the jurisdiction’s local area network  

· Internet liability -- Damages arising when the jurisdiction’s internet service provider goes down or is hacked 
· Web content liability -- Damages and defense costs arising from claims of libel, copyright or trademark infringement, or defamation as well as damages to a website caused by a hacker or disgruntled employee 
· Electronic communications -- Damages and defense costs arising as a result of electronic communications, such as breach of confidence or infringement of any right to privacy, intellectual property rights or any statutory duty, such as the requirement to notify those affected by a loss of private information and the provision of credit monitoring services.

· Intangible assets -- Damages to code, data, hardware and the like 

Controlling Cyber Risk

Appoint a computer security overseer. Increasingly, local jurisdictions are appointing chief information officers to monitor the risks of cyber-operations and take steps to prevent exposure to them. A municipality should also consider hiring an outside security consultant to conduct periodic reviews of computer operations. 

Set reasonable policies about data security – and enforce them.  

Instruct staff not to store confidential information on personal or municipal laptops.

Whenever appropriate and possible, require passwords to access all municipal systems. Take every reasonable step to ensure that confidential information in your computer systems remains confidential. 

Beware of wireless network connections. Cyber-thieves can simply set up an antenna and a laptop near a municipal office and grab customer records from the airwaves.

Vet any employees, contractors, vendors and volunteers who have access to sensitive information.  An inexpensive criminal background check now can save much grief later.
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Clerical and Administration

Even a place as seemingly safe as an administrative office, devoid of heavy machinery and chemical spills, presents a set of hazards all its own. 

Keep the aisles clear. Keep the spaces between desks clear and free of tripping hazards like extension cords, boxes and plants. 

Close all desk drawers when not accessing their contents. An extended lower desk drawer can present a tripping hazard or injure a knee or leg.

Close all filing cabinet drawers when not accessing contents. Close one drawer completely before opening another. This will help prevent unbalancing the file cabinet and tipping it over. 

Keep desktops neat and uncluttered. Desktops and worktable tops should be kept well organized when in use and be cleared at the end of the workday. 

Store and stack safely. Never store objects, especially heavy ones, where they’re hard to reach or likely to fall.

Always put sharp objects safely out of harm’s way. Put scissors, knives and letter openers away as soon as they’re no longer being used.
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Public Works

Public works employees engage in several high-visibility projects each and every day.  Much of this work requires attention to many details ranging from the hazards faced by employees to the smooth flow of traffic on public ways.  This section provides a list of activities and controls that can be implemented to reduce the occurrences of accidents and project interruption.  The items described are by no means an exhaustive list of the activities of public works departments but should provide insight as to considerations for most activities.

Part IV of this manual will provide more specific information on a variety of safety programs applicable to public works

Traffic Control

Warning Devices

Signs – Clean, repair or replace all damaged, muddy or otherwise less than legible road signs.
Barricades – Mark all barricades with reflective orange and white strips. Never use loose stones, rocks or chunks of concrete as temporary ballast to hold signs in place; such material could become a hazard if struck by a car or truck.
Cones and Posts – Used to define traffic lanes, cones and posts should never be made of rigid material that if hit by a moving vehicle could harm workers or pedestrians. Cones and posts should always be used in conjunction with other warning devices like signs and high-level warnings. They should also be deployed in sufficient numbers to delineate traffic lanes clearly. 
Positioning of Control Devices – Every foot of roadway being repaired requires control devices to be deployed for a distance, in feet, equal to the average speed in miles per hour of traffic passing over it. For example, a 10-foot stretch of roadway with a posted speed limit of 30 miles per hour would require control devices to be placed for 300 feet along the roadway (10ft X 30 mph = 300 ft). 
Flashers – Flashing lights are warning devices used at night. Steady lights delineate traffic lanes. Raised traffic markers and temporary tape can also mark traffic lanes.
High-Level Warning Devices – Flags and signs mounted on lightweight frames, either freestanding on the pavement or set on trucks, are very useful for short-term maintenance operations in low-speed settings. Their additional elevation provides an earlier warning to approaching cars.
Placement of Warning Devices

On city streets, warning signs should be at least seven feet above and four feet from the edge of the right-side curb. On rural roads, warning signs should be at least one foot above and six feet from the edge of the right side of the roadway. Divided roadways: signs should be posted in the median of divided roadways in addition to the right side.
In settings where buildings, parked cars, hills or curves block a motorist’s view of the work area, take steps to provide an earlier warning. Early warning is also advisable when work is being performed in congested areas where it might cause traffic backups. 
Cover warning signs until work begins and cover them again as soon as it’s completed. 

Road Maintenance Operations

General Conditions

Always be mindful of the changing handling characteristics of machines like sewer-cleaning trucks and street sweepers. Their centers of gravity change substantially as their loads increase or decrease. 
Use earplugs or similar protective devices in noisy work environments such as those where jackhammers are in use or where multiple pieces of equipment are running.
In dusty work environments, wear an appropriate mask or respirator, or, if indoors, also utilize any available air conditioning systems. 
Wear appropriate clothing when using or handling chemicals like sewer grouting, plant sprays or insecticides. Specific chemicals may require the use of gloves, masks or protective clothing. Always read the label on the packaging and follow its instructions.
Be particularly careful when using any material that vaporizes when sprayed or comes as a fine dust. This includes, but is not limited to, gasoline, heavy solvents and methane.

Painting

Always wear a properly designed respirator.
Many pigments and solvents are classified as hazardous materials. Always read the labels and avoid contact with them. Take particular care when sanding or grinding lead-based paints. 
Stay out of the direct path of the paint spray. At only 30 psi, paint can actually embed itself in the skin.
Don’t blow dust from clothing with high-pressure air devices. At 30 psi, dust and clothing can embed themselves in the skin.
Never field-rig high-pressure hose couplings. Use factory-made and tested couplings exclusively.
Don’t exceed the maximum pressures for hoses and couplings.
Keep paint containers closed and in well-ventilated areas when in use. When being stored, keep paint in a designated and approved paint storage cabinet.

Pneumatic Tools

Use hearing protection when using air tools that generate noise levels of 85 decibels or more.
Give frequent rest breaks to workers running air hammers to reduce the cumulative effects of noise and vibration.
Wear safety shoes with metacarpal (toe) protection.
Never guide an air hammer with the feet.
Always wear eye protection when using pneumatic tools.
Make sure all air hammers are equipped with a dead-man safety device.
Always opt for wet drilling over dry drilling whenever possible. Wet drilling substantially reduces airborne dust and flying debris.
Always vent the compressor tank before uncoupling the hoses or disconnecting the hammer.
Use container clips on the hammer to prevent premature tool ejection. 
Don’t allow cutting heads to mushroom. Grind the head back to its original shape as soon as it begins to deform. This prevents splinters from chipping off the head when it’s in use.
In very cold weather, prevent spilling by warming cutting tools before use.

Before using any pneumatic tool, check the tightness of the bolts and inspect the chuck bushing for signs of excessive wear.
Watch out for flying chips and other debris when using an air pressure device to clean out potholes. Such debris can travel at 25 mph under relatively modest levels of pressure.

Trenching

Keep all tools, equipment, materials and spoil at least two feet from the edge of the trench.
Don’t drive equipment up to the edge of the trench.

Always inspect the trench for signs of failure in the mornings before work begins and immediately after a heavy rainfall. 

Never jump across a trench. Always walk around it or use a temporary bridge if one is available.

Provide emergency exits at intervals of 25 feet. Use ladders that extend at least three feet beyond the top of the trench and secure them properly.

Be careful when digging or using a trench in close proximity to sidewalks, buildings, trees or utility poles and the like. The trench may need to be shored up in these instances.

Always install shoring from the top down. Remove it from the bottom up. Doing so will reduce the risk of collapse.

Install jacks and bracing perpendicular to the trench’s side to prevent their kicking out under pressure. 

Never use shoring to support construction equipment unless the shoring was built for that specific purpose.

Backfill immediately after removing shoring. The process of removal often increases the risk of cave-in.

Keep workers out from under the excavating and backfilling equipment.

Excavations over 15 feet deep present asphyxiation hazards from possible build-ups of poisonous gases. Provide and use lifelines.

When working in trenches, always be aware of your surroundings and any changes in them.

Snow Removal

Before beginning snow removal operations, check all plow routes for these hazards:

· Low hanging cables and wires

· Deep side ditches

· Steep shoulders

· Raised manholes

· Offset curb and paving joints

· Yield and merge intersections

· Blind and left-turn intersections

· Mailboxes

· Fire hydrants

· Signposts

· Guard rails

· Fences

· Special maneuvering areas such as cul-de-sacs, dead-ends and steep grades 

· Congested areas

· Narrow roadways

When establishing plowing routes avoid situations that may require plows to back up. When backing up is unavoidable, do so with extreme caution.

Keep plow blades and sanders in good working order. Having to make on-the-spot repairs in storm conditions can easily result in frostbitten hands and feet. 

Be alert for signs of frostbite, especially severe pain in the digits followed by a feeling of warmth. Return to the shop and seek medical attention immediately.
Watch for pedestrians. Never plow at speeds greater than 25-30 mph; at higher speeds, the thrown snow can easily knock pedestrians over or worse. 

Check the cab for exhaust seepage. Remember: carbon monoxide is odorless. If the plow driver seems drowsy, he should be relieved and the cab inspected.

Always stay with the plow if it becomes stuck or otherwise immobilized. In the worst case, it’s always easier to find a truck in the snow than a body.

Vehicles and Equipment

Before using any vehicle, conduct a “walk-around” or “circle” check, including an inspection of the air tank if the vehicle is so equipped.

Check behind and under the vehicle or machine before moving it.

Only qualified and properly trained drivers should be allowed to drive municipal vehicles. Any vehicles or pieces of equipment operating over public roads should be driven only by drivers with valid in-state licenses of the appropriate class. Any other operator should be accompanied by a licensed driver.

· Never overload a vehicle or piece of equipment.

· Cover all loose materials being carried.

· Never allow passengers to ride in the cargo area of dump trucks or pickups.

· Passengers should assist drivers when backing up.

· Always wear seat belts.

· Get into and out of any vehicle or machine slowly and carefully.

Shop Safety

· Keep work bays clean and free of parts, tools and trash.

· Never use gasoline to clean parts, hands or clothing.

· Never smoke in service areas or around pumps and tanks.

· Charge batteries only in well-ventilated areas. Open battery caps to release any built-up hydrogen gas.

· Keep fire extinguishers fully charged and in good working condition. Make them readily accessible. Never use them as shelves or hangers.

· Keep floors clean and free of spillages, like oil, anti-freeze, grease or water. Use an absorbent like speedy-dry if needed. 

· Never use air hoses to clean clothes. They can blow dirt and dust particles into eyes, and air pressure itself can be hazardous to the eye.

· Keep parking areas clean and report and repair any potholes or cracks.

· Never work under a lift that doesn’t have the safety pin/leg in place. 

· Make certain the vehicle is safely positioned on the lift before raising it.

· Always wear personal protective gear such as goggles and masks, when required.

· Keep all flammables, such as paints and thinners, in an area designated for their storage. 

· Keep the door to the flammables storage cabinet closed at all times.

· Spray-paint in designated areas only.

· Report any injury, no matter how slight.
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Custodial and Maintenance

Cleaning and maintaining municipal buildings and facilities is an important role.  The day-to-day upkeep of these areas is critical to the operations.  Properly functioning equipment and systems, as well as cleanliness are necessary to ensure continuity of operations and hazard reduction. 

General Safety Considerations

· Possession or use of alcohol on municipal property is strictly prohibited. 

· Smoking is allowed only in designated areas.

· Practical jokes, roughhousing and horseplay on municipal property are forbidden. 

· Take stairs one at a time – and always with caution. Use handrails wherever available.

· Be alert for tripping hazards.

· Never walk too fast to avoid running into another person appearing suddenly. Pay attention to surroundings. And always remember that unnecessary haste and fast movement are contributing causes of many accidents. 

· Always plug electrical equipment into proper outlets. 

· Keep electrical cords from interfering with work in progress. 

· Make sure all portable power tools are properly grounded. Never use an ungrounded power tool unless it’s double-insulated.

· Never attempt to make electrical repairs or work on energized lines. Always call and wait for a qualified electrician. Report all unusual occurrences – like blown fuses, smoking or sparking motors, or frayed cords – to a supervisor immediately. 

· Never leave a machine running when it’s not in use.

· Never leave tools lying on the floor, in traffic areas or in entrance or exit areas. 

· Put all tools back in their proper places when they’re no longer being used. Make sure they’re cleaned and in good working order.

· Report and get first aid for every cut, burn or scratch – no matter how minor. Untreated minor injuries can become untreated major ones.

· Never attempt to operate unfamiliar equipment.

· Always wear shoes that provide protection for the heels and toes. Never wear shoes that don’t provide such protection. Never wear sneakers or sandals. Worn heels can cause slips and falls; wear shoes with slip-resistant soles.

· When backing a vehicle into a restricted space, always have another person available to act as a guide.

· Check all lights on municipal vehicles – especially school vehicles – before their first use of the day.

· Always wear seatbelts.

· Always know the locations of fire extinguishers in the work area, and familiarize yourself with their use.

· Keep emergency exits clear at all times.

· Never station or stack anything in front of fire extinguishers, electrical panels and fire doors.

· Use an appropriate ladder or stool – not a box, chair or desk – to access high places. Avoid carrying heavy material up and down ladders. Put lighter items on higher shelves.

· Never pour flammable liquids down drains or sewers.

· Dispose of all flammable waste rags in designated containers equipped with lids and kept in safe areas.

· Change clothing immediately if it becomes soaked by a flammable liquid.

· Always wear protective eye equipment when called for.

· Always wear gloves or other hand protection when needed.

· Always wear a hard hat when it’s required.

· Always stack material carefully and safely. Stack it only in approved areas, and don’t block aisles or work spaces.

· Keep fire extinguishers fully charged and properly maintained.

Housekeeping 

· Clean and store all tools properly.

· Fix all broken tools. If a tool can’t be fixed, report it to a supervisor.

· Store all materials properly – if necessary in approved, clearly marked containers – in their designated areas. 

· Clean and properly maintain all machinery. Follow all routine cleaning and maintenance procedures and report any problems immediately. 

· Keep work areas clean. Don’t allow dirt and dust or wood or metal shavings to accumulate. This is especially important in machine areas. Keep floors free of spills and tripping hazards.

· Maintain adequate levels of illumination. Keep all lighting fixtures clear of obstructions.

Materials Handling

The rule of thumb when handling, lifting or transporting materials is to use common sense. Try to estimate the weight of the box, container of piece of equipment before attempting to lift it. If it looks or feels too heavy to lift cleanly, squat (don’t bend) and try lifting a corner to get a better idea of the object’s weight. If it still feels too heavy, get someone else to help. Or better still, use a hand truck. 

If moving the object is possible, follow these basic guidelines:

Manual Lifting

Position your feet. Ideally, one foot should be placed alongside the object being moved, the other behind it, to insure you maintain your balance during the lift.

Keep your spine, back muscles and ligaments in proper alignment by pulling in your stomach and straightening your back. This distributes the load evenly over the entire spine. Keep in mind: a straight back is not necessarily a vertical back. Your back can be straight even when lifting at an angle.

Use the “sit-down” position to bend your hips and knees and draw the object in close to your body. Bending at the hips keeps the back straight, while bending the knees allows you to lift with your legs rather than your back.

Grasp the object firmly by its opposite corners and position your body so the object’s weight is centered over your feet. Keep your chin tucked in. 

Begin lifting by thrusting with your rearward foot. Use smooth, controlled motions and avoid jerking.

Don’t twist! Once lifted, keep the load close to your body and turn your entire body as a unit, including your feet.

Stooping

Stand close to the object being lifted
Stand with your feet apart and place one foot in front of the other to insure steady footing.

Bend your knees and hips, keep your back straight, and bring your hands down to the object being lifted.

Carrying

Keep your back straight.

Keep the load close to your body and centered over your pelvis.

Shift part of your body in the opposite direction of the load to provide a counter balance.

Put the load down by bending the hips and knees while keeping your back straight and the load close to your body.

If the load proves too heavy, get help.

When two people are carrying the same load, one should be designated the leader to insure timing and coordination.

Pushing

Stand close to the object being moved.

Crouch with feet apart.

Bend your elbows and put your hands on the load at chest level.

Lean forward with chest or shoulder against the load. Don’t push with either the arms or shoulder.

Keep your back straight. Push with your legs only. 
Reaching 

Use a stepladder or a stable platform (preferably one with railings) whenever possible.

Stand close to the object. Keep the center of gravity over the base of support.

When reaching from the ground (without a ladder or platform), plant your feet wide apart, one in front of the other. This allows freedom of movement forwards and backwards as your arms are raised and lowered.

Keep good body alignment. Keep close to the load. Don’t reach outward to the point of straining.

When reaching over your head, grasp the load with your palms up and lower it slowly. Lower the load slowly and keep it close to your body on the way down.

Standing

Standing for long periods with both feet flat on the floor can cause back strain – and “swayback.” Placing one foot periodically on a low stool or similar platform can ease the strain.  

Sitting

Chairs should be low enough to allow both feet to be placed flat on the ground, with the knees higher than the hips. Cross your legs or when possible put your feet up on a stool to alleviate strain. Sit with your back firmly against the chair back.

Ladders

Most work sites have a number of ladders available of varying heights and types. Always try to find the most suitable ladder for the job being performed.

Never use a broken or damaged ladder. Repair or remove damaged ladders immediately. Ladders awaiting repair should be clearly and prominently tagged “Do Not Use.”

Never make a longer ladder by splicing two or more shorter ones together. 
All straight ladders should be tied off at their tops.
Never rest a ladder against a moveable object.
A ladder’s base should always be set back from the vertical at a distance of approximately one-fourth the ladder’s working length. 
A ladder used to access a higher floor or platform must extend at least three feet beyond the landing.
Keep the areas around the tops and bottoms of ladders free of trash, tripping hazards and electrical cords and the like. 
A ladder positioned where it could be struck by personnel, moving equipment or materials being handled should be protected by a barricade or by stationing a guard in its vicinity.
Always face the ladder when climbing or descending.
Keep shoes free of mud, grease and other substances that might cause a slip.
Never carry materials up or down a ladder. Use a handline.
When necessary, move the ladder. Never over-reach.
Open all stepladders fully to allow the spreader to engage.
Never use a metal ladder when performing electrical work or when working near energized lines. In general, use metal ladders only when wooden ones are too heavy or otherwise impractical.
Hand Tools

Hand tools are responsible for a significant number of workplace accidents and injuries. Observing four basic safety practices can minimize them:

Use the right tool for the job: a pry bar, not a file; a hammer not a wrench; a chisel, not a screwdriver.

Keep tools in good condition. Keep chisels sharp and free of mushroom heads; replace worn or cracked hammer handles; discard end wrenches with spread jaws.

Use tools properly. Don’t use a screwdriver on an object held in your hand; don’t cut toward your body when using a knife.

Keep tools in safe places. Don’t leave them on top of ladders; keep edged tools in their carrying cases; don’t leave tools cluttering workbenches.

Portable Power Tools

While their use is often indispensable in many operations, power tools also present risk of serious injury and in some cases death if used carelessly or improperly. Always observe the following safety rules and procedures:

· Make certain all electrically powered tools are properly grounded or double-insulated. Using an ungrounded electrical device in a wet area can be fatal.

· Keep the blade guards of power saws in good working condition. Always keep your body away from the direct line of saw cuts. Always start and stop saws outside the cuts and don’t jam the cutting blade.

· Drills with variable speed switches should always be used on the “slow” setting when starting a new hole. Never drill toward any part of your body. Portable grinders, sanders, buffers and wire brushes should always have proper guards in place. 

· Always use proper eye, face and foot protection when using portable power tools. 

Electrical Safety

Always engage a qualified, licensed electrician whenever electrical repairs are necessary. Never rely on “home remedies” for serious electrical work.

Circuit Breakers and Fuses

Keep the doors of service panels closed to contain sparks during short-circuits.

Keep service panels free of moisture and corrosion to prevent short circuits or binding the breakers.

Watch for warm or hot service panels. A warm or hot panel usually indicates overloaded circuitry. 

Never tape a circuit breaker switch into the “on” position. Doing so prevents it from operating as intended.

Check the working order of circuit breakers by tripping them manually from time to time. 

Rooms or areas housing main service panels should not be used to store combustible materials such as paper, wood, paint or flammable liquids. Never store materials of any kind within three feet of a panel front.

Electrical Equipment and Motors

All electrical systems should conform to National Electrical Code standards.

All permanent wiring should be in rigid metal conduit.

All electrical outlets should be of the grounded, three-wire type.

All electrical equipment should carry the Underwriters Laboratory (UL) label, and should be equipped with three-wire grounded plugs or be otherwise properly insulated.

The use of two-wire plug adapters and multi-outlet plug adapters is strictly prohibited.

Only heavy-duty, grounded extension cords should be used as temporary wiring.

All circuit breakers should be numbered and labeled with the equipment they power and its locations. Circuit breaker switches should never be taped into the “on” position.

Main electrical equipment rooms should always be kept locked, with access limited to authorized personnel. Any electrical boxes located outside the secured area should be equipped with locks. 

Combustible materials should never be stored in electrical rooms. Easy access to all electrical panels must be maintained at all times.

Motors should be kept free of dirt, dust and oily deposits.

Electrical equipment or motors should never be kept or installed in blind or inaccessible spots.

Power cords should always be kept in good condition.  Never use worn, broken, improperly repaired or patched cords. 

Any equipment observed to be sparking, stalling or running hot should be replaced or repaired immediately. 

Outlets 

Never use multi-connection outlets. Such outlets can easily be overloaded.

Always equip outlets with cover plates to contain sparks from short-circuits.

Chemical Safety

Many chemicals used in the workplace have the potential to cause illness, injury and even death, and so demand care, caution and respect by those using them or working in their vicinity. 

Chemical exposures

When not properly contained and handled, chemicals can enter the body in a variety of ways. They can be:

· Inhaled as vapor, gas, fumes or dust

· Swallowed in small or large amounts

· Absorbed through the skin

· Spilled on unprotected skin

Handling Chemicals 

Read the warning label. It should identify the chemical’s hazards and list steps to be taken in an emergency. 

Know the locations of fire extinguishers and emergency exits in the area of the chemical’s use.

Use a chemical only in spaces with adequate room ventilation or local exhaust ventilation. Doing so will help prevent most problems presented by many chemicals.

Smoke only in specified authorized areas.

Keep concentrated acids and bases separate. When mixed they can cause violent chemical reactions and generate heat and gases. 

Keep strong, oxidizing chemicals in closed containers, away from water, water base solutions and flammables.

If a worker is splashed by a chemical, flush the affected body part with water in an emergency shower or sink for at least fifteen minutes. Remove all contaminated clothing. If an eye is splashed, flush the eye with water for at least fifteen minutes. Notify medical professionals. 

Falls

Falls are extremely common accidents in the workplace. In addition to exercising caution and alertness, employees should be aware of other actions that can help prevent falling. 

Use a ladder, not a chair, stool, desk or box to access high places.

Wear shoes with non-slip soles.

Use care when working on staircases. Always be mindful of positions and activities that might affect balance.

Take care not to trip over your own equipment when working. Be aware of the locations of mops, buckets, vacuum cleaners and other implements and tools. 

Use handrails on stairs – be particularly careful when carrying tools or material on stairways.

In winter, be alert for snowy, icy or slippery outdoor surfaces.

Report any hazards you observe – loose handrails, broken or slippery steps, uneven floor tiles and the like.

When cleaning floors, mop one side of a corridor or room at a time. This allows passage by others without their having to traverse a wet or slippery floor.

Hand Trucks

Two-wheeled hand trucks

Two-wheeled hand trucks carry their loads on a single axle, making balance critical. When using a hand truck, always: 

· Keep the load’s center of gravity as low as possible.

· Never walk backwards while using the truck.

· Keep the truck ahead of you when walking up an incline.

· Keep the truck behind you when walking down an incline.

Four-wheeled hand-trucks

Four-wheeled trucks require the same safety precautions as two-wheeled trucks, but with additional attention to:

· Keeping the load even 

· Not piling the load high enough to spill, be unsteady or obstruct forward vision

· Always pushing and not pulling the truck. (A truck should be pulled only if it has a fifth wheel and an attached handle.) 
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Inspectional Services

Inspectional services departments are responsible for inspection and certification of a variety of structures, businesses and operations within a municipality as well as the enforcement of all relevant laws and codes pertaining to them. While the exact nature and number of an IS department’s duties may vary from jurisdiction to jurisdiction, depending on the size of a given municipality and the activities of its citizens, generally an inspectional services department is concerned with construction and the enforcement of state and local codes and regulations governing:

· Building 

· Plumbing and gas lines

· Mechanical equipment

· Electrical wiring

· Handicapped access

· Zoning

These responsibilities involve plan review, permit issuance, and inspection of all building construction, electrical, plumbing, gas, and mechanical work in the jurisdiction, including new structures, and additions, alterations and repairs to existing ones.

In addition, inspectional services departments are responsible for inspecting and certifying existing places of assembly, such as theatres, churches, restaurants and schools, as well as residences other than one and two-family dwellings. 

IS departments in most instances are also tasked with such duties as health inspections of restaurants and food stores and certification of scales.  

In the course of daily operations, IS departments and their employees are vulnerable to any number of liability exposures.  Among these risks are:

Harbor Masters

General Liability Exposures – Municipal inspectors, by definition, carry out their inspections in places of business and private homes, leaving themselves open to accusations of bad behavior. 

Worker’s Compensation Issues – Slips and falls during inspections, dog bites and assaults to name just a few

“Volatile Situations” – Confrontations between inspectors and property or business owners can sometimes escalate to the point where a police presence is necessary. When this occurs, issues of excessive force, false arrest and false imprisonment can often arise.

Use of Firearms – In some instances, inspectors carry licensed firearms for self-protection on the job. Local jurisdictions where this practice is employed should take steps to obtain coverage for potential “deadly force” incidents involving IS workers. 
	        Massachusetts Interlocal Insurance Association
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Harbormasters

The harbormaster of a city or town is responsible for enforcing local, state and federal regulations governing the municipality’s harbor and the activities occurring within it. In general, harbormasters are tasked with monitoring the overall security of their municipality’s harbor, as well ensuring the safe navigation of vessels in it, and the safe operation of municipal harbor facilities. 

In 2009, the Coast Guard counted 4,730 recreational boating accidents that involved 736 deaths, 3,358 injuries and about $36 million dollars of property damage. Operator inattention, operator inexperience, excessive speed, improper lookout and alcohol rank as the top five primary contributing factors in accidents.  Alcohol use is the leading contributing factor in fatal boating accidents; it was listed as the leading factor in 16% of deaths.

A. Legal Authority of Harbormasters

The authority to enforce rules and laws governing the operation and activities of vessels and harbor facilities is granted by Chapter 90B of the Massachusetts General Laws (MGL) and Section 323 of the Code of Massachusetts Regulations (CMR), which confer enforcement powers over the coastal waters of the Commonwealth and all inland waters except for privately owned waters of less than 10 acres. 

In general, enforcement authority is given to officers of the Massachusetts Environmental Police (MEP), fish and game wardens, state police officers, city or town harbormasters, and city or town police officers assigned to harbor patrol duties.  In addition, municipal harbormasters and police are also authorized to enforce local recreational boating laws.

Powers of Enforcement

Specifically, Sections 12 and 13 of MGL Ch. 90B empower the harbormaster or police officers of a local jurisdiction to do the following:

· Arrest, without warrant, anyone in violation, or believed to be in violation, of any section of Chapter 90B, MGL

· Board any recreational boat at any time to check equipment, registration, and positively ID the boat operator

· Terminate the use of any boat observed operating under any one of the following unsafe conditions, until the unsafe condition is corrected:

· Having insufficient personal flotation devices on board

· Being overloaded 

· Failing to display navigation lights between sunset and sunrise

· Having a fuel leak in the fuel system or the engine 

· Having an accumulation of fuel in the bilge or any other space

· Having insufficient ventilation in any fuel or engine spaces 

· Having a missing or improper backfire flame control.

· Under the same provisions of law, it’s illegal for the operator of a motorboat to

· Refuse to stop for an inspection after being signaled to do so

· Attempt to prevent an officer from conducting an inspection

· Refuse to supply a correct name and address

· Refuse to produce the boat’s registration (certificate of numbers) 

Safety Rules and Regulations for All Vessels

Under Section 5 of MGL, Ch. 90B, Section 5, harbormasters have the responsibility and authority to ensure and enforce the presence and use of mandated safety equipment on all vessels within their jurisdictions. This includes

Mandatory use of lifejackets for

· Children under 12, underway, and above deck

· Everyone on board a personal watercraft, such as a jet-ski 

· Anyone being towed in any way on or through the water, such as water-skiers or boats in tow

· Canoeists and kayakers operating between September 15th and May 15th
In addition, harbormasters and police have authority to enforce federal law regarding many aspects of boating safety, such as 

· The use of proper navigation lights between sunset and sunrise

· Proper ventilation of fuel tanks and engine spaces

· Provision and use of personal flotation devices

· Provision of fire extinguishers

· Availability of visual distress signals such as flares

· Backfire flame arresters 

Safety Rules and Regulations for Motorboats

Operators of motorboats are required to:
· Carry on board an efficient sound-signaling device such as a horn or whistle

· Have an anchor and sufficient line for use in the boat’s normal operating area and a manual bailer. This does not apply to personal watercraft. 

· When towing be equipped with a ladder, steps, platform, or similar device that can be used to pull the person being towed (for example, a water-skier) from the water

· A paddle or oar on all motorboats less than 16 feet, in addition to the other required safety devices. Personal watercraft are exempt from this requirement. 

· Mufflers and proper emissions controls on the engine to prevent excessive noise and pollutants

· Boats rented for recreational use must meet all applicable safety requirements 

Personal Watercraft (PWCs)

In addition to conforming with all safety regulations required for motorboats, personal watercraft must also have 

· A personal floatation device for each rider

· A safety lanyard or kill switch, which must be attached to the operator 

Age Requirements – All Boats

Young persons between the ages of 12 and 15 must take and pass a state-approved boating course before they’re allowed to operate a boat without adult supervision. 

The certificate of completion issued to successful graduates of the safety course must be carried on board when no adult supervision is present.

Children under the age of 16 can operate a motorboat without a safety certificate only if supervised by a competent person 18 years of age or older.

Age Requirements -- Personal Watercraft (PWCs)

· No one under the age of 16 years may operate a personal watercraft in Massachusetts.

· Persons between the ages of 16 and 17 must take and pass a state-approved safety course and have a certificate of completion endorsed for personal watercraft. 

Safe Operation

Rules of the Road
All operators of all vessels must follow the federal navigation rules for inland waters (33 U.S.C., sections 2001 – 2073), which require operators to proceed in a safe and courteous manner, always keep a proper lookout, and maintain a safe speed. 

Regulations for Safe Speed and Distance 

A safe speed is always dependent on conditions prevailing at the time of operation, including 

· Wind, water, visibility, and current 

· The maneuverability of the vessel

· Proximity to navigational hazards 

On inland waters in the state of Massachusetts, the maximum speed allowed is 45 miles per hour, unless otherwise posted.

Operating Around or Near Swimming Areas

Operators are prohibited from operating within 150 feet of shorelines used as swimming areas.

Operators are prohibited from operating within 75 feet of floats or markers that designate swimming areas. 

No vessel should be operated at more than headway speed (the minimum speed a vessel needs to maintain steerageway), but not to exceed 6 miles per hour) within 150 to 300 feet of shorelines used as swimming areas. 

Use headway speed when within 150 feet of a marina, ramp, raft or float. 

Use headway speed within 150 feet of a swimmer. 

Come to headway speed whenever vision is obscured by a bridge, a bend in the waterway, or by any other obstruction. 

Use headway speed when operating in a channel, unless channel markers say higher speeds are allowed. 

Make sure the vessel’s wake doesn’t rock other boats, docks, etc. The wake is considered a part of the boat, and the operator is responsible for any damage or injury caused by it. 

Overloading and Other Considerations

Vessel operators should pay close attention to the boat’s capacity plate and never load a boat beyond its carrying capacity. The capacity plate lists the recommended maximum motor horsepower along with passenger and cargo capacity limits and is required on boats less than 20 feet in length built after 1972. 

. 

Operators must make sure passengers don’t sit on the bow, stern, or gunwales while cruising; this is a major cause of people falling overboard. 

Never moor to any aid to navigation like a buoy or signpost. It’s illegal to move, remove, deface, destroy or interfere with any aid to navigation. 

It’s a violation of law to dispose of raw sewage or garbage in the water. 

Displaying or sending a false distress signal is a felony. 

Additional Restrictions on Personal Watercraft 

· All riders must wear a type 1, 2 or 3 lifejacket. 

· Personal watercraft should never be operated at more than headway speed within 150 feet of a swimmer, the shore, or a moored vessel. 

· PWC operation is illegal on waters of less than 75 acres. 

· No PWC operation is allowed between sunset and sunrise. 

· Never jump the wake or cross unreasonably close to another boat. Doing so is a violation of law.

· Personal watercraft must not tow anyone or anything. 

Waterskiing regulations
Waterskiing between sunset and sunrise is illegal. 

A person other than the operator and at least 12 years old must be constantly observing the person being towed. 

The boat must be equipped with a ladder, or some similar device, so that the skier being towed can be pulled from the water. 

Everyone waterskiing or being towed in any manner must wear a Coast Guard approved type 1, 2 or 3 lifejacket. 

Diving regulations
Every diver or group of divers must display a dive flag. The flag must be of rigid construction, measure at least 12 x 15 inches, and have a red background and a white diagonal stripe. It must rise at least three feet from the water’s surface. 

Divers must remain within 100 feet of the dive flag. 

If possible, boat operators must stay outside the 100-foot dive circle. If an operator must transit within 100 feet, the vessel’s speed must be no more than 3 miles per hour. 

Negligent operation

Negligent operation is the failure to exercise the degree of care necessary to prevent the endangering of life, limb, or property of any person. It can be the result of operator ignorance, inattention, indifference, or carelessness. Depending on the specific circumstances of each case, the following might be considered to be examples of negligent operation:

· High speed or erratic operation in a congested area

· Excessive speed in fog or stormy conditions

· Operating under the influence of alcohol or drugs

· Operating near or through areas being used by swimmers or divers

· Towing water skiers at night or without an observer

· Operating at cruising speeds with passengers sitting on the bow or gunwales

· Cutting through a regatta or marine parade in progress

· Operating between sunset and sunrise without displaying navigation lights

Boating Under the Influence (BUI) 

Massachusetts has one of the strongest boating under the influence laws in the nation. An operator’s motor vehicle license can be revoked for boating under the influence. Provisions of the law include the following:

· It is illegal to operate any boat under the influence of alcohol or any controlled substance. 

· A blood alcohol concentration level of 0.08 or greater is presumed to be operating under the influence of alcohol. 

