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Do you want healthier employees … better store 
morale … higher productivity … a better insurance 
experience modification rating?

Implement the Seven Step Program
It’s designed for Argo Insurance customers who value safety 
and are dedicated to providing a safe work environment for 
their employees. Each step of the program contains simple 
instructions and easy-to-apply tools and checklists. We 
believe that if you commit to the program and implement the 
seven steps, you will experience positive results. 

Here’s an overview of what’s involved:

• Evaluate employee loss history using Injury Analysis. 

• Identify frequent injury types and causes.

•  Set goals for the Seven Step Program, e.g., reduce injuries  
by 30 percent, report claims within 24 hours, train existing 
and new employees on safety, implement monthly safety 
committee meetings.

•  Post a “Prevent Accidents” sign and track all future  
employee accidents.

•  Communicate your commitment to employee safety  
and your participation in the Seven Step Program to all 
managers and employees.

•  Consider implementing an allocation/incentive program  
to motivate managers.

• Implement one step every two months.

Ready? 
The blueprint for controlling 
employee injuries is right here.
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TA KIN G CO N T RO L I S E A S Y !

Luckily, most injuries are easily and 
inexpensively controlled. The Argo 
Seven Step Program is a comprehensive 
blueprint, proven by grocers to effectively 
prevent workers’ compensation claims.

Challenge your status quo … 
and have some fun!

Managing claims can mean the difference 
between profitability and failure.
When hundreds of store owners say the Seven Step Program 
works, you’ve got to listen. In the narrow-margin, competitive 
business of selling groceries, managing claims can mean the 
difference between profitability and failure.

Consider the financial impact of a single back strain, with an 
average cost of $10,000. Using a gross margin on sales of 25 
percent, a store would have to sell $500,000 of additional groceries 
to cover the cost of one $10,000 claim. Yes, your individual store 
may not pay for a claim directly, but your corporate office certainly 
does. Those dollars will affect your bottom line and even your 
insurance premiums. It makes bottom-line sense to take control 
of injuries now.

Injuries cost more than you think
Injuries cost more than just the direct cost of insurance premiums. 
In fact, indirect costs of employee injuries are estimated to be 
three to 10 times more than direct costs. They include:
 • Management’s time spent reporting and coordinating claims 
 • Management’s time finding and training replacement workers 
 • Lost productivity while employees tend to accidents 
 • Employee turnover 
 • Poor store morale 
 •  Lost customers and customer goodwill due to turnover and 

morale issues

Change begins with you
While working with grocery stores, we have observed that the 
attitude of the owner and manager is a critical, defining element of 
success. So, if you’re ready to commit to the Seven Step Program, 
here are some ways to put it into action:
 • Constructively challenge yourself and others. 
 • Set and achieve high performance standards. 
 • Communicate honestly, openly and at the right time. 
 • Accept accountability for actions and results. 
 • Exhibit a sense of urgency. 
 • Assume positive intent. 
 • Willingly consider new ideas and approaches. 
 • Challenge the status quo. 
 • Overcome obstacles. 
 • Recognize those whose contributions make a difference. 
 • Celebrate success with your team.
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M A K E IT M AT T E R

As the old saying goes, what gets paid 
attention to, gets done. Here is one way  
to pay attention to controlling injuries,  
and make it a matter for your managers. 
If you have multiple locations or even 
multiple departments, there’s nothing 
better than a good, old-fashioned 
competition to spur results. However,  
be sure the focus is on a safe, positive 
work environment so that if an injury  
does occur, it will be reported and quickly 
put on the track to recovery. Be clear  
that injury cover-up can hurt overall 
results and is not the goal of this  
program. If you would like more 
information about incentive programs, 
please call 800-777-3602 and ask  
to speak with a member of our  
risk management team.

Get your employees involved
Here are six ways to involve your employees in the  
Seven Step Program:

1.  Argo Risk Tech: 
Have employees perform routine inspections and checklists 
utilizing the Argo Risk Tech program. 

2.  Safety committee: 
If you don’t already have a safety committee in place,  
now is a good time to assemble one. The committee should 
meet monthly to discuss safety issues and goals, investigate 
and document any accidents, and enhance your store’s  
safety culture.

3.  Bulletin board: 
Post a safety bulletin board in the break room to display 
safety meeting topics, injury logs and incentive plan 
information. Encourage employees to give feedback  
and suggestions on safety measures.

4.  Signs:  
Post signs to promote safe practices such as proper lifting.

5.  Meetings: 
Include safety as a topic in every store and  
department meeting.

6.  Incentive plans: 
Create employee contests that focus on a safe  
working environment. Give away prizes to reward  
employees for their hard work.
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Measure what you treasure
Maintaining a good loss history has taken on new meaning toward 
keeping insurance costs under control. One tool to help keep 
claims down is to develop an allocation system where managers’ 
profit-sharing or annual bonuses are tied, in part, to your insurance 
claims history. This gives real financial incentive for your managers 
to support and maintain a safety culture and coach employees on 
safety topics and procedures. By allowing managers to share in the 
financial rewards of reduced accidents or financial consequences of 
claims and losses, they will be more inclined to keep a vigilant eye 
on store safety.

Here are some general ideas to consider when developing  
a program:

1.  Make sure the managers know the purpose of the allocation 
system. If the managers do not know the business reasons for 
preventing claims, then it will be very difficult for them to feel 
that the allocation is fair. This also shows top management is 
committed to maintaining a safe environment for all employees 
and customers.

2.  Make the incentive program understandable. The program 
should be simple enough that the managers can gauge where 
they stand throughout the year.

3.  Set a reasonable goal that the managers need to achieve. The 
managers should have a SMART (specific, measurable, attainable, 
relevant and time-related) goal that they are working toward.  
If they meet or beat their goal, they should  be rewarded.

4.  Weight frequency of claims greater than severity. Penalizing  
one manager who has one large claim more than a manager with  
a long string of smaller claims may not seem fair. 

