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May and  
June 2018  
Meetings

May 10, MCIT Building, St. Paul
2:30 p.m.  . . . . . . . . . . . . . . . . . . . . . . Governance Committee
4 p.m. . . . . . . . . . . . . . . . . . . . . . . . . . .Claims Committee

May 11, MCIT Building, St. Paul
9 a.m. . . . . . . . . . . . . . . . . . . . . . . . . . . . . Board of Directors
June 8, MCIT Building, St. Paul
9 a.m. . . . . . . . . . . . . . . . . . . . . . . . . . . . . Board of Directors
1 p.m. . . . . . . . . . . . . . . . . . . . . . . . . . . . . Claims Committee

Continued on page 2

At its core, the Employee Assistance 
Program provides no-cost, professional 
counseling to all member employees 
and their dependents who are experi-
encing personal difficulties. The EAP’s 
fundamental features of being confiden-
tial, voluntary, cost-free and convenient 
have continued to prove effective in 
encouraging individuals to seek support 
for managing personal concerns that 
may affect their work performance.

Last year, the overall utilization of the 
program by MCIT member employees 
was 4.73 percent, exceeding the target 
rate of 4 percent and the 4.16 percent 
utilization for 2016. For the past three 
years, 35 employees reported that coun-
seling provided through the EAP gave 
them an alternative to filing a grievance 
or lawsuit against their employer.

Program Grows to Members’ 
Satisfaction
For a program that has been around for 
more than 20 years, the EAP remains 
relevant and valuable. Sand Creek, the 
program administrator, has worked with 
MCIT to find ways to improve its service. 
For example, it has increased availability 
of telephone-based counseling services, 
added an online intake option and 
expanded its providers to include those 
with expertise in law enforcement and 
working with elected officials.

Value Continues for Employees, Employers

During 2017, EAP users were highly sat-
isfied with the assistance they received. 
Of those surveyed:

�� 94 percent reported that as a direct result of 
the EAP services they received, they were able 
to do better at work.

�� 95 percent feel better equipped to deal 
with the situation that led them to call for 
assistance.

�� 95 percent are satisfied with the services they 
received.

�� 94 percent would contact the EAP again.

�� 97 percent would recommend the EAP to others.

EMPLOYEE ASSISTANCE PROGRAM 

Cornerstones of the 
Employee Assistance 
Program
�� No-cost access to short-term counseling 

sessions for member employees, their 
spouse and dependents
�� Up to four professional counseling  

sessions per issue
�� Confidential participation—personal 

information is not shared with the  
employer
�� Voluntary participation
�� Convenient access to qualified counselors 

throughout Minnesota



als in times of challenge or crisis. “Resil-
ience II” programs build on information 
and skills presented in the previous 
sessions, which debuted in 2014. The 
training includes a component for all 
staff and one specifically designed for 
managers and supervisors.

This program 
is available to 
county members 
at no cost through 
December 2018. 
Members should 
contact Sand 
Creek to schedule 
Resilience training 
at 1.800.550.MCIT 
(6248) or info@
sandcreekeap.com.

Promote EAP 
with No-cost 
Materials
MCIT encourages all 

members to help promote the valuable 
EAP services to their employees periodi-
cally throughout the year.  Members can 
order promotional brochures and wallet 
cards by contacting MCIT toll-free at 
1.866.547.6516 or info@mcit.org. Post-
ers, mini fliers and e-mails that inform 
employees about EAP services are 
available to download from MCIT.org/
employee-assistance-program/. 

The new “EAP Employer Promotional 
Guide” offers tips about how to increase 
employees’ awareness of the program 
and explains more about services that 
are part of the EAP. Members can down-
load the guide at MCIT.org/employee-
assistance-program/.
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EAP: Value Continues for Employees, Employers ... continued from page 1

EAP Users Praise Service

“ I made it through a rough time as 
a result of my counselor’s help.”

“My situation was taken seriously.”