· By law, a person arrested for operating under the influence has consented to a chemical test or breath analysis to determine blood alcohol content. Those arrested for operating under the influence of alcohol and refusing such consent are subject to the revocation of their motor vehicle licenses, as well as revocation of their vessels’ registrations for 120 days.

Reporting Requirements for Accidents 

Massachusetts’ Good Samaritan Rule legally obligates operators to assist anyone hurt in a boating accident, as far as they are safely able. Involvement in an accident that results in property damage of $500 or more and/or personal injury needing more than basic first aid requires:
· The immediate notification of the Massachusetts Environmental Police by the operator involved 

· The filing by the operator of a Boating Accident Report (BAR) within 5 days. Should the accident involve a death, the BAR must be submitted within 48 hours. 

· In collisions or accidents causing injury to another, the operator is legally obligated to supply name, address and registration numbers before leaving the scene. 

Registration, Titling and Hull Identification Numbers

All boats propelled by machinery must be registered and numbered. These include:
· All powerboats and personal watercraft

· Canoes, sailboats, tenders, and other craft using auxiliary motors

Exceptions to registration laws include:
· Foreign-owned boats temporarily using state waters

· Federal, state, county, city, or town boats

· Ships’ lifeboats

· Boats registered in another state (good for 60 consecutive days)

· A boat documented by the Bureau of Customs

Boat Registration

Registration numbers must be displayed on both sides of the bow. 

The validation sticker follows the registration number on the port side.
A wallet-sized registration (certificate of numbers) must be carried whenever the boat is underway.
Registration numbers must be renewed every two years.
In most respects, Massachusetts boat registration laws follow federal laws. 

Motorboat Titling

Massachusetts requires every motorboat 14 feet or more in length to be titled within 20 days of the date of sale. 

A proper title makes it easier to legally transfer ownership of the vessel, as well as helping to discourage theft and assisting law enforcement. 

Titling fees are one-time costs. 

Documented boats are exempt from titling requirements. 

State sales tax must be paid prior to registering and titling the boat. 

Hull Identification Numbers (HIN)

Hull identification numbers positively identify every hull built after 1972.

They help identify stolen boats, assist manufacturer recalls, and keep track of a boat’s ownership history. 

HINs are made up of 12 or 17 letter/number combinations and are stamped onto the boat’s starboard side transom, above the waterline. The number is also stamped in an undisclosed, hidden location to assist enforcement personnel in identifying stolen vessels. Anyone removing or in any way falsifying an HIN, motor or engine number can be fined up to $500.00 and imprisoned for one year. 

For homemade boats or boats built before 1972, the registration bureau will assign a HIN after inspection by an environmental police officer. 
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Parks and Recreation

General Guidelines

The guidelines below, while carefully formulated, nonetheless don’t include every possible risk or hazard exposure. They’re not meant to imply compliance with any safety rules, regulations, standards, and laws.  A local jurisdiction should seek advice and counsel from competent attorneys experienced in these matters, particularly with regard to contractor arrangements, leases, and contractual agreements.

Facilities and equipment

· Conduct periodic safety inspections and document them carefully

· Create a written maintenance program and document all planned and emergency maintenance performed

· Locate all playground equipment on resilient surfaces, away from sharp edges

· Secure bleachers in the ground firmly, provide railings for heights over five feet

· Provide adequate lighting for use at night

· Post warning signs identifying any special hazards where appropriate

· Post minimum ages (if any) for those using the equipment

Administrative

· Provide written procedures to be followed in case of accident or injury, including appropriate people and agencies to be contacted

· Ensure that all personnel know how to contact medical assistance in the event of an accident

· Establish written procedures for accident investigations. These should specify appropriate questions and techniques of information gathering and scene preservation 

· Conduct risk assessments of all current and new operations 

· Ensure that all current staff members and new hires meet the written qualifications for the jobs they hold and that they receive continuing training and education as needed

· Require at least one employee trained in CPR and first aid to be on-site at each activity 

· Use standardized employment procedures for all staff, including reference checks

· Conduct criminal background checks of all those in employee classifications involving contact with minors

Volunteers

· Conduct criminal background checks of any volunteer who might come in contact with minors  

· Create a written document that thoroughly explains the responsibility of volunteers and the liability limitations of the local government. Require all volunteers to read and sign it 

 Drivers

· Verify that each driver has a valid, in-state driver’s license appropriate for the class of vehicle being used

· Require all drivers to wear seatbelts. Passengers should also be required to wear seatbelts where available 

· Require proof of valid and adequate insurance in instances where private vehicles are being used 

· Make sure all drivers are qualified.  Before hiring a driver, obtain their driving record (motor vehicle record or MVR). Do not let anyone who does not meet your criteria get behind the wheel 

· All the above requirements are equally applicable to both staff members as well as volunteers 


Contractors

· Require a written agreement between all contractors and the local government. This should include a hold-harmless and defense and indemnity clause

· Any written agreement must include a minimum level of liability insurance, not less than that of the local government. 

· Require a Certificate of Insurance (COI) from all contractors as evidence of insurance coverage.

· Require a written agreement that the contractor will comply with all local, state and federal safety laws (such as OSHA), as well your own safety rules and regulations.

· In some instances, the local government can be included as a "named” or "additional" insured on the contractor's insurance policy

Facility Leasing to Others

· Require a written agreement from the lessee including a hold-harmless and defense and indemnity clause

· Ensure that the written agreement includes a minimum level of liability insurance not less than the local government's limits

· Obtain a Certificate of Insurance (COI) as evidence of the lessee’s insurance coverage

· Require a written agreement that the lessee will comply with all local, state, and federal safety laws (such as OSHA), as well as the safety rules and regulations of the local government

· In some instances, the local government can be included as a "named" or

"additional" insured on the lessee's insurance policy

Program Participants

· Require medical authorization from a personal physician for participation in any potentially hazardous activity, such as _________ or ______________  

· Where appropriate, identify specific hazards involved in the activity in question on the activity’s registration form. Clearly state participants engage at their own risk. Specify any additional safety precautions to be observed for the activity

· Establish minimum age limitations (in writing) for certain high hazard activities such as_____________
· Require parental permission slips for minors

· Require emergency medical treatment authorization form for minors

· For participating minors, verify that a parent or guardian has signed the registration form 

· Prohibit the use of alcohol use in all instances

Off-Site Activities

· Refer to 6. Program Participants above

· Identify local medical facilities

Special and Seasonal Events

Be aware of the occurrences of and controls for all special or seasonal events, such as: Fourth of July, including fireworks displays, summer camps, fairs and parades, including amusement rides and vendors, running events, and bat rentals.

Playground Supervision

Local government is responsible for establishing and maintaining safe practices that minimize the potential for accident and injury in its playgrounds and parks.

The following recommendations are based on a combination of common sense, accepted practices and logic. It’s not an all-inclusive list, nor should it be regarded as such. 

Identification

· Know the layout of the entire playground, park and grounds

· Provide the proper type and quantity of fire extinguishers and first-aid kits and position them where they’ll be readily accessible in an emergency

· Formulate a comprehensive emergency evacuation plan 

Common Hazards

· Inspect playground equipment at least every other day during the season and once a week during the off-season

· Regularly inspection the facilities for hazards such as broken glass, sharp metal and miscellaneous debris.

· Be mindful of tripping hazards like holes, tree roots, erosion and trash. Repair or remove them when found 

· Check equipment often for loose fastenings and worn and broken parts 

General Safety Practices

· Report all safety hazards and potential safety hazards promptly to the park superintendent or supervisor

· Report all defects in facilities or equipment such as loose or cracked steps to slides, or exposed footings 

· Make sure sandboxes are kept free of debris and filled with clean sand.  Keep sand away from asphalt surfaces to avoid slip-and-fall hazards 

· Post instructions, park regulations and lists of prohibited items in conspicuous locations at all park entrances

· Don’t allow play areas to be used for inappropriate activities

· Prohibit roughhousing, horseplay, and running and chasing games and post signs to that effect 

· Prohibit throwing debris on playground areas 

· Prohibit games like tag in the vicinity of equipment, and post signs to that effect

· Be mindful that a child should only be permitted to use equipment designed for his or her specific age group

· Only those using or waiting to use equipment should be allowed in the designated area

Most common accident exposures 

· Falls, particularly from slides, bars and climbing apparatus

· Impact by moving objects--equipment and thrown balls

· Cuts caused from rough edges or protruding bolts

Equipment considerations

· Remove equipment from asphalt or concrete surfaces to reduce the chance and severity of injury after a fall. The vacated areas can then be used for other activities such as hopscotch or basketball.  If removing equipment is not feasible, cover the areas under equipment with heavy-duty mats or add shock-absorbing materials in trouble areas, especially around high slides or other areas where falls may occur. 

· Don’t place individual pieces of equipment too close to one another. Several pieces of equipment in close proximity usually result in crowds. If necessary, consider moving some of the pieces out of the densely populated area to ease traffic.

· Don’t hesitate to eliminate a piece of equipment if has caused frequent injuries.

· Take special note of slides more than 10 feet high; they present a potential for serious injury in the event of a fall.

· Anchor all equipment firmly in the ground via concrete footings. Place the footings below ground to prevent a tripping hazard. 

· Where exposed concrete footings exist, cover them with earth or padding.  Also consider re-covering where worn surfaces or other hazards may protrude.

· Consider installing fences or other barriers between active play areas like ball fields and the playground itself. Separate areas for athletic activities from areas for more passive ones, like picnicking. Separate playgrounds from roadways with a fence, wall or other barrier.

· Barriers may also be installed between traditional apparatus and adventure playgrounds where children may be using tools and similar equipment.

· Replace heavy swing-set seats with lightweight seats of canvas or plastic

· Add tire swings:  they permit safe use by several children at once and have a better safety record than that of conventional swings.  Drill holes in tire swings to assure water drainage.

· Remove single cables, wires, ropes or similar obstructions between play units which a child might accidentally run into or trip over.  (This doesn’t apply to guardrails.)

· Install or paint on slip-resistant surfaces on climbing areas 

· Consider color-coding equipment for different age groups and posting explanatory signs in prominent locations.  Bright-colored tape or paint can make a potentially hazardous protrusion on a piece of equipment more visible.

· When a playground leader is not present, consider prohibiting use by children age 1-5 unless accompanied by an adult

· Provide clearly marked pathways.  Encourage children to keep to the pathways rather than cutting through areas where swings and merry-go-rounds are in motion.

· Give special attention to any homemade or community-built equipment made of logs, railroad ties or landscaping cover. They should receive special inspections for splinters, rough edges, sharp corners, and loose or protruding nails, spikes, nuts, bolts or other hardware.  Because cedar, redwood, and pressure-treated lumber tend to resist deterioration, these materials are recommended in humid climates or areas where the wood comes in contact with the soil. 

· Post emergency numbers in prominent locations--near a telephone, if one is available

· Clean playgrounds regularly. Be alert for hazards such broken glass or sharp metal objects.  Whenever possible, provide trash receptacles and empty them frequently.

· A regular maintenance schedule is essential to maintain the safety of equipment

Playground Accident Procedures

When an accident occurs on a playground or in a park, a number of procedures should be followed.

Things to do

· Check for injuries and get appropriate medical assistance if needed 

· Take the injured person to the park or playground office, unless the injury is such that he or she shouldn’t be moved.  When a minor can’t be moved, be sure that an adult stays with the child while medical assistance is en route. 

· If the injury involves a child, move other children away from the area and have an adult continue to supervise them.  If the accident was due to defective equipment, make sure that the other children stay away from it, and don’t let them play on or near it until it’s repaired or removed.

· Obtain the names of all witnesses, including everyone who saw any part of the event).  They may not have seen the actual accident, but could testify to the activities of the injured person prior to or after the incident.

· File an accident report as soon a possible.  Be sure the appropriate employee fills it out and signs it. The sooner the report is completed and filed, the more quickly the cause of the accident can be identified, corrective action implemented and follow up made if necessary. 

Things not to do

· Don’t admit to liability

· Don’t admit to being at fault 

· Don’t admit to being partially at fault

· Don’t admit to being responsible

· Don’t discuss the incident with anyone.  Don’t supply information to a parent or attorney or insurance agent for the injured party.   [Bob—who does this apply to?  Obviously, someone has to discuss it with the parent.]

Playground Equipment: Maintenance and Safety

· The most common playground accident involves a fall from a piece of equipment.   Hard surface materials like concrete and asphalt provide no injury protection. Inorganic material like sand is an ideal cushioning surface.

· Wind, erosion and moisture affect playground surfaces  

· Conduct regular inspections of playground surfaces to locate and remove insects, animal waste, trash, broken glass, nails and pencils

· The sand or soil around equipment and the exits and entrance areas to it should be checked for proper surface depth frequently.  Children’s play activity typically pushes cushioning materials away from these areas.  Frequent grading and leveling is thus necessary.  The federally established guideline mandates a depth of six inches.  Loose or exposed footings represent another hazard; they should be graded and leveled frequently. 

· High-injury areas include slides, swings and climbing platforms.  Carefully read and follow the instructions supplied with playground equipment and adhere to the manufacturer's specifications for nuts and bolts.  Maintain a written record of all on-site equipment inspections.

· Check swing hangers and chains frequently for worn pieces.  Make sure "S" hooks are closed so seats can't come off, allowing hair, fingers and clothing to get caught.  Inspect swing seats for cracks and splits.

· Carefully monitor the temperature of metal slides exposed to direct sunlight. Metal slides should be shaded because they can reach 180 degrees in the sun.  Inspect slide surfaces; feel for breakage, protruding bolt ends and sharp edges.  Check for vandalism on bolt ends and clamps.  Check for protrusions and cap removal.

· Inspect standing platforms frequently to insure they’re secure and safe.  Check for loose nuts and caps.  Tighten any loose hardware according to the manufacturer's specifications.  Look for broken anchors and supports.  Inspect equipment for cracks, bending, warping, rusting or breakage of components.

· Start a hands-on inspection program to keep freestanding equipment safe. Check seesaws for potential pinch and crush points.  Inspect revolving equipment for proper lubrication of bearings and moving parts.  Be watchful of pest-prone areas like tunnels and tires and use only approved chemical treatments to remove any infestations found. Make sure all tubing ends on exercise beams are covered by plugs or caps.  Remove rings or climbing platforms if they present a head entrapment danger.

· Post emergency telephone numbers in conspicuous locations. Place emergency telephone numbers by telephones in the park office, in all bathrooms and at public pay phones.  Make sure the phones are in good working order. Instruct employees to store the numbers in their cell phones.

Fireworks 

General

Fireworks contractors in Massachusetts are required to apply for and receive a permit from the Massachusetts State Fire Marshal see MGL Chapter 148 Sections 31 through 42. The instructions for completing the application contain the State's fireworks storage and qualification requirements for the contractor, which provide a basic set of safety rules and practices the contractor is expected to follow.  Also, the local Fire Department must approve and sign off for the display site.  Additionally, each of the contractor's employees in charge of firing the fireworks must possess a Certificate of Competency issued by the State. 
The local government should receive copies of the permit and all Certificates of Competency (as part of its contract/agreement with the fireworks contractor) prior to allowing the contractor to proceed.  

Administrative

If the fireworks contractor has not been used before, consult with at least three other municipalities for which the contractor has worked. Pay particular attention to any accidents or incidents. Check as well with the State Fire Marshall's office.

Require a written contract or agreement with the fireworks contractor which requires it to do the following:

Comply with all state laws governing fireworks displays, as well as National Fire Protection Associations (NFPA) standards (including Standard for Public Display of Fireworks, 1123 (1990),  NFPA 1126 - Use of Pyrotechnics before a Proximate Audience) and your town’s own safety rules and regulations 
Maintain levels of liability insurance not less than those required by the state of Massachusetts, and list the local government as a "named" or "additional" insured on the contractor's insurance policy

Provide copies of the state fireworks permit, as well as a Certificate of Insurance, prior to execution of contract or agreement

Identify all "shooters" and assistants, and ensure that no one other than those identified individuals will be responsible for shooting fireworks 

Indemnify the local government and hold it harmless from and against all claims of action arising out of the contractor's activities

Designate a responsible official to ensure the contractor's compliance with the contract or agreement, including providing the state permit, Certificates of Competency, and the Certificate of Insurance. Fireworks storage and operating procedures to be followed by the contractor should be reviewed by the local government prior to allowing the contractor to proceed

Site Conditions

The local government should arrange for approval of the display site by the local Fire Department

The contractor should provide secure fireworks storage facilities.  They must be dry and physically secured against unauthorized entry. Fireworks should be stored on pallets or shelves and not directly on the floor.  Storage must comply with all relevant state and local fire regulations.

The potential landing area should be a large, clear and acceptable to local authorities.  No spectators, vehicles, or combustible materials should be located there.

Postpone the fireworks in the event of high winds and/or heavy rain

The contractor must remove any unexploded fireworks and debris immediately and in a safe manner 

The general conditions of the fireworks display must be in accordance with NFPA1123, Standard for Public Display of Fireworks, 2010 edition, and/or NFPA 1126, Use of Pyrotechnics Before a Proximate Audience 2011 edition..

Boat Rentals 

General

Increasingly, local governments renting boats face the risk of renting to minors.  In doing so, it must not only pass on the required information for the safe operation of the boat, but also make certain any documents signed by a minor are legally enforceable. 

For all rentals, the renter must be informed of hazards and safe operating practices, be equipped with personal flotation devices (PFDs) and provided with a safe, operable vessel

Administrative

Display all rules and regulations prominently, thoroughly explain them to the renter, and make sure they’re either contained in or are referenced by the rental agreement

Impose age restrictions on minor renters requiring that

· The person signing the rental agreement is at least 18 years old and has shown proof of age

· The renter must meet must meet the established minimum age requirement for minor renters if he or she is under 18, and present a parental permission form which includes appropriate disclaimers, as well as hold harmless, defense and indemnity clauses

Consider establishing a minimum age for minors to be allowed on a boat, even if accompanied by an adult

Refer specifically in the rental agreement to the rules and regulations (preferably also printed on the agreement), and provide a separate signature/control block for having read, understood, and agreed to comply with them

Include wording in the rental agreement requiring the renter to assume responsibility for the compliance of the boat’s occupants with all rules and regulations, as well as for any injuries and/or damage that may occur

Require a separate form of rental agreement for group rentals. The agreement should require the signer to accept responsibility for the compliance of all boat occupants with all rules and regulations. The agreement also should require the group to assume responsibility for any damages or injuries. 

Consider requiring each occupant to sign for having read and understood the terms of the agreement and for agreeing to comply with all the rules and regulations specified 

Require all occupants to wear personal flotation devices (PFDs) while on board. Note:  Some local governments issue PFDs only to occupants under a certain age (such as 16 or 18), regardless of their swimming capabilities, while issuing them to occupants above that age only if they say they can't swim.  If this approach is chosen, then PFDs should be provided for each occupant under the minimum age as well as to those who state they cannot swim. Those over the minimum age stating they can swim should acknowledge that on the rental agreement.

Familiarize all staff with the reasons for abiding by all administrative controls

Have at least one staff member certified in advanced lifesaving (ALS) and cardiopulmonary resuscitation (CPR) available at all times

Facilities/Equipment

Boats should be affixed with unique identification numbers referenced on the rental agreement and used to ensure that all boats have been returned at the end of the day

Boats should be inspected daily for fitness and safety prior to renting, following a standard checklist, with a file maintained of each boat's condition and repairs

Boats should be moored or stored so that they are not accessible during non-rental hours

Docks and piers should be free of tripping hazards, not slippery when wet, and equipped with guardrails where practical

Warning signs and/or barricades should be installed at the entrances to docks and piers

Skateboarding and rollerblading parks 

Because of the risk of catastrophic injury associated with skateboarding and rollerblading, liability insurance is not available.  Local governments wishing to set up skating facilities should transfer the attendant risk through waivers or private contracts. 

Transfer of a risk to a contractor provides for the management and maintenance of a skate park via a lease to a private contractor.  The private contractor indemnifies the local government for any negligence and places the local government on its insurance policy as an additional insured.

Local governments operating skateboard and rollerblading parks must give careful consideration to supervision, protective gear, and rules and warning signs. While round-the-clock supervision is optional, any skatepark should be supervised when it’s open to the public. The supervising employee should be trained in CPR and first aid and be knowledgeable in all aspects of skateboarding and rollerblading. Among other things, this expertise allows him or her to evaluate the skill levels of the skaters before permitting them to use the facility. To that end, the facility should have designated areas for beginners and more experienced skaters. 

General

The skating facility should be so designed and built as to reduce the risk of injury to users and spectators as well as reducing the liability of the local government. At the same time, skating facilities give skaters a safer alternative to skating on streets, sidewalks, and in parking lots.

Skateboard runs should be labeled clearly and prominently for degree of difficulty. The park should retain the right to revoke skating privileges of rowdy or unsafe skaters or those who otherwise do not abide by the rules.

Immediately after any accident or injury, the facility supervisor should file a complete accident report. The report should include the following elements

· The date and time

· The injured person's name, address and phone number

· The name of the relevant parent or guardian, if a minor child is involved

· The names and phone numbers of any witnesses

· A complete description of the events and circumstances surrounding the accident or injury

· The cause of the accident along with any measures to be taken to avoid another similar incident 

· All incident and accident reports should be kept on file.

People

Train all employees thoroughly in the safety rules and procedures and operational protocols. Document all such training and keep the records on file.

All park users should fill out and be issued a registration card to be shown to gain entrance to the facility. Require a completed warning and waiver form from the skater and both of his or her legal guardians (if a minor). Take note, however: while a waiver may deter a claim, it’s not a defense to a suit.

Arrange for an experienced skateboarder or rollerblader to provide basic instructions for beginners.

Station supervisors in places that allow the entire area to be viewed and monitored for accidents and rules violations.

Limit the number of people allowed in the area to minimize injuries from collisions. The person in charge should determine the maximum number as needed based on the size of the skating surface, the number of employees on duty, and seasonal demand, etc. Setting limits will also help ensure a safe ratio between supervisors and users.

Employees should be certified in Red Cross first aid and an appropriate first aid kit should be readily available on site. Appropriate police and ambulance phone numbers, as well as ready access to a telephone, should be maintained, and employees should also keep those numbers on their cell phones. 

Develop an adequate emergency plan and communicate it to all employees.

Equipment

Conduct and document a daily visual check by the employees on duty for any visible hazards or needed repairs.

The maintenance supervisor should conduct a complete and documented inspection at least once monthly.  Surfaces, fencing, steps, handrails, spectator areas, and/or any construction deficiencies should be included in the inspection. 

Document all maintenance and repair work.  Note the type of maintenance performed, the name of the employee performing it, and the date completed.

The use of currently available protective equipment will help reduce injuries. Require appropriate safety equipment to be worn at all times by all skaters. The term “safety equipment” includes, but is not limited to:  appropriate skateboard in good working condition, helmet, knee and elbow pads, gloves, wrist supports, and proper shoes. Additional equipment for consideration includes specifically designed slip-resistant shoes, helmets, padded jackets, padded shorts, and hip, knee and elbow pads. No item of equipment should interfere with the skater's hearing, movement and/or vision.  The skating facility supervisors should prohibit skaters from using the facility if their equipment is not deemed adequate.

Environment

The Public Risk Management Association (PRIMA) recommends that skateboarding be allowed only in designated areas, and the following minimum loss prevention measures should be enforced:

· The park should be secured by a lock, with one entrance securely locked during all closed hours.  Designated entrances and exits to skating areas should be used one at a time.

· Rules and regulations, including hours of operation, should be posted in a conspicuous location.

· The area should be designed according to relevant safety standards.

· Retain and file all design specifications, assembly instructions, and maintenance and operations recommendations from the developer, engineer, and/or manufacturer. Require certificates of insurance from all third parties and review them annually. 

· Give serious consideration to fencing the facility. A fence at least eight feet in high is recommended.

· The fence should be located at least eight feet from the edge of the skating surface to allow for a hazard-free "fall zone" before reaching the fence. 

· The fence should provide adequate protection for spectators from flying skateboards, other debris and/or falling skateboarders. It should also help protect skaters from interference and distractions by spectators and passers by.

Operations

Devise well-thought-out rules, post them throughout the facility and insist they be followed: 

· No bicycles, alcohol or drugs 

· All skaters should wear, at a minimum, safety equipment including elbow pads, kneepads and helmets.

· Skaters should enter and exit designated areas one at a time.

· Supervisors should develop rules prohibiting specific dangerous maneuvers by skaters.

· Post signs at the entrance and throughout the facility warning of the hazards of skating. 

· Only one person per skateboard

· Complicated tricks require careful practice. “Trick moves” should be performed only in specifically designated areas and times, and only under the supervision of the facility managers and supervisors.

· Skating also requires good balance and body control. Many young skaters lack these skills and don’t react quickly enough to prevent injury. Supervisors should train skaters in techniques of falling safely, including 

· Crouching when balance is being lost, to reduce the height of the fall 

· Landing on the fleshiest part of the body

· Rolling, rather than trying to absorb the impact of the fall on the elbows 

· Relaxing the body, rather than going stiff 

Risk Management
These basic loss control guidelines should be used to protect both skaters and the locality. City, town, or county attorneys should thoroughly review them before their implementation. Adherence to these guidelines will not alleviate loss potential; however, adherence could prevent or minimize serious losses. 

While there may be a considerable risk exposure associated with the operation of a local government’s skating area, much of the risk can be reduced through proper supervision and maintenance. All skating area employees should be given an orientation-training program to familiarize them with the operational standards of the skating facility, as well as the maintenance requirements, safety standards, and rules of the skating facility.  This training should be fully documented and retained on file for each employee.

Developers of the skating area and manufacturers of skateboard materials and equipment may place further restrictions and guidelines on the supervision and operation of the skating facility and these should also be implemented.
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Schools

A. General Precautions

· Possession or use of alcohol or drugs on school grounds is strictly prohibited.

· Smoking is allowed only in designated areas.

· Horseplay, practical jokes and roughhousing are forbidden.

· Always ascend and descend stairways with caution. Always take one step at a time. Railings are there for a reason – use them.

· Be alert for tripping hazards.

· Watch where you’re going. Don’t walk so quickly you can’t stop if someone steps in front of you unexpectedly. 

· Always make sure electrical equipment is plugged into grounded outlets.

· Check that all electrical cords are intact and unfrayed and that they don’t extend over work or traffic areas.

· Make sure all electrical equipment is grounded. Don’t use any ungrounded electrical equipment unless it’s double-insulated. 

· Never attempt to repair any electrical equipment. Only a qualified electrician should make repairs or attend to energized lines.

· Report all electrical abnormalities – blown fuses, smoking or sparking motors, frayed cords – to a supervisor immediately. 

· Never leave a machine running if it’s unattended or not in use.

· Never leave equipment or tools on the floor, in traffic areas or in exit ways.

· After use, clean all tools and put them in their proper places.

· Report all accidents and injuries immediately – no matter how slight.

· Don’t attempt to operate unfamiliar equipment.

· When using equipment, wear proper shoes with toe and heel protection and non-slip soles. 

· Know the location of fire extinguishers and how to use them.

· Keep emergency exits clear at all times.

· Never place anything on or in front of fire extinguishers, electrical panels or fire doors. 

· Never use a chair, desk or box to reach high places. Always use a ladder of the appropriate type and height. Avoid carrying heavy objects up and down ladders. Put lighter items on higher shelves. 

· Never pour flammable liquids down drains or sewers.

· Dispose of all flammable in metal containers with lids.

· Change immediately any clothing that becomes soaked or impregnated with flammable liquid.

B. Laboratory Precautions

· Clean up and dispose of spilled chemicals completely and properly.

· Label and store all chemicals according to the procedures outlined by their manufacturers. 

· Keep all equipment used for storing chemicals free of dust and chemical residue.  

· Fully inventory all chemicals at least once a year. Dispose of old or unused chemicals regularly.
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Water and Wastewater Treatment

A local government has a critical responsibility to maintain storm-water and sewer systems within its jurisdiction--both to protect citizens and city property from the consequences of sewer backups and to reduce its exposure to costly claims and litigation.

In general, it’s the local government’s responsibility to ensure that

· The sewers within its jurisdiction have been correctly designed and installed

· The sewer system is adequately maintained through planned inspections and repair

· An emergency response plan is in place in case of sewer blockage and backup 

· Any property owners affected by sewer backups receive the information and support they need 

Overview

A sewer backup or sanitary sewer overflow (SSO) is a backup of raw sewage into a building or from a manhole onto public streets or into nearby surface water. Such an occurrence creates many problems, not least of which are the effects on health, safety and environmental problems regulated by the Environmental Protection Agency (EPA).

Backups are not only an unpleasant experience for a property owner or resident, but for the local government provider as well. In addition to being a public relations headache for the local government, backups may lead to costly liability claims. Within most jurisdictions, sewer backups are among the leading causes of general liability claims. 

An effective preventative maintenance program is the best approach for minimizing potential problems (loss prevention) as well as providing an effective defense against claims (loss control). This approach includes an inspection and maintenance program along with emergency procedures for responding to backups/overflows.

In general, sewer backups result from one or more of the following factors

· Blockages in the main or lateral service lines

· Misuse of system by users

· Vandalism

· Infiltration or inflow from groundwater or storm water runoff

· Pipe breaks due to tree roots

· Cracks or system deterioration

· Power or equipment failure

· Insufficient system capacity

· Improper system design, installation, or maintenance

· Construction mishaps

· Others

Local Government Liability

One approach to adjusting sewer-backup claims relies on the legal principles of negligence. That is: 
· Was the local government the proximate cause of the loss? 

· Did the local government actively cause the backup? 

· Did the local government have notice of a problem in its sewer lines? 

· Did the problem occur in the local government’s lines or in the service lateral line of the property owner?  

· Did the local government have an inspection program in place? 

· Were inspections properly performed and documented? 

· Was there negligent design or construction of the system? 

Loss Prevention Guidelines

Schedule and conduct reasonable inspections of the local government’s wastewater collection system about once every 18 to 36 months, more frequently for known problem areas. Make repairs as needed.  Base inspections on sound engineering principles, carry them out diligently, and document them in writing.

All local government personnel performing inspection and maintenance of the sewer system should be trained in the proper procedures, use of equipment employed and record keeping. Consider, as well, requiring state certification for maintenance and operational personnel. 

Document all sewer backup complaints, recording the time, name of caller, complaint, action taken and time, and the name of the employee receiving the complaint.

Train employees in the proper methods of responding to sewer backups, including appropriate measures to take on-scene, effective methods of determining the cause of the backup, observation and recording of building contents and the extent of property damage, and protocols for proper reporting of the incident to their supervisors. 

Don’t admit or deny liability until a proper investigation has been carried out.

Don’t commit to paying for cleaning and restoration. Any jurisdictional liability should be determined solely by insurance claims adjusters. General liability insurance does not cover damages the municipality doesn’t owe, leaving the local government with a potentially large unfunded promise.

Do understand that the affected homeowner or resident will be upset. Sewer backups are always public relations nightmares. If a local government has a policy of helping affected residents find cleanup and restoration services, residents should be required to complete a non-waiver-of-defenses agreement. Such an agreement should make clear that the local government’s good-faith effort to help neither confirms nor denies its liability. 

Lift stations should be equipped with a power failure and a high-water-level alarm as well as an alternate power source in the event of a power failure. The alarms should ring to a staffed location or 24-hour “on call” pager.

A sewer use ordinance should be established which covers requirements for:
· the installation of grease traps by all appropriate commercial facilities

· the installation of backflow prevention assemblies

· prohibiting property owners from directing downspouts and

sump pumps into the sewer system 

These requirements should be clearly communicated to all property owners or residents on a periodic basis.

The local government is responsible for the maintenance of the sewer main system and is not responsible for problems or blockages that occur in the service lateral. The service lateral is not considered part of the public sewer system, but is a private line for which the property owner is responsible.

Inspection and Maintenance Program

A regular inspection and maintenance program should be developed that, depending on resources, includes some or all of the following:
Lines

· Clean lines using jetter or rodding machines

· Attach proofer to show that lines are clear

· Flush lines with water from fire hydrants

· Inspect lines by looking down manholes

· Inspect lines with video camera

· Use root-killer chemical in areas with tree and root problems

Lift stations
· Inspect and maintain regularly

· Inspect flow meters on a regular basis to ensure pumps are properly functioning

· Check alarm systems

· Have an electrician check electrical components

Problem areas

· Have a system to designate problem areas (e.g., history of backups, known grease or roots)

· Keep a list of those problem areas and perform maintenance more often than the regular schedule (also document when an area may no longer be considered a problem area)

Emergency response system

· Have a procedure for responding to sewer backups

· Designate who and how they will respond

· Notify dispatchers and local government employees of your emergency procedures

· Train employees in the emergency procedures

· Develop a contingency plan for more severe emergencies

· Notify the public of your procedures on who to call and what to expect

Inflow and infiltration problems

· Inspect lines with video camera during or after rain to determine possible sources of problems

· Smoke-test all lines

· Conduct engineering study to locate problems

· Implement engineering recommendations depending on resources

Documentation

· Document. Document! Document!

· Keep records of all actions regarding your inspection and maintenance program.  It is recommended that one person keep the records so he or she can be used regarding notice issues if there’s litigation. 

· Train employees on importance of keeping records and how to properly document those records

Long-term plans

The importance of inspecting and maintaining sanitary sewer systems can’t be overstated. And to do so may mean utilizing more resources and spending more money. Doing both will reduce the likelihood of backups as well as make exposures to damages less likely. Moreover, many sewer problems arise simply from inadequate budgeting for needed improvements. When this is the case, a long-term approach or plan must take into account the jurisdiction’s available and projected resources. The plan should outline in writing the what, when, where and how of addressing potential problems. 
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 Utilities

Sewer and Water Department

Always wear hard hats on construction sites whenever an overhead hazard is present.

Always wear safety vests when working on public streets or directing traffic around construction areas.

Always wear gloves when working with or around sharp edges.

Put safety cones and barricades around work areas. 
Signs and cones should be deployed 200 feet from the work site in both directions.

Practice good housekeeping and safe work habits. Keep trucks, jobsites and shop yards neat, clean and well organized. Keep tools and equipment clean, well maintained and properly stored. 

Always exercise care and caution when entering manholes:

· Use an approved test device to check the air for toxic or explosive gases.

· Uncover one proper ventilation-open manhole in front and one in back of the manhole being worked in.

· Always wear a safety harness when entering a manhole.

· Use a guideline in conjunction with the safety harness when entering any manhole more than six feet deep.

· Always station at least one worker outside the manhole at all times.

Always use ladders when working in manholes or trenches. An appropriate ladder should have 12-inch runners and extend at least three feet above ground level.

All excavations and trenching must comply with all Massachusetts Department of Labor and Industry’s regulations on sheathing and shoring.

Never use a jet rodding machine unless the rod guard is in place.

Use of jet rodder hose guard is required at all times, going in and coming out.