With even a $1,000 increase in premium, 
it would take anywhere from $4,000 
to $5,000 in additional sales to pay the 
increase, assuming a profit margin of 
25 percent. If you treasure the idea of 
retaining an extra 1 percent profit margin, 
now is the time to measure the safety 
performance of your managers. See the 
chart below for more information about 
how to apply a safety program to  
your store.

restaurant

Base premium 
allocation  

based upon  
restaurant size  

and payroll
Incentive 
program

Actual  
number of 
claims by 
location  
for year

Actual  
cost of  

claims by  
location  
for year 

Percent 
of each 

location's 
number of 
claims to  
the total  

(60% weight) 

Percent 
of each 

location's 
cost of claims 

to the total 
(40% weight)

Final variable 
amount 

calculated

Final 
premium 
allocation 

based upon 
claims 

experience

Reward (+)  
or penalty (-)  
to location's 

bottom line based 
upon claims 
experience

1  $47,650  $15,883  10  $12,000  21.3%  29.9%  $13,667  $45,434  $2,216

2  $23,156  $7,719  4  $2,500  8.5%  6.2%  $4,187  $19,624  $3,532

3  $32,099  $10,700  6  $7,000  12.8%  17.4%  $8,008  $29,487  $2,612

4  $12,318  $4,106  5  $1,500  10.6%  3.7%  $4,331  $12,543  -$225

5  $5,230  $1,743  2  $1,200  4.3%  3.0%  $2,088  $5,575  -$345

6  $17,432  $5,811  13  $13,000  27.7%  32.3%  $16,319  $27,940  -$10,508

7  $27,844  $9,281  7  $3,000  14.9%  7.5%  $6,596  $25,159  $2,685

total  $165,729  $55,243  47  $40,200  100%  100%  $55,276  $165,762
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PREVENT  
ACCIDENTS

We are committed to safety
WE HAVE GONE ______ DAYS  

WITHOUT A WORK ACCIDENT.

Date of last work accident:  _____________________________

Department:  ___________________________________________

Number of accidents last year:  _________________________

Number of accidents this year (YTD):  __________________

Goal:  ___________________________________________________

SAFETY COMMITTEE MEMBERS

DATE  
OF INJURY

TYPE OF INJURY
INJURY  

REPORT DATE
CAUSE OF INJURY INVESTIGATED?

 Put this sign on your safety bulletin board or by your time clock. Assign a staff member to update it monthly or as needed.

(See page 44 in the Appendix for full-size form.)

Put this sign on your safety bulletin board or by your time clock. Assign a staff member to update it monthly  
or as needed.
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Step One is designed to provide you with 
some tools to make hiring the right person 
easier, including:

 • A guide to writing a job profile

 • A list of application red flags

 • Sample interview questions

 • Sample reference checking questions

 •  Information about pre-employment  
drug screening

 •  A checklist to help you pinpoint 
strengths and weaknesses of your 
store’s hiring procedures

Shrink. Poor morale. Lost customers. 
Workers’ comp claims.
These are just a few results of poor hiring practices. In the 
service-driven business of grocery retail, employees can be  
a store’s most important assets. However, finding the right 
person is no easy task. 

Preparing a job profile – the first step to a successful 
recruiting strategy
Would you take a trip into unknown territory without first 
consulting a map? Would you buy an expensive piece of 
equipment without determining specifications? 

In recruiting, the same principles apply. Defining your ideal 
candidate upfront will help you target your recruiting efforts  
and avoid a costly mis-hire.

Below is a sample profile you can use as a template  
in your own store:

SAMPLE JOB REQUIREMENTS PROFILE – CHECKER

Knowledge and Skills: List educational requirements, experience 
requirements and specific skills needed here.

Sample: Checker position requires high school education or equivalent 
and 2 years of customer service experience. Grocery store or checking 
experience is preferred. Person must be capable of operating cash 
register, must have solid one-on-one interpersonal communication 
and must possess basic cash handling abilities. Must be capable of 
memorizing produce codes.

Attitude: List the characteristics, behaviors, values and attitudes  
you seek here.

Sample: Candidate must be dependable and reliable as evidenced by a 
stable work history. Must work quickly and accurately. Must be friendly, 
polite and skilled at “small talk.” Must be a team player, willing to help 
wherever necessary. Must be open to coaching and feedback. Must be 
willing to work hard.

Physical Requirements: List physical demands here. For ADA  
(Americans with Disabilities Act) purposes, requirements should  
focus on the essential functions of the job – not how the work  
is accomplished. For more information about the ADA, go to  
usdoj.gov/crt/ada, call 800-514-0301 or 800-669-4000, or contact  
the EEOC at 800-669-3362.

Sample: Job involves frequent handling of groceries, occasional lifting up 
to 40 pounds, frequent, repetitive arm and hand movement, frequent 
bending, occasional twisting, and standing for up to eight hours.

Time Requirements: List scheduling requirements here.

Sample: Candidate must be able to routinely work 25 hours per week 
including evenings and weekends.
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W H AT N OT TO A S K

Ask every applicant the same set of  
questions. Questions that imply 
preference as to race, religion, age, sex, 
marital status, national origin and disabled 
status are violations of federal and state 
laws. You should refrain from asking  
the following types of questions during  
an interview:
• Date of birth/age

•  Arrest record or crimes the applicant  
has been charged with committing

• Citizenship

•  Family – spouse, children,  
childcare, etc.

• Marital status

• Military discharge

• National origin

• Religion

• Memberships

•  Residence – rent/own, with whom  
the applicant resides

•  Physical impairment or disability status 
(You can ask if the applicant is able  
to perform the essential functions  
of the job.)

Phone screening
The phone screen is an inexpensive and underutilized recruiting 
tool. Unlike a scheduled interview, the phone screen gives you an 
“unrehearsed” look at the candidate because he/she is not expecting 
your call. You can see how the candidate thinks on his/her feet, 
problem solves and personally interacts with you. These are all  
critical skills for most customer service positions. The phone 
interview should last only five to 10 minutes. Ask questions that  
will help you learn if the candidate matches your profile. Here is  
a sample phone interview script:

POSITION: CHECKER

Applicant Name: ________________________________________________________
Screener:  _________________________________________________________________
Date:  _______________________________________________________________________

Hi. This is Bob Smith calling from Quick Market. I received your 
application for our checker position and would like to talk with you 
about the job. Is now a good time?

First, I’d like to verify that you meet our basic requirements:

• Do you have a diploma or GED?
•  Do you have two years of customer service experience? Please tell  

me about that experience.
•  Are you able to work 25 hours per week, including nights and weekends?  

Do you have any scheduling limitations?
•  The essential functions of the checker position include … 

(list from your profile). Are you capable of performing these functions?  
(Be aware of ADA requirements when asking this question.)