“ There was no judgement with 
calling.”

“ My request for help was immedi-
ately addressed. I felt listened to 
and valued as a person.”

“I am grateful for this program.”

The partnership between Sand Creek, 
MCIT and individual members continues 
to strengthen. That growth has much to 
do with Sand Creek’s and the counsel-
ors’ understanding of public entity work 
and the challenges that can accompany 
the  public sector environment. 

Over the years, 
members have 
increasingly chosen 
to work with Sand 
Creek on mat-
ters outside the 
MCIT contract for 
organizational 
development, criti-
cal incident stress 
debriefing and cus-
tomized training.  
During 2017, Sand 
Creek provided 
nearly 1,900 hours 
of organizational 
services to 5,000 
member employees 
and attended 13 member health/ben-
efit fairs.

‘Resilience II’ Training Offered 
Through December
In collaboration with MCIT, Sand Creek 
professionals have developed a two-
part educational program for MCIT 
county members to strengthen both 
personal and professional resilience, 
which is the ability to respond positively 
to and recover from difficult situations. 

Each part is presented on site at the 
member county and addresses how to 
move successfully through adversity 
and how the EAP can support individu-

New 
Underwriting 
Technician 
Joins MCIT
The MCIT un-
derwriting team 
welcomed its 
newest member 
March 5 when 
Jennifer Jarvi 
joined the Trust 
as an underwrit-
ing technician.

Jarvi has more 
than 15 years of 
experience in accounting and insur-
ance, including experience working 
with underwriting and billing.

As an MCIT underwriting technician, 
Jarvi helps members with maintaining 
the accuracy of their property and auto 
schedules, assists members with the re-
newal process and issues certificates of 
coverage and change endorsements.

Underwriting Manager Gary Severson 
says, “We are pleased to have Jenny 
join the MCIT underwriting team. Her 
professional experience and skills are 
an asset to the organization, and we 
are confident that members will enjoy 
working with her.”

Members can reach the underwriting 
team toll-free at 1.866.547.6516.

Jennifer Jarvi
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Attorney-client Privilege May 
Be Unintentionally Waived
The attorney-client relationship is cru-
cial. It allows members to discuss freely 
a potential legal situation or lawsuit 
with their counsel without fear that 
those discussions will be released to the 
opposing attorney or the general public. 
This privilege may be waived, however, 
by sharing the protected information or 
documents with an individual outside 
of the attorney-client relationship. If this 
privilege is waived either intentionally 
or unintentionally, the documents and 
conversations may have to be produced 
to a requesting party, which could be 
opposing counsel. 

Unless waived, the attorney-client privi-
lege protects conversations and docu-
ments shared between an attorney and 
his or her client from release to all other 
individuals and forums, including op-
posing counsel, litigants, the courts and 
other legal type forums. The attorney- 
client privilege exists to encourage cli-
ents to confide openly with their coun-
sel.1 Such open and honest communica-
tion allows an attorney to represent his 
or her client more effectively.2 

The privilege applies where legal advice 
is sought from a professional legal 
adviser in his or her capacity as that 
person’s lawyer. Communication must 

be made in confidence by the client 
with an expectation that it will be kept 
confidential, unless the client waives 
confidentiality.3

The client’s waiver may be expressed 
or implied. One way a member may 
inadvertently waive the privilege is by 
sharing information protected by the 
attorney-client privilege with someone 
outside of that specific attorney-client 
relationship. 