Safety chains must be in place when removing a jet rodding machine.

Shut the jet rodding machine off when changing the nozzle.

Keep all sewer chemicals under lock and key. Only authorized sewer personnel should be allowed access to them or to distribute them to other workers.

Use guidelines in conjunction with safety harnesses when entering any manhole more than six feet deep.

Employees issued safety equipment are required to wear it when applicable. 

All employees working in sewers must receive all vaccinations, inoculations and tests required by Massachusetts law. Such vaccinations and inoculations must be kept current. 

Always wear facemasks and appropriate breathing equipment when cutting asbestos, tiles, or cement pipes. 

Wastewater Treatment Plants

Employees are required to wear all protective gear issued to them when performing the work for which the gear was issued. Specific areas of the plant in which such gear is required should be clearly marked with signs visible to all employees.

Damaged, worn out or outdated equipment issued to employees should be replaced by the employer provided the original gear is returned and shows no evidence of abuse.

All employees must participate in monthly proficiency drills on breathing equipment. 

All handrails and valves should be kept free of grease. 

Changing chlorine tanks requires a minimum of two employees.

All chlorine connections must be checked with ammonia after a tank has been filled.

No worker should ever enter a chlorine room following the detection of a leak unless the local police and fire departments have been notified. Under no circumstances should any employee enter such an area alone or without approved breathing equipment and protective clothing.

All smoking is strictly prohibited.

Eating in the laboratory area is strictly prohibited. 

Employees working in wastewater must clean their footwear before entering any building.

Proper barricades or cones are required whenever manholes or grates are removed.

All employees must observe proper procedures when entering manholes, digesters, wetwells and the like, including:

· Checking the atmosphere with an approved measuring device.

· Ensuring proper ventilation by opening the manholes in front of and behind the one being worked in.

· Always wearing a safety harness when entering.

· Stationing at least two employees above ground and outside the manhole at all times.

Observe good housekeeping and safe work habits at all times.

All pumps and machinery must have switches tagged and power locked out while being worked on. Only the person responsible for the original tagouts and lockouts may remove them when work is completed. 

Employees previously issued safety clothing and gear must wear it when performing the activities for which the equipment was issued.  

Workers cleaning clarifiers (inside) must wear safety harnesses and guidelines.

Two workers must be present (one above and one below) when entering clarifiers and pumping stations.

All walkways, tanks and similar equipment must be protected by safety chains.

All equipment safety guards and covers must be kept in place.

All electrical cabinet doors should be kept closed at all times.

Water Departments

Require hardhats on construction sites whenever overhead hazards are present.

Require safety vests when work is performed on busy streets or when employees are directing traffic.

Place safety cones and barriers around work areas. “Men Working” signs and cones should be deployed for a minimum of 200 feet in either direction from the site.

Use flashers or flares to warn the general public of work areas at night. Keep work areas and trenches well lit and marked.

Require hard-toed or sturdy workboots to be worn by all employees working in water or mud. Require use of rain gear in inclement weather.

Safety goggles should be required for anyone using a power saw or air-driven tool.

Always use ladders for access to trenches. Ladders should have 12-inch runners and extend a minimum of three feet above the top of the trench. Position them inside trenches no more than 25 feet apart.

Work clothing should be appropriate to the job. Workers should wear shirts or t-shirts and long pants at all times on the job unless protective gear is specifically required. Safety shoes are strongly recommended. Sneakers, moccasins, sandals and shorts or cut-offs are not acceptable.

In watershed areas, no hand power tools such as power saws or brush cutters, should be used without transportation to the immediate area being made available.

Facemasks and breathing protection must be worn when machine cutting asbestos, tile or concrete pipe.

Excavations and trenches must comply with all applicable Massachusetts Department of Labor and Industry safety rules.

Self-contained breathing devices must be available for all employees working on or near chlorination equipment. A monthly safety drill on the use of such equipment should be held monthly.

Electric Departments

Electric power and distribution operations are unique unto themselves. A local jurisdiction should refer to a safety manual specific to them when seeking information on risk management practices. A good reference on the subject is “A Safety Manual for Electrical Utilities,” available from The American Public Power Association, 2301 M St NW, Washington, DC, 20037. 
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Refuse Collection

Personal Protective Equipment

All employees collecting refuse must wear gloves. 

Make protective eyewear available and require its use whenever materials or items that could cause eye injuries are being collected. 

All employees must wear appropriate footwear with anti-slip soles. Leather work boots with good ankle support are recommended.

Make high-visibility clothing available to all employees and require its use when collecting refuse in or around roadways. 

Provide adequate rainwear for use during inclement weather. 

Materials Handling

Advise employees of the correct methods to lift heavy loads 

· Hold the container by the top and rock it to estimate the weight of the load before attempting to lift it. Find help if it seems too heavy. 

· Get a firm grip on the handle or top edge of the container with one hand, tip the container, and then grasp the bottom edge of the container with the other hand.

· If the refuse is in boxes, check the weight and condition of the box before lifting. Grasp the box with the fingers and palm of one hand around the top of one corner of the box; place the other hand at the bottom near the opposite corner.

· When handling plastic bags, always grab them by the neck. Sharp objects can protrude through the bag and puncture hands and arms.

· If the container is on an uneven or broken surface, move it to a safer, flatter area before attempting to lift.

General tips for lifting

· Size up the load.

· Keep feet apart, establish a good base of support.

· Bend at the knees and hips, not at the waist.

· Get a good grip.

· Keep the load close.

· Lift with the legs.

· Pivot, don’t twist.

Controlling Falls

Employees working on or around refuse trucks should be made aware of the following safety procedures and rules:

· Jumping on or off a moving refuse truck is strictly forbidden. All workers on trucks should maintain three points of contact with the truck at all times. 

· The correct and safest way of dismounting from the “step” or platform at the rear of a truck is to wait for the vehicle to come to a complete stop, and then check for proper footing on the ground. 

· Be careful when stepping off the truck onto wet grass or icy pavement. 

· Employees should ensure they’ve made good contact with the rear platform or step before getting back onto the truck. They should signal the driver to move on only when they’re certain of their footing and balance. 

· Employees should always look in the direction the truck is traveling and watch for low- or over-hanging tree limbs, underbrush, or utility poles. They should be cautioned against leaning out beyond the body of the truck. 

· No one should lie, sit or squat on the platform while the truck is moving.

· No one should ride the platform while the truck is backing up, exceeding 10 miles per hour, or traveling more than two-tenths of a mile (approximately three city blocks) without stopping. 

· The driver and crew must be especially watchful when the truck is backing up.

· Workers should be watchful for oil or grease on truck platforms, streets and sidewalks.

Packer Operation

The truck’s packer should never be activated while anyone in standing in front of it. Employees should always stand to one side with head and eyes turned away.

On each crew, one worker should be placed in charge of the packer mechanism, and only he should activate and operate it. 

The packer operator must be completely familiar with the location and operation of all controls and know how to stop the packer in an emergency.

Don’t allow the hopper to be overloaded. Always be very careful not to insert fingers or hands into the hopper while the packer is running. 

The packing mechanism should be inspected and serviced according to the manufacturer’s operating manual.

Vehicle Operation and Condition

Always use a spotter when a truck is backing up. Use standard, agreed-upon and universally understood hand signals for communications between spotter and driver. Anytime the driver can no longer see the spotter in his mirrors, he must stop the truck immediately. 

Trucks must be equipped with working back-up alarms.

Flashing lights must be turned on whenever refuse is being collected. 

Drivers should be expected to know the vehicle’s height and width clearances and should exercise caution near low-hanging wires and tree limbs.

Drivers should conduct pre- and post-trip inspections every day. 

Each truck should be equipped with a working fire extinguisher, an up-to-date first-aid kit, and fresh water. 

Don’t allow bottles, cans, boxes, and other debris and clutter to accumulate on the floor of the cab.

Instruct employees to exit trucks by first securing a good grip on the handholds and then exiting the cab backwards while maintaining three points of contact at all times. 
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Transfer Stations, Landfills and Recycling Centers

Virtually every local jurisdiction provides for the disposal of household trash by its citizens. Increasing awareness of potentially hazardous or polluting materials and subsequent laws and regulations governing their handling and disposal have made providing such disposal far more complex than the matter of “hauling and tossing” it once was, but in general a local jurisdiction’s facilities will include:

Transfer Stations – provide spaces where trash is accepted and is stored for shipment elsewhere. 

Landfills – formerly known as the dump
Recycling Centers -- central locations where refuse can be separated and sorted into categories (paper, plastic, metal, etc.) and either recycled or prepared for shipment to recycling contractors. 

Because these facilities are often drop-off points that may be visited regularly by the jurisdiction’s citizens, they have significant risk exposures. Many of those exposures can be dealt with through a recreational use defense: the town facility is made available free of charge for the “recreational” purpose of trash disposal, and so the jurisdiction can’t be held liable for any injury suffered while doing so. Courts have held that even in those instances where a jurisdiction charges a fee to use the facility, that fee only defrays operating costs and doesn’t generate a profit for the jurisdiction. 

Among the more common risk exposures faced by transfer and recycling operations are: 

· Injuries involving dumpsters and compactors – People disposing of their trash may fall into or get caught by these devices. 

· Slips, Trips and Falls – The gap between the edge of the platform and the dumpster is a leading hazard; walkways and driveways in these facilities are often unpaved or poorly surfaced; icy conditions in winter can prove treacherous.

Pollution Exposures – The accumulation of large amounts of waste material and discarded items – some of which may have been left there in violation of anti-pollution regulations and/or municipal guidelines – raise obvious concerns about pollution and contamination. More seriously, such contamination may produce exposures under the Federal Comprehensive Environmental Response, Compensation, and Liability Act of 1980 (CERCLA), better known as the Superfund Act. 
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Elected Officials 

Liabilities

In the course of their normal duties, mayors, city or town mangers and council members can face a number of exposures to legal liability. Depending on the authority and duties specific to a given municipal office, these exposures can include:

Employment Claims 
Lawsuits alleging improper employment practices, such as wrongful termination, sexual harassment or discrimination, are among the most difficult and expensive facing local governments. Juries tend to be sympathetic towards individuals making such claims. 

All local jurisdictions must comply with an extensive set of laws for hiring, firing and supervising employees.  In most instances, compliance requires no legal knowledge but can be achieved simply by treating all employees fairly, consistently and respectfully. 

Defamation 

Employees or constituents of local jurisdictions have the right to sue elected officials for defamation. Such suits may allege derogatory statements made to other employees, outside parties or prospective employers. Defamation actions can be very sensitive and often cost thousands of dollars to defend or settle. 

Oral defamation is legally considered slander, while written defamation is termed libel.  The only defenses to either are truth and the qualified absolute privileges that attach to certain statements of public policy, such as information supplied to the EEOC or an unemployment commission. 

Elected officials should always be mindful of the potential for defamation. A cool head, a measured response, good relations with local media, and understanding and following appropriate procedural and legal requirements will minimize the risk. 

Land Use and Zoning 

Legal actions can arise when a property owner feels entitled to additional compensation for a local jurisdiction’s eminent domain taking. Typically such claims result from controversial zoning decisions. They carry the risk of significant money damage awards and may be avoided by staying aware of potential problems and taking steps to avoid them before they occur. 

Negligent Hiring, Supervision and Retention 

These claims usually involve allegations that the local government, its employees or public officials should be held liable for the negligent and harmful conduct of an employee.  They’re often made in lawsuits alleging excessive force by law enforcement officers, sexual harassment or discrimination.

In cases of negligent hiring, the plaintiff usually asserts that the jurisdiction failed to conduct a proper background check which would have revealed that the employee had previously committed the violent or illegal behavior that caused injury.  

Negligent supervision and retention claims arise when the plaintiff believes the employee was not trained or supervised properly and injuries would have been prevented had the jurisdiction exercised due care.

These exposures can be reduced or eliminated by developing employment practices which minimize the risk of hiring applicants with histories of violent or otherwise unacceptable behavior.  Doing so involves the development of competent policies and procedures for all phases of an employee’s tenure with the jurisdiction, including pre-hiring screening, the application and interview process, actual employment and termination. 

Intentional Infliction of Emotional Distress 

When a plaintiff alleges emotional distress as a result of the extreme and outrageous conduct of an official or employee of the local government.  These claims are very hard to prove and are usually defensible.  For a plaintiff to prevail, the outrageous conduct must be found to be “so outrageous in character, and so extreme in degree, as to go beyond all possible bounds of decency.”

In addition to proving outrageous conduct, the plaintiff must also suffer reasonable and serious mental distress. Severe depression, neurosis and psychosis are all examples of emotional injuries that would satisfy this standard.

Coverages

Specific insurance coverages are available to address these exposures. The standard MIIA liability policy covers the liabilities listed above in A.  It covers the following people and entities:

· The local jurisdiction specifically named on the policy

· Past, present, and future executive officers; other elected, appointed or employed officials; and officially appointed members of commissions, committees, agencies, boards or other units operated under the local jurisdiction 

· Employees of the local jurisdiction, but only for acts performed within the scope of their employment or while performing duties related to the conduct of the jurisdiction’s business

· Anyone providing volunteer services for the jurisdiction at its request and operating under its direction and control, while performing duties related to the conduct of business

· Anyone providing services for the local jurisdiction under mutual aid or similar agreements

· The estates, heirs, legal representatives, successors, or assigns of deceased persons who were insureds at the time of the wrongful acts upon which a claim is based and to which coverage applies

· The legal representatives or assigns of the insureds in the event of their incompetency, insolvency or bankruptcy

None of the above, however, are covered in any activities involving schools, airports, hospitals, nursing homes, housing authorities, port authorities, transit authorities, or gas or electric utility companies, unless specifically endorsed in the policy. Not covered, as well, are any law firms or attorneys retained by the local jurisdiction. 
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Boards and Committees

All local jurisdictions have boards, commissions, task forces, and committees to advise their legislative bodies on a wide range of policy issues. Some are designated by Massachusetts statute for a specific purpose, such as a board of appeals for building code issues. Not all such bodies authorized by statute exist in all jurisdictions; creation of a board or committee is at the discretion of the local governing body. Similarly, membership may, or may not, be designated by statute. 

Some jurisdictions have also created permanent or standing advisory committees – like boards of design review – by local ordinance. Other boards may be ad hoc bodies, created to focus on a specific issue.  

Boards and commissions often provide in-depth examinations of issues or lines of communication between elected officials and the community by bringing a broad range of ideas and expertise to public decision making and assisting in the resolution of conflicts.

Areas of potential risk exposure involving municipal boards and committees include: 

· Massachusetts open meeting laws

· Lack of notice – perhaps the most common citizen complaint involving boards and committees concerns lack of adequate notice before meetings. A jurisdiction should take steps to insure all such meetings are advertised via local media and town websites well in advance of the meeting date. The Massachusetts attorney general’s office takes violations seriously and will fine offenders.  Fines are not covered by insurance.
· Meetings in private – A significant risk in smaller jurisdictions. If two members of a three-person select board meet socially, technically, their time together constitutes a quorum, and their conversation – regardless of topic – becomes a public meeting.   Counsel your boards to avoid private meetings that may violate the open-meeting law.

· Worker’s compensation -- elected and appointed officials are not covered under workers' compensation unless the jurisdiction has passed an ordinance or voted at town meeting to include them. Because such coverage comes under the aegis of a very old Massachusetts law, many jurisdictions no longer even know if such an ordinance exists or vote was ever taken. This has become problematic on more than a few occasions.   It’s a good idea to assign someone to research this. 

	        Massachusetts Interlocal Insurance Association

       Risk Management Guidelines



	Part             4                                                                         
	Municipal Safety Programs


	Section       2                                                                   
	Safety Responsibilities



Safety Responsibilities 

Management

Management is responsible for providing a place of employment free from recognized hazards that could result in injuries or accidents. As it’s impossible for managers to observe personally all activities by every employee, management must assure that all supervisors are trained to recognize workplace hazards and are aware of their safety responsibilities. Other safety responsibilities and activities for managers include:

· Providing leadership and direction on safety issues

· Participating actively in the continuous evaluation of the safety program

· Setting goals concerning safety performance within their individual departments and areas

· Reviewing losses for potential trends regularly 

· Enforcing all safety rules

· Participating in safety audits of municipal facilities and worksites

· Participating in and supporting all accident investigations

· Reviewing accident reports and recommending corrective actions. 

Supervisors 

Safety is as much a part of the supervisor's responsibility as is overseeing the efficient operation of his or her operational area. Among the important safety responsibilities of all supervisors are:
· To become familiar with the safety rules and regulations established by applicable local, state and federal organizations. And then enforce them. These regulations set minimum standards for safety, and they should be enforced as minimum safety requirements for all activities within the local jurisdiction. 

· To correct all reported hazards. 

· To ensure that new or inexperienced employees receive the proper instruction and training to work with power tools, machinery or complex equipment.

· To give adequate instructions on safety-related issues to all subordinates. Supervisors should never assume that an employee knows how to do a job unless they have personal knowledge of his or her competence. 

· To ensure tools, equipment and machinery being used in the workplace are in proper working condition.

· To ensure that proper personal protective equipment is available and used by employees when necessary or required.

· To set a good example by wearing the proper safety equipment (safety glasses, hardhats, etc.), following mandated safety policies and procedures, using seatbelts and the like. 

· Not to allow the use of unsafe tools or equipment.

· To enforce consistently the requirements of the organization’s safety program and any associated rules or policies.

· To ensure all employees have access to a copy of the organization’s safety program.

· To encourage safety suggestions from employees under their supervision.

· To obtain prompt first aid for injured employees.

· To participate in accident or incident investigations. 

· To conduct audits of all work areas and facilities on a regular basis so as to improve housekeeping, eliminate unsafe conditions and encourage safe work practices.

Employees

All employees bear a certain amount of responsibility in any safety program.  They should be aware that their actions, mental state, physical condition, and attitude directly affect the safety their own safety and that of their fellow employees.  

All employees should:

· Know their jobs, follow instructions, and think before acting.

· Use protective equipment (eye protection, hardhats, gloves, etc.) as the job requires.

· Work according to good safety practices as posted, instructed, and/or discussed.

· Refrain from any unsafe act that might endanger themselves or their fellow


workers.

· Use all safety devices provided for their protection.

· Report any unsafe situation or act to the appropriate supervisor immediately.

· Assume responsibility for thoughtless or deliberate acts that


may cause injury to themselves or fellow workers.

· Abide by all policies, procedures and rules of the jurisdiction’s safety program. 

· Never operate equipment that they’re unfamiliar with or not trained to use. 

· Refrain from using equipment that’s defective or in need of repair and report all such problems to the appropriate supervisor.

· Report all accidents or incidents to the appropriate supervisor immediately. 
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Safety Committees

Forming a safety committee is an excellent way to encourage employee participation in workplace safety programs. A well-organized committee will share responsibility for implementing and monitoring safety procedures. Typically, its duties might include (but not be limited to):

· Workplace self-inspections.

· Accident investigations

· Development of safe work practices

· Development of written safety programs

· Facilitating safety training

Forming a safety committee  

Safety committees can take many different forms. Ideally, a committee should have representation from both management and labor, as well as from all departments and shifts as applicable. 

A formal safety committee is not the only way. In small organizations, it may be as effective to have all employees attend a monthly or quarterly (at a minimum) safety meeting during which safety issues and concerns are discussed and recent incidents and injuries are reviewed. Some organizations may elect to have a group (perhaps made up of department heads) fulfill the functions of the safety committee. As long as employee input is solicited, such a group can also accomplish the safety committee’s stated duties. The initial steps in forming a safety committee include the following:

Determining the committee’s structure. 
Decide upon which specific areas it will address and have responsibility for. For example: employee wellness could be included in the responsibilities and duties of the safety committee, or the committee could work in cooperation with a separate wellness committee. Such separate committees need not be implemented during the startup phase of the safety committee, but could be incorporated at a later time if they’re determined to be necessary.  

Determining the committee’s optimal size. 
What is the ideal number of people serving on your safety committee? If you’re forming a joint labor-management safety committee, it’s important to maintain a good balance in the number of the representatives from each group. Remember to include representatives from the various departments and work groups. (This is a less important consideration if you choose to hold regular meetings in which all employees participate, as mentioned above). Usually, committees with five to ten members work well. 

Determining who will serve. 
You might choose to handpick specific employees you think would make good committee members. Or you might prefer to invite volunteers. In either case, the goal is to assemble a group capable of working together as a team and willing to devote time and effort to promoting workplace safety. Depending on the response to your invitation, you might still need to invite specific individuals to join the committee. If the response is high, then you might need to maintain a waiting list. It’s often wise to rotate members periodically to prevent burnout and keep fresh ideas and energy flowing. 

Determining and securing upper management’s involvement. 
Its support is vital if all employees at every level are to realize the jurisdiction’s commitment to safety is a serious one. If upper managers chose to become active members of the committee, they should strive to encourage all participants to discuss safety issues and concerns openly. If upper managers elect not to become members, they should attend the committee’s initial meetings and visit periodically thereafter. They should also review the meeting minutes and make themselves available to respond to questions and concerns from the committee.

Conducting the initial committee meeting. 
The first meeting should:

· Welcome members to the committee

· Establish a schedule for future meetings (for instance, the first Tuesday of

· every month at 2:00 p.m.) 

· Determine who the committee officers will be -- chairperson, vice-chairperson, and recorder or secretary (temporary officers may be appointed until the committee has met a few times)

· Discuss the duties of the committee and determine which duties should initially receive the highest priority, such as conducting facility self-inspections, developing required written safety programs, and conducting incident/accident reviews

· Determine the need for subcommittees to deal with high-priority items. Subcommittees can facilitate and advance their work by meeting between full committee meetings. This also helps to keep full committee meetings to an hour or less.

Review the progress at least annually. 
The safety committee’s activities and actions should be reviewed to evaluate its effectiveness in advancing your safety goals. Both progress and deficiencies can be identified, and the committee’s efforts can be refined as needed to allow further progress toward an accident-free workplace.

Effective Safety Committees Should:

Hold regular meetings on a consistent schedule

Set clear meeting agendas, publish them in advance and follow them

Keep minutes of each meeting summarizing the issues discussed, the proposed actions to be taken, and the person(s) responsible for followup.  Minutes should be published and provided to each committee member and all employees.

Members should be expected to attend all meetings.  A qualified alternate should be designated for any member unable to attend. Attendance should be taken at each meeting and recorded in the minutes.

The committee’s accomplishments should be publicized and recognized. Provide awards, plaques, certificates, etc., to recognize the efforts of individuals and groups within the organization who make significant contributions to the safety program.

Organization of Safety Committees

The formation of the safety committee should be announced officially by the board of selectmen or town council. The announcement should include a brief description of the committee’s function and current membership and should ask for cooperation from all departments.

Each committee member should have knowledge of his or her area of operation, as well as an interest in supporting safety and the support of his or her peers. 

The committee should have access to and communications with top          management, either through direct reporting or distribution of meeting minutes to all key management officers and department heads.

The committee should have the full backing of management. Management should monitor the committee to ensure that it is meeting its objectives. 
Typical Duties of a Committee:
· Report unsafe conditions and suggest corrective actions

· Meet at least monthly (less frequently for smaller departments or operations, but not less frequently than quarterly)

· Regularly review incidents, near misses, supervisors’ accident-investigation reports, claim summaries and loss analysis 

· Review all serious injuries, not to determine who was at fault, but with an eye to preventing similar accidents in future

· Contribute ideas and suggestions for improvements in safety

· Make periodic facility safety audits

· Sponsor and coordinate contests, poster programs, safety drives, etc., and supply other informational materials to promote safer operations

· Develop, implement, and review written safety programs

· Direct involvement with organizational wide safety training

· Practice safe work habits as examples to others

Setting goals
Establish timelines for goals: determine which can be met in the short term (within 1-6 months) and which are longer-term ones (6 months or longer)
Be realistic: goals should be measurable and achievable

Review and evaluate goals periodically to determine the effectiveness of the committee and to reset or restate goal targets.

Common Safety Committee Mistakes

· The committee has no clearly defined job to perform

· Meetings involve endless discussion with no decisions being made

· Committee members are neither interested nor experienced

· The chairpersons are not qualified by experience, desire, or ability

· The group has no coherent plan or consistent schedule

· Committee members don’t show up for meetings and inspections 

· The work of the committee is not recognized by employees or management

· Agendas are sent out late or distributed only at the meetings

· Minutes are sent out late rather than within a week of the meeting with reminders 
Safety Committee Essentials
Involvement at high levels. Top management officials should attend safety committee meetings at least periodically and promote the safety program to both supervisory management and labor

Strong leadership. The chairperson and subcommittee chairs should take charge when needed and guard against bureaucratic logjams and inertia. 

Keep focused. The committee should address only legitimate safety issues; members should understand that the committee is not a forum for negotiating work rules or airing grievances. 

Keep on schedule.  Provide meeting agendas to members well in advance; the agenda should clearly state the start and end time for the meeting 

Keep members informed.  Minutes of each meeting should be circulated to all members and management within 2-3 working days of each meeting

Allow free time. Members are expected to attend meetings and management should schedule free time for them to do so. 

Keep attendance. The minutes should include the names of members who did and did not attend. 

Keep everyone involved.   Post the minutes of each meeting on public bulletin boards or devote space in newsletters to the committee’s activities; solicit input from employees at all levels. 

Be positive.  Give credit where credit is due.
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Right to Know Programs

Right to Know Law (RTK) 

The Massachusetts Right to Know Law (MGL 111F) requires municipal employers to provide information to employees on any chemical hazards to which they might become exposed while in the workplace. Jurisdictions should provide that information in the following ways:

· The availability of Material Safety Data Sheets (MSDS)

· Clear and conspicuous labels on chemical containers

· Appropriate training on relevant chemical hazards and safe work procedures

Employees Covered

In general, the Massachusetts Right To Know Law applies to all state, municipal and county employees in the Commonwealth. Those not covered by the law include:

· Those working in research labs that have obtained an exemption from the Department of Public Health 

· Those working in police stations and armories where ammunition is stored

Chemicals Covered

The law covers all chemicals containing 1 percent or more (or 2 percent if an impurity) of any of the substances found on the Massachusetts Substance List. The presence of such substances can be determined by obtaining a Material Safety Data Sheet (MSDS) from the manufacturer supplying a given chemical and comparing the ingredients listed there with those on the Substance List.  

Alternatively, a municipal, county or state facility can simply assume that all chemicals listed as hazardous on an MSDS form are covered by the Right to Know Law. In most instances, this easier and quicker alternative is the more effective approach. 

Note that products intended for consumer use, such as office supplies, foodstuffs, gasoline, fuel oils, alcoholic beverages and other articles as defined in the law may not be covered by the Right To Know Law.

When is a Material Safety Data Sheet (MSDS) needed?

A material safety data sheet provides information on ingredients contained in a chemical substance, as well as any possible hazards those ingredients may present. An MSDS also details procedures and practices needed to work safely with the substance. The MSDS is developed by the product’s manufacturer and must be obtained by request if one isn’t sent with the product. 

· Request an MSDS for all chemicals in use to determine which chemicals are covered by the RTK law. 

· Organize and file all MSDSs at a central location in the workplace to insure availability to and easy access by employees. 

Labeling Requirements 

All substances supplied or kept in containers holding more than 1 gallon or 5 pounds must be labeled in accordance with RTK regulations. 

Labels must include the chemical names of all substances listed on the Massachusetts Substance List if they’re present in the container in quantities greater than 1 percent (or 2 percent if impurity). 

Containers of chemicals supplied or kept in containers holding more than 5 gallons or 30 pounds and listed in National Fire Protection Association Code 49 must also be labeled with the proper NFPA label.

Alternatively, containers labeled in compliance with the OSHA Hazard Communication Standard are also considered to meet the intent of the Massachusetts Right to Know Law. Under the Hazard Communication Standard, such containers must be labeled with the name of the product and any health hazard warning (such as “flammable” or “corrosive”). In practice, most manufacturers label containers in accordance with the Hazard Communication Standard since this is a Federal regulation and applies to all private sector workplaces in the country.

Training Requirements

Employees whose jobs expose them to chemical hazards must be trained annually. The initial training for new employees must be done within 30 days of employment. And a record including a description of the training given, its date and the names of both instructors and participants must be made. 

Any training given should include:

· A summary of the employee’s rights under the law 

· Instruction on how obtain and read an MSDS

· Instruction in the specific hazards present and the safe work practices needed for preventing them.

Posting Requirements 

A Right to Know Workplace notice must be posted in a central location at all workplaces covered by the RTK Law.

H. Employee Rights

These include:

· The right to obtain a copy of an MSDS 

· In certain circumstances, the right to refuse to work if a MSDS is not provided 

More detailed information on employees’ rights is given on the required workplace notice and in the statute itself. 
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Bloodborne Pathogen Exposure Control Program

Bloodborne pathogens that cause diseases such as hepatitis and AIDS can represent serious hazards to personnel. In general, all police officers, firefighters, EMTs, public health officials, wastewater workers, teachers and instructional aides of the severely handicapped, school nurses and athletic trainers are at significant risk of exposure to infected bodily fluids. 

Other municipal employees, such as classroom teachers and aides, custodians, coaches and administrators may sometimes come into contact with such fluids. And virtually any employee working in any capacity is subject to accidental exposure and contamination. 

Accordingly, all bodily fluids should be regarded as potentially infected until proven otherwise.

The following precautions and procedures should be observed at all times:

· Treating all body fluids as potentially infectious

· Making preventative immunizations and vaccinations available to all at-risk employees

· Making use of appropriate gloves, gowns, face shields, masks and eye protection to prevent potentially infectious materials from passing through or reaching an employee’s work clothes, street clothes, undergarments, skin, eyes, mouth or other mucous membranes. Special masks for administering CPR should be available for use as needed.  

· Requiring all employees to wash their hands and other contaminated body areas and remove all contaminated clothing immediately after administering first aid

· Mandating immediate reporting of all exposures to blood and body fluids to the appropriate supervisor or superior so post-exposure care can be initiated

· Decontaminating exposed work surfaces with an appropriate disinfectant after completion of procedures, or contact with blood or potentially infectious materials

· Placing infectious waste in closable, leak-proof containers with proper labels and disposing of it in a proper manner. Any used needles, syringes, etc., should be placed in an approved “sharps” container that will prevent accidental contact with sharp edges.
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Lockout/Tagout Program

Definitions

Lockout and tagout refer to methods of preventing mechanical equipment from being set in motion unexpectedly.   

A lockout is a device, most typically a padlock, installed on a so-called energy-isolating device, usually some form of switch. Until the lockout is removed, the switch can’t be thrown and the equipment the switch controls can’t be started. 

A tagout is a prominent warning notice, most often a tag, placed on a switch and containing language advising against its removal and thus the operation of the machinery the switch controls by any unauthorized person. A tagout does not provide the physical protection of a lockout, though in many workplaces, unauthorized removal of a tagout is grounds for dismissal. 

Energy-isolating devices are mechanical devices that physically prevent the transmission or release of energy. They can include, but are not limited to, electrical circuit breakers, disconnect switches, block valves, slip blinds, slide gates, etc.

An energy source refers to any source of power: electrical, mechanical, hydraulic, pneumatic, chemical, thermal or any other. 

An affected employee is one whose job requires him or her to operate or use a machine or equipment on which servicing or maintenance is being performed under lockout or tagout, or whose job requires him to work in an area in which such servicing or maintenance is being performed.

An authorized employee is a person who uses locks and/or tags on machines or equipment while performing service or maintenance activities. An authorized employee and an affected employee may be the same person when the affected employee’s duties also include performing maintenance or service on a machine or equipment, which must be locked and/or tagged.

Employee Responsibilities

All equipment should be locked out or tagged out to protect against accidental or inadvertent operation. Employees should never attempt to operate any switch, valve, or other energy-isolating device that is locked or tagged out. Employees should be trained on the importance of lockout/tagout procedures. Only authorized employees who have been trained in the procedures should be allowed to apply lockout or tagout.

Preparations for Lockout/Tagout

1. Obtain the lockout/tagout procedures for the equipment. After a review of the procedure, determine if changes may be necessary in the procedure.  

2. Identify all affected employees that may be impacted by the impending lockout/tagout.

3. Obtain necessary supplies, such as locks, tags, etc., that may be needed during the lockout or tagout.

Sequence to Implement Lockout/Tagout

1. Notify all affected employees that servicing or maintenance is required on a machine or equipment and that the machine or equipment must be shut down and locked out for that to happen. 

2. The authorized employee should refer to the organization’s written procedures to identify the type and magnitude of the energy that the machine or equipment utilizes. After identifying the type of energy source, the authorized employee should assure that he or she understands the hazards of the energy source and knows the methods to control it. 

3. If the machine or equipment is operating, shut it down by the normal stopping procedure (depress stop button, open switch, close valve, etc.).

4.         Deactivate the energy-isolating device(s) so that the machine or equipment is isolated from the energy source(s).

5.         Use lock(s) and/or tag(s) as necessary to prevent the accidental or inadvertent operation of the energy-isolating device(s).

6.         Any stored or residual energy (such as that in capacitors, springs, elevated machine members, rotating flywheels, hydraulic systems, air pressure, steam pressure, gas pressure, etc.) must be dissipated or restrained by methods such as grounding, repositioning, blocking, bleeding down, etc.

7. To ensure that the equipment is disconnected from the energy source(s), the authorized employee should follow these steps: (a) check to make sure that no personnel are exposed to possible hazards, (b) verify the isolation of the equipment by operating the push button or other normal operating control(s) or by testing to make certain the equipment will not operate (c) return the operating control(s) to the “neutral” or “off” position after verifying the isolation of the equipment.

8. The equipment or machine should now be locked out

Sequence to Restore Equipment to Normal Operations 
1. Check the machine or equipment and the immediate area to ensure that nonessential items have been removed and that the machine or equipment components are operationally intact.

2. Check the work area to ensure that all employees have been safely positioned or removed from the area.

3. Verify that the controls are in the “neutral” position.

4. Remove the lockout and/or tagout devices and reenergize the machine or equipment.

5. Notify affected employees that the servicing or maintenance is completed and the machine or equipment is ready for use.

6. Return or file used lockout and/or tagout devices.

Employee Training Requirements

The employer should provide training to ensure that the purpose and function of the energy-control program is understood by employees and that the knowledge and skills required for the safe application, usage and removal of the energy controls are acquired by the employees.

Each authorized employee should receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy sources, and the methods and means necessary energy isolation and control.

Each affected employee should be instructed in the purpose and use of the energy-control procedure.

All other employees whose work areas may be in an area where energy control procedures may be used should be instructed about the procedure and about the prohibition relating to attempts to restart or reenergize the machines or equipment that are locked out or tagged out.
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Personal Protective Equipment 

The use of inappropriate or unsuitable protective clothing or equipment while on the job at municipal sites can present significant safety hazards in and of themselves for employees. Good risk control practice should address these potential exposures with a set of guidelines and protocols.  

General Requirements
All employees should wear clothing suitable for their particular type of work. No loose clothing should be allowed around or near machinery of any type.  

