








Continued from page 3:

In addition, the Safety Division will immediately respond to the site of the injury and begin a formal
accident investigation.

An injury/iliness is not necessarily considered work-related just because it occurs at work.
However, in the event of a work-related injury, the County will provide medical attention under the
workers’ compensation system. All employees should report all industrial injuries to their supervi-
sors as soon as possible. The County of Riverside is “self-insured” for workers’ compensation
benefits, which means that the County administers and funds its own workers’ compensation
program.

Upon notification of an employee’s work-related injury requiring medical treat-
ment, immediate supervisors should call the “CorVel Intake Service” on the day
of the injury at 1-888-826-7835. The purpose of this call is to obtain all of the
necessary information to officially document the injury and to generate the
Employers First Report of Occupational Injury or lliness, form # 5020.
CorVel Intake Service oversees all employee injury intake and referral claims
that require treatment at a medical facility.

The following steps should be taken when an injury/illness occurs:

e The Employer’s First Report of Injury form must be reported and submitted within (8) hours of
the employee’s injury. Corvel will also advise the supervisor of which medical provider to send
the employee to for medical treatment and they will send a copy of the completed 5020 form to
the HR/Workers’ Compensation Division.

e The supervisor should fill out a Form WC 5, Medical Service Order, to authorize the
employee’s medical treatment and to show that the employee is a county employee.

e The supervisor should also provide an Employee’s Claim for Workers’ Compensation
Benefits form # DWC-1 to the employee. The form is divided in two sections and the employee
fills out the top part and the supervisor fills out the bottom section.

e Along with the DWC-1 Form, the supervisor must provide the pamphlet, “Facts for Injured
Workers to the employee”.

o Lastly, an Immediate Supervisor’'s Report of Employee Injury, Safety Form # 674 should be
completed. This form documents how the injury happened and should list procedures that the
supervisor thinks will prevent the injury from happening again.

If the employee seeks medical treatment, they will be provided documentation concerning their
medical condition and whether they are authorized time off due to the injury. All of the above listed
reports and any related documentation from the doctor’s office should be submitted to the HR/
Workers’ Compensation Division as soon as possible to document the injury and to start the
employee’s benefits.

Article Submitted by: Ken Brooks, Safety Coordinator kbrooks@rc-hr.com

With special thanks to, Dennis Knotts, Senior Claims Adjuster
HR/Workers’ Compensation Division
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!_I’ve been receiving many calls lately regarding the training classes offered by the Safety Division. Some of
1the questions include: “What classes are mandatory?” Do | have to take this class every 3 years?” How do |
:sign up for a class?” So I decided to do an article for the Safety Division Newsletter clarifying what county
 employees should know about safety classes. The Safety Division offers a variety of classes for all county
1employees, and most are free of charge. Mandatory classes include:

Ergonomics (Repetitive Motion Injuries) - Mandatory for all county employees

Violence in the Workplace for Managers/Supervisors - Mandatory for all supervisory
employees

Drivers Training — Mandatory for all employees who drive on county business whether in a
@ county or personal vehicle (i.e.- going to a mandatory class in a personal vehicle is considered
county business)

When it comes to frequency of the class, (e.g. “do | need to take it every year?”) once is
 usually all that is needed. Drivers Training must be repeated if the employee is involved in a preventable
jaccident.
|
I'We also teach Airborne Pathogens, Bloodborne Pathogens, Forklift Training, Supervisor Safety
j Orientation (recommended for supervisory employees) and the CPR series. | call it the CPR
1series because in the past year the County of Riverside has implemented an Automatic External
I' Defibrillator (AED) program. We now offer two different classes CPR/First Aid & CPR/AED.
:We charge $30 for CPR classes to cover the cost of class materials and certification through the
1 American Red Cross. This is billed directly to the department.
|
: Now that you know which training a county employee takes through our division, let’s talk about how you
1sign up. There are two ways to do this:

I'Option 1- email me, Megan Charles, at mcharles@rc-hr.com with the employee (s) name, EID, the course (s)
: and the date (s) of the class.

: Option 2- use the course registration form on the Safety Division website:
I (http://safety.rc-hr.com/Training/ReqgisterforACourse/tabid/1003/Default.aspx).
I

1 To use the online registration form you need to have the following information handy:

Employee’s Name (i.e. John Smith)

Employee’s ID Number

Mail Stop Number (i.e. 1000)

Department Name (i.e. CHA)

Work Telephone Number (Include area code)
Supervisor’s Name (i.e. Jane Doe)

Supervisor’s Work Telephone Number (Include area code)
Name of course (i.e. Driver’s Training)

Date of course requested (i.e. 01/31/08)




: Mandatory Safety Training Continued from page 5:
: Please make sure you indicate the date. Training dates can be found here:
1 http://safety.rc-hr.com/Training/CalendarofCourses/tabid/1512/Default.aspx

| . I i ; :
1 Courses are not always available so if you choose a class that is full I will enroll you into the next
:available course. The email below is what I receive when you register online:

From: safety@rc-hr.com {mailto:safety@rc-hr.com}
Sent: Tuesday, January 22, 2008 10:46 AM

To: Charles, Megan

Subject: Course Registration

At 10:46:37 AM on 1/22/2008, John Smith (123456, County of Riverside, 1000, 951-555-0123) signed up
for “Driver’s Training” on 1/31/08. His/her supervisor is Jane Doe (951-555-3210)

1 After registering for a course you should receive an email confirmation. Please read this email

:carefully. It states when you are actually enrolled in a class. A confirmation email looks like this:

This is to confirm that John Smith has been enrolled in the Driver’s Training class on 4/23/08,
1:45pm-4:45pm (1/31/08 was full).