For example, a sheriff receives legal ad-
vice via e-mail from an attorney  regard-
ing the legality of a proposed course of 
action on a specific personnel issue. The 
sheriff, believing other sheriffs would be 
interested in this information, forwards 
the attorney’s communication to other 
county sheriffs. The other sheriffs are 
not part of the attorney-client rela-

Attorney-Client Basics
��  Attorney-client privilege allows clients 

to have conversations with their attorney 
without fear that the information may 
have to be disclosed later.
�� Clients may waive the privilege.
�� Waiver may happen by forwarding 

information from the attorney to an 
individual not part of the attorney-client 
relationship (e.g., constituent, profes-
sional association, colleague outside of 
the organization).
�� If the privilege is waived, formerly pro-

tected communications may have to be 
disclosed to third parties (e.g., opposing 
counsel, the court, constituents, etc.)
�� Attorney communications should not be 

forwarded to a third party without talk-
ing with that attorney.

Complying with the Minnesota Government Data Practices 
Act and the Minnesota Open Meeting Law can be confusing 
due to the laws’ complexities, especially for those new to 
the public sector in the state. The Minnesota Department of 
Administration Data Practices Office has two new videos to 
help clarify the laws.

Both videos are available to stream online from the office’s 
website at MN.gov/admin/data-practices/. Under the Re-
sources tab, choose “training materials” and then “videos” to 
access the files. 

“Data Practices for Boards/Councils” is eight minutes and is a 
solid overview of the concepts elected boards need to know 
about this area. “Open Meeting Law” is five minutes and also 
focuses on the key components of the law. 

The office provides a number of additional streaming videos 
on its website. They offer further information about the two 
laws, some focusing on specific aspects, such as personnel 
data, copy costs, data practices requests, classification of 
data, and terms.

More Resources
Members are encouraged to review the materials and 
information available from the Data Practices Office, as well 
as those provided by MCIT to get a better understanding of 
how to comply with the Minnesota Open Meeting Law and 
Government Data Practices Act. MCIT materials are available 
in the Resource Library at MCIT.org/resource/.

tionship. By forwarding the attorney’s 
communication, the sheriff may have 
unintentionally waived the attorney-
client privilege regarding that employ-
ment situation. 

Waiver of the privilege should only be 
done after consultation with legal coun-
sel regarding the potential ramifications. 
Therefore, prior to sharing any informa-
tion or communication provided by le-
gal counsel, the member should discuss 
the disclosure with that attorney.
1 Kobluk v. Univ. of Minn., 574 N.W.2d 436, 440 (Minn. 1998).
2 Id.
3 Id. quoting 8 John Henry Wigmore, Evidence § 2292, at 554 (1961).

Videos Explain MGDPA, Open Meeting Law
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Working from home, also known as 
telecommuting, can be an attractive op-
portunity for employees and employers. 
Telecommuting is a work arrangement 
that allows an employee to perform his 
or her normal duties at home either on a 
regular basis or occasionally. Regardless 
of frequency, employers should consider 
a number of factors when developing a 
policy allowing employees to work from 
home, particularly the potential expo-
sures arising out of telecommuting and 
how to mitigate them. 

This article does not identify all of the 
issues that may arise in modern employ-
ment, but it is a starting point.

Safety of Telecommuting 
Employees
Regardless of where employees perform 
services for the employer, the employer 
is responsible for their safety and com-
pliance with occupational safety and 
health law. 

One of the risks of the home office is that 
the employer does not have control of 
the working environment. There may be 
children’s toys, laundry baskets, cords, 
shoes, other small items in walkways 
and on stairs between the home office 
and other areas that are accessed during 
the work day, such as the kitchen and 

bathroom. Carpeting may not be secured 
properly. The electrical wiring may not be 
up to code, or the smoke alarm or carbon 
monoxide detector may be disabled or 
nonexistent. 

Workers’ compensation law tends to look 
at the injuries incurred while working at 
home as an extension of the workplace. If 
an employee is in the process of working 
for the employer at the time of the injury, 
the employee will likely be entitled to 
workers’ compensation benefits. 