OK, you do meet our basic requirements. I was also wondering …

• Do you have any grocery or checking experience?
• Do you have cash handling experience?
• Why do you want to work at Quick Market?
•  How do you think you would feel about working with sometimes  

demanding customers for long periods of time?
• Do you think you would be a good checker? Why?
• What wage are you looking for?
• Do you have any questions about the position?

OK. That’s all the questions I have for you.

If strong candidate: Would you like to come in for a personal interview  
on Monday at 10 a.m.?

If not sure: I really appreciate your time today. I have a few more  
applicants to contact. I will call you back to arrange a personal interview  
if you are a final candidate. If you do not hear from me within two weeks, 
you can assume that you were not chosen.
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LI S T E N !

The most common interviewing error is 
the failure to quit talking and listen. Sit 
silently until the candidate responds, and 
then use follow-up questions to probe 
deeper. If the candidate says he/she can’t 
think of an answer, offer to wait for him to 
think, or offer to restate the question.

Probing questions:

• Why?

• What makes you good with people?

• How do you know?

• Can you give an example?

Interviewing
Ask every applicant the same set of questions. Personal interview 
questions should add to, not duplicate, the phone screening. It is 
important that you ask questions to learn about both the person’s 
skills and attitude. Skills can be taught – attitude cannot. Again, use 
the profile when developing your questions. Make sure to listen 
carefully to the answers and follow up by asking for examples and 
more detail. Getting examples will give you the truest picture of your 
candidate. A person who cannot give examples either doesn’t have 
any or can’t think on his/her feet.

INTERVIEW 
STEP

EXAMPLE

Greet My name is Bob Smith. I am the store manager.

Warm up/establish 
a comfortable  
tone

• How are you doing?
• Have you been in the store before, or is this your first time?

Explain  
ground rules

•  The interview will take approximately 30 minutes. There will  
be time at the end for you to ask any questions about the job  
or the store. I will be taking some notes during the interview.  
Please give examples wherever possible when answering 
questions. Do you have any questions before we get started?

Ask introductory 
questions 
(Spend 5 percent  
of interview time  
in this area)

• How did you hear about this position?
• What do you know about the job?

Ask skill questions
(Spend 25 percent  
of interview time 
in this area)

• Please go over your past five years of work experience.
• Describe a typical workday at your current job.
•  On a scale of 1-10, how would you rate your abilities in ... 

interpersonal communication ... keying numbers ... cash 
handling ... memorization?

•  If a customer became very angry with you for ringing an 
incorrect price, what would you do to resolve the issue?

•  Are you good at customer service? Give an example of how  
you demonstrated this.

Ask  
attitude/fit  
questions
(Spend 65 percent  
of interview time  
in this area)

•  Who were your customers in your last job? How did you provide 
those customers with exemplary service?

•  Tell me about your last performance review. What goals did  
you set for yourself following the review?

•  Describe the most and least rewarding parts of your last 
position.

• Tell me about your work ethic.
• How do you act when you are under pressure?
•  Discuss a major problem you’ve encountered on the job. 

How did you overcome it?
• Why do you want to be a checker?

Ask summary 
questions 
(Spend 5 percent  
of interview time  
in this area)

•  Is there anything else that you would like to share about  
your qualifications for this position?

• What questions do you have?

Close the 
interview

•  Thank you for your time. I plan to reach a decision by  
March 30. If you are selected for the position, I will call  
you before then.
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Drug screening
Drug users are more likely to be injured on the job and/or file a 
workers compensation claim. Drug screening is one tool that can 
help you reduce your chance of hiring drug users. Here are some 
tips for setting up a drug screening program:

1. Implement a substance-abuse policy
  A policy must be designed to help employees who need 

substance-abuse assistance while, at the same time, sending 
a clear message that the abuse of drugs and alcohol is not 
compatible with employment in the workplace. The policy 
statement must document both the employer’s respect for 
its employees and the employer’s need to maintain a safe, 
productive, substance abuse-free environment.

2. Notify employees
  Educate all existing employees about the program’s 

requirements, the policy statement and the employer’s 
expectations under the program. Existing employees and new 
employees hired after program implementation must be given 
a readable notice of the program. Notification should be verbal 
and in writing. Program awareness should remain in place by 
using posters in the employee break room and other common 
areas. The policy should be posted at the courtesy desk and 
provided with applications for employment.

3. Document testing procedures
  The testing procedure must include specific details explaining 

how the test will be applied consistently and explain whether 
the test is pre-employment only, random sampling or 
post-injury testing of existing employees. Contact a local 
occupational medicine or urgent care clinic to set up testing 
and notification programs.

4. Keep results confidential
  Test results, information, interviews, reports, statements and 

memorandums received by the employer must be confidential. 
The burden to protect against unauthorized release is placed 
not only upon the employer and any laboratory, medical 
review officer, or rehabilitation program or their agents, but 
also upon the underwriting insurer. Employers, laboratories, 
medical review officers, insurers, drug or alcohol rehabilitation 
programs, and employer drug prevention programs, as well 
as their agents who receive or have access to information 
concerning test results, shall keep all information confidential. 
Release of such information under any other circumstances 
shall be solely contingent upon a written consent form signed 
voluntarily by the tested employee or his/her designee.

10
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Reference checking
As much as 30 percent of employees misrepresent information on 
their application for employment. Dishonesty on the application 
is a clue that an applicant may also be dishonest on the job. 
Therefore, reference checking is a critical step in the hiring process. 
Will reference checking give you a lot of quality information? 
Probably not. But at the very least, verifying the facts stated on the 
application will help you eliminate the 30 percent who misrepresent 
the facts.

Hints for successful reference checking:
Call the human resources office first to verify your facts. Ask them 
to confirm the dates of employment, job title and salary listed on 
your application.

For character references, bypass the HR department and ask for 
the supervisor by name. Once you get the supervisor on the phone, 
follow up on any red flags that came up in the interview. The 
following questions are also helpful:

• Would you rehire? Why or why not?

• How long have you worked with _____________?

• How did customers respond to _____________?

• How would you describe _____________’s work ethic?

 • Was _____________ dependable? 

• Did _____________ arrive at work on time?

• What do you see as _____________’s strengths and weaknesses?

• Is there anything else you’d like to tell me about _____________?

•  Is there anyone else that you think I should speak with about 
_____________?

11
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How are you doing?
Use this checklist to evaluate your hiring practices and set goals for improvement. 

Remember, if you hire the right people, then sales shrink, service and claims experience will improve.