Approved special protective clothing or protective devices should be worn and used when required by departmental supervisors. 

To prevent skin irritations or chemical burns, no employee should be allowed to wear clothing soiled by oil or chemicals. 

When work is performed in the vicinity of exposed and energized parts of equipment, employees should be required to remove all exposed conductive articles, such as key or watch chains, rings, wristwatches or bands. Such articles increase the risk of inadvertent electric shock. 

Rings, watches or jewelry should not be worn while climbing on or off structures or vehicles or while employees are on or near energized equipment or electrical lines. This prohibition prevents jewelry from being caught or snagged by a projecting part of the equipment as well as the possibility of electric shock. 

Approved gloves should be provided to and worn by all employees when their work could cause injury to the hands.

Gloves and long sleeves should be required to protect hands and arms when handling cement, brushes, sharp objects, hot materials, acids and other chemicals, or when there is a possible exposure to hazards such as poison ivy.

Approved head protection should be available to and worn by all employees working in areas where they’re subject to possible injury from falling or flying objects, or from electrical shock and burns.

Employees should be required to wear approved eye and face protection to prevent injury from flying objects, excessive glare, liquid splashes, weed eaters, edgers, chemicals, grinding operations, sandblasting, and welding. Eye protection should be kept in sanitary and usable condition and should be replaced when it becomes warped, scratched, or pitted.

Approved devices to protect hearing should be provided to and worn by all employees working in areas where noise levels could exceed acceptable levels.

Employees should wear footwear suitable to the type of work being performed. This should include wearing safety boots when and as necessary. Sandals, thongs, tennis shoes, loafers or similar footwear are not acceptable during working hours for anyone employed in labor, maintenance, construction, or inspection positions.

Approved life jackets or buoyant work vests should be required when working over or near water. 

Approved respiratory protection should be required in areas where dangerous air contamination, chlorine, gasses, vapors, fumes, dust, or other hazardous contaminants exist.

Employees working in or near roadways should wear high-visibility clothing, and/or reflective vests. 

Approved devices, such as harnesses, lanyards, etc., should be used by all employees working in an overhead position that may require use of both hands and when there’s a danger of falling.

All protective clothing and equipment should be used and maintained only in accordance with manufacturer’s recommendations.

 PPE – Fire Department

Full protective clothing must meet National Fire Protection Association (NFPA) standards and must include: approved helmets, pants, coats, gloves, hoods, and boots. 

Full protective clothing must be worn at all times during in any firefighting activity or other emergency unless a specific exception is made by departmental policy, or the officer in charge deems safety and efficiency are not jeopardized. 

An approved self-contained breathing apparatus must be provided for and used by all personnel when working in areas where the atmosphere is hazardous, suspected of becoming hazardous, or may rapidly become hazardous.

Approved gloves should be worn during firefighting, overhaul, training with hoses and ladders, using hand or power tools, and/or any other activity where injuries to the hand are likely. 

Eye and face protection appropriate for the given hazard must be provided for and used by all personnel exposed to that hazard. 

Hearing protection must be provided and used when noise levels exceed acceptable levels, except in situations where the use of such protective equipment would create an additional hazard to the user.

Personnel who perform emergency medical care or are otherwise likely to be exposed to blood or other body fluids must be provided with and use emergency medical garments, emergency medical face-protection devices, and emergency medical gloves. (For additional information, please refer to the bloodborne pathogen section of this manual).

Personnel engaging in hazardous-materials emergency operations involving potentially dangerous chemicals in vapor form or unknown chemicals must be provided with and use vapor-protective suits.

Personnel engaging in hazardous-materials emergency operations that may expose them to known chemicals in liquid-splash form must be provided with and use liquid-splash suits.

For additional guidance in the use of personal protective equipment, please refer to the Personal Protective Clothing and Equipment – General, at the top of this page.

PPE – Police Department

All personnel must wear suitable eye and ear protection when firing weapons during training or other special operations.

When provided by the jurisdiction, all officers must wear body armor when on duty or conducting special operations.

Reflective vests and gloves must be worn when directing traffic. A lighted baton is recommended when directing traffic any time between one hour before sunset and one hour after sunrise, and during inclement weather.

Leather gloves or their protective equivalent must be worn when searching persons or places where sharp objects may be encountered.

Disposable gloves are required when handling any individuals, clothing or equipment with bodily fluids on them. Masks in combination with eye- protection devices must be worn whenever splashes, spray, spatter, or droplets of potentially infectious materials may be generated and eye, nose, or mouth contamination can be reasonably anticipated. (For additional information, please refer to the bloodborne pathogen section of this manual).

Plastic mouthpieces or other authorized barrier/resuscitation devices must be used whenever an officer performs CPR or mouth-to-mouth resuscitation.

Personal protective equipment such as neoprene gloves, rubber boots, shoe covers, rubber aprons, and protective eyewear should be used as necessary when handling flammable, corrosive, caustic, or poisonous chemicals.   

Protective gear including vests, hoods, goggles, gloves, elbow/kneepads must be utilized during tactical operations and by special units as needed.
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Work Zone Safety Program

Work zone safety refers to measures taken to safeguard and protect pedestrians, motorists, utility workers and equipment on or near a construction work site. Those measures can include the use of barriers, warning signs, lights, flags, traffic cones, high-level standards, barricade rope, flaggers, etc., on or around approaches to work areas, excavations, open manholes, parked equipment and any other potential hazards found at a construction site.  

Work zone traffic control utilizes various devices which either inform workers and the general public of potential hazards, and devices which physically protect them from danger. A safe installation requires the use of both types of devices along with proper planning, design, installation, inspection and maintenance and the use of good common sense. Proper work-area protection ensures the safety and protection of the public, the worker, and the equipment in use at the site.

Make preparations to ensure vehicle and pedestrian safety before work begins. 

If local traffic is affected, post appropriate signage along the approaches to the work area as well as in and around the site. Take care that those signs are properly positioned and remain in place for the duration of the project. 

When barricades and signs must remain overnight, a supervisor should check for their proper placement the end of the workday.

All workers in or near the roadway should wear reflective vests or other reflectorized or high-visibility clothing while at the work site. Clothing worn at night must be made of reflectorized material.

Use lighted barricades whenever possible for overnight protection.

Station a flagger or detail officer wearing a reflective vest wherever traffic must be periodically stopped or obstructed by workers or equipment.  If that proves impossible, close the affected roadway and detour traffic using it.  In some cases, a police officer may be required.

Use flaggers or police officers to slow or direct traffic if an approach to the work area does not provide adequate visibility to oncoming drivers. Use sign paddles (Stop/Slow) if available.

All plates used to cover holes in the street on a temporary basis should be spiked in place.

If streets are significantly obstructed or closed for any period of time, notify local police, fire and other relevant departments and inform them of approximately how long the closure will be in effect.

When pedestrian traffic is impeded, use barricades, restrictive tape, rope or other restraints to keep the public from the work site.

Holes in the sidewalk or roadway that must be left open should be protected at their perimeters using both physical barriers and warning signs.
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Confined Space Entry and Rescue

All potential hazards should be evaluated prior to entry into any confined space.

Only employees trained to deal with hazards associated with confined-space work should be allowed to enter any confined space.

When work is to be performed in a confined space, a written permit protocol must be followed.  The entry supervisor must complete the written permit prior to entry to ensure that all safety equipment is in place and acceptable entry conditions are present. 

Before any entrance cover to a confined or enclosed space is removed, any differences in temperature or pressure within must be determined. Other hazardous conditions that may cause injury to those removing the cover must also be determined prior to entry. 

No smoking is to be permitted in any confined space or around or near its entrance. 

Whenever covers are removed from confined or enclosed spaces, the resulting opening must be guarded by a railing, temporary cover or other temporary barrier.

Before any employee enters a confined space, the atmosphere inside must be tested for oxygen content, flammable gases and vapors, and potential toxic-air contaminants. Only approved and properly calibrated testing equipment should be used. 

If an oxygen deficiency is found within a confined space, or if flammable or toxic gases or vapors are detected, the space should be continuously tested. Use some form of forced ventilation to achieve and maintain safe oxygen levels and to prevent the buildup of hazardous concentrations of toxic gases or vapors. 

Electric welding, gas welding, cutting, or any other other “hot work” should not be performed on the interior, exterior, or near the openings of any confined or enclosed space that may contain flammable or explosive gases or vapors until the space has been properly cleared. Monitoring must be continuous during any hot work activities.

If hazard-increasing work activity (i.e., welding, painting, working with solvents and coating) is performed in an enclosed space, the air must be continuously tested for the presence of flammable or toxic gases and vapors or insufficient oxygen. Use forced ventilation as required.

Before employees are allowed to enter a confined space, all potentially hazardous electrical and mechanical energy sources should be rendered inoperative, locked out, and tagged.  If required, drain, vent and clean the space. 

An appropriately trained employee should be in attendance just outside the confined space at all times while work is being done inside. He or she can maintain communication with the employees authorized to be inside. The employee should be trained to recognize confined-space hazards and potentially dangerous changes in conditions as they develop. In an emergency, the employee should be instructed not to enter confined space but to summon emergency and rescue services using communications devices (radios, cell-phones, alarms, etc.) provided to him.

All employees entering a confined or enclosed space must be equipped with a body harness and lifeline and be continually monitored by a properly trained attendant or other employee stationed outside. Personal protective equipment and rescue devices may also be required depending on the situation. 

Compressed gas cylinders, other than breathing air, should never be taken into a confined space.

While work is being done in an enclosed space, someone trained in CPR and basic first aid should be immediately available for emergency assistance if there is reason to believe that a hazard may exist in the space or because of traffic patterns in the area of the opening used for entry.

Appropriate rescue personnel and equipment should be available in the event of an emergency.

Maintain safe access to the confined space at all times. If possible, all cords, hoses, leads, etc., should be routed through an entrance other than the one being used for employee access. 

For additional information concerning confined-space requirements, refer to OSHA standard 29 CFR 1910.146.
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Workplace Violence Prevention Program

Threats and violence are invading a seemingly safe place, the worksite. Recent statistics show that violence is the second leading cause of death on the job, and the leading cause of death for women.

Government employers are as susceptible to violent acts as private-enterprise employees.  Public entities are not immune from this threat, whether it arises from terrorism, robbery or simple acts of physical violence. Quite simply, local governments need to recognize this situation and take steps to change it.

A common myth is that violence occurs only in big cities. However, local government officials must realize that the anger and resentment individuals may harbor against the federal government may extend to state, county or city governments. Small towns are just as vulnerable as large metropolitan areas.  A disgruntled current or former employee can show up with a gun anywhere.

Municipalities have a moral obligation to protect their employees, to keep the workplace safe, to do what’s necessary to prevent violence, and to punish those who are violent in the workplace.

The basic conflict between rights and expectations of privacy in the workplace vs. the right of the employer to protect workers is the challenge.  In sum, it’s a balancing act.

Employers must take steps to avoid hiring or retaining dangerous and/or violent employees. Indifference to warning signs or potential problems can result in an escalation of the threat.

Obviously, violence in the workplace is a major problem. Essential steps in dealing with that program include taking proactive measures to minimize the potential for workplace violence and implementing a comprehensive threat-of-violence management program. 

Types of Violence
In general, incidents of violence in the workplace fall into one of four categories:

· Robbery and other commercial crimes -- many government facilities handle money in their operations, and thus have the potential for robbery or theft.

· Terrorism and hate crimes – retaliation for real or imagined injustices or slights through vandalism, bomb threats, or other acts of violence.

· Domestic violence and related crimes – personal relationships and marital troubles such as divorce, child-custody battles, sexual harassment and stalking, that spill into the workplace. 

· Work-related situations – employee violence and citizen violence. Citizen violence may occur during council meetings, in courtrooms or while providing public services.  Some citizens become violent because their water was shut off or their cars were impounded.  However, employees and ex-employees are the most common cause of workplace violence. Current employees who have been disciplined may strike out in frustration, as may ex-employees who were fired or laid off. 

Unique Risk Exposures
Government entities are faced with a variety of unique risk exposures: council or board meetings, public hearings, citizen services, and the courts all invite a wide range of individuals into government offices and facilities.

Don’t overlook local vendors and contractors, who often have unrestricted access to public buildings.  Governments have learned that they must face security issues, after years of operating largely with “open door” policies. They are now learning that some operations need to be more secure than others. There are times when barriers that limit access or limit times of access to public facilities are necessary. 

It’s important to assess who the potential perpetrators are and to try to understand what makes them violent.  Workplace violence differs in several important ways from other crimes.  Understanding what makes it so unique is the first step in understanding how to deal with it.  Whenever a person engages in violent behavior, he or she has chosen aggression over other alternatives.  To understand why the individual chose that form of aggression, you must view the violence in terms of the individual’s social experiences and the current social context as he or she perceives it. The employer must understand the individual and the context in order to predict and control undesirable behaviors.

Personality Profiles 
People with a tendency toward violent behavior often have one or more of the following personality profiles:

· History of violence

· A diagnosis and/or history of mental illness

· A recent family-related trauma

· A divorce or death in the family

· Failure of a personal relationship

· Drug or alcohol abuse

· A pathological tendency to blame others for personal failures

· A fascination with weapons, particularly with guns

· Various personality disorders

· Lack of a support group of family and friends

While it may be easy to identify these traits in many individuals, there is no one single predictor of violence.  More often, violent individuals have a series of these personal characteristics.  Supervisory techniques and individual management styles can also have a profound effect on a potentially violent personality.

Analyzing Triggers
Another important part of predicting violent behavior involves analyzing triggers.
A trigger is an event or stimulus that causes an individual to go over the edge and commit violence.  The most common triggers of workplace violence are job loss, disciplinary action, a rejected promotion, or other confrontation.

For example, if someone’s self-esteem is tied directly to his or her job, a firing or layoff  may leave the person with feelings of loss of control over his life and with no personal identity. This sense of hopelessness and frustration can easily turn into an aggressive rage with a need to get even with a supervisor or fellow employees.

Also, financial, marital or emotional problems in an employee’s personal life may spill over into the workplace.

Thoughts and feelings that may not be related to the real world may also trigger violent acts. The actual triggering event may be totally unpredictable and uncontrollable. In these situations, you must rely solely on behavioral observation.

Types of Threats
· The direct threat -- leaves no room for doubt; the perpetrator makes a clear statement of intent. 

· The conditional threat -- generally contains the word “if” in the statement and may be a preview of what might occur in the future.

· The veiled threat -- the hardest to analyze because it’s often vague and unclear.  While veiled threats are usually harmless, they can escalate into a larger problem if not properly addressed.

Whenever a threat has been made, whether direct, conditional or veiled, verbal or written, it must be taken seriously.  

It’s human nature to hope the person will cool down and didn’t mean it, but threats have no expiration date, and left unattended can escalate into a violent situation.  The key to effectively minimizing threats in the workplace, managing the possibility of violence and protecting employees from harm is the establishment of a threats-and-violence management program.

Managing the Risk of Workplace Violence

The policy statement 

The threats-and-violence policy statement should be designed to convey management’s commitment to its strong and vigorous enforcement. It should define clear limits of unacceptable behaviors and activities that can lead to workplace violence. The threats-and-violence policy should establish specific guidelines for maintaining a work environment free from intimidation, threats or violent acts, and it should state the local government’s rules for possession of firearms on municipal property.  It should also outline the available methods of reporting violence or potential violence and the local government’s investigative policies. Any threats and violence policy should be consistent with existing personnel, sexual and substance abuse policies.

The threat-management team

A threat-management team executes the provisions of the threats-and-violence policy. Such a team should comprise a cross section of people from various departments who represent a broad range of expertise and experience.  

Typically, a team might include an elected official or management representative; a legal counsel with experience in employment law, workers’ compensation and liability issues; a law enforcement officer or a security professional; and a representative from human resources.  Other members may represent risk management, the employees’ assistance program and possibly an employee representative.  Also to be considered are external consultants such as a psychologist trained in violence prediction and assessment or a public relations adviser. 

The threat-management team should communicate the threat-management policy to all employees. It should also consider and evaluate potential violence and security problems and review and evaluate appropriate intervention strategies. Should a violent situation occur, the team should carry out the established procedures and enforce policy. 

Education and training -- supervisors

A violence-management program should train and educate all supervisors and employees. Supervisor training should include techniques to recognize aggressive behavior, an examination of the warning signs of violence, and instruction to develop listening and communication skills for a quick resolution of conflicts and crises. 

Supervisors and managers trained to recognize potentially violent personalities and monitor behavioral changes can help prevent many conflicts from escalating into violence. It’s critical that supervisors be trained to recognize and deal with situations like sexual harassment, stalking and the effects of domestic violence when it overlaps into the workplace because often these are the precursors of confrontation and violence in the workplace.

Education and training -- employees

Employee training is equally important.  Employees must understand that they must report all such incidents to the threat-management team even if they think they’re trivial, and particularly if there’s been a direct threat against an employee.  Any direct threat must be followed up on immediately.

Potentially violent employees can be identified by implementing and following personnel policies. This process begins with careful hiring procedures. Proper employment screening can serve as a valuable assessment of prospective employees. Perform background and reference checks and when appropriate run security clearances.

The role of good supervision

Supervisors should encourage close communication with employees and monitor any behavioral changes. They should also maintain records of inappropriate behavior, especially threats, and bring immediate disciplinary action against offenders. Failure to discipline inappropriate behaviors can encourage offenders and inadvertently encourage them to escalate their actions. 

The termination process is just as important as the hiring process and should be planned and prepared for.  A well-prepared exit interview allows the employee to vent his or her frustration and thus minimize tension. At the same time, it allows the interviewer to assess any violent potential of the terminated employee.

Physical security measures

Evaluation of a local government’s physical security needs is another important component of any threat-and-violence program.  Among specific measures to consider are: 

· Securing or limiting access to buildings and facilities

· Providing well-lighted parking lots, entrances and perimeters

· Increasing police and security patrols

Specific security devices to consider are closed-circuit video cameras in courtrooms or other public forums and panic buttons that send silent alarms to law enforcement.

Not all security enhancements have to be expensive. Some are as basic as providing an alternative route of escape, erecting a physical barrier such as a counter, and providing a locked safe room for emergency use or designating a code word to summon help. And quite often, improving security can be as simple as conducting a staff meeting and soliciting ideas on the topic. 

However, some government facilities have unique security needs, particularly those where interactions and transactions with the general public are involved. Among these are: landfills, scale houses; golf-course pro shops and the like where money changes hands and which may be in remote locations with little or no security. 

Procedures for handling workplace violence 

A vital part of any threats-and-violence management program is the establishment and implementation of procedures for handling threats when they actually occur. Any type of workplace threat, whether a direct threat by a former employee or a conditional threat made during a domestic dispute, must be handled in an established, systematic manner. 

· Each employee must take responsibility for maintaining a safe workplace by participating in the threat-management program and learning what to do when a threat occurs.

· The threat must be reported immediately.
· Once reported, the threat management team analyzes the threat and assesses its seriousness. That done, the team can then determine the appropriate level of response and intervention.

· Implementing that response before a situation becomes serious and communicating that response to employees helps prevent a threat from escalating into actual violence.
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Compressed Gas Cylinders 

Never attempt to lift compressed gas cylinders with an electromagnet. When cylinders must be handled by a crane or derrick (as often at worksites) lift them in a cradle or other suitable device, never by the valve protector cap. Do not lift with slings or chokers. Exercise extreme care to prevent dropping or bumping the cylinders.

Always store cylinders, whether full or empty, in a rack, chained or otherwise secured to prevent them from falling.

Never use cylinders as rollers or supports, or for any other use other than their designed purpose.

Take steps to make sure all cylinders have their contents properly identified. Mark empty cylinders plainly as “EMPTY” or “MT”, and check that the valves are closed. 

Never store oxygen cylinders near flammable or highly combustible materials, such as oil, grease or fuel, or near other fuel gas cylinders, etc. In addition, no cylinders should be stored anywhere there’s an exposure to direct sunlight.

Never weld or cut any pipeline, tank, empty container or piece of equipment without ensuring no flammable materials or explosive mixture of gases are present in it. If any such substances are found or detected, remove the hazardous materials or vent them into the atmosphere to prevent a possible explosion.

Never place cylinders within five feet of an electrical outlet or anywhere they might become part of (conduct) an electric current. Don’t allow cylinders to come in contact with energized conductors, ground wires from electrical equipment or welding machines.

Open the valves of compressed gas cylinders slowly and only with the proper wrench. 

Before removing the regulator from a cylinder, close the valve and release all pressure from the regulator. Use regulators and pressure gauges only with the gases for which they were designed and intended. Never attempt to repair or alter cylinders, valves or attachments. Only the supplier or manufacturer should make any changes or repairs to the cylinders. 

Never use a leaking cylinder. Leaking cylinders should be taken away from sources of ignition and the supervisor notified immediately. Take all leaking compressed gas cylinders out of service immediately and handle them as follows:

· Close the valves and take the cylinder outdoors well away from any source of             ignition.

· Properly tag or mark the cylinder.

· If the leak is at a fuse plug or other safety device, take the cylinder outdoors well away from any potential ignition source and open the cylinder valve slightly to allow the contents to escape slowly.  Tag the cylinder to warn others. The environmental and health effects of the contents must be evaluated before allowing the cylinder to bleed-down.

· Post warnings against approaching with lit cigarettes or other potential ignition sources.

· Promptly notify the supplier and follow their instructions for handling and/or            returning the cylinder.

Do not remove or change the marks and/or numbers stamped on compressed gas cylinders. Leave any labels in place for identification purposes.

Cylinders that are heavy or difficult to carry by hand may be rolled on their bottom edge only. Never drag them.

Do not tamper with safety devices in valves or on cylinders.

Consult the supplier of the gas or the appropriate Material Safety Data Sheet (MSDS) when there are doubts concerning the proper handling of a compressed gas cylinder or its contents.

When cylinders are transported:

· Load them so as to allow as little movement as possible

· Secure them to prevent violent contact or falling.

· Remove the regulators and put valve protection caps in place.
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Excavation and Trench Safety 

Before opening an excavation, remove or support as necessary all interferences such as trees, sidewalks, and foundations.

Before opening an excavation, determine the approximate location of all utility and other underground installations that may be encountered.

When excavation operations approach the estimated location of underground installations, determine their exact locations by safe and acceptable means (for example, the Massachusetts Dig Safe program).  

Protect, support or remove underground installations during the time the excavation is open. 

Employees at risk to vehicular traffic must wear “high visibility” vests or clothing.  

A stairway, ladder, ramp, or other safe means of egress must be located in trench excavations 4 feet deep or more. Such ladders may require no more than 25 feet of lateral travel to exit the excavation, and must extend 3 feet above the surface (and be tied off if necessary).

No employee is to be allowed underneath loads being handled by lifting or digging equipment. Employees should be required to stand well away from any vehicle being loaded or unloaded.  

All mobile equipment (front-end loaders, bulldozers, and dump trucks) should be equipped with a warning device such as a back-up alarm. When mobile equipment is operated adjacent to an excavation, a warning system, such as a barricade, hand or mechanical signals, or stop logs, should be utilized.  If possible, the grade should be sloped away from the excavation.

In excavations more than 4 feet deep, where there’s a potential for a hazardous atmosphere or oxygen deficiency, air testing should be conducted before anyone is allowed to enter an excavation. Test as often as necessary to ensure the atmosphere remains safe. Ventilation or respiratory protection may be needed to protect employees.

Daily inspections of the excavations and adjacent areas and their protective systems should be made by a qualified person for evidence of situations that could result in a possible cave-in, failure of protective systems, hazardous atmospheres or other hazardous conditions. Conduct inspections prior to the start of work and whenever there are changes in weather conditions or the excavation has been left unattended for any length of time (such as lunch). 

Employees should not be allowed to work in excavations in which water has accumulated or is accumulating, unless adequate precautions have been taken. These can include (but aren’t limited to): special support or shield systems, removal of the water, and the use of a body harness and lifeline.

Prevent surface water from entering an excavation by using diversion ditches, dikes, or other suitable means.

Excavations subject to runoff from heavy rains require an inspection by a competent person.

Place all excavated earth (spoil), materials, tools, and equipment no closer than 2 feet from the edge of the excavation.  

Where employees or equipment are required or permitted to cross over excavations, provide walkways or bridges with standard guardrails. 

When excavations are left open, place warning devices, barricades or guardrails to protect employees and the public.

At the end of each workday, close up as much of the excavation as is practical.

Mechanical excavating equipment parked or operating on streets or highways should all be fitted with proper warning devices.

Protect every employee in an excavation from cave-ins by using an adequate protective system (sloping, benching, shoring, or shielding).  Exceptions: excavations made entirely in stable rock or are less than 5 feet deep and examination of the ground by a competent person provides no indication of a potential cave-in.

When choosing a protective system, a competent person should consider soil type, vibration sources, previously disturbed soil, layered soil, presence of water, heavy-equipment work adjacent to the excavation, limited work area, and other hazard-increasing conditions.

Sloping, benching, shoring or shielding for excavations deeper than 20 feet deep must be designed by a registered professional engineer.

A “competent person” as used in this section means someone capable of identifying existing and predictable hazards in the surroundings or working conditions that are unsanitary, hazardous, or dangerous to employees, and who has the authorization to take prompt corrective measures to eliminate them.

For additional information on excavation requirements, refer to OSHA standard 29 CFR 1926, Subpart P, Excavations.

	        Massachusetts Interlocal Insurance Association

       Risk Management Guidelines



	Part             4                                                                         
	Municipal Safety Programs


	Section      16                                                                   
	Welding and Cutting Safety



Welding and Cutting Safety 

General Information

Welding and cutting should be performed by experienced and properly trained personnel only

Inspect all work areas for potential fire hazards before performing any cutting or welding operations

When welding or cutting in elevated positions, take precautions to prevent sparks and hot metal from falling onto people or material below

Make suitable fire extinguishing equipment immediately available at all locations where welding and cutting equipment is being used

Use only proper strikers to light torches; never use matches or cigarette lighters

Maintain a fire watch whenever welding or cutting is being performed in locations where combustible materials present a potential fire hazard; conduct a fire check of the entire area after completion of welding or cutting activities

Thoroughly clear and decontaminate all machinery, tanks, equipment, shafts or pipes that could contain explosive or flammable materials prior to the application of heat

Never use welding or cutting equipment in dusty or gaseous spaces where explosion is possible until the space is adequately ventilated

Always check for adequate ventilation or use approved respiratory equipment (or both) when welding in confined spaces or while cutting, brazing or welding zinc, brass, bronze, stainless steel, galvanized or lead-coated materials

Welders must wear clothing made of fire resistant fabrics which have long sleeves and a buttoned collar, along with appropriate and approved gloves and footwear; all protective clothes and equipment should be worn in a manner that provides the most efficient protection from slag or other hot material.

When using an arc welder, use No. 10 or No. 12 shade lenses; when using acetylene torches for welding or cutting, use No. 5 or No. 6 shade lenses

Regular shaded safety glasses do not provide adequate protection for welding or cutting operations

All employees must wear safety glasses and a face shield during any portable grinding activities. Safety glasses are also mandatory during any slag-chipping activities

Gas Welding 

Always wear suitable eye protection, protective gloves and clothing during welding or cutting operations or while cleaning scale from welds, Helpers or attendants must also wear proper eye protection. Other employees are prohibited from observing welding operations unless they use approved eye protection.

Never use matches to light a torch; never light a torch while hot work is in progress

Close the cylinder valves and release pressure in the hose when gas-welding equipment is not in use.

Position all gas hoses so they won’t create tripping or slipping hazards

Always inspect oxygen or fuel gas hoses for leaks, burn spots, worn places, or other defects before pressurizing

Electric Welding

Never attempt to operate any electric welding machine (AC or DC) until the frame or case of the machine is electrically grounded  

Inspect all ground and electrode lead cables for bad or damaged connectors before use; only connectors designed for joining or connecting should be used 

All welders must wear an approved welding helmet, proper protective gloves and fire-resistant clothing during welding activities.  Proper eye protection in the form of safety glasses and/or a faceshield should be worn by the welder and any helpers in the area when chipping slag, grinding, etc. Other employees should be prohibited from observing electric welding operations unless using approved eye protection.

All welders must wear proper eye protection to guard against flying particles when the helmet is raised.

Use welding screens whenever practical to help control potential ultraviolet light exposures to other personnel in the area

Place welding machines at least 4 feet apart during welding operations

Provide fire fighting equipment (fire extinguishers, hoses, etc) in the immediate area and post a fire watch as necessary to control any fire potential
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Aerial Lifts

An aerial lift is any device used to lift personnel to an elevated work position.  They’re used extensively to carry out construction, repair and inspection operations. While very useful when used correctly and safely, aerial lifts have significant potential for serious injury. It’s imperative that all municipal employees follow correct operational procedures whenever an aerial lift of any sort is employed.

Responsibilities - Supervisors 

All supervisors involved in operations where aerial lifts are employed must:

· Be aware of the hazards specific to the aerial lift device in use

· Make certain that any modifications to the lift device in use have been made only with the specific, written approval of the manufacturer 

· Oversee the placement of warning signs, tapes, barriers or fences to divert pedestrian traffic before the lift is used

· Ensure that all personnel involved are properly trained in the use of the lift being employed

Responsibilities – Operators 

Those operating aerial lift devices should:

· Be fully aware of any hazards specific to the aerial lift being used

· Not use any lift device that’s been modified without the manufacturer’s prior, written approval

· Carry out a safety check prior to each use and submit a record of it to the relevant supervisor

· Perform a work area inspection prior to each use 

· Immediately report any damage caused or irregularities encountered during the lift operation to the relevant supervisor

· Immediately report any worn or faulty components found in personal fall-arrest systems to the relevant supervisor

Personal Protective Equipment  

Employees using lifts must wear a personal fall arrest system consisting of a full body harness and a lanyard properly attached to the lift basket.

Employees using lifts to check or charge liquefied petroleum gas (LPG) tanks must wear protective insulated gloves, goggles, and long sleeves to guard against freezing their skin.

Use and Modifications

Aerial lifts must be operated and used in accordance with OSHA regulations and American National Standard Institute (ANSI) standards

Aerial lifts must be maintained in accordance with the manufacturer’s requirements. 

Lifts may be modified for uses other than those intended by the manufacturer only when the modification has been approved in writing by the manufacturer or an equivalent entity, such as a nationally recognized testing laboratory. 

Any modifications must conform to all applicable provisions of ANSI A92.2-1969 for Vehicle-Mounted Elevating and Rotating Platforms and 1910.68, and must make the lift at least as safe as it was before the modifications were performed. Equipment with approved modifications must bear a label or identifying mark indicating approval by the testing authority and/or laboratory.

Over the Road

Before moving any lift device along an open roadway, the operator must obtain any necessary traffic permits from the local police. 

Aerial ladders, booms and towers must be secured in the lower traveling positions by the locking devices provided or by other equally effective means. Locking pins must be in place as directed by the manufacturer.

Fall Protection 

Employees performing work in an aerial lift must obey all pertinent safety rules and regulations. 

Employees must not extend their upper bodies outside the basket. 

The weight of the basket’s occupants, their tools and any other equipment must not exceed the load limit of the aerial lift.

Employees working in a man lift, bucket truck, boom lift or aerial lift other than a scissor lift must wear a full body harness and a lanyard (2 feet long) connected to an appropriate attachment point on the bucket or boom. 

Employees working in a scissor lift with guardrails not in place must wear a harness and a lanyard attached to the basket.

Employees must remain attached or tied off to the bucket or boom until the work is finished and the basket safely lowered to the ground. Employees working from an aerial lift may only tie off to the basket or boom of the aerial lift. Tying off to an adjacent pole, structure or other piece of equipment is prohibited.

As the force of a fall can sometimes cause a lift to tip over, lift operators should review the manufacturer’s recommendations for fall-arrest systems before starting work. 

Fall Protection - PPE
All employees on aerial lifts must wear personal fall-arrest gear. Selection of appropriate fall-protection equipment is critical, as is ensuring that all employees understand how to use it properly. The manufacturer’s instructions should be read prior to each use to refamiliarize employees with the equipment and to verify its suitability for the particular situation or environment encountered.

In general, any personal fall-arrest system should be capable of:

· Limiting the maximum arresting force on its wearer to 1,800 pounds when used with a body harness

· Bringing its wearer to a complete stop while limiting maximum deceleration distance to 3.5 feet

· Withstanding twice the potential impact energy of its wearer when free falling a distance of six feet, or the free fall distance permitted by the system, whichever is less

· Being so rigged that its wearer can’t free fall more than six feet or come into contact with a lower level

Any personal fall arrest system or its component subjected to an impact loading must be immediately removed from service and must not be used again for employee protection unless inspected and recertified for operational use. 

Personal fall-arrest systems or their components are for use only for employee protection.

Emergency Planning and Rescue

Before beginning operations with a lift, those using it should review emergency escape routes (when performing work indoors), procedures and alarm systems. Employees should also have the numbers of relevant emergency services (police, fire and EMT) in their possession as well as a means of contacting them, such as a cell phone or radio.

Work Surfaces and Footing

Those on a lift should always stand firmly on the floor of the basket and never sit or climb on its edge. 

Employees on lifts should never attempt to climb outside the basket or lean over its railing. 

Employees should only perform work in areas accessible from inside the lift’s basket. Aerial lifts should never be used in combination with ladders, planks or scaffolding.

Load Limits 

Never exceed recommended load limits for the boom and basket.

Post load limits in a visible location on the aerial lift. Boom and basket load limits must be specified by the manufacturer or equivalent entity, such as a nationally recognized testing laboratory.

Positioning the Lift

Position the vehicle on which the lift is mounted in a way that allows the boom and basket a full range of motion. 

Unless the vehicle is designed to do so, it should never be moved when the boom is elevated.

When applicable, deploy any stabilizing devices present, such as outriggers and wheel chocks. 

Outriggers

If outriggers are used, they should be positioned on special cribbing pads or a solid surface. Setting up and positioning the outriggers are extremely important – if done incorrectly the lift could tip over.

When setting outriggers, always remember:

· When possible, position outriggers on a solid surface such as concrete or asphalt

· Always position outriggers on level ground

· If outriggers are positioned on soil, check the soil density to ensure that the surface is stable and not recently backfilled

· Always use cribbing when positioning outriggers on soil

· Always bring the outrigger straight down, never at an angle

· While it’s being retracted, never stand behind an outrigger or between it and another object. If the lifting activity has caused the center of gravity to shift, the sudden release of the outrigger could cause the vehicle to lunge.

Brakes 

Brakes provide protection against accidental movement. Prior to operating the lift, the operator should check that the brakes are set.

Wheel Chocks 

Wheel chocks provide additional protection against accidental movement or slippage by bracing the wheels on either side. This is important during boom and basket movement when shifting weight can affect wheel placement. Chocks should be placed before operating an aerial lift on an incline.

Power Lines 

Only aerial lifts with insulated buckets should be used for work on overhead power lines. 