Several questions are asked when an em-
ployee is injured while working off site to 
determine whether workers’ compensa-
tion benefits apply:

�� Did the injury take place in a location the 
employer authorized and would expect the 
individual to be working?
�� Can it be proven that the individual was 

performing employer-authorized work duties 
when he or she sustained the injury or illness?
�� Did the injury take place during appointed work 

hours?
�� Was the employee acting in a negligent manner 

or performing unexpected job tasks?
�� Was the employee attending to work matters 

that were approved, or was he or she injured 
while engaging in personal, nonwork approved 
activities?

A Minnesota Workers’ Compensation 
Court of Appeals opinion1 found that the 
“personal comfort doctrine” applied to 
an employee’s injury when he fell down 
stairs walking from his home office to the 
kitchen for a cup of coffee. 

The “personal comfort doctrine” is a rule 
of workers’ compensation law provid-
ing that employees may be covered for 
injuries that occur while they are taking 
a restroom break, getting something 
from the vending machine or doing 
something else for their own comfort. It 
is an exception to the general rule that 
injuries arising out of employment are 
those incurred while performing duties 
that further the interests of the employer. 
The Court of Appeals stated that an em-
ployee who works from home is entitled 
to the same benefits the employees on 
site enjoy. 

Not all injuries in the home will be cov-
ered by workers’ compensation, however. 
For instance, an employee who slips, 
falls and injures his or her ankle on an 
icy deck while running outside to check 
on the children would not be covered by 
workers’ compensation.

Employers could conduct an on-site 
visit to an employee’s home-based work 
space to identify any potential hazards. 
However, because many employers may 
be concerned about privacy issues when 
going into their employees’ homes, an 
alternative is to have the employee self-
report items related to the physical en-
vironment on a checklist of safety items. 
Such a safety survey could be required in 
the telecommuting policy or agreement 
with the employee. 

Telecommuting Liability Issues
One of the issues to be aware of is the 
Fair Labor Standards Act (FLSA) and its 
application to nonexempt employees. 
FLSA provides that nonexempt em-
ployees (as defined in the FLSA) may 
be entitled to time and one half pay for 
hours worked over 40 per week. When 
nonexempt employees work from home, 
it is possible for overtime hours to be 
worked and not properly reported for 
payroll purposes. 

Address Safety, Liability of  
Home-based Workers

TELECOMMUTING 
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The employer should think about how 
hours worked will be reported or verified 
for nonexempt employees who work off 
site. The employer must comply with re-
cord keeping requirements of the FLSA.  
There are software programs that allow 
employers to track when employees sign 
on to their computers or how long the 
computer is idle if the equipment being 
used is owned by the employer.

If this is not an idea that the employer 
endorses, then it is best to put certain 
parameters in the working agreement or 
the telecommuting policy that are de-
pendent on the employee’s compliance. 

One way to avoid the potential for 
violation of the FLSA would be to define 
employees who are eligible for telecom-
muting to be those who are classified as 
exempt under the FLSA.  

Public entities are also responsible for 
compliance with the Minnesota Govern-
ment Data Practices Act (MGDPA) regard-
less of where their employees perform 
services or where the data is located. 
Obligations under the MGDPA relate 
to data security, records retention and 
destruction.

The employer should consider whether 
there is more liability by allowing the 
data to be created or received at a loca-
tion other than the workplace. Govern-
ment data may be more difficult to 
keep secure when it is located off site. 
The potential for a data breach may be 
increased if care is not taken in providing 
expectations of security in the telecom-
muting arrangement. 

All of the policies that apply at the of-
fice apply to the employee who works 
from home, including acceptable use 
of member-owned equipment policies, 
password and e-mail policies, improper 
use of Internet policies, etc. Both en-
crypted e-mail and access to a secure 
website when dealing with nonpublic 
data are highly recommended. 

If the government data the telecommut-
er is handling is part of a state agency 

Continued on page 6

Safety Checklist for Telecommuting Arrangement
This checklist is not complete; there may be more hazards present in any given situation. 