Applications
Applications can tell you a lot about a potential job candidate. Remember that past performance is the No. 1  
indicator of future performance. Here are some things to consider:

YES NO
NOT 
SURE

Do you have a written job profile for key positions?

Do you use your job profile as a foundation for writing employment ads and 
interview questions?

Do you require a written, signed application?

Do you prepare interview questions in advance  of  
the interview?

When interviewing, do you carefully compare the candidate’s skills, attitude and 
fit with the open position?

Do you always check references prior to making a job offer?

Do you use pre-employment drug screening?

If you have more than 15 employees, are you aware of ADA laws that apply to 
your business?

Have you ensured that no part of your hiring process discriminates based upon 
race, religion, age, sex, marital status, national origin and disabled status?

RED FLAG POTENTIAL ISSUES TO EXPLORE

Sloppy application • Disorganization

Scratched out answers • Trouble making decisions
• Answers have been adjusted

 Reason for leaving – negative answers  • Difficult to work with/manageability issues

Frequent job changes • Not dependable
• Poor performance

Gaps in employment • Unreliable

Available immediately • Not intending to give employer notice

High salary • Not compatible with position

 No logical progression in responsibility levels • Unmotivated, weak performer

12
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Step Two provides tools you can use to 
build or improve safety training in your 
store, including:
• Sample safety policy

• Safety training topics checklist

• Adult training tips

• Safety training resources

• Tips and advice

Drive down costs
While training employees, focus the most 
time and energy on these frequent claim 
and high cost areas:
• Lifting injuries

• Cuts and lacerations

• Slips and falls

• Repetitive motion injuries

Service and safety: a proactive process
As a grocer, you know that top-notch customer service is essential 
to your success. Therefore, you emphasize service daily through 
a variety of methods, including new employee training, continual 
coaching and mystery shopper programs. You also know that service 
is an active and ongoing process, requiring continual reinforcement.

The same is true of another element important to the success of 
your business: workplace safety. The benefits of emphasizing safety 
include increased productivity, greater profits, higher employee 
morale and improved customer service.

To see if your store needs a safety tune-up, answer  
the following questions:
•  Do you and your management team present a positive attitude 

toward safety?
• Are employees encouraged to work safely?
• Are employees provided immediate feedback for unsafe acts?
•  Is safety emphasized during the training and orientation period?
• Is safety training documented?
• Are written safety guidelines provided for each department?
• Are employees trained in proper lifting?
•  Are employees trained in the proper use of box cutters, knives, 

slicers, meat saws, grinders and tenderizers?
•  Are employees trained in the proper use of protective guarding  

and equipment cleanup?
• Are employees trained in proper housekeeping procedures?
• Are cleanup and floor maintenance procedures provided?
•  Are employees trained in OSHA safety programs (personal 

protective equipment, hazardous communication, fire 
extinguishers, lockout/tagout)?

• Is safety discussed frequently in the store?
• Are employees recognized for working safely?
• Does your safety committee meet on a monthly basis?

If the answer to any of these questions is “no," you have an 
opportunity to enhance your safety program. Step Two  
will show you how.

13
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W H AT, W H Y A N D H OW ?

What is a safety policy?
•  A one-page policy stating the 

organization’s commitment to providing  
a safe work environment

•  Documentation of management’s 
expectation that employees work safely

Why is a safety policy important?
•  It clearly communicates that safety is  

a top priority in your store.

•  It informs employees that unsafe work 
habits and practices will not be tolerated.

How to cover the safety policy  
with a new employee:
•  Explain that safety in general and the 

employee’s safety are a top priority.

•  Clarify that safe work habits and behaviors 
are expected at all times.

•  Ask the employee to read the safety policy 
and to ask questions.

•  Have the employee sign the policy  
after all questions have been  
answered.

Make safety matter
As the old saying goes, what gets paid attention to matters. So,  
if you want results, make safety matter in your store. The first 
step toward a strong safety culture is having a safety policy. 
Here’s an example that you can use as a model for developing 
your own safety policy.

YOUR STORE NAME is committed to maintaining the safety and health of our associates  
and customers.

YOUR STORE NAME management has the responsibility to provide a safe and productive 
work environment for all associates, and a safe and clean shopping environment for 
our customers. YOUR STORE NAME management is responsible for monitoring safety 
compliance and providing safety assistance whenever needed. Unsafe work habits or 
conditions jeopardize the health and safety of all associates and customers.

Safe work habits, behaviors and procedures must be employed in carrying out job duties 
in all circumstances. All equipment shall be operated in a safe manner according to proper 
procedure. Any associate who is unsure of how to safely operate assigned equipment, of 
the company’s safety procedures, or of how to safely carry out any job duty, shall request 
supervisor assistance before beginning the task.

All associates receive training regarding customer safety, including slip, trip and fall 
prevention. Any associate who is unsure of the company procedure for prevention, 
monitoring, maintenance and cleanup of any area accessible to customers including 
the parking lot, sidewalks, entrances and exits, sales floor, and restrooms shall request 
supervisor assistance and clarification.

Horseplay and careless acts are prohibited because they jeopardize the health and safety of 
associates and customers.

All associates are responsible for reading and understanding this policy and the Your Store 
Name commitment to safety. Please clarify any questions or concerns with management.

With everyone working as a team, we are confident that we will provide a safe environment 
for our customers and associates.

Thank you for your cooperation and enthusiasm.

I understand YOUR STORE NAME’s safety policy.

Your company name and logo here

SAFETY POLICY

(See page 45 in the Appendix for full-size form.)
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SAMPLE SAFETY TRAINING TOPICS CHECKLIST
DEPARTMENT: DELI

Companywide
 Safety policy
 Accident reporting
  Introduction to Argo Risk Tech 
safety walks
  Introduction to safety committee
 Emergency telephone numbers
 First aid kits
 Emergency preparedness
  Proper clothing/proper footwear
 Housekeeping
 Ladder and step stool safety
 Securing compressed air tanks
 Baler and compactor operation
 Preventing workplace violence
 Customer confrontations
 Robbery prevention
 Electrical safety
 Fire prevention
 Use of fire extinguishers
 Slip/trip and fall prevention
 Preventing cuts and lacerations
  Safe lifting/back injury 
prevention
  Proper use of pallet jacks,  
hand trucks, carts and dollies

Regulatory requirements
  Child labor equipment 
requirements
 Hazard communication
 Lockout/tagout
 Bloodborne pathogens
 Personal protective equipment

Department-specific
  Operation and cleaning 
equipment (slicers,  
rotisserie, etc.)
  Operation of overhead fire 
suppression system
  Working around ovens  
and stoves
 Safe operation of deep fryer
 Safe food handling procedures
  Temperature monitoring 
procedures

Store-specific
  List any store-specific  
training here

Training Completed By:

                           Employee signature                   Date

                            Manager signature                   Date

W H Y A C H E C KLI S T ?