The bucket’s insulation should be inspected regularly for any decay or damage that could reduce its level of protection. Uninsulated lifts must maintain at least a 10-foot distance between the boom and energized electrical lines. 

Always assume any power lines, wires and other conductors are energized, even if they’re inactive or appear to be insulated

Employees who are not trained electrical workers must remain at least ten feet from power lines.

Dangerous Obstacles 

Lift operators should never position themselves between overhead hazards, like joists and beams, or the rails of the basket. Accidental movement of the lift could result in a crushing hazard.

Operators should also be aware of other obstacles and keep a minimum distance of 10 feet from them. Dangerous obstacles include, but are not limited to:

· Other vehicles

· Tools & equipment

· Other aerial lifts

· Trenches & pits

· Mechanical devices

· Potholes

· Cranes

· Power lines

Tip Overs

Tip overs can occur when aerial lifts are operated on soft or uneven ground, if the rated load limit is exceeded, or if the lift is struck by another vehicle. To avoid tip overs:

· Never exceed the manufacturer’s rated load capacity limits.

· Avoid unnecessary travel with the lift in the elevated position.

· Establish a work area perimeter.

· Don’t drive near leading edges or holes.

· Don’t raise the platform on a slope or drive onto a slope when the lift is elevated.

· Don’t drive onto uneven or soft surfaces when elevated.

· Don’t use the platform in windy conditions.

· Avoid excessive horizontal forces when working from an elevated scissor lift.

Pedestrians 

Lift operators are responsible for the safety of people in the vicinity of their equipment, and should always be aware of their surroundings. When lift work is performed around pedestrian activity, operators must be particularly vigilant to ensure safety. 

Signs, Caution Tape and Barriers 

An aerial lift boom and basket should never be positioned above pedestrians and other workers on-site. When a lift is used in an area near pedestrian traffic, a perimeter should be established around the work area and pedestrians diverted from it. 

The perimeter should be defined by signage, caution tape and barriers. 

The perimeter should be large enough to allow the boom and basket to remain in the work area in all necessary positions.

If the work area is limited, operators should position the boom only as far as the established perimeter. 

If the work area includes a pedestrian throughway such as a sidewalk, pedestrian traffic must be safely diverted. If pedestrian traffic has to be diverted onto a street, a police detail is necessary. 

When pedestrian traffic has been diverted, signs should be posted to direct people in the appropriate direction. Additional signs should be placed at all entrances to and around the perimeter of the work area advising of dangerous work in progress. 

Types of Lifts

Bucket Trucks 
Cherry pickers and bucket trucks are types of aerial lifts that contain a bucket-like platform attached to a long arm (boom). As the arm unfolds, the platform rises. These types of lifts are commonly used by utility workers and landscapers. Among the specific hazards their use entails are:

· Integrity of electrical insulation

· Falls from above

·  Tip overs

· Collisions

· Exposures to electrocution

Scissor Lifts

Scissor lifts use criss-cross braces that extend and stretch upward. As the braces rise, the platform attached to the top of the braces also rises. Their specific hazards include:

· Collisions 

· Falls from above

· Tip overs

· Risks of electrocution

Articulated Boom Lifts

Articulating boom lifts (knuckle booms) can extend up and over machinery and other obstacles and can reach elevated positions not easily approached by a straight or telescopic boom lift. Typically, the turntable is capable of rotating 360 degrees in either direction. The boom can be raised or lowered from vertical to below horizontal and extended (telescoped) while the work platform remains horizontal and stable. It can be maneuvered forward or backward and steered in any direction by the operator from the work platform, in some cases while the basket is elevated. Most articulating models can be driven with the boom extended to its full elevation. Operators should insure that the articulating boom is designed for this before attempting to drive the lift with the boom extended. Their specific hazards include:
· Integrity of electrical insulation

· Falls from above

· Tip overs

· Collisions

· Risks of electrocution

Telescoping Boom Lifts

Telescopic (straight or stick boom) boom lifts are used for applications that require high reach capability. The lift’s turntable can be rotated 360 degrees in either direction for easier positioning. The boom can be raised or lowered from vertical to below horizontal and extended while the work platform remains straight and stable. The operator in the platform can maneuver and steer in any direction, in some cases while the boom is extended. Operators should insure that the articulating boom is designed for this before attempting to drive the lift with the boom extended. Their specific hazards include:

· Integrity of electrical insulation

· Falls from above

· Tip overs

· Collisions

· Electrocution

Maintenance 

Fossil Fuels 

Storage and handling of liquid fuels must be in accordance with NFPA Flammable and Combustible Liquids Code (NFPA No. 30-1969), and Massachusetts 527 CMR 15 Flammable and Combustible Liquids, Flammable Solids or Flammable Gases.

Storage and handling of liquefied petroleum gas must be in accordance with NFPA Storage and Handling of Liquefied Petroleum Gases (NFPA No. 58-1969) and Massachusetts 527 CMR 6 Liquefied Petroleum Gas Containers and Systems.

Unless otherwise exempt by CMR 527, a permit is required by any owner, tenant, lessee, or business to store and use flammable liquids and gases. 

Batteries 

Locate battery-charging stations in areas capable of flushing and neutralizing spilled electrolyte. 

Charging stations should be equipped with appropriate fire protection, charging apparatus protection, and adequate ventilation for dispersal of battery off-gassing. 

Battery handling equipment and a carboy tilter or siphon for handling electrolyte should be available. 

Smoking and other potential ignition sources should be strictly prohibited in the designated area.

Follow material data safety sheets (MSDS) recommendations for sulfuric acid. When charging batteries, pour the acid into water, not water into acid. Pouring water into acid can cause a violent reaction and possible explosion. 

Position the aerial lift properly and secure the brake before attempting to change or charge batteries. 

Properly position, and secure reinstalled batteries in the aerial lift. 

Ensure vent caps are functioning and the battery (or compartment) cover(s) are open to dissipate heat. 

Prevent open flames, sparks, or electric arcs in battery charging areas. 

Keep tools and other metallic objects away from the top of uncovered batteries. 

Make sure the keys are not in the lift’s ignition when disconnecting the battery leads from the charging device. A spark from the ignition switch could generate an electrical shock.

Smoking is prohibited when fueling a lift, charging its batteries or operating it. Working around batteries can be dangerous because they contain sulfuric acid and generate a potentially explosive gas (hydrogen) during the charging cycle. Do not smoke or let anyone else smoke in a battery charging area. Never use an open flame to check the electrolyte level in batteries or the gasoline level in fuel tanks. 

Fuelling and Charging

The following conditions pertain to battery charging and fuel handling and storage:

· Charge batteries only in well-ventilated areas.

· Never fill a fuel tank while the engine is running.

· Never operate a vehicle with a recognized leak in the fuel system.

· Clean up all spillages of oil or fuel and replace the fuel tank cap before restarting the engine.

· When checking fluid levels in batteries, wear personal protective equipment (face and hand protection).

· In areas where electrolyte is added to batteries, an eyewash station should be provided. 

Inspections 

Lifts 

Before lift operations begin, the operator should carefully inspect the aerial lift, the vehicle it’s mounted on and their major components for any obvious indications of malfunction. 

Work Areas

Prior to operating an aerial lift, the lift operator should inspect the work area to ensure safe working conditions. Operators should make certain that:

· Pedestrian traffic has been diverted where necessary

· The lift has been positioned properly 

· Any additional hazards such as power lines, cranes, structures, driving surfaces and other aerial lifts being used in the area have been identified 

Personal Fall-Arrest Systems 

Fall-arrest systems should be examined before each use for mildew, wear, damage and other deterioration. Defective components should be replaced. 

Power Source Inspection

Batteries, liquid propane and diesel fuel are all used to power aerial lifts. Each power source has specific inspection criteria.

Batteries  

Acid-resistant gloves, goggles, and long sleeves should always be worn when checking battery fluid levels and/or replacing battery electrolytes. Personal protective equipment is necessary to protect against irritation to the airways and skin. Inspect batteries for:

Proper electrolyte fluid levels

Cracks or holes

Unsecured or leaking cells 

Frayed electrical cables

Broken or cracked insulation 

Tight connections

Clogged vent caps

Liquid Petroleum Gas (LPG) Tanks and Cylinders 

Insulated gloves, goggles, and long sleeves should always be used when checking or charging LPG tanks. Personal protective equipment is necessary, as LPG will freeze skin. Inspect tanks for:

· Rust

· Cracks

· Broken weld points

· Expired hydrostatic test dates

· Leaking valves 

· Frayed fuel gas lines and other damage
· All valves, nozzles, and hoses should be secure and not leaking. When damage is found, the affected equipment should not be operated until the damage has been corrected.

Diesel Fuel 

Fuel lines should be visually inspected for cracks and other signs of deterioration or damage. Petroleum odors are often indicators of leaking fuel.
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Heavy Equipment 

Forklift Safety 

Forklifts should only be operated by authorized and properly trained operators. The same level of training should be given to all authorized operators and trainees.

The operators are responsible for inspecting the equipment before using it. They should take special care to test brakes and controls prior to use, and report any needed repairs to the appropriate person immediately. 

Operate equipment at safe speeds for existing conditions. Go slowly around corners.  Avoid holes, debris and loose materials. 

Seatbelts should always be worn while operating a forklift with rollover protection.

Check clearances in all directions, particularly overhead clearances.

Never fuel a forklift while the engine is running.

Do place the lift forks under the load as far as possible. Do not raise or lower a load while the forklift is moving. Loaded or empty, forks should be carried as low as possible, but high enough to clear uneven surfaces (usually about 6-12 inches on level surfaces).

Operators should always face the direction of travel and keep arms and legs inside operator’s compartment.

Never exceed the load limits specified by the manufacturer. 

Do not travel with the load raised. This raises the center of gravity and increases the danger of tipping the machine. 

Unless the forklift is equipped with a seat for a second occupant, only the operator is allowed on the forklift during operation. 

A secured platform specifically designed for that purpose should be used when lifting personnel.

Turn it off. An operator leaving a forklift unattended (i.e., moving more than 25 feet away from it, or letting it out of his view) must fully lower the load, neutralize the controls, set the brakes and shut off the power before doing so. 

Don’t operate forklifts with internal combustion engines in enclosed areas for extended periods to avoid exceeding allowable levels of carbon monoxide.

Backhoes and Loaders

All operators must be adequately trained and fully qualified to operate the equipment. Operators should be thoroughly familiar with the equipment and understand the contents of the operator's manual.

Operators are responsible for inspecting the equipment before it’s used. They should test brakes and controls and report any needed repairs immediately. Operators should also carry out daily maintenance and repair of all pivot pins, hydraulic cylinders, hoses, snap rings and main attachment bolts. 

Seatbelts must be used on all equipment with rollover protection.

Operators should maintain “three points of contact” with the equipment when entering or exiting. This will allow them to regain balance if they lose their grip or slip. 

Fit all machines with backup alarms whenever possible, especially on larger vehicles and equipment with restricted rear views. If a vehicle isn’t equipped with a backup alarm, the operator should sound the horn before reversing. 

Only a designated operator should be allowed in or on the vehicle during operation, unless it’s equipped with a second seat. 

Employees should never ride in the bucket or use it as an elevated platform.

Before starting the vehicle, an operator should walk around it to insure that no one is in its path. When possible, use a spotter when backing equipment. 

Keep bystanders in the clear while operating the equipment. No one should be allowed in a ditch while a backhoe is excavating.

Locate underground utility lines and overhead power lines before starting to dig. (Always contact utility companies to find the actual location of any underground lines.) Don’t operate a backhoe within 10 feet of an overhead electrical line. Hand-dig in the vicinity of all known underground utility lines and pipelines.

Never attempt to lift loads in excess of the equipment’s capacity.

Never allow anyone to get under the equipment or reach through the lift arms while the bucket is raised.

Relieve the pressure in any hydraulic lines before disconnecting them to perform maintenance or make repairs. Any hydraulic lines not relieved should be physically blocked to protect against mashing injuries during maintenance or repair activities. Physical blocks may include safety stands, timbers, cinder blocks, or other objects that can withstand the force.

Use care at all times to maintain proper stability. Drive at safe speeds over rough ground, on slopes, when crossing ditches and when turning corners.

To prevent upsets when operating on a slope, avoid using the full reach and swinging a loaded bucket to the downhill side.

Always center and raise the boom before moving to a new location.

Don’t attempt to exit the equipment while it’s still in motion. Apply the parking brake and shut down the engine before leaving equipment.

Lubrication activities or mechanical adjustments shouldn’t be performed while the equipment is running if it’s possible to come into contact with a moving pulley, belt or shaft. 

Always park the equipment on level ground when possible. When parking the equipment, lower the bucket, set the brakes, engage the transmission and shut off the engine. 

Use care in attaching towing lines to the equipment. Pulling from the tractor rear axle or any point above the axle may cause an accident.

Use signs and other warning devices to make other motorists aware there’s a slow-moving vehicle in their vicinity.

Dump Trucks 

Never carry employees or civilians in the truck bed. 

Employees shouldn’t remain in the cab when the bed is being loaded unless the cab is protected against impact.  

Check overhead clearances before raising the bed. Be aware of overhead electrical lines.

Be sure hoist is not engaged before moving the truck.

Cover any loose material in the bed to prevent blowing debris and spillage.

Close the windows during loading and unloading to control dust accumulation inside the cab.

All operators of dump trucks must possess a valid Commercial Drivers License (CDL).  

Operators are responsible for cleaning mud, rocks and debris from the bed, fenders and other parts of the truck. Such materials may get dislodged during travel.

Backup alarms are a useful warning device and should be installed when possible, especially on larger vehicles and equipment that may have severely restricted sightlines to the rear. If an alarm is not fitted, the operator should sound the horn to warn others of the moving vehicle. Backup alarms should be operable at all times.

Maintain all mirrors in clean, working condition. Keep them adjusted properly. 

Operators should maintain “three points of contact” with the equipment when entering or exiting the cab, to guard against slipping or loss of balance. 

Tractors and Shredders 

Always use seatbelts if the tractor/shredder is equipped with rollover protection.

Guards around chains, shafts, pulleys, and gears must always remain in place whenever the equipment is in operation.

Be careful when operating near slopes, cuts, depressions, drop-offs, soft shoulders and ditches. Watch constantly for hidden objects and uneven ground. Hazardous areas should be cleaned and special hazards removed before beginning to mow. 

Use care when entering traffic areas, crossing railroad tracks, etc.

Operators should maintain “three points of contact” with the equipment when entering or exiting. This will allow them regain balance if they should slip. 

Backup alarms should be installed whenever possible, especially on larger vehicles and equipment with restricted views to the rear. If no alarm is fitted,  the operator should sound the horn to warn others of the moving vehicle. Backup alarms should be operable at all times.

Only the operator is allowed on the equipment during operation, unless the equipment has a seat another occupant.

Lubrication activities or mechanical adjustments must not be performed while the equipment is running if it’s possible to become snagged on a moving pulley, belt or shaft. 

Take sharp turns slowly. 

Wear proper personal protective equipment at all times. On a tractor with an uncovered cab, this entails safety glasses and hearing protection at a minimum. Other personal protective equipment such as gloves, face shields, sleeves or boots may be necessary for specific jobs. Operators should also use sunscreen on those occasions when they’re exposed to direct sunlight for extended periods. 

Use signs and other warning devices to advise other motorists of a slow-moving vehicle in the vicinity. 
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Safety Training 

Safety Meetings

Monthly safety meetings are a proven, effective means of educating employees about workplace safety and training them in safe work practices. Designate a supervisor to provide and coordinate the information to be used at each meeting. Whenever possible, he or she should also attend and participate in the meetings. Document the date of all safety meetings, the attendance at each one, and the topics discussed. 

A second supervisor or employee should be designated to run each meeting. Topics discussed at meetings can include any number of actual or potential safety issues, including:
· Hazards associated with the workplace

· Hazards of particular jobs or tasks

· Emergency procedures

· Hazard communication

· Specific equipment operation training

· Employee reporting requirements

· Office safety

· Driving safety

· Machinery safety

· Contractor safety requirements

· Back-injury prevention

· Housekeeping

Documentation of Meetings and Training Sessions

Document all safety meetings and training courses in which employees, supervisors or managers participate. 

Keep records of safety meetings in a designated, central location. 

Identify any employees who do not attend regularly scheduled safety meetings or training activities and require them to attend additional “make-up” meetings or training sessions. Record the identities of those employees who attend make-up sessions. 

Continuing Training 

Assign a supervisor to provide safety training as the need arises in the following areas: 

· Purchases of new equipment 

· New operations or changes in existing ones 

· Whenever an area of increased incidence of accidents is identified

· Whenever a new area of exposure is identified 

New-Hire Safety Orientation 

Designate a supervisor or manager to provide orientation sessions to new employees with an emphasis on the hazards inherent in their new positions. 

Include a review of all safety rules, policies, procedures, and equipment applicable to the new employee’s area of work. Afford the opportunity for relevant questions. 

Maintain a record of attendance at orientation sessions.   

If necessary, limit the new employee’s work activities until he or she has attended safety orientation.  

Reporting Unsafe Acts or Conditions 

Require the reporting of any unsafe acts or conditions. 

Create and make readily available a standardized form for reporting unsafe acts or conditions. 

To facilitate the reporting process, establish a universal routing procedure within the jurisdiction for any and all reports.

Make it very clear, both in written policy and through managerial actions, that no one is to be penalized for filing a report. 
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Reporting Claims 
What is a Claim?
A claim results from a direct or indirect assertion by an injured party alleging negligence and liability. Typically claims arise from accidents -- undesired events causing bodily injury, personal injury or property damage. 

Bodily injury is any physical injury including sickness, disease, disability or death. It also includes pain and suffering directly caused by the physical injury. 

Personal injury is a non-physical injury arising from one or more of the following:

· False arrest, detention or imprisonment

· Malicious prosecution

· Oral and written publication of libelous or slanderous material, or material that violates the right to privacy

· Humiliation, mental injury, distress, anguish or shock

·  Assault and battery

· Discrimination both related and unrelated to employment practices

· Violation of civil rights protected under 42 USC 1983 or Massachusetts law 

Property damage is physical injury to tangible property including the loss of use of property.

Claims Coverage

In general, claims are covered in one of the following ways

Occurrence 

Those accidents or incidents that take place during a policy period are covered, regardless of the date the claim is filed (assuming it falls within the applicable statute of limitations). As long as the policy conditions have not been violated, the claim may be reported at any time. 

Claims made 

Accidents or incidents must be reported within the policy period. There are limitations to this general rule: The incident must take place after the effective date of the policy or after the retroactive date. Some policies may cover incidents which take place before the effective date of the policy as long as the municipality had no prior knowledge of the incident. For example, a claim of excessive force would be covered even if the incident took place prior to the policy period, provided the municipality’s first knowledge of the incident occurred during the policy period, the claim was made during the policy period and the conditions of the policy had not been violated.

.

The Role of the Insured

The most effective processing of claims comes from a cooperative effort between the municipality and MIIA. Efficient and prompt reporting in concert with effective claims investigation in most instances reduces the ultimate cost of the claim. Observe the following guidelines when reporting claims or assisting with the claims process. 

Report all losses to MIIA promptly – Prompt notification of losses is a major factor in reducing loss. It allows investigation of the loss to begin immediately and the claim to be processed in a timely fashion. A municipality should report all losses even when it’s uncertain if a claim will be made. If the loss involves injuries or a lawsuit, report it within 24 hours.

Assist in gathering investigative information – Some losses may require the municipality’s help with key investigative information, including photographs of scenes or vehicles, investigative or internal reports, and interviews.

Supply complete and accurate reports -- A fully completed accident report form should accompany each new report.  A designated contact person from the municipality should review the completed form for accuracy before it’s given to the insurer. Never release the form or the report to a third party. 

Obtain appraisals of vehicle and property damage – Make certain that no repairs are made to damaged vehicles or property until MIIA has been notified. 

Other responsibilities -- In addition, the municipality must also cooperate in the investigation, defense and settlement of the claim or lawsuit. If MIIA requests, the municipality may also be required to assist in its right to recover against a third party for injury or damages. A municipality should never make a payment, assume any obligation, or incur any expense, other than those involved in rendering first aid on the scene. 

The Claims Adjustment Process 

Investigation of coverage 

MIIA must first determine if the reported loss is a covered one. To be covered, the loss must involve an accident or hazard assumed by the insurer’s scope of coverage, and must involve a named insured.
Investigation of liability 

The adjuster next determines the municipality’s legal liability – if any -- for the damages sustained by the claimant. Liability typically will arise when the proximate cause of the claimant’s injuries or damages arises from the municipality’s negligent acts. 

Investigation of damages 

The amount of the loss sustained by the injured party is investigated and determined in this phase. The loss may involve bodily injury, mental and physical distress, medical expense and loss of earnings. After determining the value of the loss, the insurer’s adjuster negotiates a settlement. 

Litigation management  
If the claimant disagrees with the settlement offer, the claim may have to be settled in court. Most insurers’ scope-of-coverage provisions allow for legal defense costs and payment of any judgments that may be awarded. The insurer’s claim staff will manage the litigation involved, including activities such as providing direction to the assigned attorney, participating in strategy development, notifying the municipality of key developments and monitoring the litigation process through trial.
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Accident Investigation

By definition, an accident is an undesired event that results in personal injury and/or property damage. Accident investigation seeks to prevent future accidents. 

Accident investigation is a very important means of positive loss control. In effect, it’s an opportunity to check the effectiveness of existing safety controls and to identify and implement any needed changes to them. Whenever an accident occurs, the resultant investigative process involves personnel on several levels of the municipal organization, including the injured worker or workers, the immediate supervisor and the municipality’s upper management.

Responsibilities 

Accident investigation is the responsibility of all levels of management and the concern of all municipal employees.  While it should be conducted to establish all relevant factors involved in the cause of accidents, it should not seek to assign blame. 

Accident investigation should be the immediate responsibility of the front-line supervisor, the person directly responsible for assigning work to and monitoring the actions of the injured person or persons at the time of the injury.  There’s good reason for this: a front- line supervisor knows the most about the situation, has personal knowledge of the workers involved, and has a personal interest in identifying the causes of the accident. He or she is also usually in a position to take the most immediate action to prevent another accident from happening, and can usually communicate most effectively with those involved.

For those reasons, municipal management should supply training in accident investigation to supervisors.  Don’t assume that because a supervisor may be skilled at running a department or governmental operation, he or she is also skilled at investigating accidents. More often than not, supervisors have never been responsible for accident investigations, and accordingly have never developed the skills to do so. 

Benefits to Supervisors 

Prompt and thorough accident investigation benefits supervisors in a variety of ways. Some of the major benefits follow.

An effective investigation is concrete evidence of a supervisor’s concern for others. 

An effective investigation increases productivity and reduces costs by minimizing time lost to future, similar accidents. 

Accident investigation and resulting prevention are tangible evidence of a supervisor's ability and efficiency and should be an integral part of performance evaluation.

Conscientious investigation and meaningful corrective measures make others feel their supervisor is in control and can handle unusual circumstances.

Responsibility for acting upon the supervisor's comments and suggested corrective actions becomes that of the relevant department head and upper municipal management.  A thorough investigation, then, becomes a means for the supervisor to communicate with and be heard by senior management. 

Reporting vs. Investigation 

Accident Reports

All accidents should be reported promptly and according to an established written procedure regardless of their severity.  Procedures may vary with the seriousness of the accident, such as an immediate telephone call for accidents involving personal injury. Since accidents are not routine activities for drivers, reporting procedures should be put in writing and kept in every municipal vehicle. (As applicable, special emergency procedures for hazardous materials can be included.)

Accident Investigations

An accident investigation determines what happened and why with an eye to preventing future, similar accidents. Wherever possible, accidents involving personal injury or major property damage should be investigated personally by the involved employee’s supervisor or other local government representative. In that way, physical evidence can be observed and collected rather than relying solely on the employee’s account of the loss. Where in-person investigations are not possible, the supervisor should review all the facts available, including written reports by the employee, local police, insurance investigators and eyewitnesses to determine the likely chain of events.

As the defining purpose of any investigation is correction, it’s vital that the investigation not attempt to place blame or simply attribute the accident to human error. Doing so usually means retraining or disciplining the worker and often doesn’t address the underlying cause of the accident. 

An accident investigation seeks to do the following  

· Identify problems by establishing the actual cause of the accident 

· Devise effective corrective action

· Implement effective corrective action

· Follow up on the corrective action and evaluate its effectiveness

Finding Causes and Identifying Problems 

One or more of four factors figure in virtually all losses: people, equipment, materials and work environment. When investigating an accident, consider each of these factors as a possible contributing cause. Among the questions to be asked should be

· Who was involved?

· What department was involved? 

· What equipment was involved? 

· What material was involved?

· What environmental factors were involved?

Frequency vs. Severity

Accidents can be analyzed by trend (for instance, 75% of all automobile accidents under investigation might have involved rear-end collisions) or by cause (for instance, 45% of all automobile accidents under investigation might have involved faulty preventive maintenance). Causal analysis is usually more effective as it points to a direct cause of an accident, while analysis-by-trend simply points in the general direction of accident occurrence without identifying the precise cause. 

The frequency of accidents is an important datum; continued frequency will eventually bring about increased severity.

Frequent severe accidents can possibly indicate an impending disaster. It’s important to look at loss experience and trends to see if the accidents in question consistently involve a given department, operation or employee. Typically this is an indication of a problem area in need of corrective action. 

Accident Review

Reviewing past accidents to prevent new ones is extremely important.  In doing so, the review should be based on the National Safety Council's definition of a preventable accident as “one in which the individual(s) failed to do everything he/she/they reasonably could have done to avoid it."

The Investigation Report 

An accident investigation is the line supervisor's objective analysis and evaluation of all facts, opinions, statements and other related information gathered at the accident site.  

The information provided in the accident report should include

· The occupations of the person or persons involved in the accident. Job titles or classifications may not reveal this.  Departments or divisions should also be indicated.

· The date and time of the accident 

· The exact location of the accident. Be specific.  Narrow it down to an address, then identify an intersection, a building, a location within a building, or even a specific piece of equipment in, on or near which the accident took place.

· A detailed description of the accident.  Identify the object or substance associated with the occurrence, such as a ladder, a piece of playground equipment or a specific chemical. State the manner in which the injured person made contact with the object or substance, such as by falling or by being caught by a moving part or by being splashed. 

· Details of any unsafe acts or conditions involved.  An accident seldom has a single cause. Determine what went wrong.  Did anyone deviate from prescribed procedures or methods?  

· Any actions taken or proposed.  If possible, this should include some type of corrective action to be taken immediately.  Once the problem is determined or identified, the correct and most economical remedy will usually be self-evident.  If assistance or approval is needed, a corrective action proposal should be stated in the report.

· The statements of all parties involved, including witnesses. Also include any relevant remarks, opinions, photographs and sketches. Include employee and/or injured-party information when necessary to describe the accident and identify the problem.

The Accident Investigation -- At the Scene   

· Initial notification -- Employees are responsible for reporting all on-the-job injuries, illnesses, or incidents as they happen. This is a serious responsibility and failing to satisfy it should be made cause for disciplinary action.   

· Initial treatment – A supervisor or employee with knowledge of first-aid practices may be all that’s needed for treatment of minor injuries. However, professional medical treatment is mandatory if any of the following conditions are evident

· Severe chest pains

· Traumatic injuries

· Loss of consciousness or severe dizziness

· Securing the scene -- First responders to any accident or incident are responsible for securing the scene to prevent further injury or damage and also for protecting the integrity of the scene until an investigation can begin. 

· Any incident involving possible exposures to blood-borne pathogens, communicable diseases, or any other contagious substances should be handled in accordance with specific procedures already in place. 

· Transporting the injured – Employees requiring medical treatment should be transported by ambulance or other vehicle, depending on the severity of their injuries. Injured employees should never be allowed to transport themselves for initial medical treatment.

If an employee refuses medical treatment for an on-the-job injury, that information should be noted in the report and the employee should be required to sign it to document his or her refusal of care. 

Further Notification -- The responsible person should be contacted after the accident to verify that the initial report has been completed and forwarded to the appropriate insurance provider.   

The Accident Investigation -- The Initial Investigation

· The supervisor should take immediate steps to protect all municipal personnel from any hazards involved in or arising from the accident. He or she should also take action to preserve the accident scene. Then, having verified that any injured parties have received medical attention, he should begin his investigation. Initially, this should include

· Statements from any injured employees

· Statements from witnesses

· Photographs or sketches of the accident scene

· Completion of an accident or incident report 

· Implementation of any necessary short-term corrective actions to prevent any possible similar accidents

The Accident Investigation -- The Initial Report

An initial report should be completed for all accidents and incidents within twenty-four hours of occurrence.  The initial report should be forwarded to the designated responsible person during regular business hours. 

The Accident Investigation -- The Final Investigation and Report

The final investigation should be conducted and completed within 72 hours of the accident, and the resultant report should then be presented to and reviewed by the injured employee, the injured employee’s supervisor, the municipal safety officer and risk manager, and any witnesses available.  

The final investigation report should include

· A detailed description of the event 

· Any eyewitness accounts of the accident

· Input from supervisory personnel 

· The proximate cause or causes of the accident

· Recommended corrective actions

A well-conducted investigation and the resulting report will answer the following questions:

· Who was injured or what was damaged?

· When did the accident or incident occur?

· Where did the accident or incident occur?

· Why did the accident or incident occur?

· What caused the accident or incident to occur?

· How can it be prevented from occurring again?

The responsible person has responsibility for issuing the final report, which will reflect and reconcile any changes from the initial report. The final report should also include 

· All final corrective actions

· The completion dates for all corrective actions

· The person or persons tasked to complete the corrective actions. The person or persons so designated should also sign the final report when the corrective actions have been completed.

Copies of the final investigation report should be supplied to

· The municipal human resources manager

· The municipal risk manager or safety representative

· The appropriate department manager

· The municipal safety committee (for its review and recommendations)

Important: the final report is supplemental to any investigation report required by the Commonwealth of Massachusetts and/or any workers’ compensation insurance provider(s).

Corrective Action

Examining and identifying deficiencies of procedures or operations determine what corrective actions to be taken and what management controls evaluated.  Some cases will call for immediate temporary corrective action to provide short-term 
remedies for serious hazards which could lead to another accident sooner rather than later.
In all cases, however, there will be a need for permanent actions to eliminate the underlying deficiency that led to the accident. These actions should be carefully and thoroughly detailed in a separate part of the final accident report. 

Don’t wait to implement those actions. Determine what needs to be done and do it. This is especially true of any immediate, temporary actions which the investigating supervisor has the authority to carry out and which may directly affect the short-term safety of an operation or worksite. Keep careful track of what’s been done and what remains to be completed.

Follow Up

It’s essential to make sure that other departments take any necessary corrective actions for which they might be responsible. Maintain contact with any other departments whose personnel, equipment, operations or activities might have been involved in the accident. 
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Recordkeeping
Effective and efficient claims management starts with keeping detailed and up-to-date records of all safety and health-related documents. Municipalities should devote space, resources and personnel to compile and preserve coherent and accurate records. 

At a minimum, a municipality should:

· Establish specific and consistent recordkeeping procedures 

· Make certain all relevant data is collected as it becomes available 

· Establish a filing system in a designated central location that allows easy and accurate access for both paper and computer records 

·  Consider appointing one person as a records administrator 

· Retain all such records for at least five years (longer if required by federal, state or local law)

Records to be compiled and maintained include, but are not limited to:

· Injury loss records – Keep claim and loss data from federal and state agencies and insurance carriers in a designated central location. Use them as a basis for trend analysis.

· Accident Investigation Reports -- The records administrator should verify that there is a completed accident investigation report for each reported accident . Copies of completed accident investigation reports should be kept in a designated central location. Use only standard investigation forms developed and approved by the local jurisdiction. 

· Inspection Reports 

Keep files on all inspection reports as required by your safety program(s), including reports on worksite and vehicle inspections.  A designated employee should ensure that all required reports are completed and filed. Use only forms developed and approved by the jurisdiction. Document any corrective action undertaken to correct deficiencies noted in the reports. Include any other inspection/audit reports that will be used as part of the safety program. Keep all files in a designated central location. 

· Safety Meetings and Training Program Records 

Keep documentation of monthly safety meetings and safety training activities in a designated central location. Use only forms developed and approved by the jurisdiction to document the activities. Note when safety meetings are used as training activities. The employee conducting each safety or training meeting is responsible for turning in a copy of the safety meeting form.  

· Accident and Incident Analysis 

Files containing accident and incident analysis reports (using the jurisdiction’s approved forms) should be kept in a designated central location. 

· Safety Program Reviews 

A file dedicated to reviews of the efficacy of the jurisdiction’s safety program(s) should be maintained at a designated location.  

A designated employee should perform annual checks of the records of all required safety documentation. 
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Litigation management

 Sometimes litigation is necessary to determine the extent – if any – of a municipality’s liability for damages sustained by a claimant. MIIA’s policy covers legal defense costs and payment of any judgments that may result from litigation.  MIIA’s claim staff manages any litigation. This includes such elements as providing direction to the assigned attorney, participating in strategy development, notifying the municipality of key developments and monitoring the litigation process through trial.

The Litigation Process

The litigation process refers to the progress of the lawsuit from the point the suit is served on the municipality or a municipal employee all the way to its conclusion. The process consists of service of the lawsuit, discovery, motions, settlement, trial and post-trial. The phases of this process are not always in order and will depend on factors such as admission of certain facts, settlement between the parties or dismissal.

· Summons and complaint – The litigation process begins when pleadings are filed in court. A municipality may be served with the lawsuit by mail or in person. Once notification of the lawsuit is received, the municipality must notify MIIA promptly, as an answer must be filed on its behalf within a certain time period. Failure to respond within that interval may result in a default judgment. The response time varies depending upon the legal jurisdiction the lawsuit is filed in, but is usually 15 to 30 days from the date of service. 

· Response – After the insurer is notified of a covered lawsuit, it assigns an attorney to file an appropriate responsive pleading to the lawsuit and prepare a defense to it. Either a motion to dismiss or an answer is usually filed at this time. A motion to dismiss asks the court to dismiss the lawsuit without the necessity of any additional phases of the litigation process or a trial. If an answer is filed, it will set forth the defenses to the allegations contained in the complaint and will be used during the course of the lawsuit.

· Discovery -- This phase of litigation allows both parties to investigate fully all aspects of the dispute in question. It may include any or all of the following:

· Interrogatories (written questions that must be answered)

· Production of documents (each side must produce relevant documents) 

· Inspection of public records

· Interview of witnesses

· Depositions (oral testimony given under oath)

· Motions -- If the municipality or its employee's actions are defensible or immune, the defense attorney files a motion for summary judgment at the conclusion of discovery. This motion asks the judge to issue a legal ruling, given the facts and applicable laws, that the plaintiff's case fails. If the decision is not in the municipality’s favor, the case will proceed to settlement or trial.