LOCATION: Riverside - CAC Building, 4080 Lemon Street (Board Chambers). Please be advised
there will be NO ADMITTANCE if more than 20 minutes late! Failure to attend, send replacement,
or give 48 hr notice will result in your Dept. being charged a $25 NO-SHOW fee. For questions,
please call the Safety Division at (951) 955-3520.

glyeachichaia
OA-Ill C

HR-Safety Division
Phone: 951-955-3518
Micro: 5-3518

Fax: 951-955-9200

1 To cancel or reschedule a class you can reply back to me after receiving a confirmation email. You can also
:call to cancel. Just make sure you notify the Safety Division at least 48 hours before the class is scheduled to
1avoid the $25 “no show” fee. Remember, new employees have 6 months to complete mandated training.

:These classes do fill quickly. We are often filling classes 6 to 8 weeks in advance.

:So if you have any questions, please contact me. | will be happy to help.
I

|
: dflegan ). Charles

Imcharles@rc-hr.com
I




CHOOSING AN EVACUATION LOCATION
Submitted By, Tony Fuller, Safety Coordinator, RCRMC

The following is a list of things to keep in
mind when selecting a location or locations
for occupants to gather when their building
Is evacuated. This location should be deter-
mined well before an emergency occurs.

Try to Locate An Evacuation Point:

o Uphill and upwind from building. Be aware that
buildings can be evacuated due to hazardous
materials release, fire and smoke, or potential
incendiary device.

e At a clearly visible location that is easy to
describe in plans and to responders.

o At a safe distance from the building (Preferably
150 - 200 yards away).

e« Away from secondary risk factors, such as
dumpsters (which may contain a secondary
explosive device), gas mains or gas lines, high
voltage wires or transfer points, and sewer main
access covers.

e Close enough to access routes to facilitate
evacuation.

e Inalocation that is easily accessible.

Try to Avoid:

o Blocking access routes or staging areas emer-
gency responders will use.

e Hydrants or utility shut-off valves/access points.

o Crossing major traffic arteries unless there is a
traffic light or other traffic control measure.

o Other risk/danger areas such as gas mains or gas
lines, high voltage wires or transfer points,
sewer main manhole covers/access.

o Structures that may be at risk of collapse due to
blast or other building damage, such as high
unsupported walls, large windows, towers, or
antennas.

e Channeling those who are evacuating into
confined areas, such as tunnels and dead-ends or
terrain that may cause people to trip. Both situa-
tions can cause crushing.

Co

For

nsider:

Those who are hearing, mobility, and developmen-
tally impaired and who may have special needs.

Ways to account for those who have evacuated the
building and transferring evacuees to indoor shel-
ters as they become available.

Radio/cell phone availability. Try not to position
evacuation points in areas where communications
are impaired or not accessible.

The possibility of a criminal act. If a criminal act
occurs (e.g., a bombing, shooting or arson),
responders are to control the area and maintain the
integrity of the crime.

more information on developing your Emergency

Action Plan, see County Safety Operation’s Manual
Document 7002 or contact your department’s assigned
County Safety Division Safety Coordinator.

j # Evacuation
4 | Assembly
/ J/ Area




CLICK ON CITY NAME FOR DIRECTIONS

RIVERSIDE

MORENO VALLEY

INDIO

Monday

Tuesday

Wednesday

Thursday

Friday

Abbreviated Terminology

EWPV—Employee Workplace
Violence

DT—Driver Training
RMI—Repetitive Motion Injury
AED—Automated External
Defibrillator

Classes shaded
this color are con-
ducted at the
Sheriff Coroner’s
Office, 47-225
Oasis St. Indio

Classes shaded
this color are con-
ducted at the CAC
Board Chambers
at 4080 Lemon St.
Riv. call 955-3520
to enroll

Classes shaded
this color are
conducted at the
Safety Office 1115
Spruce St., Riv.