General
 Floors are clear and free of hazards.
  Work area is reasonably quiet and free of  

distractions.
  Electrical cords are secured under desk, along 

the wall, away from heat source.
  Temperature, ventilation and lighting are 

adequate.
 First-aid supplies are readily available.
  Where appropriate, the home has been 

tested for radon. 
  Carbon monoxide detector is in an  

appropriate location.

Fire Safety
  Walkways, aisles and doorways are 

unobstructed.
  Working smoke detector is by designated 

workspace.
  Charged, accessible fire extinguisher is in  

the area.
  More than one exit is available from the  

work area; exits are kept unobstructed.
  Work space is kept free of trash clutter and 

flammable liquids.
  Radiators and portable heaters are located 

away from flammable items.

Electrical Safety
  Computer equipment is connected to a  

surge protector.
  Electrical system is adequate for office 

equipment.
 Electrical panels are readily accessible.
  All electrical plugs, cords, outlets and panels 

are in good condition, no exposed/damaged 
wiring.

  Extension cords and powers strips are not 
daisy chained and no permanent extension 
cords are in use.

  Electrical cords run in nontraffic areas, do not 
run under rugs and are not nailed or stapled 
in place.

 Equipment is turned off when not in use.
  Electrical outlets are grounded with three 

pronged plugs.

Workstation Ergonomics
  Office furniture and equipment is 

ergonomically correct.
  Chair is sturdy and adjustable with backrest 

and casters appropriate for floor surface.
  Monitor is at arm’s length or comfortable 

distance from eyes, and top of screen is 
slightly below eye level.

  Forearms are parallel to the floor and wrists 
straight.

  Feet reach the floor when seated or fully 
supported by a foot rest.

 Back is adequately supported by backrest.
  Computer screen is free from noticeable 

glare.

Security Measures
 Paper and electronic data are secure.
  Private data and nonpublic data are 

destroyed in a secure manner, e.g.,  
shredding appropriately.

  Materials and equipment are in a secure 
place that can be protected from damage  
or misuse.

  There is an inventory of all equipment in 
the office, including serial numbers when 
possible.

  Firewalls and virus protection are up to date 
on computer equipment.
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system, it is important that the state’s rules regarding access 
are followed by the employee at the home office. 

Many more considerations relate to data privacy and records 
retention and destruction. The MCIT Resource “Employee-
owned Technology in the Workplace” (MCIT.org/resource/) 
provides a more complete understanding of this risk. 

Employee Performance, Productivity
Employees who work from home should not be treated any 
differently than others who perform the same services for the 
employer. Therefore, it is important to have a process for re-
viewing the effectiveness of the telecommuting arrangement: 

�� Are the employer’s priorities and time deadlines being met? 
�� Is the employee able to work with minimal supervision? 
�� Is the employee communicating with internal and external clients as 

expected? 
The employer’s performance management system may need 
to have additional considerations for those employees who 
work off site.

Telecommuting Policy
A telecommuting policy is recommended and should include 
certain requirements of a home office, such as space set apart 
from the regular pathways of the home, up to code electrical 
wiring, employer-provided equipment (e.g., computer, printer, 
cell phone) work hours and check-in requirements. As men-
tioned above, some employers may conduct an inspection 
of the home to ensure that it complies with health and safety 
policies. The equipment should be checked for ergonomic 
design and positioning that allows for sufficient lighting and 
ventilation. See “Safety Checklist for Telecommuting Arrange-
ment” on page 5. 

Some employers choose to have a written agreement, in ad-
dition to the policy, to allow employees to work from home. 
Regardless of whether the employer uses an agreement and 
policy, there should be clear guidelines indicating the expec-
tations from the employee and the responsibilities of both 
parties in the telecommuting arrangement. 

There may be more recommendations for risk management 
and loss control that could apply to a specific telecommut-
ing situation. Members who have questions should contact 
their MCIT loss control consultant toll-free at 1.866.547.6516 
or contact their county attorney or other legal advisor for any 
legal advice. 