· Trial – In this public phase of the litigation, a jury decides the dispute between the parties. Most trials last from two to four days. The trial phase has eight stages:  jury selection; opening statements by each side; presentation of the plaintiff’s case; presentation of the defendant’s case; closing arguments by both sides; instructions by the judge to the jury; and jury deliberations and the verdict.

· Appeal – If the judge rules in the municipality’s favor on the motion for summary judgment, the plaintiff has the right to appeal the decision. Appeals can also result if either party believes that the trial court's decision was made in error.
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Facilities

A. Introduction

Local governments can help reduce and control losses by developing self-inspection programs for the facilities and properties within their jurisdictions. Such programs can be used to identify and correct problems before losses occur. 

The following suggestions and guidelines are intended for municipal employees who are not specifically trained in fire protection or safety to identify problem areas.  Any serious problems encountered and identified by them should be referred to trained personnel for further evaluation and resolution, while minor problems should be corrected by building personnel. Identified problems beyond the resources of an individual facility should be reported via an established protocol to supervisory personnel.  Completed self-inspection forms should be audited by the local government's safety officer or committee regularly.  

B. Building Construction

· All buildings should be of a design and construction appropriate for their intended occupancy and use and should be in compliance with all local codes.
· All building projects (including renovations, modifications and additions) should be of a design and construction appropriate for the intended occupancy of the building and be in compliance with all local codes.
· All buildings should be properly maintained.

· All buildings should be valued at replacement cost.  Historic buildings should be valued at a cost sufficient to recreate the structure using the original designs and materials.

· All buildings should be properly and conspicuously identified by an address or sign to allow easy identification by emergency service workers.

C. Building Services 

· All building services (including electrical, HVAC and plumbing) should be designed for the building’s intended occupancy and use and in accordance with local codes.

· All overcurrent protection (circuit breakers) should be properly sized to accommodate the distribution wiring and the anticipated electrical load. 
· Keep the area around electrical distribution panels free of combustible materials.

· All equipment and operations controlled by individual electrical circuits should be clearly identified on the panel box.

D. Computer Operations

· All computer equipment should be protected by a properly designed, installed and monitored automatic fire-suppression system.

· All areas with computer equipment should be provided with an automatic fire detection and alarm system.

· Never store combustible material in close proximity to computer equipment.

· Back up all computer files at least once a day. 

· Store backup files off site or in a remote area of the facility away from combustible material.  Keep all computer media in fire-rated cabinets specifically designed for media storage. Consider using an online backup service.  

E. Fire Protection

· Fire-protection systems and devices should be designed to accommodate the needs of the building’s occupancy and use and should comply with all local codes.

· Equip high-value buildings or those in which critical operations take place with automatic fire-suppression systems.

· Equip any buildings which might present hazards beyond the capabilities of local fire services with automatic fire-suppression systems.

· Equip the sites of all so-called "special hazard" operations (including paint spray booths, storage areas for flammable materials and computer rooms) with automatic fire suppression systems.

· All automatic fire suppression systems should be centrally monitored. 

· Provide automatic fire detection and alarm systems to all buildings regardless of their operational uses. 

· Provide local evacuation alarms for all buildings. 

· All detection and alarm systems should be centrally monitored.

· Equip all buildings with appropriate models of portable fire extinguishers. 

· Keep all fire doors closed or equip them with automatic closers connected to the facility’s fire detection and alarm system.

F. Housekeeping 

· Keep all buildings free of trash. 

· Remove all trash each day. 

· Store trash inside buildings in covered non-combustible receptacles until it can be removed. 

· Keep outdoor trash receptacles or storage units at least 50 feet away from all areas of the building where potentially combustible materials might be present (including wooden or vinyl exterior walls or trim elements) as well as from doors, windows or other building openings.

G.  Inspections 

· Conduct building inspections semi-annually. Include a review of each building’s general condition as well as of its operating systems.

· Inspect and test all fire detection and alarm systems monthly. At the same time, check the operation of the central monitoring connection.

· Inspect and test all sprinkler systems quarterly. Trip-test dry pipe values annually.

· Inspect sprinkler valves once a week. 

· Inspect portable fire extinguishers once a month. 

· Check all buildings at the end of each day’s operations to make sure all potential fire-ignition sources have been properly stored, secured or shut off.

H. Security 

· Install security systems in all high-value buildings and in those where critical operations are performed. 

· All security systems should be centrally monitored. 

· Illuminate storage yards and the exteriors of all buildings after dark. 

· Cut back or remove all trees, bushes, shrubs, and signage which obstruct the view of windows, doors and other building openings.

· Install security fences with locked gates around storage yards and similar facilities. 

· Secure all exterior openings at the end of each day’s operations.

· When and as called for at specific locations, take more extraordinary measures to ensure security, such as hiring guards or installing rollup gates. 

I. Smoking 

· Smoking should be prohibited in all buildings.

· Smoking should be prohibited within 100 feet of all flammable storage and fuel pumps.

J. Storage 

· Provide and arrange storage in a way that allows easy access to the stored material in an emergency. 

· In buildings equipped with sprinklers, don’t allow stored materials to be stacked to within 18 inches of the sprinkler heads.

· In buildings not equipped with sprinklers, limit storage to a height 36 inches below the level of the ceiling. Where no ceiling exists, limit storage to a height 36 inches below the roof decking. 

· Restrict storage of hazardous substances to specially designed cabinets, areas or facilities.

· Prohibit storage of any materials in electrical, mechanical, boiler and elevator rooms. Store any material subject to water damage on pallets or shelves. 
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Fleet

Poorly maintained vehicles are unsafe vehicles. Any local jurisdiction owning and operating a fleet of municipal vehicles should develop a vehicle-maintenance program to keep them in good, safe working order.  A maintenance program mandates the service to be performed on each vehicle and specifies the frequency of its performance.  

As well as reducing the possibility of accidents, a properly devised and executed maintenance program 

· Increases the life of vehicles

· Decreases the number and frequency of breakdowns

· Lowers costs for replacement parts by increasing the longevity of a vehicle’s components

· Decreases overall operating costs

· Improves driver morale and enhances public relations

Don’t confuse preventative maintenance with repairs. A vehicle is repaired when a defective or damaged part is fixed or replaced. Preventative maintenance is a scheduled program based on mileage driven or time elapsed and incorporates the following procedures 

· Inspection

· Adjustment

· Cleaning

· Replacing parts before they become defective

· Repairing parts before the repairs become critical 

· Tightening

· Painting

Factory maintenance manuals provide the necessary specifications, illustrations and instructions to keep a vehicle in good operating condition. 

Effective preventive maintenance is a partnership, with each partner in the operation carrying out his or her specific responsibilities.

· Mechanic's responsibility -- the mechanic is responsible for performing all required work safely, correctly, efficiently, and completely.

· Supervisor's responsibility -- the vehicle supervisor should set up work schedules and coordinate them with the local jurisdiction’s operational requirements to ensure appropriate vehicles are available when needed. The supervisor also oversees the work of the mechanics, trains them in procedures with which they may not be familiar, and assures that only approved and appropriate parts are used. 

· Local government's responsibility -- the local government sees to it that the preventative maintenance program is followed.  It should be actively concerned with all phases of fleet operations, including the hiring and training of mechanics and technicians, the choice of the make and type of vehicles purchased and their maintenance and use. 

 Maintenance Records

Maintain a permanent ledger or logbook for each vehicle. Record in it the types and amounts of fuel and lubricants used and any maintenance or repair work performed, along with the pertinent dates. This will help determine when a given vehicle should be replaced. Keep accurate records on all shop work performed, and any parts repaired or replaced. In the event of an accident, this can help prove a component or part failure wasn’t the result of faulty or overdue maintenance. 
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	Part             6                                                                         
	Inspections and Preventative Maintenance


	Section       3                                                                   
	Equipment



Equipment

Municipal machinery and equipment should be inspected frequently. The jurisdiction should develop and issue its own inspection forms and file them carefully to document the condition of each piece of equipment. The form should indicate if each item inspected was “satisfactory” or “unsatisfactory,” as well as any corrective measures that have been taken.

Inspectors should take note of the following issues:

· Battery

· Motor oil (condition, age and level)

· Engine

· Engine coolant

· Transmission fluid

· Exhaust system

· Hydraulic fluid

· Hydraulic lines 

· Rollover protection

· First-aid kit

· Horn

· Mirrors 

· Glass

· Windshield wipers

· Steering

· Seat belts 

· Seats

· Fuel level

· Back-up alarm

· Gauges

· Turn signals

· Safety equipment (flares, flags, cones, wheel chocks, etc)

· Emergency flashers

· Overhead lights

· Brakes

· Headlights

· Tail lights

· Brake lights

· Tires

· Outriggers

· Mud flaps

· Steps and handrails

· Fire extinguisher
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	Part             6                                                                         
	Inspections and Preventative Maintenance


	Section       4                                                                   
	Worksite



Worksite 

All worksites should be inspected at regular intervals for compliance with the jurisdiction’s rules, regulations and guidelines as well as those of federal, state and local authorities. Inspection forms should record an item to be “satisfactory” or “unsatisfactory,” and specify any corrective action(s) taken. Areas to be inspected include:

A. General Issues

· Fire Protection
 – Fire extinguishers available, accessible and in working order; standpipes clearly marked; flammable materials safely stored

· Compressed Gas Cylinders – Cylinders properly labeled, stored and kept apart from possible sources of heat and/or fire

· Material Safety Data Sheets
– All on-site chemicals properly documented and all workers made aware of their presence as well as appropriate decontamination procedures if needed. 

· First-Aid Kit




· Lockout/Tagout – All machinery properly locked and marked

· Housekeeping
-- Proper cleanup procedures in place, debris and trash removed and stored safely

· Machine Guarding – Equipment of all types secured 


· Condition of Machinery 



· Condition of Portable Power Tools


· Condition of Hand Tools



· Condition of Electrical Cords
– no fraying or cuts, plugs grounded 

· Use of Ground Fault Circuit Interrupter


B. Personal Protective Equipment 

· Eye Protection
 – Goggles and masks available and in use where needed

· Head Protection – Hard hats available and in use where needed

· Hand Protection – Appropriate gloves available where needed

· Foot Protection – Workers wearing protective (steel-toed) boots where needed

· Hearing Protection – Available and in use where high noise levels prevail

· Respiratory Protection – Approved respiratory apparatus onsite when needed

· Fall Protection
 – Guide lines and harnesses available and in use where needed

C. Trenching Operations 

· Protective System – Sloping, shoring, etc.


· Proper Access 
– Ladders in place at proper intervals



· Underground Lines Located



· Competent Person Assigned

D. Confined Spaces 







· Entry Permit Completed


· Monitoring Adequate


· Ventilation




· Standby Person




E. Traffic Control 

· Warning Signs
 in Place

· Barricades/Barriers and Cones Deployed

· Flagger on Duty

· High Visibility Vests Worn 

F. Material Handling 

· Proper Lifting Techniques Being Employed 

· Condition of Lifting Accessories


· Adequate Number of Personnel On Hand During Lifts
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	Part             6                                                                         
	Inspections and Preventative Maintenance


	Section       5                                                                   
	Streets and Sidewalks



Streets and Sidewalks 

A. Introduction

Personal-injury and property-damage claims arising from improperly maintained or damaged streets and sidewalks can be a significant source of loss for local governments. Pedestrians and drivers alike can figure in personal-injury actions, while property-damage claims can involve cars, trucks and any number of other transportation devices from motorcycles and bicycles to wheelchairs. While defense costs and damage awards associated with these claims individually may not be significant, the cumulative costs can quickly mount given the frequency with which such claims are filed in many jurisdictions. 

Winter’s snowfalls and cold temperatures contribute to claim frequency. Pedestrians slip and fall on icy municipal walks; cars skid and collide on slick public roads. Streets, sidewalks and alleys can become damaged when snow blowers and plows remove accumulated snow and ice. 

B. The Preventive Maintenance Program

A preventive maintenance program is distinct from an inspection program. The preventive maintenance program defines the elements of the program itself; for example, what portion of the local jurisdiction’s roads and sidewalks is to be included. The inspection program provides criteria to be used during actual inspections. 

In general, a preventive maintenance program should incorporate the following

· Elements -- which streets and sidewalks are to be inspected and for what defects

· Inspections 

· Frequency – for larger jurisdictions, annual inspections may be most practical and cost-effective; smaller municipalities may prefer more frequent inspections.

· What to inspect – assemble a list of all roadways under a local government’s jurisdiction 

· Survey and evaluate the condition of the streets and sidewalks on the list. Document and record any damaged or deficient roadways. Concentrate on the most heavily used roadways initially.  

· Make note of any defects that may represent an immediate danger to the public or to private property. Place warning signs, barriers, flags, lights or reflectors near or around the defective area until repairs are made. 

· Include other elements in the inspection process, like defective street and sidewalk design, utility poles, the incidence of vehicular accidents, signs, street surfaces, manhole covers, trees and fencing. 

C. Documentation 

· Carefully document and record all inspections and repairs.  Devise and implement a good system of record keeping and documentation. Without one, it may be difficult to show reasonable standards of care were met if a claim is filed. 

· Documentation may be done on a computer or via a simple, carefully kept handwritten log. 

· Sign and date all inspection records.

· Documentation should identify the area included in the inspection, along with any steps taken to correct any problems encountered. 

· While identifying and documenting problems and defects is important, such documentation should be supported by a problem-solving analysis which includes corrective action.  The recommended action should specify a followup inspection to verify the efficacy of the fix. At a specified later date, an overall evaluation will verify that the completed recommended action has effectively solved the problem. These steps will help to reduce future recurrences of similar problems. 

D. Remedying Problems 

· Any preventive maintenance program should include a specific description of which types of roadwork or sidewalk repairs will be performed by the local jurisdiction and which will be contracted to others.  Keep a file on the types of materials, equipment and personnel involved. 

· Obtain certificates of insurance (COIs), hold-harmless agreements and defense indemnity clauses whenever work on sidewalks and roadways is to be done by a third-party contractor.  Make sure the local government is named as an additional insured on all such documents. 

· All repairs should conform to the criteria previously established by the local government.

· Determine and assign clear authorities and responsibilities for implementing repairs. For instance: 

· The Director of Public Works is responsible for ensuring that all public streets and sidewalks are inspected at least annually and are properly maintained. 

· The General Foreman is responsible to the Director for conducting an annual physical inspection of all sidewalks, recording the results and reporting them to the Director.  

· The Associate Engineer reviews the results of the annual inspection and recommends to the Director any needed repairs along with a recommendation as to who should perform them. The Director will then incorporate the work into the schedule and budget for the following fiscal year. 

· The acceptable length of time between identifying a problem and correcting it should be specified.

· All preventive maintenance programs should provide for a “quick response” procedure for emergency repairs.

E. Complaint Policy

· Develop and implement a system to respond to citizen complaints about the condition of streets and sidewalks.  

· Record each complaint and indicate what was done in response. Data collected should include the name of the complainant, who was sent to investigate the complaint, and when and what specific actions were necessary to correct the problem. The records should also indicate if any warning devices, like barriers, signs or lights were placed on or near the problem area. 

F. Training Requirements and Road Management Systems

· Preventive maintenance programs should include a training requirement for those who will be involved in inspections and/or repairs.

· All employees involved in inspection and repair activities should hold any required local, state or federal certifications and to keep current with mandated training requirements. 
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	Date Completed:
	
	Completed By:
	

	Instructions:  

-The intention of this toolkit is for our members to conduct a self-analysis of their exposures for each line of coverage that they hold with MIIA.

-If a member chooses, their assigned Loss Control Representative will review the analysis and make recommendations to reduce any identified exposures.  
-Members will be given the opportunity to implement the corrective action noted in the recommendations, which may also be eligible for MIIA Rewards credits.


RISK ANALYSIS DETAIL

	PUBLIC OFFICIALS LIABILITY

	1
	Does the entity conduct ongoing ethics, conflict of interest, public record, and open meeting law training?  If so list date of last training and which departments attended.
	

	 2


	Does the entity conduct ongoing Discriminatory Harassment Prevention training and maintain a policy?  If so list date of last training, which departments attended, and revision date of policy.
	

	3
	Does the entity maintain a Professional Conduct Policy?  If so, what is the last revision date of the policy?
	

	4
	Does the entity maintain an internet use policy?  If so, what is the last revision date of the policy?
	

	5
	Does the entity maintain any social networking websites?  If so for which departments?
	

	6
	Do you have a policy related to the use of social networking sites and municipal related business?  Date of last revision?
	

	7
	Does the entity conduct performance evaluations for all employees?  If so how often and by whom?
	

	8
	Are there formal procedures and protocol in place for employee discipline including termination?
	

	9
	Are CORI /SORI checks conducted prior to hiring an employee?  
	

	10
	Are national criminal background checks conducted as well prior to hiring an employee?
	

	Comments:  


	SCHOOL BOARD LIABILITY

	1
	Does the entity conduct ongoing ethics, conflict of interest, public record, and open meeting law training?  If so list date of last training and which departments attended.
	

	 2


	Does the entity conduct ongoing Discriminatory Harassment Prevention training and maintain a policy?  If so list date of last training, which departments attended, and revision date of policy.
	

	3
	Does the entity maintain a Professional Conduct Policy?  If so, what is the last revision date of the policy?
	

	4
	Does the entity maintain an internet use policy?  If so, what is the last revision date of the policy?
	

	5
	Does the entity maintain any social networking websites?  If so for which departments?
	

	 6


	Do you have a policy related to the use of social networking sites and municipal related business?  Date of last revision?
	

	 7


	Does the entity conduct performance evaluations for all employees?  If so how often and by whom?
	

	8
	Are there formal procedures and protocol in place for employee discipline including termination?
	

	9
	Are CORI /SORI checks conducted prior to hiring an employee?  
	

	10
	Are national criminal background checks conducted as well prior to hiring an employee?
	

	11
	Does the School Dept maintain and train to a bullying prevention policy?  How often?  For which employees?  Date of last revision?
	

	Comments:  


	LAW ENFORCEMENT LIABILITY

	 1


	Does the PD conduct annual in service training per MPTC 

guidelines?  (Legal Updates, Defensive Tactics, etc.) Is training conducted in house, online or at regional academy?  Is training consistent with policies?
	

	2
	Does the PD update policies annually as needed to reflect current operations, staffing levels, equipment, etc?  Is training provided on policies when updated?  
	

	3
	Do holding cells meet MA DPH standards?
	

	 4


	Are bookings audio and video taped?  If so how are they stored and for how long?
	

	 5


	Has there been any in custody injuries or deaths, including suicide attempts, in the past 5 years?
	

	 6


	Does the PD conduct ongoing Discriminatory Harassment 

Prevention training and maintain a policy?  If so do all officers attend?  What is the last revision date of the policy?
	

	 7
	Is the PD pursuing state accreditation or certification?
	

	Comments:  



	WORKERS COMPENSATION (NOT INCLUDING FIRE AND POLICE)

	 1


	Does the entity have a return to work program?  If so, for which departments?
	

	 2


	Does the entity have a risk management or safety committee?  If so which departments participate?  How often does it meet?
	

	3
	Does the entity complete the Supervisors Accident Investigation portion of the MIIA Accident Intake Form for all claims?  Are corrective actions identified and implemented?
	

	4
	Does the entity conduct ongoing facility self-inspections?
	

	 5


	What personal protective equipment is provided to employees?  

How often?  (i.e. Safety glasses, goggles, hard hats, gloves, reflective vests, foot protection, chainsaw chaps, etc.)
	

	6
	Does the entity have a new employee safety orientation program?
	

	7
	Do employees receive medical care at an Occupational Health     facility?  
	

	8
	Are post work related injury drug/alcohol tests performed?  If so for which departments.
	

	9
	Does the entity conduct pre-placement physicals?
	

	10
	Are employees required to wear respirators for any part of their job?  If so, are medical evaluations performed with a follow up annual questionnaire?  Are fit tests performed?
	

	11
	Check which formal safety policies are currently in place:  What is the last revision date of the policy?
	(  Confined Space
	(  Bloodborne Pathogens
	(  Lockout/Tagout
	(  Respiratory Protection

	
	
	(  Trenching
	(  Chainsaw Safety
	(  Vehicle Use
	(  Fall Protection

	
	
	(  Right To Know
	(  Work Zone Safety
	(  Personal Protective Equipment
	(  Electrical Safety

	12
	Check which topics the entity has received training on in the past two years:
	(  Confined Space
	(  Bloodborne Pathogens
	(  Lockout/Tagout
	(  Respiratory Protection

	
	
	(  Trenching
	(  Chainsaw Safety
	(  Driving
	(  Fall Protection

	
	
	(  Back Injury Prevention
	(  Slip/Trip/Fall Awareness
	(  Heavy equipment
	(  Aerial Lift/Bucket Truck

	
	
	(  Right To Know
	(  Work Zone Safety
	(  Personal Protective Equipment

	(  Electrical Safety

	GENERAL LIABILITY

	 1
	Does the entity rent out any facilities/parks/equipment/etc.?  
	

	 2


	Does the entity obtain certificates of insurance and name themselves as additional insureds on all contracts and facility use situations?
	

	 3


	Is there a delegation of authority protocol in place to ensure that only statutorily authorized personnel are signing contracts, indemnity agreements, etc. that bind the town to certain financial obligations?
	

	 4


	How are contracts, indemnity agreements, and similar binding 
obligations handled?  Is there a review mechanism with legal counsel?
	

	5
	Does the entity own or operate a skatepark/bikepark/pool/adventure course or other recreational facility?  List which facilities the entity owns or operates:
	

	6
	Does the entity conduct regular inspections of these facilities?  Are accident investigations completed?
	

	 7
	Does the entity own any playgrounds (including schools)?  What is the frequency of inspection?  Are playground supervisors trained in playground safety?
	

	 8


	Does the entity maintain any beaches?  If so, are lifeguards on duty?  Are beaches patrolled by police regularly?
	

	 9
	Does the entity sponsor any events where liquor is served?
	

	10
	Does the entity own or operate a transfer station?  
	

	11
	Does the entity own any bridges or dams?  List the last inspection date for each.
	

	12


	Does the entity conduct regular preventative maintenance on sewer, water and storm water infrastructure?
	

	13


	Does the entity contract out tree maintenance?  Does the entity have a tree risk assessment program in place?
	

	14
	Does entity sponsor events with fireworks displays?
	

	Comments:  


	AUTO

	1


	Does the entity have a formal fleet maintenance program?  If so, 

which departments are included?
	

	2


	How often are motor vehicle record checks conducted for all employees driving municipal vehicles?
	

	3
	Does the entity require employees to conduct daily circle checks of their vehicles?  Are they documented?  Are items requiring maintenance followed up on in a timely manner?
	

	4
	Does the entity have a cell phone use while driving policy?
	

	5


	Does the entity conduct driver training?  If so for which departments?  How often?
	

	6
	Is there a policy in place that requires the PD investigate all accidents involving municipal owned vehicles?  
	

	7
	Does the entity have a vehicle use policy?
	

	8
	Does the entity have a DOT drug/alcohol testing program?
	

	9
	Does the entity own and maintain its own school buses?
	

	Comments:  




	PROPERTY

	1
	Does the entity have a dedicated facilities maintenance staff?
	

	2
	Does the entity have a formal preventative maintenance program?
	

	3
	Does the entity own any artwork, antiques, etc.?  Is there an inventory of each?
	

	4
	Does the entity conduct self-inspections of their facilities?
	

	5
	Are boiler inspection certificates current and posted in the boiler room?
	

	6
	Do you have a current inventory of all boilers and pressure vessels?
	

	 7


	Are fire and security alarms monitored by a central monitoring station?
	

	 8
	Does the entity have any cooking facilities?  If so, are the deep fryers and broilers protected by automatic extinguishing systems?
	

	9
	What flood exposures exist to municipal facilities?  Are mitigation procedures in place?
	

	10
	Does the entity own any vacant buildings?
	

	11
	Does the entity have any underground storage tanks?  If so, when was the last tightness test for each?
	

	12
	Does the entity have a roof inspection and maintenance program?
	

	13


	Does the entity conduct weekend/holiday building checks during 

the winter to prevent pipe freeze ups?  What temperature are 

buildings kept at during the winter?
	

	Comments:  
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	Appendix A-2
	Emergency Management Checklist


MIIA Member Emergency Management Checklist

INSTRUCTIONS: 

Step 1: 
Complete Member Information Section.  This section identifies the MIIA member and type of organization.

Step 2:
Before beginning the checklist, please provide us with a pre-questionnaire self-rating, 1 – 10, with10 being most prepared regarding emergency management.  Please take an honest look at your emergency preparedness.
Step 3: 
Complete each section to the best of your knowledge, by marking or checking the boxes labeled “Yes,” “No,” or “NA.”

Step 4: 
All comments are welcome.  MIIA is looking for ways to help its members, so please feel free to provide us with comments.  There is space provided at the end of the form for comments.  Number each comment and type or print the comment number in boxes corresponding with the question to which you are adding a comment.

Step 5:
Complete closing sections, including post-questionnaire self-rating, 1 – 10, with 10 being most prepared regarding emergency management.

Step 6: 
Email completed form to miiarewards@mma.org .  

Or, print and return hard copy to:

Massachusetts Interlocal Insurance Association

Attn: MIIA Rewards Submittal

One Winthrop Square

Boston, MA 02110
MIIA Member Emergency Management Checklist









Complete Your Information Below

	Member Information

	Member Name
	

	Member Type (Municipal, RSD, Public District)
	

	Contact Person
	

	Emergency Management Coordinator
	

	Pre-Questionnaire Self-Rating (1 – 10, w/10 Best)
	               1        2        3        4        5        6        7        8        9        10


Feel free to add comments.  Please number your comment and use space provided below.
  Answer Questions Yes, No, or Not Applicable here. 
	Hazard Identification & Mitigation
	Yes
	No
	N/A
	Cmt

	Does your entity have a Local Hazard Mitigation Plan (DMA 2000)?
	
	
	
	

	Is your Local Hazard Mitigation Plan (LHMP) solely for your entity?
	
	
	
	

	Is your LHMP part of a Multijurisdictional Plan?
	
	
	
	

	Has your LHMP been adopted by your entity’s governing body?
	
	
	
	

	Has your entity had public comment regarding LHMP?
	
	
	
	

	Has your LHMP been approved by the State and/or FEMA?
	
	
	
	

	Has your entity implemented a natural/manmade hazard (other than LHMP) identification/mitigation program?
	
	
	
	

	Is your hazard mitigation program on a 5-year maintenance cycle (review, evaluate, update)?
	
	
	
	

	Has your entity identified a dollar amount of property and business loss exposure associated with a disaster?
	
	
	
	

	Are all structures owned by your entity scheduled with your insurance carrier?
	
	
	
	

	Has your entity ever received a federal hazard mitigation grant?
	
	
	
	

	Does your entity have a Safety or Risk Management Committee?
	
	
	
	

	Does your entity’s Safety or Risk Management Committee review entity’s LHMP?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Emergency Planning
	Yes
	No
	N/A
	Cmt

	Does your entity have a written Emergency Operations Plan(EOP)?
	
	
	
	

	Is your EOP in the Incident Command Structure (ICS) format?
	
	
	
	

	Are all sites owned or operated by your entity included within your EOP?
	
	
	
	

	Are all departments of your entity included within your EOP?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Incident Commander?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Incident Commander?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Public Information Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Public Information Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Operations Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Operations Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Logistics Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Logistics Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Finance Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Finance Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Planning & Intel Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Planning & Intel Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Liaison Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Liaison Officer?
	
	
	
	

	Is your EOP on an annual maintenance cycle (review, evaluate, update)?
	
	
	
	

	Does your entity have a designated Emergency Operations Center (EOC)?
	
	
	
	

	Is your EOC turnkey and ready for immediate operation (hot)?
	
	
	
	

	Is your EOC equipped with necessary communication and capable of operating within 6 hours (warm)?
	
	
	
	

	Is your EOC of ad hoc type, requiring several hours before operation (cold)?
	
	
	
	

	Does your entity have an alternate EOC?
	
	
	
	

	Does your entity have mobile command capabilities?
	
	
	
	

	Do your facilities or services serve any regional or state emergency management agency?
	
	
	
	

	Are mutual aid agreements current?
	
	
	
	

	Are service agreements with critical vendors pre-arranged annually? 
	
	
	
	


MIIA Member Emergency Management Checklist 
	Training
	Yes
	No
	N/A
	Cmt

	Have all emergency responders, including government administrative, received IS 700 and ICS 100 training?
	
	
	
	

	Have all first-line supervisors received IS 700, ICS 100, and ICS 200 training?
	
	
	
	

	Have all mid-level responders received IS 700, ICS 100, ICS 200, and ICS 300 training?
	
	
	
	

	Have all senior level response managers received IS 700, ICS 100, ICS 200, ICS 300, and ICS 400 training?
	
	
	
	

	Have all elected officials received IS 700 and ICS 100 training?
	
	
	
	

	Have all authorized public information personnel been trained in media relations and information protocol?
	
	
	
	

	Have all assigned personnel been trained in light search and rescue?
	
	
	
	

	Have all assigned personnel been trained in hazard recognition and control?
	
	
	
	

	Have all assigned personnel been trained in medical response and casualty management?
	
	
	
	

	Have all assigned personnel been trained in shelter and assembly management?
	
	
	
	

	Have all assigned personnel been trained in emergency management finance procedures?
	
	
	
	

	Have all assigned personnel been trained in maintaining continuity of operations?
	
	
	
	

	Have all assigned personnel been trained in the use of all necessary communications equipment?
	
	
	
	


	Drills
	Yes
	No
	N/A
	Cmt

	Does your entity conduct at least one table top emergency exercise annually?
	
	
	
	

	Does your entity conduct active, full scale drills at least once annually?
	
	
	
	

	Does your entity conduct a formal debriefing of each drill?
	
	
	
	

	Does your entity develop an action plan following each drill?
	
	
	
	

	Does your entity conduct regular Haz Mat drills?
	
	
	
	

	Does your entity conduct facility evacuation drills?
	
	
	
	

	Does your entity have a community/mass evacuation plan?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Communications
	Yes
	No
	N/A
	Cmt

	Are alternate land phone lines available?
	
	
	
	

	Does your entity have cell phones with texting capabilities for emergency responders?
	
	
	
	

	Does your entity have a single radio frequency for all emergency responders?
	
	
	
	

	Does your entity have capability of sharing frequencies with neighboring entities?
	
	
	
	

	Does your entity have satellite phones dedicated for emergency use?
	
	
	
	

	Does your entity have non-terrestrial access to the Internet?
	
	
	
	

	Are procedures for internal communications, including briefings clearly outlined in your Emergency Plan?
	
	
	
	

	Are procedures for external communications, including public announcements and media briefing? 
	
	
	
	

	Does your entity have pre-scripted text samples available for public announcements?
	
	
	
	


	Information Management
	Yes
	No
	N/A
	Cmt

	Does your entity back up all critical data daily?
	
	
	
	

	Is back up media stored onsite?
	
	
	
	

	Is back up media stored offsite?
	
	
	
	

	Does your entity have online data back up service (offsite digital)?
	
	
	
	

	Does your entity have a central hard copy storage area?
	
	
	
	

	Are hard copy storage areas protected from fire, flood, and pests?
	
	
	
	

	Does your entity utilize a third party vendor to process payments to your entity via your website?
	
	
	
	

	Does your entity have official social media pages?
	
	
	
	

	Does your entity have the ability to manually process transactions for extended periods (forms, etc)?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Supplies
	Yes
	No
	N/A
	Cmt

	Are emergency supplies centrally managed?
	
	
	
	

	Do all essential facilities/operations have back up power (generator or other)?
	
	
	
	

	Are backup power sources maintained and tested quarterly?
	
	
	
	

	Does Emergency Operations Plan outline security procedures for supplies?
	
	
	
	

	Does your entity have supplies solely dedicated for emergency response?
	
	
	
	

	Are emergency supplies inventoried annually?
	
	
	
	

	Are purchasing procedures included in your entity’s EOP?
	
	
	
	

	Does contractual language between your entity and vendors/suppliers give your entity priority during emergencies?
	
	
	
	


	Emergency Response
	Yes
	No
	N/A
	Cmt

	Is a clear chain of command included in your entity’s EOP?
	
	
	
	

	Are Emergency Operations Center (EOC) activation and mobilization procedures clearly outlined and communicated?
	
	
	
	

	Do your entity’s procedures address regular briefings, at pre-arranged intervals, when EOC is activated?
	
	
	
	

	Does your entity have scripted public statements prepared in advance for various incidents and conditions?
	
	
	
	

	Does each site have clearly marked assembly areas for personnel accounting in the event of evacuation?
	
	
	
	

	Do responders have access to emergency equipment within 1 hour after an emergency incident?
	
	
	
	

	Are all responders able to communicate via one frequency?
	
	
	
	

	Does your entity have procedures regarding the use and supervision of volunteer responders? 
	
	
	
	

	Does your entity have or contain within its jurisdiction an active morgue?
	
	
	
	

	Does your entity have procedures related to emergency curfew conditions?
	
	
	
	

	Does your entity have a mass evacuation plan?
	
	
	
	

	Does your entity have traffic plans associated with special events and locations?
	
	
	
	

	Is your entity capable of providing continuous sanitary conditions for responders for extended periods?
	
	
	
	

	Does your entity provide facilities to be used by the public as assembly/evacuation areas?
	
	
	
	

	Does your entity provide facilities to be used by the public as shelters?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Recovery & Continuity of Operations
	Yes
	No
	N/A
	Cmt

	Are recordkeeping procedures clearly in place for all expenditures associated with emergency operations?
	
	
	
	

	Are special purchasing procedures included in your emergency plan?
	
	
	
	

	Are data recovery drills conducted regularly?
	
	
	
	

	Is your entity adequately equipped for long term telecommunications interruption?
	
	
	
	

	Is your entity adequately equipped for long term power failure?
	
	
	
	

	Are MEMA/FEMA reimbursement claim procedures outlined in your entity’s Emergency Operations Plan?
	
	
	
	

	Are contact information and claim procedures for all applicable insurance carriers outlined in your EOP?
	
	
	
	

	Does your entity have dedicated loss funds for uninsured exposures, including deductibles?
	
	
	
	

	Does your entity have any active foundations , boosters or other non-profit groups supporting entity programs?
	
	
	
	


	Closing Information

	Person Completing Checklist – Primary?
	

	Person Completing Checklist – Secondary?
	

	Additional Persons Assisting?
	

	Was this checklist helpful?
	1. Not Helpful                         2. Somewhat Helpful                      3. Very Helpful

	Post-Questionnaire Self-Rating (1 – 10, w/10 Best)
	               1        2        3        4        5        6        7        8        9        10

	Do you have written comments on the following pages?
	                                                         Yes        No


MIIA Rewards Submittal Options

(1) Email completed form to miiarewards@mma.org .  