3 4 5 6 7
CPR/FA RMI 9 - Noon
8-5:00
10 11 12 13 14
AB/BB 1-4:00 p.m. |EWPV 9-Noon CPR/AED
8:30-4:00
AB/BB
1- 4:00 p.m.
17 18 19 20 21
CPR/AED AB/BB 9-Noon RMI 9-Noon SSO
8:00-3:00 DT 1-4:00 8 - Noon
CPR/FA
8:30-4:30
24 25 26 27 28
CPR/FA DT 9 - Noon Forklift 9 - Noon DT 9 - Noon
8 -5:00 EWPV 1 -4:00
31



http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=1115+Spruce+St.+Riverside,+CA&sll=37.0625,-95.677068&sspn=36.484213,72.070313&ie=UTF8&ll=33.995964,-117.33583&spn=0.009322,0.017595&z=15&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=22690+Cactus+Ave.+Moreno+Valley,+CA&sll=33.992192,-117.330165&sspn=0.01683,0.028925&ie=UTF8&ll=33.911205,-117.26665&spn=0.008423,0.014462&z=16&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=47225+OASIS+St.,+Indio+CA&sll=33.911205,-117.26665&sspn=0.008423,0.014462&ie=UTF8&ll=33.706902,-116.220889&spn=0.008443,0.014462&z=16&iwloc=addr&om=0

APRIL 2008

CLICK ON CITY NAME FOR DIRECTIONS

Safety Classes

RIVERSIDE MORENO VALLEY INDIO
Monday Tuesday Wednesday Thursday Friday
Abbreviated Terminology |1 2 3 4

EWPV—tEmployee Workplace RMI 9-Noon
Violence
DT—Driver Training
RMI—Repetitive Motion Injury
AED—Automated External
Defibrillator
7 8 9 10 11
WORLD HEALTH CPR/FA DT 1-4:00
DAY 8 -5:00
14 15 16 17 18

RMI 9 - Noon RMI 9 - Noon SSO 8:30-12:30

EWPV 1 -4:00 DT 1:30 - 4:00
21 22 23 24 25

CPR/FA RMI 9 - Noon AB/BB CPR/AED
8-5:00 EWPV 1 -4:00 9-Noon DT 8:00-3:30
1:45-4:45

28 29 30

EWPV 9 - Noon =

Duck Cover T
& Hold |

Classes shaded
this color are
conducted at the
Safety Office
1115 Spruce St.,
Riv.

Classes shaded
this color are con-
ducted at the
Sheriff Coroner’s
Office, 47-225
Oasis St. Indio

Classes shaded
this color are con-
ducted at the CAC
Board Chambers
at 4080 Lemon St.
Riv. call 955-3520
to enroll

carthgakes



http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=1115+Spruce+St.+Riverside,+CA&sll=37.0625,-95.677068&sspn=36.484213,72.070313&ie=UTF8&ll=33.995964,-117.33583&spn=0.009322,0.017595&z=15&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=22690+Cactus+Ave.+Moreno+Valley,+CA&sll=33.992192,-117.330165&sspn=0.01683,0.028925&ie=UTF8&ll=33.911205,-117.26665&spn=0.008423,0.014462&z=16&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=47225+OASIS+St.,+Indio+CA&sll=33.911205,-117.26665&sspn=0.008423,0.014462&ie=UTF8&ll=33.706902,-116.220889&spn=0.008443,0.014462&z=16&iwloc=addr&om=0

MAY 2008 Safety Classes

CLICK ON CITY NAME FOR DIRECTIONS

RIVERSIDE MORENO VALLEY INDIO
Monday Tuesday Wednesday Thursday Friday
Abbreviated Terminology 1 2
EWPV—Employee Workplace
Violence
DT—Driver Training
RMI—Repetitive Motion Injury
AED—-Automated External
Defibrillator
5 6 7 8 9
DT 9 - Noon AED 1 -3:00 DT 9 - Noon
RMI 1 - 4:00pm RMI 1 - 4:00pm
12 13 14 15 CPR/AED 16
CPR/AED DT 9 - Noon 8:30 - 3:30
8 - 4:00pm EWPV
9 - Noon
19 20 21 22 23
CPR/FA CPR/FA
8 -5:00pm 8-5:00
DT 9 - Noon
EWPV 1 -4:00
28 29 30
RMI 9-Noon
EWPV 1-4:00pm
Classes shaded this | Classes shaded this |Classes
color are conducted |color are conducted |color ar H
at the Safety Office |at the Sheriff Coro- i
1115 Spruce St., Riv. | ner’s Office, 47-225 e
Oasis St. Indio



http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=1115+Spruce+St.+Riverside,+CA&sll=37.0625,-95.677068&sspn=36.484213,72.070313&ie=UTF8&ll=33.995964,-117.33583&spn=0.009322,0.017595&z=15&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=22690+Cactus+Ave.+Moreno+Valley,+CA&sll=33.992192,-117.330165&sspn=0.01683,0.028925&ie=UTF8&ll=33.911205,-117.26665&spn=0.008423,0.014462&z=16&iwloc=addr&om=0
http://maps.google.com/maps?f=q&hl=en&geocode=&time=&date=&ttype=&q=47225+OASIS+St.,+Indio+CA&sll=33.911205,-117.26665&sspn=0.008423,0.014462&ie=UTF8&ll=33.706902,-116.220889&spn=0.008443,0.014462&z=16&iwloc=addr&om=0