A safety training checklist:
•  Provides a tool for administering both 

general and department-specific safety 
training to new employees

•  Targets the most common employee  
and customer injuries

•  Covers companywide policies and OSHA 
programs and requirements

The benefits of using a safety-training 
checklist include:
•  Increased safety awareness for all  

new employees

• Better understanding of job hazards

• Decreased accidents

•  Standardized approach to training by  
all departments

• Consistent documentation

Tackling training
Once a safety policy is established, get ready to tackle your 
safety training program. We recommend using a training checklist 
for each department. The training checklist contains lists of 
companywide safety issues, regulatory training requirements and 
training issues specific to the department.

The following is an example of a safety training checklist for a 
deli department. (See page 16 for additional department-specific 
topics.) If you already use training checklists, review the topics 
below to ensure that your checklists are comprehensive. If you 
are not using a checklist, you can adopt this template. Make sure 
to customize it for each department by changing the department-
specific section. Also, tailor the template for your store by adding 
any store-specific training that should be covered.
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T R AIN IN G S H O U LD TA K E  
PL AC E W H E N :

• You implement your safety program

• An employee begins work at your store

•  An employee is assigned to a new 
department or task

• You see or hear of unsafe work practices

• An accident occurs

•  You have annual refresher training at an 
employee’s anniversary date

•  You feel it is necessary to maintain  
a high safety awareness in the store 
(refresh at least annually)

Additional sample  
department-specific training
Use a safety checklist as follows:
• Include the safety checklist in new employee orientation.
•  Train the new employee within the first two weeks  

of employment.
•  Cover each topic on the checklist, including  

department-specific items.
•  Provide demonstrations and hands-on training  

whenever possible.
• Check off each item as training and discussion is completed.
•  Ask the new employee if she/he has any questions about  

the training or safety in general.
•  Have the employee sign the checklist when training  

is completed.
•  Have the manager sign the checklist when training  

is completed.
• Put the completed checklist into the employee’s personnel file.

DEPARTMENT-SPECIFIC TRAINING TOPICS

GROCERY/FREIGHT DEPARTMENT
 Pallet storage

 Maintaining exits and aisles

 Back room security

 Material handling equipment

 Forklift operation

  Recharging battery-operated 
equipment

 Day stocking procedures

BAKERY DEPARTMENT 
  Operation and cleaning  
of equipment (mixer, sheeter, 
rounder, etc.)

  Operation of overhead fire 
suppression system

 Working around ovens and stoves

 Safe operation of a deep fryer

  Safe food handling procedures

PRODUCE DEPARTMENT
  Proper use of the shrink-wrap 
machine

 Product organization and storage

 Safe food handling procedures

 Floor monitoring log procedures

CHECKER
 Proper scanning techniques

 Flipbook of UPCs for heavy items

 Money handling

  Carryout procedures  
and preventing customer  
vehicle damage

 Cart collection procedures

  Task rotation/cumulative  
trauma prevention

MEAT DEPARTMENT
  Proper use and cleaning of meat 
cutting/grinding equipment

  Proper use of meat  
wrapping equipment

 Product organization and storage

  Task rotation/cumulative  
trauma prevention

 Safe food handling procedures 

COURTESY CLERK
 Carryout procedures

 Cart collection procedures

  Preventing customer  
vehicle damage

 Running and horseplay

  Bottle return procedures  
(if applicable)

  Hourly Argo Risk Tech  
safety walks
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SA FE T Y RE S O U RC E S

Tools to consider
You’ve hired the right person for the 
position and now you have the job of 
training. If you’re short on resources, 
consider using videos. Safety training 
videos are available through Argo Risk 
Tech. Examples of topics available include 
preventing back injuries, preventing cuts 
and lacerations, and preventing slips,  
trips and falls. A training manual,  
with a quiz, is included  
with each video.

What we know about learning:
• Learners can only focus on one thing at a time.
•  Avoid distractions; try to provide training in a quiet room without 

distractions.
•  Provide goals and objectives to the learner so they know in advance 

what they will be learning.
•  Explain why the topic is important to them and how it will impact 

them personally.
•  Incorporate a variety of teaching methods to maximize learning.  

Most people learn in the following ways:
 • By reading or watching (videos)
 • By listening (lectures)
 • By doing (hands-on, practical application)
 •  Through the experience of others  

(examples, stories, interactions)

Train to get results 
Be prepared. Follow these effective training tips:
•  Sequence training activities from general to specific,  

easy to complex, familiar to unfamiliar.
•  Use as many teaching methods as possible. Some examples  

include lecture, discussion, role-play, hands-on demonstrations,  
videos, training manuals, case studies, quizzes and games.

• Explain why each topic is important.
• Create enthusiasm for the topic.
• Tell stories about the topic to leave an impression.
•  Ask questions of the learner about information covered. Ask them  

to demonstrate what they have learned. For example, after  
teaching them how to lift safely, ask them to demonstrate a safe lift.

• Take a break if the learner is becoming distracted.
• Solicit feedback and look for new ways to present the material.

Adult training tips
Always keep in mind two concepts that are important to adult learners. 
You can remember them by the following “radio call signs”: 
WII-FM – “What’s In It For Me?” Adults need to know how the learning 
will benefit them. They seek learning to cope with change or current 
problems, and learning is not always its own reward. Adults also need 
immediate and direct application of learning that can be acquired over  
a relatively short period.

MMFI-AM – “Make Me Feel Important About Myself” Adults need their 
life experiences recognized, and they need to contribute to the learning. 
Ask them questions about their prior experiences; encourage them to 
share stories or contribute in other ways.
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Safety committees are proven to increase 
and maintain safety awareness while 
decreasing injuries. Step Three will provide 
you with tools to improve or implement a 
safety committee, including:

• General safety committee guidelines

• Sample agenda

• Sample minutes

• Sample training topics

• Sample inspection survey

Questions to consider
Are you maintaining safety awareness in your store? Are you meeting 
your OSHA state-specific safety requirements? Are you having 
difficulty organizing and starting your safety committee? Does your 
safety committee review and communicate meaningful information 
each month?