(2) Or, print and return hard copy to:

Massachusetts Interlocal Insurance Association

Attn: MIIA Rewards Submittal

One Winthrop Square

Boston, MA 02110
Please complete this checklist and submit it to MIIA on or before March 31, 2012
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	Appendix A-2
	Emergency Management Checklist


MIIA Member Emergency Management Checklist

INSTRUCTIONS: 

Step 1: 
Complete Member Information Section.  This section identifies the MIIA member and type of organization.

Step 2:
Before beginning the checklist, please provide us with a pre-questionnaire self-rating, 1 – 10, with10 being most prepared regarding emergency management.  Please take an honest look at your emergency preparedness.
Step 3: 
Complete each section to the best of your knowledge, by marking or checking the boxes labeled “Yes,” “No,” or “NA.”

Step 4: 
All comments are welcome.  MIIA is looking for ways to help its members, so please feel free to provide us with comments.  There is space provided at the end of the form for comments.  Number each comment and type or print the comment number in boxes corresponding with the question to which you are adding a comment.

Step 5:
Complete closing sections, including post-questionnaire self-rating, 1 – 10, with 10 being most prepared regarding emergency management.

Step 6: 
Email completed form to miiarewards@mma.org .  

Or, print and return hard copy to:

Massachusetts Interlocal Insurance Association

Attn: MIIA Rewards Submittal

One Winthrop Square

Boston, MA 02110
 MIIA Member Emergency Management Checklist









Complete Your Information Below

	Member Information

	Member Name
	

	Member Type (Municipal, RSD, Public District)
	

	Contact Person
	

	Emergency Management Coordinator
	

	Pre-Questionnaire Self-Rating (1 – 10, w/10 Best)
	               1        2        3        4        5        6        7        8        9        10


Feel free to add comments.  Please number your comment and use space provided below.
  Answer Questions Yes, No, or Not Applicable here. 
	Hazard Identification & Mitigation
	Yes
	No
	N/A
	Cmt

	Does your entity have a Local Hazard Mitigation Plan (DMA 2000)?
	
	
	
	

	Is your Local Hazard Mitigation Plan (LHMP) solely for your entity?
	
	
	
	

	Is your LHMP part of a Multijurisdictional Plan?
	
	
	
	

	Has your LHMP been adopted by your entity’s governing body?
	
	
	
	

	Has your entity had public comment regarding LHMP?
	
	
	
	

	Has your LHMP been approved by the State and/or FEMA?
	
	
	
	

	Has your entity implemented a natural/manmade hazard (other than LHMP) identification/mitigation program?
	
	
	
	

	Is your hazard mitigation program on a 5-year maintenance cycle (review, evaluate, update)?
	
	
	
	

	Has your entity identified a dollar amount of property and business loss exposure associated with a disaster?
	
	
	
	

	Are all structures owned by your entity scheduled with your insurance carrier?
	
	
	
	

	Has your entity ever received a federal hazard mitigation grant?
	
	
	
	

	Does your entity have a Safety or Risk Management Committee?
	
	
	
	

	Does your entity’s Safety or Risk Management Committee review entity’s LHMP?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Emergency Planning
	Yes
	No
	N/A
	Cmt

	Does your entity have a written Emergency Operations Plan(EOP)?
	
	
	
	

	Is your EOP in the Incident Command Structure (ICS) format?
	
	
	
	

	Are all sites owned or operated by your entity included within your EOP?
	
	
	
	

	Are all departments of your entity included within your EOP?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Incident Commander?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Incident Commander?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Public Information Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Public Information Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Operations Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Operations Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Logistics Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Logistics Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Finance Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Finance Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Planning & Intel Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Planning & Intel Chief?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Liaison Officer?
	
	
	
	

	Does your EOP name a specific title or employee as your entity’s Alternate Liaison Officer?
	
	
	
	

	Is your EOP on an annual maintenance cycle (review, evaluate, update)?
	
	
	
	

	Does your entity have a designated Emergency Operations Center (EOC)?
	
	
	
	

	Is your EOC turnkey and ready for immediate operation (hot)?
	
	
	
	

	Is your EOC equipped with necessary communication and capable of operating within 6 hours (warm)?
	
	
	
	

	Is your EOC of ad hoc type, requiring several hours before operation (cold)?
	
	
	
	

	Does your entity have an alternate EOC?
	
	
	
	

	Does your entity have mobile command capabilities?
	
	
	
	

	Do your facilities or services serve any regional or state emergency management agency?
	
	
	
	

	Are mutual aid agreements current?
	
	
	
	

	Are service agreements with critical vendors pre-arranged annually? 
	
	
	
	


MIIA Member Emergency Management Checklist 
	Training
	Yes
	No
	N/A
	Cmt

	Have all emergency responders, including government administrative, received IS 700 and ICS 100 training?
	
	
	
	

	Have all first-line supervisors received IS 700, ICS 100, and ICS 200 training?
	
	
	
	

	Have all mid-level responders received IS 700, ICS 100, ICS 200, and ICS 300 training?
	
	
	
	

	Have all senior level response managers received IS 700, ICS 100, ICS 200, ICS 300, and ICS 400 training?
	
	
	
	

	Have all elected officials received IS 700 and ICS 100 training?
	
	
	
	

	Have all authorized public information personnel been trained in media relations and information protocol?
	
	
	
	

	Have all assigned personnel been trained in light search and rescue?
	
	
	
	

	Have all assigned personnel been trained in hazard recognition and control?
	
	
	
	

	Have all assigned personnel been trained in medical response and casualty management?
	
	
	
	

	Have all assigned personnel been trained in shelter and assembly management?
	
	
	
	

	Have all assigned personnel been trained in emergency management finance procedures?
	
	
	
	

	Have all assigned personnel been trained in maintaining continuity of operations?
	
	
	
	

	Have all assigned personnel been trained in the use of all necessary communications equipment?
	
	
	
	


	Drills
	Yes
	No
	N/A
	Cmt

	Does your entity conduct at least one table top emergency exercise annually?
	
	
	
	

	Does your entity conduct active, full scale drills at least once annually?
	
	
	
	

	Does your entity conduct a formal debriefing of each drill?
	
	
	
	

	Does your entity develop an action plan following each drill?
	
	
	
	

	Does your entity conduct regular Haz Mat drills?
	
	
	
	

	Does your entity conduct facility evacuation drills?
	
	
	
	

	Does your entity have a community/mass evacuation plan?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Communications
	Yes
	No
	N/A
	Cmt

	Are alternate land phone lines available?
	
	
	
	

	Does your entity have cell phones with texting capabilities for emergency responders?
	
	
	
	

	Does your entity have a single radio frequency for all emergency responders?
	
	
	
	

	Does your entity have capability of sharing frequencies with neighboring entities?
	
	
	
	

	Does your entity have satellite phones dedicated for emergency use?
	
	
	
	

	Does your entity have non-terrestrial access to the Internet?
	
	
	
	

	Are procedures for internal communications, including briefings clearly outlined in your Emergency Plan?
	
	
	
	

	Are procedures for external communications, including public announcements and media briefing? 
	
	
	
	

	Does your entity have pre-scripted text samples available for public announcements?
	
	
	
	


	Information Management
	Yes
	No
	N/A
	Cmt

	Does your entity back up all critical data daily?
	
	
	
	

	Is back up media stored onsite?
	
	
	
	

	Is back up media stored offsite?
	
	
	
	

	Does your entity have online data back up service (offsite digital)?
	
	
	
	

	Does your entity have a central hard copy storage area?
	
	
	
	

	Are hard copy storage areas protected from fire, flood, and pests?
	
	
	
	

	Does your entity utilize a third party vendor to process payments to your entity via your website?
	
	
	
	

	Does your entity have official social media pages?
	
	
	
	

	Does your entity have the ability to manually process transactions for extended periods (forms, etc)?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Supplies
	Yes
	No
	N/A
	Cmt

	Are emergency supplies centrally managed?
	
	
	
	

	Do all essential facilities/operations have back up power (generator or other)?
	
	
	
	

	Are backup power sources maintained and tested quarterly?
	
	
	
	

	Does Emergency Operations Plan outline security procedures for supplies?
	
	
	
	

	Does your entity have supplies solely dedicated for emergency response?
	
	
	
	

	Are emergency supplies inventoried annually?
	
	
	
	

	Are purchasing procedures included in your entity’s EOP?
	
	
	
	

	Does contractual language between your entity and vendors/suppliers give your entity priority during emergencies?
	
	
	
	


	Emergency Response
	Yes
	No
	N/A
	Cmt

	Is a clear chain of command included in your entity’s EOP?
	
	
	
	

	Are Emergency Operations Center (EOC) activation and mobilization procedures clearly outlined and communicated?
	
	
	
	

	Do your entity’s procedures address regular briefings, at pre-arranged intervals, when EOC is activated?
	
	
	
	

	Does your entity have scripted public statements prepared in advance for various incidents and conditions?
	
	
	
	

	Does each site have clearly marked assembly areas for personnel accounting in the event of evacuation?
	
	
	
	

	Do responders have access to emergency equipment within 1 hour after an emergency incident?
	
	
	
	

	Are all responders able to communicate via one frequency?
	
	
	
	

	Does your entity have procedures regarding the use and supervision of volunteer responders? 
	
	
	
	

	Does your entity have or contain within its jurisdiction an active morgue?
	
	
	
	

	Does your entity have procedures related to emergency curfew conditions?
	
	
	
	

	Does your entity have a mass evacuation plan?
	
	
	
	

	Does your entity have traffic plans associated with special events and locations?
	
	
	
	

	Is your entity capable of providing continuous sanitary conditions for responders for extended periods?
	
	
	
	

	Does your entity provide facilities to be used by the public as assembly/evacuation areas?
	
	
	
	

	Does your entity provide facilities to be used by the public as shelters?
	
	
	
	


MIIA Member Emergency Management Checklist 
	Recovery & Continuity of Operations
	Yes
	No
	N/A
	Cmt

	Are recordkeeping procedures clearly in place for all expenditures associated with emergency operations?
	
	
	
	

	Are special purchasing procedures included in your emergency plan?
	
	
	
	

	Are data recovery drills conducted regularly?
	
	
	
	

	Is your entity adequately equipped for long term telecommunications interruption?
	
	
	
	

	Is your entity adequately equipped for long term power failure?
	
	
	
	

	Are MEMA/FEMA reimbursement claim procedures outlined in your entity’s Emergency Operations Plan?
	
	
	
	

	Are contact information and claim procedures for all applicable insurance carriers outlined in your EOP?
	
	
	
	

	Does your entity have dedicated loss funds for uninsured exposures, including deductibles?
	
	
	
	

	Does your entity have any active foundations , boosters or other non-profit groups supporting entity programs?
	
	
	
	


	Closing Information

	Person Completing Checklist – Primary?
	

	Person Completing Checklist – Secondary?
	

	Additional Persons Assisting?
	

	Was this checklist helpful?
	1. Not Helpful                         2. Somewhat Helpful                      3. Very Helpful

	Post-Questionnaire Self-Rating (1 – 10, w/10 Best)
	               1        2        3        4        5        6        7        8        9        10

	Do you have written comments on the following pages?
	                                                         Yes        No


MIIA Rewards Submittal Options

(1) Email completed form to miiarewards@mma.org .  

(2) Or, print and return hard copy to:

Massachusetts Interlocal Insurance Association

Attn: MIIA Rewards Submittal

One Winthrop Square

Boston, MA 02110
Please complete this checklist and submit it to MIIA on or before March 31, 2012
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	Sample of Certificate of Insurance Form



	        Massachusetts Interlocal Insurance Association

       Risk Management Guidelines



	Appendix A-4
	Coverage Limits Recommendations


COVERAGE LIMITS RECOMMENDATIONS
MIIA does not REQUIRE specific limits for contracts, leases, or permits. However, MIIA RECOMMENDS* the following minimum limits of liability be obtained:

	Contract Type
	Comm. Gen. Liab. (Broad Form)
	Auto Liability
	Workers’ Comp. Employer Liability

	Construction
	$1,000,000
	$1,000,000
	Statutory

	Non-Construction Delivered Supplies Under Contract
	$1,000,000

$1,000,000
	$1,000,000

$1,000,000
	Statutory

Statutory

	School Busing
	$1,000,000
	$1,000,000
	Statutory

	Professional Services
	$1,000,000
	If applicable
	Statutory


A $1,000,000 minimum limit for OWNER'S AND CONTRACTOR'S PROTECTIVE LIABILITY
coverage is recommended in the name of a MIIA member in the following circumstances:
•
the contractor's general liability policy does NOT name you as an additional insured, or the contractor's general liability policy is on a claims made basis. Professional liability errors and omissions coverage, with a $1,000,000 limit, is recommended.
UMBRELLA COVERAGE/EXCESS COVERAGE is recommended for all large contracts with catastrophic exposures, or to bring underlying general liability and/or automobile liability coverage up to recommended levels.
	PERMITS
Utility Company
	$1,000,000
	$1,000,000
	Statutory

	Blasting
	$1,000,000
	$1,000,000
	Statutory

	On Public Land/
	$1,000,000
	$1,000,000
	Statutory

	Rights of Way
	$1,000,000
	$1,000,000
	Statutory

	LEASES & RENTALS
	
	
	

	Non-athletic
	$1,000,000
	If applicable
	None

	Athletic
	$1,000,000
	If applicable
	None

	SPECIAL EVENTS
	
	
	

	Carnival Rides
	$1,000,000
	If applicable
	Statutory

	Concerts
	$1,000,000
	If applicable
	Statutory

	Fireworks
	$1,000,000
	If applicable
	Statutory

	Receptions, Parties
	$1,000,000
	If applicable
	Statutory


*Remember that these recommendations are preferred minimum standards. A member's own assessment of the potential severity of losses arising from various operations remains the best method of utilizing this risk transfer technique. There is no guarantee that these recommended limits will provide adequate protection in any particular situation. Members are encouraged to increase limit requirements as they see fit.
	        Massachusetts Interlocal Insurance Association
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	Appendix B-1
	Construction Site Security Checklist


CONSTRUCTION SITE SECURITY CHECKLIST

The Construction Site Security Checklist is designed as a tool to help conduct a crime risk assessment for construction businesses.  It is intended to help identify internal and external crime risks at job‐sites and the buildings associated with a construction business, and to make suggestions for improvement if needed.
	CRIME PREVENTION COORDINATOR

	Has a crime prevention coordinator been designated?

· This should be someone that can serve as the direct liaison with  

      the Police Department.

· This person should be someone with management level communication and multi-job site mobility, such as the Vice President for Operations, Safety Director or risk Manager.

· All construction site losses should be immediately reported to this individual.


	Yes
No

	Has the company provided the names and contact information for responsible persons during non-business hours?


	Yes
No

	ASSET AND PROPERTY IDENTIFICATION

	Are all assets on the construction site engraved or marked? Suggestions:

· Identification number

· Logos or spray paint of a distinct color displayed

Large equipment should be marked in two prominent places and one additional hidden place.


	Yes
No

	Have all tools, equipment, and machinery been inventoried?

· This should include:  Make, Model, Serial number, Owner applied

           Identification number, and Value of each item
	Yes
No

	Do all employees have their personal property engraved with their own unique identification number, such as their drivers license number?


	Yes
No

	Are there signs displayed that stated that all assets on the construction site have been marked and inventoried?


	Yes
No


	INVENTORY CONTROL 

	Have procedures been established for checking material on and off the construction site?


	Yes
No

	Is an employee assigned to maintain tight inventory control of all materials and tools delivered?

· Each invoice should be carefully checked for accuracy and shortages reported.


	Yes
No

	Are materials and equipment checked frequently?
	Yes
No

	Has someone been assigned to supervise trash removal?

· Remove empty crates and cartons as soon as possible.  This helps to eliminate the possibility of tools and equipment being hidden and carried off of the construction site.
	Yes
No

	Are keys issued only to those that need them and a record maintained of those assigned?
	Yes
No

	Are all un-issued keys secured in a location with limited access?
	Yes
No

	Have all key control numbers been removed from the padlocks?
	Yes
No

	SITE SECURITY

	Have gates been kept to a minimum?  How many?
	Yes
No

	Are gates closed and locked at night and during weekends?
	Yes
No

	Are drivers of unrecognized vehicles contacted and confirmed that they should be on the job-site?
	Yes
No

	Are there uniformed guards utilized to check vehicles entering and leaving the construction site?
	Yes
No

	Are there storage sheds or fenced areas provided for tools and equipment?

•
Heavy equipment should be placed in front of storage shed doors to enhance security.

•
Doors of storage containers facing toward the perimeter of the construction site so that they are easily observed.
	Yes
No

	Are all vehicles locked and ignition keys removed?
	Yes
No

	Are all large equipment and other machinery disabled?

•
Remove spark plugs or batteries

•
Install a hidden cutout switch
	Yes
No

	Are metal shields utilized on equipment windows to reduce vandalism?
	Yes
No

	Are oil and gas caps locked?
	Yes
No

	When not in use is equipment parked in a line or circle so that smaller equipment is secured by larger equipment on the ends or perimeter?
	Yes
No

	When not in use are blades and buckets of ground engaging equipment dropped to the ground to make it difficult to move?
	Yes
No

	Is equipment parked so that it is obvious if something is missing?

•
Designated spots or marked areas
	Yes
No

	Are there GPS devices on large equipment?
	Yes
No

	Has all equipment obtained been re-keyed?
	Yes
No


	INTERNAL THEFT

	Has a policy on employee theft been established and are employees aware of the policy?

•
Prominently post the information.

•
Enlist the support of employees.  Explain the consequences associated with employee theft.

•
Limit the hiring of subcontractors if possible.

•
Screen and train workers in the recognition and reporting of criminal behavior.
	Yes
No

	Is there a tool check-in and check-out system?

•
Record data on individuals responsible for specific tools.  Include date, what was taken and by whom.

•
Secure tools sheds at all times.
	Yes
No

	Is there a “hotline” within the company established for reporting crime and vandalism?

•
Disseminate the “hotline” phone number to increase a potential offender’s perception of being apprehended by providing an anonymous way for co-workers to report criminal behavior.

•
Encourage the use of the “hotline” through incentives, such as cash

rewards.
	Yes
No

	LIGHTING

	Is there adequate lighting on the construction site(s)?

•
Lighting should be illuminated to a minimum consistent with applicable local regulations (contact the Building Department at 303-438-6370)

and should be visible from the most heavily traveled road bordering the construction site.

•
Direct lighting toward the construction site to eliminate glaring lights.

•
Lights triggered by motion detection or passive infrared sensor are also recommended.

•
Consider the following location for lights:  Officer trailer, equipment storage trailer, material storage yard, equipment storage areas.
	Yes
No

	Is someone assigned to check the lights to ensure that they are working properly?
	Yes
No


	ALARMS, FENCES, AND SECURITY COMPANIES

	Is there an alarm system?

•
Consider portable alarm systems that detect motion, activate lights and sound alarms.  It is recommended that alarms sound locally at construction sites except for very isolated alarms.

•
Consider an alarm that goes directly to a private security service that in

turn notifies the Police Department.
	Yes
No


	Is the construction site enclosed by a fence?

•
At a minimum the area around trailers and material storage should be enclosed.

•
The fence line should be clear of shrubbery, equipment, or buildings to eliminate possible hiding places.

•
There should be only one or two accesses or gates.

•
Chain link fencing is recommended and allows surveillance by security patrol, police, and neighbors.

•
Employees should either park their personal vehicles outside the construction fence or have a specifically designated parking area within

the fence to minimize the theft of tools, material and equipment.
	Yes
No

	Is the fence inspected regularly?

•
Make sure that there are no holes or weak spots.

•
Check areas under the fence to ensure that offenders haven’t gained entry underneath the fence.
	Yes
No

	Are “No Trespassing” signs displayed in a prominent place on the fencing or the perimeter of the construction site?

•
The lettering should be easy to read and large enough to be seen from a distance.
	Yes
No

	Other considerations:

•
Consider hiring a credible, bonded and insured security company either to maintain guard staff on-site or to make periodic patrols  of the construction site.  The advantage is that they can be given access to patrol inside the job-site as well as the perimeter.  They can also be given the responsibility for checking lighting and alarm systems on the construction site, as well as the integrity of fencing on a regular basis.

•
Guard dogs are usually not recommended on construction sites.  A guard dog may not be able to differentiate between authorized or unauthorized persons.  If a decision is made to utilize guard dogs they should be contained within a strictly off-limits area. If guard dogs are deployed, the Police Department should be advised so that they can safely responds into the construction site perimeter.
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	Appendix B-2
	Property Conservation Program



Introduction
The Property Conservation Program is an inspection-based program that encourages MIIA members to conduct regular inspections of their facilities in order to identify potential exposures before they turn into injuries, lawsuits or property damage claims.  

Program Requirements
This program requires quarterly inspections be conducted of all main member facilities.  Facilities where there is high employee or pedestrian traffic and all frequently used buildings should be included such as (Town Hall/Office Building, Schools, DPW Garages, Fire Stations, Police Stations, Libraries, Senior Centers, Water/Wastewater plants.)
Rewards Credits
-MIIA members who complete all four inspections will receive up to 8% Property Coverage Rewards credit.  (Partial credit will be applied if all member facilities are not included.)  

-The amount of credit awarded will be determined by the Rewards Coordinator and your Loss Control Representative.  If a program is not completed thoroughly, full credit may not be awarded.  For example, when doing inspections, simply checking off a box without identifying and tracking corrective actions is not acceptable.  

-If your entity is already doing these programs in some form, please submit a copy of the program along with inspection records and Loss Control will determine if your program is eligible for MIIA Rewards credit.  

Getting Started

Review the attached sample inspection checklists for applicability.  In order for the program to be effective, the checklists should be customized to reflect your entity’s specific facilities and exposures.  You may want to consider doing an inspection with the checklist provided and cross out what does not apply and add exposures that do.  Once corrective actions are completed, simply mark your initials next to the item on the inspection form. 

A sample has been provided for many common municipal facilities.  Page 1 of the checklist is designed to focus on safety and liability exposures.  Page 2 is designed to focus on property related issues such as roof condition, pipe freeze up potential and indoor air quality/HVAC maintenance.  (Please note the sample DPW safety/liability checklist is 2 pages.)
Inspections should be conducted by the maintenance department or a department representative who is familiar with the facilities and exposures.  This can also be an excellent exercise for a safety committee to perform in order to help familiarize themselves with facilities they may not spend a lot of time in.  It can also be helpful to have a “different set of eyes” look for hazards since often times we can become complacent with our exposures.
Please contact your Loss Control Representative with any questions or if you need assistance with customizing your checklists.

SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: PUBLIC WORKS/WATER/SEWER
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is eye and face protection provided on equipment where operation presents a potential for an eye injury?
	
	
	
	
	

	Is hearing protection provided and used where required?
	
	
	
	
	

	Are respirators used?  If so, are they inspected and cleaned?  Are fit tests needed?
	
	
	
	
	

	Are ladders in good condition? (no cracks, splits, or grease)
	
	
	
	
	

	Are bench grinder tool rests and tongue guards adjusted to within 1/8” to compensate for wheel wear? Is eye protection provided for grinder?
	
	
	
	
	

	Are compressed gas cylinders capped, secured and properly labeled?
	
	
	
	
	

	Are extension cords safely insulated?  Are cords stored in safe location as to not cause a trip hazard?  Are cords used as permanent wiring?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Are exits free from obstruction? 
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Material Safety Data Sheets available for chemicals used?  Are containers labeled properly?
	
	
	
	
	

	Is flashback and back flow protective valves used on welding equipment?
	
	
	
	
	

	Is trench/shoring equipment inspected and readily available for use?
	
	
	
	
	

	Are backhoes, bulldozers, dumptrucks forklifts, and other equipment inspected before use?
	
	
	
	
	

	Are overhead hoists in good condition? Have they been inspected?  Is safe working load posted on the hoist and beam?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: PUBLIC WORKS/WATER/SEWER CONT.
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Is lockout/tagout equipment available and in good condition?
	
	
	
	
	

	Is emergency spill/leak equipment available and accessible?
	
	
	
	
	

	Has confined space gas monitoring/testing equipment been calibrated?
	
	
	
	
	

	Is confined space rescue equipment available/used? (Harness’, tripods, etc.)
	
	
	
	
	

	Is smoking permitted only in designated areas?
	
	
	
	
	

	Is first aid equipment available and accessible? 
	
	
	
	
	

	Are chaps, face protection and foot protection used during chainsaw use?
	
	
	
	
	

	Is the condition of the chain saw blade, chain and brake safe for use?
	
	
	
	
	

	Are circular saws equipped with guards above and below the base shoe?
	
	
	
	
	

	Are the fuel storage areas protected adequately?  Are emergency shut off valves in place?
	
	
	
	
	

	Are vehicle lifts inspected annually and in good condition?
	
	
	
	
	

	Are material/parts storage areas/shelving organized?  Are heavy items stored at appropriate heights?
	
	
	
	
	

	Any visible signs of vandalism or attempted break ins?  Are security measures in place?
	
	
	
	
	

	Is housekeeping maintained?  Are work areas clean and orderly?
	
	
	
	
	

	Are elevated storage areas secured with guardrails and toeboards?  Is the storage load limit in jeopardy?
	
	
	
	
	

	Are stairway handrails secured properly?
	
	
	
	
	

	Are toilets and washing facilities sanitary?
	
	
	
	
	

	Are all cord-connected tools and equipment effectively grounded or double insulated?
	
	
	
	
	

	Are hydraulic/pneumatic operated tools and equipment in good condition?  Are hoses properly insulated?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	

	Are work zone reflective vests in good condition?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: TOWN/CITY HALL
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Are exterior sidewalks, entrances, walkways, steps and lawns properly maintained and in good condition?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	

	Is outside lighting in parking and pedestrian areas sufficient/working?
	
	
	
	
	

	Is smoking permitted only in designated areas?
	
	
	
	
	

	Are ADA ramps and parking areas free from obstruction?
	
	
	
	
	

	Any visible signs of vandalism or attempted break ins?  Are security measures in place?
	
	
	
	
	

	Are interior walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained?
	
	
	
	
	

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are boiler certificates posted?  Are boiler rooms free from flammable storage?  
	
	
	
	
	

	Are power strips not overloaded due to inadequate wall outlets?
	
	
	
	
	

	Is first aid equipment available and accessible?
	
	
	
	
	

	Are space heaters approved, non-exposed element units with automatic shut offs?
	
	
	
	
	

	Are sprinkler systems inspected?  Is there adequate clearance (18”) on sprinkler heads?
	
	
	
	
	

	Are there any obvious ergonomic concerns at computer workstations?
	
	
	
	
	

	Are smoke alarms and emergency lighting tested/working?
	
	
	
	
	

	Are toilets and washing facilities sanitary?
	
	
	
	
	

	Are heavy records/materials stored at appropriate heights?
	
	
	
	
	

	Are emergency evacuation plans posted and communicated?
	
	
	
	
	

	Other hazards?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: POLICE DEPARTMENT
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is ammunition storage area secured?
	
	
	
	
	

	Are side arm lockers used during booking or entry into detention areas properly maintained?
	
	
	
	
	

	Are booking areas free from objects that could be used as weapons?
	
	
	
	
	

	Are evidence storage rooms locked and secured?
	
	
	
	
	

	Are interior walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are surge protection and lightning protection devices in place?
	
	
	
	
	

	Are generators tested and working properly?
	
	
	
	
	

	Are smoke alarms and emergency lighting tested/working?
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are sally ports clear from trip hazards and items that could be used as weapons?
	
	
	
	
	

	Are there any obvious ergonomic concerns at computer workstations?
	
	
	
	
	

	Are bloodborne pathogen procedures in place for vehicles or any blood evidence handling?
	
	
	
	
	

	Is first aid equipment available and accessible?
	
	
	
	
	

	If detention cells exist, are they sanitary and clear from strangulation or laceration hazards?
	
	
	
	
	

	Are exterior sidewalks, entrances, walkways, steps and lawns properly maintained and in good condition?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: FIRE DEPARTMENT
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Are SCBA’s maintained and properly stored?  Are inspection records kept?
	
	
	
	
	

	Is bunker gear inspected and in good condition?  
	
	
	
	
	

	Is confined space rescue equipment inspected and maintained?  Have procedures been communicated to other departments?
	
	
	
	
	

	Are ladders in good condition? (no cracks, splits, or grease)
	
	
	
	
	

	Are the air recharging stations and equipment maintained?  
	
	
	
	
	

	Are compressed gas cylinders capped, secured and properly labeled?
	
	
	
	
	

	Are extension cords safely insulated?  Are cords stored in safe location as to not cause a trip hazard?  Are cords used as permanent wiring?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained? 
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Material Safety Data Sheets available for chemicals used?  Are they clearly identified and accessible?
	
	
	
	
	

	Are shop areas and equipment clean and is PPE provided/used?
	
	
	
	
	

	Are trench rescue procedures in place and communicated to other departments?
	
	
	
	
	

	Are backing procedures in place and consistently used?
	
	
	
	
	

	Are medical supply storage areas locked?  Is inventory /usage tracked for drugs?  Are tamper proof seals used?
	
	
	
	
	

	Are generators tested/working properly? Is lightning protection in place?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: PARKS DEPARTMENT
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is eye and face protection provided on equipment where operation presents a potential for an eye injury?
	
	
	
	
	

	Is hearing protection provided and used where required? (Mowing)
	
	
	
	
	

	Are chaps, face protection and foot protection used during chainsaw use?
	
	
	
	
	

	Are discharge guards maintained on lawn mowers and snow blowers?
	
	
	
	
	

	Are playgrounds and park areas inspected on a regular basis for vandalism and other hazards?
	
	
	
	
	

	Are compressed gas cylinders capped, secured and properly labeled?
	
	
	
	
	

	Are extension cords safely insulated?  Are cords stored in safe location as to not cause a trip hazard?  Are cords used as permanent wiring?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained? 
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Material Safety Data Sheets available for chemicals used?  Are they clearly identified and accessible?
	
	
	
	
	

	Are poison plant protection measures in place?  (pre/post cream, PPE)
	
	
	
	
	

	When mowing is high reflective vests worn close to roads?  Do you mow with discharge side of mower away from roadway?
	
	
	
	
	

	Are trailers and trucks inspected before use to ensure beds are secure?
	
	
	
	
	

	Are seasonal staff trained on operation of equipment and safety policies?
	
	
	
	
	

	Is insect identification training and control measures in place?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: SCHOOL DEPARTMENT
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located (75 ft maximum?
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is eye and face protection provided on equipment where operation presents a potential for an eye injury?
	
	
	
	
	

	Are playgrounds inspected for damage and vandalism?
	
	
	
	
	

	Are lockers kept closed to prevent tripping/bumping?
	
	
	
	
	

	Are area carpets secured to prevent slips and trips?
	
	
	
	
	

	Are emergency evacuation procedures in place and practiced?
	
	
	
	
	

	Are all exterior doors kept locked?  Are visitors required to sign in?  Badges?
	
	
	
	
	

	Are sprinkler systems inspected?  Is there adequate clearance (18”) on sprinkler heads?  Kitchen ext.?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained? 
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Material Safety Data Sheets available for chemicals used?  Are they clearly identified and accessible?
	
	
	
	
	

	Are all art materials non toxic and stored in the original containers?
	
	
	
	
	

	Are custodian closets and supply rooms locked?
	
	
	
	
	

	Are toilets and washing facilities sanitary?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	

	Are boiler inspections up to date?  Are combustibles stored in boiler room?
	
	
	
	
	

	Are indoor air quality issues addressed in a timely manner?
	
	
	
	
	

	Do cafeteria ergonomic issues exist?
	
	
	
	
	


SAFETY/LIABILITY SAMPLE CHECKLISTS
	LOCATION: HOUSING AUTHORITY
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	Have fire extinguishers been inspected monthly and serviced annually?  Are they appropriately located 
	
	
	
	
	

	Are fire extinguishers accessible, clearly visible, reading a full charge and in tact?
	
	
	
	
	

	Have eye wash stations been inspected monthly?  Are they accessible?
	
	
	
	
	

	Is eye and face protection provided on equipment where operation presents a potential for an eye injury?
	
	
	
	
	

	Are entrance areas and exterior pedestrian traffic areas free from slip/trip/fall hazards?  Ice build up?
	
	
	
	
	

	Are bloodborne pathogen procedures in place? 
	
	
	
	
	

	Are ladders in good condition? (no cracks, splits, or grease)
	
	
	
	
	

	Are bench grinder tool rests and tongue guards adjusted to within 1/8” to compensate for wheel wear? Is eye protection provided for grinder?
	
	
	
	
	

	Are compressed gas cylinders capped, secured and properly labeled?
	
	
	
	
	

	Are extension cords safely insulated?  Are cords stored in safe location as to not cause a trip hazard?  Are cords used as permanent wiring?
	
	
	
	
	

	Are electrical breaker panels/boxes clear and accessible with a minimum clearance of 36”?
	
	
	
	
	

	Are walkways, stairs and egress routes clear as to avoid trip hazards?  Is housekeeping maintained? 
	
	
	
	
	

	Are flammable and combustible chemicals stored in approved containers and cabinets? Are containers properly labeled?
	
	
	
	
	

	Are Material Safety Data Sheets available for chemicals used?  Are they clearly identified and accessible?
	
	
	
	
	

	Are flashback and back flow protective valves used on welding equipment?
	
	
	
	
	

	Are security measures in place?  Panic buttons, police monitoring?
	
	
	
	
	

	Are needlestick disposal policies communicated to residents?
	
	
	
	
	

	Are playground and common areas inspected for damage or vandalism?
	
	
	
	
	

	Is petty cash deposited at bank each day?
	
	
	
	
	

	Are resident’s pets causing unsafe or unsanitary conditions for others?
	
	
	
	
	


PROPERTY SAMPLE CHECKLISTS
	LOCATION: 
	TIME:
	DATE:

	ADDRESS:

	NAME:

	EXPOSURE
	YES
	NO
	N/A
	CORRECTIVE ACTION NEEDED
	ASSIGNED TO

	INDOOR AIR QUALITY

	Are room interior vents clean, unblocked and operating properly?  
	
	
	
	
	

	Are there any interior visual signs of roof leaks?
	
	
	
	
	

	Survey housekeeping. Are carpets, window treatments/blinds, flat surfaces clean?  Are chemicals stored in approved cabinets?
	
	
	
	
	

	Are exhaust hoods or localized ventilation in working order?
	
	
	
	
	

	Are humidity and temperature controls at acceptable levels?
	
	
	
	
	

	Do any rooms have a musty smell?
	
	
	
	
	

	Is the thermostat fan set to “auto” instead of “on”?
	
	
	
	
	

	ROOF/DRAINAGE (FLAT ROOFS ONLY)

	Are roof drains blocked by leaves or other debris?  
	
	
	
	
	

	Are there any depressions or low spots in the roof?  (Standing water or staining will indicate low spots)
	
	
	
	
	

	Are there any soft spots on the roof indicating a need for insulation repair or a safety concerns?
	
	
	
	
	

	Are penetration areas and flashing in good condition?
	