1 Munson v. Wilmar/Interline Brands and St. Paul Travelers, Employer/Insurer, Appellants, and  
U.S. Department of Veterans Affairs, Intervenor, Workers Compensation Court of Appeals,  
Dec. 16, 2008.

Address Safety, Liability of Home-based Workers ... 
continued from page 5

Employers often attempt to accommodate employee requests 
for a modified work schedule. This may mean a flexed work-
week—working more hours per day but fewer days a week. 
Some MCIT members have discussed requests for a com-
pressed schedule that would allow employees to work more 
hours one week and fewer the next. In responding to these 
requests, employers should consider the federal Fair Labor 
Standards Act (FLSA).  

An employer has the right to establish work schedules. The 
FLSA however, controls how employees must be compensated 
for their work. The FLSA specifically addresses overtime. 

Issues of Overtime and Modified Schedules
The FLSA generally classifies employees who are covered by 
the Act as exempt or nonexempt.  The law requires that a cov-
ered, nonexempt employee be compensated at the rate of 1.5 
times his or her normal rate of pay for any hours worked over 
40 during a workweek. Compensation for hours worked over 
40 in a workweek may be in either the form of cash overtime 
pay or under certain circumstances, as compensatory paid 
time off.

A workweek is generally defined as a fixed and regularly recur-
ring period of 168 hours. That is seven consecutive 24-hour 
periods. For example, a member’s policies may define “work-
week” as a fixed and regular period of seven consecutive calen-
dar days beginning Sunday at 12 a.m. and ending on Saturday 
at 11:59 p.m.

 A workweek need not coincide with the calendar week. It 
could begin on any day and at any hour of the day. 

There are exceptions to the general rules regarding workweek 
and the calculation of overtime pay for certain nonexempt em-
ployees, such as those engaged in law enforcement activities. 
Members with questions regarding these and other exceptions 
should consult with their legal counsel.

In the discussion of modified work hours, some members refer 
to a “compressed schedule,” where nonexempt employees 
could work more hours one week and fewer the next without 
incurring overtime, so long as the total hours worked do not 
exceed 80 in a two-week pay period. This compressed schedule 
exception only applies to federal employees who are subject 
to federal employment regulations. In this scenario under the 
FLSA, Minnesota municipal employers would be obligated to 
pay overtime for the workweek where a nonexempt employee 
works more than 40 hours.

FLSA Implications for 
Flexed or Compressed 
Schedules
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Coordinate with CBAs, Policies, Minnesota 
Statutes
Whenever a change in a work schedule is contemplated, the 
employer should review collective bargaining agreements and 
the personnel policy to ensure compliance with those require-
ments, as well as the FLSA. 

Overtime is also subject to regulation under the Minnesota 
Fair Labor Standards Act. The Minnesota Supreme Court has 
noted that when an employer is subject to both the federal 
and state law, the employer must comply with the law that 
sets the higher standard (Milner v. Farmers Ins. Exchange, 748 
N.W.2d 608, 611 fn. 1 (Minn. 2008)). Members are encour-
aged to consider whether the MFLSA may provide addi-
tional protections to employees when applying exceptions 
to the FLSA.

The FLSA permits a covered, nonexempt public employ-
ee to receive compensatory time as an alternative to 
overtime pay. As with overtime pay, compensatory time 
must be provided at a rate of at least time-and-one-half 
over 40 hours worked. Compensatory time cannot be 
granted at a one-for-one hour rate.

An employee generally must agree to earn com-
pensatory time instead of overtime before the 

work is performed. If there is no agreement, the 
employee must be paid overtime for any hours 

worked over 40 in the workweek. This agreement 
can take several forms, including as an express condi-
tion of employment if certain conditions are met. 

For unionized employees, this agreement is gener-
ally made between the union and the employer, and 
may be found in a collective bargaining agreement or 
memorandum of understanding. 