Maintaining a safe workplace is an important daily challenge in a 
grocery store. Without question, you want customers and co-workers 
to be happy and healthy, and to think of your store as a friendly, 
inviting and safe place.

General safety committee guidelines
Here are some general guidelines to help you get started:
•  If your store has 10 or more employees, you should initiate a 

safety committee with two members. If your store has 20 or more 
employees, the committee should have four or more members.

•  The committee should include management and employee 
representation. One employee may represent more than  
one department.

•  Provide the means for an open, two-way dialogue between 
employees and safety committee representatives. Have committee 
members solicit information from their co-workers prior to the 
meeting and provide feedback immediately thereafter.

•  Set a standard day and time each month that your committee will 
meet. Hold the meeting even when some members are absent. 
Busy times are when the safety committee is needed most, and it’s 
difficult to regroup if a meeting is missed.

• Elect a chairperson and recorder at the first meeting.
•  Follow a written agenda. In general, the business of the meeting 

should include a review of recent inspections and accident reports 
filed since the last meeting.

•  Record minutes at every meeting. Post the minutes in a location 
where all employees can review them (e.g., break room). In addition, 
keep meeting minutes on file for three years (in some states this is 
an OSHA requirement).

• Encourage constructive criticism. Discourage gripe sessions.
•  Conduct detailed quarterly site inspections. These are in addition  

to the daily safety and health checks that are part of the routine 
duties of managers, supervisors and all store employees.

•  Make the safety committee accountable by developing action plans 
that state what will be done, by whom and by what date. Follow up 
to ensure all actions have taken place as planned.
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R E M E M B E R:

1.  Post a copy of the minutes on the safety 
bulletin board and in all other areas 
where employees can easily read them.

2.  Retain original minutes for  
your records.

How can I have a successful safety committee?
It all begins with the manager’s commitment. A safety committee is 
the best tool for improving your safety culture. Here are a few ways  
to help your safety committee be successful.
•  Manager commitment – Encourage dedicated employees to lead  

the committee, but give your time, support and feedback. Allocate 
payroll for the committee members to meet consistently.

•  Employee involvement – Communication is key. Involve all 
employees whenever possible. A safety incentive program is a great 
way to improve or even eliminate future claims.

•  Monthly safety topic – It’s very important to review all safety  
areas, even if you do not have problems in that area. Pick a new 
safety topic each month to discuss. Argo Insurance has many  
safety topics to assist you.

•  Meeting agenda – Be prepared and keep your meeting on track.  
It’s easy to get distracted.

•  Accidents and near misses – Investigate all accidents and near 
misses. This is essential to identify all hazard areas immediately and 
put preventive actions in place.

•  Quarterly store walk-through – This should be an unannounced walk-
through so you can see your employees in action. Document  
all hazardous areas. Reward employees who have taken extra time  
to implement safety measures.

First meeting checklist
•  Each department in your store must be represented  

on the committee. One person may represent more than  
one department.

•  Select a chairperson and recorder (assistant managers  
make good chairpersons).

•  Select a permanent meeting day and time for all future  
meetings (e.g., 2 p.m. on the second Tuesday of each month).

• Hang a safety committee bulletin board to display:
 • Committee members
 • Meeting minutes
 • Meeting schedules and topics
 • Safety posters
• Create a standard agenda and minute form for all future meetings.

Picking a topic for your next safety meeting
Safety committees are most effective when they review new safety 
issues each month. Topics should be chosen in advance of the meeting 
so that one committee member can come prepared to cover the topic. 
First choose topics in which your store needs improvement. Then it is 
helpful to review topics even if you do not have problem areas.
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PREPARING YOUR TOPIC
After a topic has been chosen, collect training material through 
websites, Argo Insurance, OSHA, vendors or other resources 
you may have. Review the material and discuss the topic at your 
next safety committee meeting.

The committee needs to create a “self-audit” form of key safety 
measures to determine the areas your store can improve.  
After identifying all your store’s weaknesses, implement action 
plans, accountability and completion dates for all areas  
of improvement. Communicate the topic and action plans  
to all employees (e.g., check stuffers, posters, signs, meetings, 
training videos).

2 4 TO PI C ID E A S

 1. Preventing shopping cart damage

 2. Crime prevention

 3. Preventing slip-and-fall injuries

 4. Robbery prevention

 5. Preventing trip-and-fall injuries

 6.  Safe lifting techniques and preventing 
back injuries

 7. Preventing cuts and lacerations

 8. Safe use of box cutters

 9. Proper use of fire extinguishers

 10. Safe use of meat slicers

 11. Handling customer threats

 12. Robbery procedures

 13. Accident investigation

 14. Back room safety and storage

 15. Bloodborne pathogens

 16. Fire prevention

 17. Forklift safety

 18. Hazard communication

 19.  Lockout/tagout of machinery  
and equipment

 20. Repetitive motion injury prevention

 21. Responsible alcohol sales

 22. Safe food handling

 23.  Shoplifting prevention and detainment

 24.  Workplace emergency  
action plan

SAMPLE AGENDA

1.  Old business: Review past action plans and issues. 
Document progress and next steps.

2. Inspections (if any)

3. A record of accidents and near misses since last meeting:

Type of Accident 

Date of Accident

Cause of Accident

Prevention Measures

Action Plan & Assignments

Action Plan & Assignments

Action Plan & Assignments

Type of Accident 

Date of Accident

Cause of Accident

Prevention Measures

Action Plan & Assignments

Action Plan & Assignments

Action Plan & Assignments

4.  Monthly training topic (for example, robbery prevention 
procedures): Review topic with safety committee. Develop  
a self-audit form. Set action plans and assignments to  
apply safety measures for your store. Communicate and 
train store personnel.

5. Other feedback or suggestions

6. Date and time for next meeting
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SAMPLE MINUTES

Date: 7/8/17 Time: 2 p.m.

Present:     John Miller 
Sue Jones 
Ron Brown

Max Smith
Becky Cooper

Old Business: Report from John – extension cord replacement completed. Report from Sue–  
Safe lifting training with freight crew completed and documented.

REVIEW OF ACCIDENTS

FIRE IN DELI ON 6/12/17 SLIP & FALL BY DAIRY COOLER ON 6/23/17

Cause: Deep fat fryer caught on fire.  
Grease was not changed in a timely manner.

Cause: An egg had broken on the floor and  
a customer slipped and injured her hip.