	
	
	
	

	Are gutters and downspouts clear from debris to allow for proper drainage?
	
	
	
	
	

	Are there any overhanging tree limbs that could cause a problem?
	
	
	
	
	

	Are there any blisters, splits, failing seams, tears, punctures etc. occurring?
	
	
	
	
	

	Are there any exterior wall cracks above roofs that could lead to a leak?
	
	
	
	
	

	PIPE FREEZE UP

	Is the temperature a minimum of 60 degrees? Are cold temp alarms operating properly?
	
	
	
	
	

	Are items kept off the univents to ensure proper air circulation? Are stat controls maintained?
	
	
	
	
	

	Are the openings around windows, doors properly sealed? Is exposed pipe (above dropped ceilings) protected?
	
	
	
	
	

	Are damper valves maintained and not stuck open?
	
	
	
	
	

	Are the circulator pumps set to run continuously, even if it’s not calling for heat?
	
	
	
	
	


_______________town, Massachusetts

Date Approved ____________________

Date Reviewed ____________________

Date Revised    ____________________

Massachusetts Interlocal Insurance Association

One Winthrop Square, Boston, Massachusetts 02110
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Part I

 Introduction
Town of ____________________________

Injury & Illness Prevention Program

	Part I: 

Introduction

	Date: 01-01-2010
	Revised [  ]              New [x]




Introduction

The Injury & Illness Prevention Program (IIPP) is established to provide a framework for the Town of ____________________________ to ensure a safe and healthy work environment for all of its employees.  The goal of the program is to eliminate occupational injuries and illnesses.  

The purpose of this manual is to provide information necessary to communicate the elements of the Injury and Illness Prevention Program.  All employees of the Town of ____________________________ are governed by the procedures outlined in this manual, unless otherwise stipulated by a specific policy or written statement.  


The Town Manager is responsible for the implementation and coordination of the Injury and Illness Prevention Program.  The IIPP will include the following parts: Policy Statement, Responsibilities, Compliance, Communication, Hazard Assessment, Hazard Control, Accident/Injury Reporting Procedures, Accident/Injury Investigation, Training/Instruction and Record Keeping.  Appendices are also included to provide further reference.

This plan will be reviewed annually and revised as necessary.

Part II

Policy

Town of ____________________________

Injury & Illness Prevention Program

	Part II: 

Policy Statement

	Date: 01-01-2010
	Revised [  ]              New [ x ]


Policy Statement

The Town of ____________________________ is committed to providing a safe and healthful workplace for all of its employees. The personal safety of each municipal employee while in performance of his or her work activity is of primary importance.  This Injury & Illness Prevention Program (IIPP) has been developed to ensure that the Town of _______________ takes all measures to effectively reduce the number of occupational injuries and illnesses.  The success of this program is to be achieved through the continuous mutual cooperation and support of management and employees.

The Town of ____________________________ is also committed to ensuring that a safe and healthful workplace exists for outside contractors and other workers that may be working at Town-owned sites and that all health and safety regulations are adhered to by all affected employers and employees.

Part III

Responsibility

Town of ____________________________

Injury & Illness Prevention Program

	Part III: 

Responsibility

	Section 1:

Town Manager Responsibilities

	Date: 01-01-2010
	Revised [  ]              New [x]


Town Manager Responsibilities

The Town Manager will serve as the Injury & Illness Prevention Program coordinator for the Town of ____________________________.  The Injury & Illness Prevention Program Coordinator is responsible for implementing and maintaining the following aspects of the safety program:

1.
Coordinating all risk control activities

2. Maintaining, evaluating, and revising the Injury & Illness Prevention Program.

3. Providing advice and guidance to Management and Supervisors

4. Communication of Safety Objectives

5. Developing and/or assisting in the development of employee training programs

6. Presiding over the Safety & Health Committee

7. Reviewing all accident reports and investigations

8. Ensuring Town is adhering to Federal, State, and Local Safety Codes

9. Serving as liaison between management and outside safety agencies

___________________ is the Town Manager for the Town of ________________________.


Town of ____________________________

Injury & Illness Prevention Program 

	Part III: 

Responsibility

	Section 3: 

Management Responsibilities

	Date: 01-01-2010
	Revised [  ]              New [x]


Management Responsibilities

Town employees with management responsibilities include all Managers, Superintendents, Assistant Superintendents, Directors, Principals, Public Safety Command Staff, and any other employee charged with a management role.  Management is responsible, where appropriate, for specific elements of the Injury and Illness Prevention Program.

1. Managing the injury prevention efforts in their area of responsibility

2. Providing the necessary means of ensuring a safe and healthy work environment for their staff.

3. Providing written documentation of employee training and instruction for employees in their area of responsibility.

4. Providing supervisors and employees with safety training and job instruction

5. Managing a planned safety meeting or “safety talk” program

6. Managing safety discipline

7. Ensuring compliance with Federal, State, and Local safety codes.  

8. Participating in the investigation of disabling injuries

Town of ____________________________

Injury & Illness Prevention Program 

	Part III: 

Responsibility

	Section 4:

Supervisor Responsibilities                                                                

	Date: 01-01-2010
	Revised [  ]              New [x]


Supervisor Responsibilities

Supervisors have an integral role within the Injury & Illness Prevention Program.  Supervisors are in constant and direct contact with their employees and can greatly influence safety attitudes and practices.  It is essential that the supervisor set the example for employees in regards to safety responsibilities. There are several specific responsibilities for supervisors:

1. Taking any reasonable action necessary to prevent injuries where an immediate danger exists.

2. Taking responsibility for safety of all employees under their supervision and for any employee not under their supervision but in the supervisor’s work area.

3. Taking responsibility for safety of all any employees that may be in the work area

4. Providing and maintaining a clean and hazard-free work area 

5. Providing safety orientation and job instruction of supervised employees 

6. Planning, conducting and documenting safety evaluations in assigned areas of responsibility.

7. Conducting regular planned safety meetings or “safety talks” with employees.

8. Conducting safety observations of employee safe work practices

9. Developing and maintaining cooperative safety attitudes in employees through the application of approved methods or preventive and corrective discipline.

10. Maintaining emergency readiness

11. Ensuring employees received prompt medical treatment for all injuries

12. Ensuring employees are fit to work

13. Conducting Accident/Injury Investigations

14. Complying with Federal, State, and Local safety codes

Town of ____________________________

Injury & Illness Prevention Program

	Part III: 

Responsibility

	Section 5:

Employee Responsibilities                                                      

	Date: 01-01-2010
	Revised [  ]              New [x ]


Employee Responsibilities

Employees are charged with adhering to the Injury & Illness Prevention Program as directed by management.  Employee responsibilities are listed below:

1. Adhering to all safety rules and operating procedures established by the Town.

2. Wearing appropriate personal protective equipment as required and provided by the Town.

3. Inspecting and maintaining equipment for proper and safe operation.

4. Reporting all injuries immediately.

5. Encouraging other workers to work in a safe manner.

6. Reporting all observed unsafe acts and conditions to their supervisor.

7. Reporting to work in an acceptable condition and not under the influence of alcohol or drugs.

Town of ____________________________

Injury & Illness Prevention Program

	Part III: 

Responsibility

	Section 6:

Employee Rights                                                      

	Date: 01-01-2010
	Revised [  ]              New [x]


Employee Rights

Employees have several rights with respect to occupational safety.  These rights are listed below.

· Employees have the right to safe and healthful working conditions.

· Employees have the right to receive training in general safe work practices and specific training with regard to hazards unique to any job assignment.

· Employees have the right to refuse work that would violate a health and safety standard or order where such violation would pose a real and apparent hazard to their safety or health.

· Employees have the right to watch the Town monitor and measure harmful substances in the workplace.

· Employees have the right to be told by the Town if they are being exposed to concentrations of harmful substances higher than the exposure limits allowed by applicable standards.

· Employees have the right to see and copy records of exposure to toxic substances and harmful physical agents and medical records maintained by the Town and the records of exposure to toxic substances and harmful physical agents of employees with similar past or present jobs or working conditions.

· Employees have the right to request an inspection of the worksite by making a complaint about unsafe or unhealthful working conditions to the Division of Occupational Safety.  

· Employees have the right to an employee representative accompanying representatives from the Division of Occupational Safety during an inspection.

· Employees have the right to discuss privately with the representative from the Division of Occupational Safety during an inspection

· Employees have the right to see any citation the Town receives posted at or near the place where the violation occurred.

Town of ____________________________

Injury & Illness Prevention Program

	Part III: 

Responsibility

	Section 7:

Municipal Maintenance Department Responsibilities                                                      

	Date: 01-01-2010
	Revised [  ]              New [x]


Municipal Maintenance Department Responsibilities

The Town of ____________________________ Municipal Maintenance Department has a critical role in maintaining all sites and facilities in proper and safe condition.  Below are the responsibilities of the Maintenance Department.

1. Responding immediately to maintenance work requests concerning safety related issues.  These maintenance requests must be given the highest priority.

2. Procedures in accordance with applicable lockout/tagout regulations will be strictly adhered to for locking, blocking and tagging out unsafe equipment, electrical circuitry, and equipment with moving parts.  Lockout/blockout and tagout procedures will be used if equipment is in need of repair or is no longer in use.

3. Procedures in accordance with applicable confined space regulations will be strictly adhered to when working in permit or non-permit required confined spaces.

4. All equipment shall be used in a safe manner for which the equipment is intended and in accordance with manufacturers’ instructions and recommended rules for safe operation.

5. Contracting with outside vendors as necessary to complete repairs that the Municipal Maintenance Department is not trained, equipped or qualified to conduct.

6. Posting required safety related signs as requested by Town Management and Site Administrators.

Part IV

   Compliance

Town of ____________________________

Injury & Illness Prevention Program

	Part IV: 

Compliance

	Section 1:

Town Commitment

	Date: 01-01-2010
	Revised [  ]              New [x]


Town Commitment

The Town of ____________________________ is committed to providing all employees a safe and healthy work environment.  The Town is also committed to providing all necessary personal protective equipment and safety training to employees at no cost to the employees. The Town maintains an open door policy allowing all employees to communicate any safety concerns.  Furthermore, the Town is committed to adhering to all Federal, State, and Local safety regulations and will provide full cooperation with any outside safety agency during the course of any inspection or audit.

In most cases, with the exception of Right to Know, there are no specific standards for worker health and safety for municipal employees.  MGL Chapter 149 section 6 states that the Division of Occupational Safety shall investigate places of employment and determine what suitable devices or other reasonable means or requirements are necessary for the prevention of industrial or occupational diseases.

In the absence of specific standards, it is the policy of the Division of Occupational Safety that public sector employees follow the OSHA Standards as a minimum.  Compliance with the OSHA Standards will in most cases ensure compliance with the intent of Chapter 149 section 6.  

The Town of ___________________________ is committed to adhering with the intent of MGL Chapter 149 section 6.

Town of ____________________________

Injury & Illness Prevention Program

	Part IV: 

Compliance

	Section 2:

Employee Compliance                                                                        

	Date: 01-01-2010
	Revised [  ]              New [x]


Employee Compliance

Occupational safety and health regulations and workplace practices are designed to reduce or eliminate employee occupational injuries and illnesses. Employee compliance with all rules and regulations is essential to maintaining a safe and healthy workplace.  

Employees that have displayed an outstanding commitment to safety may be recognized through an employee recognition program.  Conversely, employees that violate any safety policy, procedures, rules and/or regulations may be subject to disciplinary action.

Town of ____________________________

Injury & Illness Prevention Program

	Part IV: 

Compliance

	Section 3:

Disciplinary Action                                                                         

	Date: 01-01-2010
	Revised [  ]              New [x]


Disciplinary Action

The Town of ____________________________ utilizes progressive disciplinary action as the preferred method of discipline for employees who violate town policies, rules and procedures.  In the event an employee violates any safety rules or requires any counseling as a result of unsafe work practices, the Town will use progressive disciplinary procedures.

The objective of progressive discipline is to correct unacceptable behavior or performance of an employee.  This form of discipline usually involves a series of steps initiated by management including oral and written warnings, a notice of unsatisfactory work performance, and recommendation for discipline.  In most instances these steps apply, however, if the performance or behavior has been sufficiently serious or frequent, it may be appropriate to modify the disciplinary procedures.  Please refer to the Town’s disciplinary procedures or with the Human Resources Department for further information regarding discipline.

Part V

  Communication
Town of ____________________________

Injury & Illness Prevention Program

	Part V: 

Communication

	Section 1:

General Information
	

	Date: 01-01-2010
	Revised [x]              New [   ]


General Information

Town of ____________________________ recognizes that open, two-way communication between management and staff on health and safety issues is essential to an injury-free, productive workplace.  Managers, directors, supervisors, department heads, public safety command staff, and school administrators are responsible for communication with all employees about occupational safety and health issues in a manner or form readily understandable by all employees.  Employees are encouraged to inform their managers and supervisors about workplace hazards without fear of reprisal.

The system of communication regarding safety and health at Town of __________________ consists of many facets designed to facilitate a continuous flow of safety and health information between management and staff.  

Town of ____________________________

Injury & Illness Prevention Program

	Part V: 

Communication

	Section 2:

New Employee Orientation

	Date: 01-01-2010
	Revised [x]              New [   ]


New Employee Orientation

All new employees of the Town of ____________________________ are required to attend a new-hire orientation.  All present employees of the Town are required to attend a safety orientation meeting held at the beginning of the fiscal year to refresh employees of safety compliance issues.  Safety information to be communicated to each employee at this orientation will include, but not be limited to, fire procedures, hazard communication, first aid procedures, bloodborne pathogens, back injury prevention, and injury reporting.  All new employees will be required to sign a safety orientation documentation form, which may be used to verify that they have participated in the new employee safety orientation.  This form will be forwarded to the employees personnel file.

The Town Manager shall coordinate and/or conduct all aspects of safety training for the Town.

Town of ____________________________

Injury & Illness Prevention Program

	Part V: 

Communication

	Section 3:

Review of Injury & Illness Prevention Program

	Date: 01-01-2010
	Revised [x]              New [   ]


Review of Injury & Illness Prevention Program

The Injury & Illness Prevention Program is to be used as a reference source for safety information pertaining to the Town of ____________________________.  All employees are entitled to review the contents of the Injury & Illness Prevention Program.  Each site should have a copy of the program.  The program should be kept at a location readily accessible to all employees.  All new employees will be informed of the program during orientation and be provided a copy of the written plan.  All employees will be notified of any revisions to the program as the revisions are made.

The Injury & Illness Prevention Program will be reviewed annually and revised as necessary.  The Safety and Health Committee will perform critical review of the program.  Any employee, that is not a member of the Safety and Health Committee, with comments and/or suggestions is encouraged to provide feedback regarding to the program to the Town Risk Manager for consideration.
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Training Programs
The Town of ____________________________ is committed to providing all necessary safety training to its employees.  Safety training programs are necessary for the Town to communicate to employees the hazards associated with their positions and safe work practices necessary to mitigate those hazards.

Training will be communicated through dialog between trainer and trainee, safety videos, safety literature, hands-on example, on-the-job training, seminars, and workshops.  Communication during training sessions should be two-way to ensure that employees understand their training and are afforded the opportunity to ask questions to clarify any information they may not understand initially.

The Town Risk Manager will review the effectiveness of specific training programs and recommendations will be communicated to the necessary personnel or agencies conducting the training. 
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Town Safety Steering Committee
The Town Safety Steering Committee has two primary functions.  The first is communication between employees and management.  The second function is the monitoring of the effectiveness of the Town’s Injury & Illness Prevention Program.  

The Town Safety Steering Committee is town-wide and comprised of both management and staff.  Each school should be represented with employees of various classifications on a volunteer basis. One member of the town’s maintenance staff should be in attendance.

The Town Safety Steering Committee will meet regularly, preferable monthly but at least quarterly.  The format of the meeting is to be decided by the members of the committee but will always include a review of all injuries/accidents, a review of accident investigations, review of investigations pertaining to reports of hazardous conditions, a review of scheduled safety evaluations, and a round table session.

The town employees on the Town Safety Steering Committee are to provide direct feedback to senior management of organizational and operational issues that are directly affecting injuries and Workers’ Compensation costs.  Management is to provide employees with information and training regarding occupational safety.  

The Town Safety Steering Committee will be responsible for making any revisions to the Injury and Illness Prevention Program.  The committee will assign and review safety evaluations, review other safety compliance programs, communicate safety information at member’s sites, initiate implementation of safety programs at member’s sites and any other task deemed a necessary function of the Town Safety Steering Committee.

All Town Safety Steering Committee meetings are to be documented in the form of written meeting minutes.  Minutes will be distributed to each site and posted in an area accessible to all staff.  Original meeting minutes will be kept in the Assistant Superintendent of Business’ office.

At the end of each calendar year, the Town Safety Steering Committee should review its accomplishments to ensure its effectiveness in accomplishing safety goals and objectives.
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Posted/Distributed Information

The Town of ____________________________ is committed to providing its employees with accurate and timely safety information.  Safety literature, policies/procedures, concerns, Safety and Health Committee meeting minutes, and other safety information will be posted in an area accessible to all employees or distributed in a manner that allows employees to receive information in a timely manner.

Any safety or health code violations will be posted at the work site where such violations occurred in accordance with the laws of the governing jurisdiction of the agency providing the citation.  

Warning signs and other indicators of a hazardous condition will also be posted at the work site where hazards exist in accordance with applicable laws or town policies.

The Risk Manager shall maintain copies of posted and/or distributed information.
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Hazard Reporting System

It is the responsibility of all employees to report unsafe work conditions and practices to their appropriate supervisor or senior management.  Employees may use the Report of Unsafe Condition or Hazard Form (see Appendix B) to report unsafe work conditions and practices.  Employees should forward the completed form to their supervisor for review and appropriate action. The Report of Unsafe Condition or Hazard Form can be submitted anonymously.  The Report of Unsafe Condition or Hazard Form may be obtained from the site administrator responsible for the overall safety program at the site.  It is the policy, however, of the Town of ____________________________ to prohibit employee reprisal for reporting unsafe/unhealthy work conditions and practices.  Management personnel who are found in violation of this policy shall be held accountable by means of established, progressive disciplinary procedures.  Employees who have knowledge of an unsafe/unhealthy work condition or practice and who intentionally conceal this information will be in violation of Town policy and will be subject to established, progressive disciplinary procedures.

The Town is committed to conducting complete and thorough investigations of all reports of hazardous conditions.  If conditions are determined to be hazardous appropriate measures will be taken by the Town to correct those conditions.
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General Information

The detection of hazards in the workplace is essential in ensuring a safe work environment.  Undetected and uncorrected safety hazards may cause accidents resulting in serious injury to employees. 

There are two major sources of unsafe conditions – normal wear and tear of equipment and employee actions.  Normal wear and tear is the constant process where equipment and areas of facilities deteriorate.  Evaluations of equipment and areas can detect hazardous conditions before they cause injury.  Employee actions can contribute to unsafe conditions in several ways.  Misused and abused equipment can be dangerous.  Employees may leave their work area untidy creating a dangerous environment.  

Regular hazard identification and assessment can minimize the hazards to which employees may become exposed.   Safety Evaluations and Hazard Classifications are tools utilized by the Town of ____________________________ to identify hazards.
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Safety Evaluations

Competent persons shall conduct safety evaluations regularly in areas where they are knowledgeable.  Ideally, line supervisors should conduct evaluations.  Safety evaluations must be documented.  All documentation shall be forwarded to the Town Risk Manager.  

The Town Risk Manager, along with site staff and/or maintenance, will review all safety evaluations and initiate corrective action.  The Risk Manager will make an analysis of the results.  Evaluations and analyses will be reviewed at the Town Safety Steering Committee meeting.  This committee will investigate long-term solutions to recurring hazards.
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Hazard Classification of Employee Groups

Hazard Classifications have been created for all employee groups within the Town.  The purpose of Hazard Classifications is to identify potential sources of hazards and to list control measures used to eliminate or minimize hazards.

For each employee group, Hazard Classifications contain the following information:

· Job/Task Exposures

· Potential Occupational Safety/Health Exposures

· Control Measures for Occupational Safety/Health Exposures

The following employee groups have Hazard Classifications:

· Art Teachers and Instructional Aides

· Auto Shop Teachers

· Certificated Personnel and Instructional Aides (General)

· Food Service

· Maintenance and Electronics Technicians

· Metal Shop Teacher

· Office, Clerical, Data Processing and Administrative Employees

· Operations – Custodians

· Operations – Grounds

· Physical Education Teachers, Coaches and PE Attendants

· Public Safety/Supervision

· Reprographics Personnel

· School Nurse and Clerical Support

· Science Teachers

· Teachers and Instructional Aides (Special Education)

· Transportation Personnel

· Vehicle Maintenance Employees

· Warehouse/Delivery Personnel

· Wood Shop Teachers

Hazards Classifications will be reviewed annually to ensure that they are accurate for the positions listed.  In the event a new position or employee group is created, a Hazard Classification will be created immediately and inserted into this program.
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Hazard Correction Responsibilities

The correction of any identified hazards should be conducted immediately.  Personnel at all levels of employment have responsibilities in hazard correction.  All personnel should have an understanding of their role in hazard correction to effectively eliminate identified hazards.

Senior Management

Senior Management is responsible for allocating appropriate resources and funding for the correction of unsafe/unhealthy work conditions or practices.

Directors and Principals

Upon the identification of an unsafe/unhealthy work condition or practice, the Directors and Principals will initiate the appropriate corrective action by way of a work order or communication with Senior Management.  The Directors and Principals will handle conditions involving a serious concealed danger personally until appropriate individuals are notified and corrective action has been taken.  A serious concealed danger exists when condition or work practice creates a substantial probability of death, great bodily harm or serious exposure to an individual and the danger is not readily apparent to an individual who is likely to be exposed.

Supervisors

Supervisors are responsible for identifying and controlling access to a hazard and to prevent further danger to employees and the public, and notifying the necessary persons responsible for taking required action to correct the hazard.  Supervisors have the responsibility of investigating and determining the root cause of any unsafe condition.  Any source of hazard that is beyond the ability of the supervisor to correct should be immediately reported to senior management.  Supervisors are also responsible for taking temporary precautions until corrections can be made.  Supervisors shall provide a status report to the principal or director when a temporary correction has been made.

Employees

All employees are responsible for taking appropriate action to correct unsafe and unhealthy working conditions by immediately notifying appropriate management personnel of the conditions.
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Hazard Correction Responsibilities (Continued)

Risk Manager

The Town’s Risk Manager is responsible for immediately initiating corrections to any hazard that has come to his/her attention.  The Risk Manager will follow-up on corrective activity for all reports of unsafe or unhealthy conditions.  The Risk Manager will review all reports or unsafe/unhealthy work conditions on a quarterly basis to determine the development of any patterns.  The Risk Manager shall report unsafe/unhealthy work conditions with the Town Safety Steering Committee for further review.

Maintenance Department

The Maintenance Department is responsible for all repairs to buildings, grounds and equipment with conditions that create hazards.  Any safety related work order should be given the highest priority to ensure prompt correction.
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Controlling Access to Areas Containing Hazards

To prevent danger to employees and the general public, access to any area that contains an immediate hazard or serious concealed danger should be controlled.  Supervisors, Directors and/or Principals responsible for the area of operation where such conditions exist are responsible for informing employees verbally and in writing.  The notification of any serious hazard should be done no later than 24 hours from the time the unsafe condition has been identified.

Only authorized personnel should be allowed access to areas with immediate hazards or serious concealed danger.  Students should never be allowed access to such areas.  Areas with such conditions should be properly secured to prevent any unauthorized access.  Only when the condition has been corrected should access be permitted.  Examples of areas with immediate hazards include, but are not limited to, confined spaces, chemical storage areas, transformers, high voltage areas, and electrical utility rooms.
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Hazard Correction Follow-Up

Whenever any report of unsafe or unhealthy condition has been made, follow-up is essential to ensure that proper corrections are being or have been made.  Persons of responsibility should conduct the necessary follow-up.  Persons initiating Reports of Unsafe Condition or Hazard should inquire with their supervisors the status of corrections.  Any unnecessary delays in hazard correction should be investigated by Directors/Principals and reported to the Town Risk Manager.

In the event an unreasonable delay in correcting safety hazards occurs, the Town Risk Manager should inquire with the necessary personnel the status of the work and report back to the Director/Principal any pertinent information.

Once a reported hazard has been corrected, Supervisors, Directors and/or Principals responsible for the area should conduct a safety evaluation to ensure that the hazard has been completely eliminated.  Only upon approval of the persons responsible for the area should access be allowed. 
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Injured Employee Procedures: Non-Emergency
1. Immediately report all injuries or near misses to your supervisor. 

2. Medical attention is mandatory if you are directed to seek such attention by your supervisor.

3. Your supervisor will complete a Supervisor Accident Investigation Report.

4. If no medical treatment is required, your supervisor will forward the Supervisor Accident Investigation Report to the Town Risk Manager.

5. If treatment is required but the injury is not an emergency, your supervisor will give you the completed Supervisor Accident Investigation Report and instruct you to take the report to the Town Risk Manager.

6. The Risk Manager will provide you with a Claim form for Workers’ Compensation (Form DWC-1) and Medical Authorization.

7. Receive medical attention at Town approved medical facility.

8. If you are authorized to return to work, provide Certificate for Return to Work or Further Treatment to the Town Risk Manager and your supervisor.  If there are any work restrictions, review modified duties with Risk Manager and your supervisor.

9. If you are unable to return to work, notify your supervisor and provide a physician release to the Town Risk Manager and your supervisor.  

10. Return to physician at a later date for evaluation for possible return to work.

Town of ____________________________

Injury & Illness Prevention Program

	Part VIII: 

Accident Reporting Procedures

	Section 2:

Injured Employee Procedures: Emergency

	Date: 01-01-2010
	Revised [x]              New [   ]


Injured Employee Procedures: Emergency

1. Immediately notify 911 if injury requires immediate medical care or otherwise receive the necessary medical attention. 

2. Notify your supervisor of your injury. 

3. Your supervisor may be requested to authorize treatment by the treating facility.

4. Receive treatment at Town approved medical facility.

5. Notify Town Risk Manager of your status and receive Employee Claim Form.

6. Your supervisor will complete Supervisor Accident Investigation Report.

7. The Town Manager will prepare Employer’s First Report (Form DLSR 5020).

8. If you are authorized to return to work you must provide Certificate for Return to Work or Further Treatment to the Town Risk Manager and your supervisor.  If there are any work restrictions, review modified duties with Risk Manager and your supervisor.

9. If you are unable to return to work, notify your supervisor and provide a physician release to the Town Risk Manager and your supervisor.  

10. Return to physician at a later date for evaluation for possible return to work.

Town of ____________________________

Injury & Illness Prevention Program

	Part VIII: 

Accident Reporting Procedures

	Section 3:

Supervisor  Procedures

	Date: 01-01-2010
	Revised [x]              New [   ]


Supervisor Procedures

1. Upon notification of an injured employee, determine is medical treatment is necessary.

2. If emergency medical treatment is not necessary, complete Supervisor Accident Investigation Report.

3. If no medical treatment is required, forward the Supervisor Accident Investigation Report to the Town Manager.

4. If non-emergency medical treatment is required, give the Supervisor Accident  Investigation Report to the injured employee and instruct him/her to take the report to the Town Risk Manager.

5. If emergency medical treatment is required, you may be requested by the treating facility to authorize treatment. Notify the Town Risk Manager.  Complete Supervisor Accident Investigation Report when the employee returns from treatment.

6. After the employee has received treatment, receive Certificate of Return to Work or Further Treatment.

7.
Review any modified duties with the employee and Town Risk Manager.
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Supervisor’s Accident Investigation

It is the responsibility of the immediate supervisor to investigate all injuries (or near misses) and report on the Town’s Supervisor Accident Investigation Report.  Supervisors will retain a copy and supply a copy to the Risk Management Department.  These reports will be used in compiling data for Quarterly Loss Analysis Reports and are subject to review by the Safety & Health Committee.

Procedures for investigating employee injures include:

1. Visiting the accident scene as soon as possible.

This will allow the supervisor to see the scene of the accident before any alterations to the scene can be made.  It also allows the supervisor to be visible and available to employees in the area.

2. Interviewing injured workers and witnesses.

Several points of view may be helpful in determining the actual cause of an accident.  Always include statements in the accident investigation report.

3. Examining the workplace for factors associated with the accident.

It is essential to inspect the scene of the accident to determine if any hazards are present that may cause future accidents. 

4. Determining the cause of the accident.

Understanding the root cause of an accident will allow management to measures to prevent similar accidents from recurring.  Determining the root cause may be a difficult or arduous task.  A diligent investigation will allow management to understand the root cause.

5. Taking corrective action to prevent the accident from recurring.

Immediate and complete corrective action is essential.

6. Documenting the findings and corrective actions taken by completing Supervisor’s Accident Investigation Report (Form 75.2).  Attach all necessary information to the investigation report.

NOTE: Supervisors will receive training on conducting accident investigations.
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Outside Agency Investigation

Serious injuries may also be investigated by agencies outside of the Town.  Insurance agencies as well as the Massachusetts Department of Labor Standards, fire departments and law enforcement agencies may desire to investigate accidents deemed serious.  The Town will cooperate with and assist outside agencies during the course of these investigations.
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New Employee Orientation

New employees are required to attend an orientation that includes safety as a major topic.  The Risk Management Department is responsible for conducting the new employee safety and health orientation training.  Safety training at the new employee orientation shall include but not be limited to:

· General work rules and procedures

· Hazard Communication

· Bloodborne Pathogens

· Injury Reporting

· Back Injury Prevention

· Emergency action and fire plan

This training shall be documented and all documentation should be maintained the employee’s personnel file.

Town of ____________________________

Injury & Illness Prevention Program

	Part X: 

Training & Instruction

	Section 2:

Initial Job Instruction

	Date: 01-01-2010
	Revised [x]              New [   ]


Initial Job Instruction

Initial Job Instruction refers to the on-the-job training given to new employees to prepare them to do a specific job.  This type of safety training is an initial effort to generally acquaint employees with what they will need to know to perform their new positions safely.  Whether the employee is a new hire or a transfer from another area position safety training is essential. When employees move to new occupations they are confronted with an entirely new workstation.   With this new environment, employees may be subject to a new set of hazards.  Initial Job Instruction (or Job Position Safety Orientation) covers such topics as general hazards, clean up and housekeeping responsibilities, and appropriate general safety rules.
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Pre-Job Safety Instructions for Non-Routine Hazardous Jobs
For non-routine, hazardous jobs it is advisable to cover the major job hazards with pre-job safety instructions.  A pre-job safety instruction for non-routine, hazardous jobs is a specific orientation to the employee for a specific hazardous operation.  Supervisors assigning non-routine, hazardous jobs are responsible for conducting pre-job instructions.  During this orientation, the supervisor will cover specific hazards and precautions necessary for the job.  Information to be included during this type of training should include but not be limited to:

· Safety equipment and personal protective equipment requirements

· Potential exposure to toxic materials

· Emergency procedures

· Physical hazards associated with the work area
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Safety Talks

Planned Safety Talks

Planned Safety Talks are one of several supervision tools for ongoing safety instructions designed to increase awareness of hazards, safe job procedures and critical safety rules.  Essentially, such talks are short five to ten minute instructional talks between the first line supervisor and one or more employees.  The subject of the talk is a specific topic like a safety rule or a particular hazard that is in need of emphasis.  Supervisors should conduct safety talks.  Planned safety talks should be used whenever a new substance, process, procedure or equipment presenting a new hazard is introduced and whenever a supervisor becomes aware of a new or previously unrecognized hazard.  If a new substance, process, procedure or equipment presenting a new hazard is not introduced supervisors may schedule regular Safety Talks at a frequency that best suits the operations of the department or affected employees.

Correctional Safety Talks

When an employee is observed working in an unsafe manner, it is the responsibility of the supervisor to correct the employee in a manner appropriate to the facts of the case.  Correctional safety talks should be conducted in a friendly but firm manner.  
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 Record Keeping

There are several forms of documentation that must be retained for record keeping purposes:

Safety Evaluation Documentation

· Safety Evaluation documentation will be maintained by the Town Risk Manager.

· Safety Evaluation documentation should include the name of the person(s) conducting the evaluation, 

· Safety evaluation documentation should include any unsafe conditions or work practices.

· Safety Evaluation documentation should include corrective actions.

· Safety Evaluation documentation should be maintained for no less than five years.

Safety Training Documentation

· Safety Training documentation will be maintained by the Town Risk Manager and the employee’s supervisor for a period of no less than five years.

· Safety Training documentation should include the employee’s name, training dates, type of training, training providers.

· Safety Training documentation should be maintained in employee’s personnel file for the duration of the employee’s employment.

Employee Injury Reports/Supervisor Accident Investigation Reports

· Employee Injury Reports and Supervisor Accident Investigation Reports will be maintained by the Town Risk Manager

· Copies of Employee Injury Reports and Supervisor Accident Investigation Reports will be maintained in the injured employee’s personnel file.

· Copies of Employee Injury Reports and Supervisor Accident Investigation Reports shall remain in the injured employee’s file for the duration of the injured employee’s employment.

Environmental/Employee Medical Monitoring

· Environmental and/or Employee Medical Monitoring documentation will be maintained by the Town Risk Manager for a period of no less than thirty years.
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“Risk Management”





Most dictionaries define risk as potential of loss or injury.  Perhaps as a noun, the term risk does mean just that.  But, as a verb, risk means to take a chance.  





Ultimately risk boils down to one thing, the potential for various outcomes.  





In the business community risk may result in financial gain.  For the municipal sector, risk is often associated with suffering losses.





When looking at risk as “taking a chance” think of the management process and apply it to improve your “chances.”





The fundamental definition of management is the process of planning, organizing, leading, and controlling an organization’s resources to fulfill its objectives cost effectively.





Combing these two concepts and a clearer meaning of the term risk management emerges.











Risk Management Cycle





                  Concord Safety Committee, 2007








Cost/Benefit of Risk Control 





“Initial dollars that an organization spends on risk control usually provide a large payoff in terms of losses that the organization can prevent or control.  	





“Additional dollars spent on risk control also provide a benefit, but the marginal benefit of these additional dollars usually falls as the opportunities to control losses have smaller payoffs.”


	


-George L. Head, PhD, CPCU, ARM
































In FY 2012, MIIA Members incurred 122 Public Officials Liability Claims.





Total Losses exceed $1.3 Mil.








Massachusetts Public School Statistics


Massachusetts Public Schools: �
1,934�
�
Number of Students:�
980,459�
�
Massachusetts Elementary Schools:�
1,171�
�
Massachusetts Middle Schools:�
329�
�
Massachusetts High Schools:�
296�
�



The MIIA Pool has experienced an average of 29 School Board Liability claims per year over the past decade.  These claims cost on average just under $25,000 per claim.








RISK ANALYSIS TOOLKIT








RISK ANALYSIS ACTION PLAN




















PROPERTY CONSERVATION PROGRAM
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