For most positions, the maximum amount of compen-
satory time that can be accrued is 240 hours. Employees 
engaged in public safety, emergency response and 
seasonal activities (as defined by regulation) may accrue 
up to 480 hours of compensatory time. The actual work 
performed, not job titles, is controlling.

An employer cannot unreasonably deny an employee’s 
use of compensatory time. The Fair Labor Standards 
Act’s regulations state that requests for compensatory 
time off should be honored unless it would be unduly 
disruptive to the entity’s operations. Collective bargain-
ing agreements or memoranda of understanding may 
also contain conditions under which compensatory 

time may be used.

The FLSA regulations provide that payments 
for accrued compensatory time may be 
made at any time and shall be paid at the 
regular rate of pay earned by the employee 
at the time the employee receives such pay-
ment. 

Upon termination of employment, an em-
ployee shall be paid for unused compensa-
tory time at a rate not less than the average 
regular rate received by the employee dur-
ing the last three years of employment, or 
the final regular rate of pay received by the 
employee, whichever is higher.

For more information, members should see 
29 C.F.R. §§ 553.20-553.28. 

Short Take on Compensatory Time

Being Flexible with Flexed Schedules
Employers may need to be creative to ensure the organization’s legal 
obligations are met even though employees have compressed or flexible 
schedules.  

Consider the following scenario: A nonexempt employee regularly works 
four 10-hour days per workweek. The employee is required to attend an 
out-of-town training session on a day that the employee is scheduled to 
be off of work.   

Because overtime is based on the hours worked in the workweek, the 
employer could: 1) pay the employee overtime for attending the session 
when hours worked exceed 40 in the workweek; or 2) adjust the em-
ployee’s schedule to allow the employee to take a different day off or to 
work shorter days during the same week so that the hours worked do 
not exceed 40.
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Training Scripts 
for Injury 
Prevention
Short reminders about safety best 
practices can go a long way in keep-
ing  employees injury free on the job. 
To make it easy for members to do this, 
MCIT has developed a series of short 
training talks called Quick Takes on 
Safety. Supervisors can use these scripts 
during regularly scheduled or informal 
meetings. Materials are provided to 
members at no cost as part of MCIT 
membership.

Quick Takes on Safety:

�� Help employees keep safety in mind.
�� Demonstrate a commitment to safety on the 

part of the organization.
�� Support a positive safety culture.
�� Offer an opportunity for employees to ask 

questions, discuss safety topics and develop 
solutions to specific hazards while encourag-
ing communication.

Each Quick Take includes the training 
overview and objectives; the script for 
the instructor, which can be modified to 
match a member’s particular situation 
and policies; session planning and re-
view; attendance record; and employee 
handout.

Variety of Topics for Office, 
Shop and Off-site Work
The initial set of Quick Takes cover a 
number of safety issues that apply to 
office, shop and off-site work, includ-
ing deer-vehicle collisions, general 
ergonomics, ladder safety, workplace 
housekeeping, tick bite prevention and 
more.

Topics will be continually added to the 
collection at MCIT.org/quick-takes-on-
safety/. Check the webpage periodically 
for new materials.

Download Quick Takes
Members can download Quick Takes 
on Safety from MCIT.org/quick-takes-on-
safety/ and can contact their MCIT loss 
control consultant at 1.866.547.6516 
for more information.

Best Practices 
Guides Updated
Expanded editions of the Public 
Works and Solid Waste Manage-
ment Loss Prevention Best Practices 
guides are now available at MCIT.
org under the Safety tab. They in-
clude new and expanded chapters, 
and updated safety information 
throughout.

The guides provide members infor-
mation and recommendations to 
help recognize and reduce hazards 
and protect public entities from li-
ability. These resources are provided 
at no cost to MCIT members.

New chapters include  fall protec-
tion, first-aid and CPR, lone worker, 
and respirable crystalline silica.

Members who would like more 
information about safety best 
practices should contact their 
MCIT loss control consultant at 
1.866.547.6516.