Action Plan: Cleaning will be logged on  
hand-held device. 

Action Plan: Electronic floor monitoring log  
will be put in place.

Assignment: Max will train deli employees  
and monitor cleaning and log sheet.

Assignment: Ron will walk the floor every hour 
to make sure no hazards are on the floor. Sue 
will order 10 safety cones to mark any spills or 
hazardous areas. These cones will be mounted on 
poles in the aisle for immediate accessibility  
in the event of a spill or hazardous area.

Training Topic of the Month: Slip-and-fall prevention

John: Check stuffers will go in on 7/28/17.
Max: Will post safety posters by 8/1/17.

Next Meeting: Aug. 12, 2017, at 2 p.m. 

SAMPLE CHECK STUFFER

  Robbery prevention procedures
•  Do not be a “sitting duck” for a robber. When the store is empty, get out from behind the counter.  

Keep yourself busy stocking or facing shelves. By doing so, a robber will not be able to complete his  
plan to enter the store and quickly rob a clerk.

•  Keep a sharp lookout. From time to time, look at places where a robber might loiter – phone booths  
or parked cars, for example. Try to see if anyone appears to be waiting for you to be alone in the store.

•  If someone is watching or loitering nearby, stare him down. If he doesn’t go away, call a manager.  
If you feel threatened, call the police. Tell them where you are and what you see. Make it obvious to  
the potential thief that you are talking with the police.
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SAMPLE SELF-AUDIT FOR ROBBERY PREVENTION PROCEDURES

After reviewing and discussing the topic, complete a self-audit similar to the example below.  
Any “NO” or “UNKNOWN” answer indicates a need for a plan to improve in this area.

YES NO UNKNOWN

1.  During late night hours, are employees trained to stay busy with tasks 
away from the register? 

2.  Are employees trained, especially during late night hours, to keep a 
sharp lookout in areas where a potential robber might loiter? 

3.  Are emergency numbers posted by the phone? 

4.  Are employees trained to call the police if they recognize  
a potential problem? 

ACTION PLAN
Action to be taken By whom By when

SAMPLE TOPIC: ROBBERY PREVENTION PROCEDURES

Robbers are attracted to stores where they believe they can enter and exit quickly, not be identified and 
receive a cash reward for the risk they undertake. Robbery prevention is an important issue in the retail 
industry. There are simple safety guidelines that can reduce the chance  that your store will be robbed and 
someone will be harmed. These tactics will show a potential thief that the store’s employees are vigilant, 
and that it’s too risky to attempt a robbery.

SAMPLE SIGN

ROBBERY PREVENTION PROCEDURES

Robbers look for stores that provide big payoffs with minimum risk. Take the following steps to ensure 
that your store is an unattractive target.

   •  During store hours, don’t be a “sitting duck.” Get out from behind the counter when the store  
is empty, so that a robber cannot quickly enter the store and rob you.

   •  Keep an eye on the places where a robber might lurk before entering the store, and use eye contact 
to let potential thieves know that you’re watching.

   •  Call the police if you are suspicious and the person doesn’t go away.
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SA FE T Y CO M M IT T E E KIT S

More safety committee resources are 
available through the Argo Insurance 
risk management team. Send inquiries 
to argoinsuranceriskmanagement@
argogroupus.com, or call 800-777-3602  
and ask for risk management. 

SAMPLE SAFETY INSPECTION SURVEY

On a quarterly basis, the safety committee should inspect the store 
thoroughly. The following is a sample safety inspection survey for  
a few areas within a grocery store. The Argo Risk Tech App gives  
the opportunity to do this digitally and offers different inspections for 
grocery stores. Develop a safety inspection survey for all areas in your 
store, using this as a guideline. Use this survey to identify weak areas 
in your store, review them in your monthly meetings, and create action 
plans along with completion dates. Take this sample survey to see how 
your store ranks.

Inspection date:  ________________________________________________

Company name:  ________________________________________________

Conducted by:  __________________________________________________

Any “NO” answers indicate additional follow-up may be beneficial for 
reducing hazardous conditions.

RETAIL SALES FLOOR
 1.  Are “wet floor” cones readily available for wet  

weather conditions and sudden spills?
 2.  Are cases of product and empty cardboard kept  

in carts when stocking? 
 3.  Are floors clean, free of debris, boxes, miscellaneous 

products and liquids? 
 4.  Are aisles free of low-profile items that can cause  

trip-and-fall injuries? 
 5.  Are step stools and ladders tended to  

at all times or moved to the stockroom? 
 6.  Are floors monitored every hour for  

slip-trip-and-fall hazards? 
 7. Are dairy and freezer cases free of sharp edges? 
 8.  Is display shelving in good repair with no  

snag hazards and/or jagged edges? 
9. Are illuminated exit signs working? 

 10. Are all lights working? 
 11.  Have employees been trained for floor monitoring  

and cleanup procedures? 

BREAK ROOM
 1. Are the safety committee minutes posted? 
 2. Are emergency procedures and phone numbers posted? 
 3. Is the coffeemaker unplugged when not in use? 
 4. Is the area clean and orderly? 
 5. Is there a first aid kit available and clearly marked?

ENTRANCE/FRONT END
 1. Do automatic doors work properly? 
 2. Is there adequate lighting under the eaves? 
 3. Are the registers visible from the outside? 
 4.  Are “caution” or “wet floor” cones available in the  

front end area? 
 5.  Is there a fire extinguisher mounted in the front  

end area?

PRODUCE DEPARTMENT
 1. Are mats placed below grapes and leafy green vegetables? 
 2.  Do produce employees pick up food debris as they stock 

and rotate, or are floors monitored at least every hour? 
 3.  Do the fluorescent lights over produce cases have 

protective covers?
4. Is the area free of debris and moisture on the floor?

YES NO N/A
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Step Four provides tools you can use to 
foster a safe work environment in your 
store, including:
• Tips for cultivating safe work practices

•  Questions to ask in performance reviews 
to measure safe work habits

• Housekeeping checklist

•  Safety incentive program  
guidelines

Are you committed to safety?
• Do you actively cultivate a safe store environment?
•  Do your employees know that their raises and promotions  

are influenced by their safety practices?
•  Do you know what was discussed in last month’s safety  

committee meeting?
•  Do your deli workers use personal protective equipment  

such as cut-resistant gloves?

If the answer to any of these questions is “no,” you have room to 
improve the working environment of your store. You can’t build 
a house without a foundation and, likewise, you can’t reduce 
accidents without a safe work environment.

