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Best Practices 
 
Background: As Loss reduction and cost containment take a higher profile in NJPHA-JIF risk management, these essential items 
are offered for review. 
 
Workers Compensation 
 
Pre-Loss 
 
 Develop hazard assessment for all tasks detailing physical requirements, personal protective equipment, and procedures.  

Use these as a training tool for new employees and as a tool-box talk for employees. 
 
 Require pre-placement physicals with drug testing for all new hires.  Doing less will place you in a position of hiring those 

screened out by most retail establishments. 
 
 Make training a regular part of the routine, rather than a once a year event.  Use resources from NJPHA-JIF, The MEL Safety 

Institute, and PMA to provide a variety of topics.  After training is performed, make sure to follow up that the practices taught 
are being utilized. 

 
 Catch employees doing things right; make regular unscheduled observations of employees on the job, and where appropriate, 

recognize positive efforts.  Recognition can be simply verbal, or be supplemented by gift cards from a local convenience store 
or coffee shop, or even a reserved parking space. 

 
 Use mechanical aids to supplement material handling tasks; mechanized caddies can greatly reduce the hazard of moving 

dumpsters. 
 
 Identify any task where employees may need to lift/move more than 50 lb., and prioritize these jobs for modification.  Strategies 

can include using multiple employees, dollies/Handtrucks, or resizing (ordering items in smaller packages, taking apart 
abandoned furniture before disposal). 

 
 Review your accident reporting process with staff at least annually, stressing the need for reporting and treating minor injuries. 
 
 
Post Loss 
 
 Investigate accidents; beyond the information needed to submit the claim, determine the “Why” of the injury, and how future 

events can be prevented. 
 
 Stay in touch with injured workers, making sure to ask about their recovery and reinforcing your interest in them as valued 

members of the team. 
 
 Offer transitional duty, tailoring tasks to meet physical requirements dictated by the treating physician. 

 
General Liability 

 
 Conduct regular physical inspections of properties, with an emphasis on hazards that can cause slips, trips and falls.  

Document these inspections.  Encourage residents to report hazards and follow up on their areas of concern. 
 
 Sidewalk deviations greater than ½”” are candidates for repair.  Grinding surfaces to remove trip hazards is a cost-

effective method of reducing falls. 
 
 Develop a formal process for snow removal.  Identify areas to be prioritized, tools/equipment needed, and have current 

phone contact numbers for all employees involved and contracted services. 
 



 

 

 Ramp up the documentation process during the winter, adding time-stamped photographs of work completed in snow 
removal and salting. 

 
 Provide adequate walk-off mats in building lobbies, with adequate replacements to switch them out when saturated. 

Umbrella bags can also reduce water brought into lobbies. 
 
 Highlight areas where surfaces change elevation, like curbs at parking lots. 

 
 Watch for residents’ use of unauthorized recreational equipment, like trampolines or inflatable pools. 

 
 Obtain certificates for insurance on all outside contractors utilized onsite. 

 
Property 

 
 Educate residents on their role in fire prevention. Use resident forums to present fire safety message from local fire 

departments and the NJPHA-JIF.  Enforce your “No Smoking” policy. 
 
 Inspect fire prevention/suppression equipment on a regular basis, including portable fire extinguishers, sprinklers, and 

ANSUL-type systems over community room ranges. 
 
 Consider use of range hood mounted extinguishing agents to suppress kitchen fires before sprinklers are activated. 

 
 Enforce prohibition of outside electrical decorations. 

 
 Share NJPHA-JIF recall information on consumer goods with maintenance personnel and residents. 

 
Auto 

 
 Conduct motor vehicle record reviews on all new employees, and then on a regular basis for existing driving staff. 
 
 Require proof of insurance (e.g., declarations page) for any employees utilizing their own vehicles on Authority business 

(minor errands, travel between sites). 
 
 Offer driver training at least annually. 
 
 Require drivers perform a daily inspection of vehicles before use. 
 

 Spot check use of seat belts by staff, and reward/discipline accordingly. 
 

Employment Practices 

 
 Utilize NJPA-sponsored programs on acceptable workplace behavior to educate staff on issues of harassment and 

discrimination. 
 
 Set a good example; refrain from demeaning and offensive language, and coach staff who use it. 
 
 Remove any potentially offensive pin-ups, calendars, or other artwork. 

 
Cyber Liability 
 Use anti-virus software and keep it up-to-date. Activate the software's auto-update feature to ensure your software is 

always up-to-date. 
 
 Do not open e-mail from unknown sources. Whether they are from a known source or not, be suspicious of 

unexpected e-mails that include attachments. When in doubt, delete the file and the attachment, and then empty the 
computer's deleted items file. 
 

 Use hard-to-guess passwords. Passwords should have at least eight characters with a mixture of uppercase and 
lowercase letters, as well as numbers. Change passwords frequently. Do not give out your password to anyone. Resist 
the temptation to use “Password”, “1235678”, or “1111111” as passwords. 
 



 

 

 Protect computers from Internet intruders by using firewalls. There are two forms of firewalls: software firewalls that 
run on a personal computer and hardware firewalls that protect computer networks or groups of computers. Firewalls 
keep out unwanted or dangerous traffic, while allowing acceptable data to reach a computer. 
 

 Do not share access to computers with strangers. Check the computer operating system to see if it allows others to 
access the hard drive. Hard-drive access can open up a computer to infection. Unless you really need the ability to share 
files, the best bet is to do away with it. 
 

 Back-up computer data. Many computer users have either already experienced the pain of losing valuable computer 
data or will at some point in the future. Back-up data regularly and keep one version off-site. 
 

 Regularly download security protection updates, known as patches. Patches are released by most major software 
companies to cover up security holes identified in their programs. Regularly download and install the patches, or check for 
automated patching features. 
 

 Check security on a regular basis. Evaluate computer security settings regularly. The programs and operating system 
on a computer have security settings that can be adjusted. Consider if tighter security, such as multiple-door locks or a 
high-tech access control system, is needed at the business.  

 
 Make sure employees know what to do to maintain current security on their equipment. Train employees on how to 

update virus protection software, how to download security patches from software vendors, and how to create a proper 
password.  

 
 Designate a person to contact for more information if there is a problem. Keep employees informed of current security 

threats where applicable.  
 
 
Remember that the injury costs incurred by your Authority not only impact your costs, but those of all your fellow members. 
 
For more information, contact your risk management consultant, or NJPHA-JIF safety director, Jim Rhoads at 610-937-2694 or by 
e-mail at james_rhoads@pmagroup.com. 
 
IMPORTANT NOTICE - The information and suggestions presented by PMA Insurance Group in this risk control technical guide are for 
your consideration in your loss prevention efforts.  They are not intended to be complete or definitive in identifying all hazards associated 
with your business, preventing workplace accidents, or complying with any safety related or other laws or regulations.  You are 
encouraged to alter the information and suggestions to fit the specific hazards of your business and to have your legal counsel review 
all of your plans and company policies. 
 