A safe work environment begins with the owner’s  
and manager’s positive attitude, leadership and 
encouragement of safety.
Here are a few ways to show your commitment to a safe  
work environment:
•  Discuss safety topics in every department and store meeting,  

even if only for a moment or two.
• Support and participate in safety activities such as:
 • Monthly safety committee meetings
 • Safety training sessions
 • Store safety inspections
 • Safety incentive programs
 • Visits from insurance representatives and agents
•  Budget payroll for safety activities to make sure adequate  

staff is available.
• Review safety committee meeting minutes and self-inspections.
•  Respond to safety surveys conducted by insurance safety 

personnel and consultants.
•  Provide and maintain personal protective equipment (PPE),  

such as those shown in the chart on the next page.
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Are employees encouraged to work safely?
There are many things you can do to remind employees to work safely. It is important to stress safe work 
practices every day. 

Here are a few ideas:
•  Post safety awareness posters and signage throughout your store. Make sure each poster is applicable  

to its location. Replace damaged or out-of-date posters.

•  Use the “teachable moments” that arise when you witness unsafe actions or activities. This will show your 
employees that you are aware of their actions and stress the importance of a safe workplace.

•  Provide positive feedback to reinforce safe work habits. Congratulate or reward employees for working 
safely and taking care of the store environment. (See Safety Incentive Programs on page 28.)

•  Add safe work behaviors to all job descriptions and performance review forms.

PROVIDE AND MAINTAIN PERSONAL PROTECTIVE EQUIPMENT (PPE) 

PPE When to use – some examples

1. Cut-resistant gloves •  When cleaning slicers, cutting and grinding equipment

• When using knives 

 2. Safety cutter •  When cutting open boxes and cases

 3. Chemical-resistant gloves •  When using corrosive chemicals

 4. Protective gloves •  When sorting or handling bottle and can returns. Puncture-resistant  
(such as leather) gloves are recommended

 5. Vinyl gloves •  For cleanup or contact with human blood or any other potentially 
infectious material

 6. Rubber gloves • When filling propane tanks

 7.  Heat-resistant gloves  
or mitts

• When handling hot pans or equipment

 8. Protective eyewear • When using corrosive chemicals or power tools

 9. Jackets •  When working in coolers or freezers for prolonged periods of time,  
and when outside in inclement weather to gather shopping carts

 10. Protective shoes •  Footwear should be sturdy with soles of a slip-resistant material

 11. Hairnets or caps •  If hair is long enough to have the potential of being caught in  
equipment, machinery or food preparation

 12. Ear plugs •  If working in the compressor room or other high-noise areas  
for an extended time
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Evaluate safety performance during reviews
Inform employees that their safety performance will be  
evaluated during their performance reviews. Include performance 
questions like:

Questions for managers
 1. How have you maintained a safe environment?
 2.  How have you followed safety procedures and set examples  

for others?
 3. How have you exercised care and proper use of equipment?
 4.  Have you identified and reported unsafe conditions to 

maintenance or corporate managers?
 5. How have you supported the safety committee?
 6. How have you maintained a neat, clean and organized store?
 7.  How have you maintained and monitored safe use of all 

equipment in the store?
 8.  How have you used the “teachable moment” to correct unsafe 

conditions and behaviors?
 9.  How have you addressed and responded to outside safety 

surveys and suggestions in a timely manner?
 10.  How have you documented on-the-spot performance coaching  

for repeat safety violators (e.g., engaging in horseplay, bypassing 
safety switches, not using guards, not using safety or personal 
protective equipment like cut-resistant gloves, or not unplugging 
equipment before breaking down and cleaning)?

Questions for employees
 1. How have you followed safety instructions and procedures?
 2. How have you exercised care and proper use of equipment?
 3.  How have you identified unsafe conditions and made appropriate 

adjustments?
 4.  How have you supported the safety committee and  

provided suggestions?
 5.  Have you consistently used designated personal protective 

equipment (if applicable)?
 6.  Have you cleaned up spills immediately (on the sales floor and in 

your department) and maintained a clean and tidy work area?
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EQ U IPM E N T R E PAIR

Train your employees to immediately 
report any damage or maintenance needs 
regarding store equipment. It is important 
that maintenance and repairs be conducted 
immediately to avoid injuries and lost 
earnings and work time. Managers should 
work closely with consultants and  
vendors to evaluate their  
performance as needed.

Good housekeeping is essential
First impressions can make or break a store. Messy stores not 
only make customers feel uncomfortable, they also increase 
the risk of accidents. In surveys, lack of cleanliness is often 
the second most likely reason a customer will decide to shop 
elsewhere. A manager must communicate the importance of 
housekeeping to all employees and make sure that they take 
responsibility for their work areas.

What does a customer look for in store cleanliness?
• Is the parking lot clean and maintained?
• Are the floors clean of dirt, debris and spills?
•  Are the bathrooms clean and organized? Are “Wash Hands” 

signs posted in the restrooms? Are soap and hand towel 
dispensers full?

•  Are aisles free of stock, cardboard and other hazards  
during shopping hours?

• Are display cases clean and well-illuminated?

What should managers and employees look for  
to improve cleanliness and safe working conditions within 
the store?
•  Are stockroom, break room and offices well-organized 

and clean?
• Are freezers and coolers organized and clean?
•  Are the sales floor and front end of the building organized  

and clean (e.g., are spills cleaned up on the spot and overstock 
quickly moved to the back room)?

•  Is the rear of the building clear of all cardboard and  
packaging? Are unused fixtures and vendor racks disposed  
of or stacked neatly?

•  Is the parking lot clean and maintained with no potholes or 
deep cracks, little to no trash, little to no oil buildup and freshly 
painted curbs?

•  Are burned-out lightbulbs replaced quickly in work areas,  
cases, coolers and the sales floor for good visibility and  
store appearance?

•  Are the soap and hand towel dispensers full and  
in working order?
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SA FE T Y IN C E N TIV E S

Incentive award ideas
• Gift certificates

• Cash

• Movie passes

• Clothing with the store’s logo

• Drawing for prizes

• Dinner at a restaurant

• Half day off with pay

• Party for all employees

Note: The IRS has determined that any 
incentive(s) in excess of $25 per year  
is considered taxable.

Safety incentive programs
To promote safety, many employers use formal safety incentive 
programs. These programs reward safe work habits and raise the 
level of safety awareness in the workplace. As a result, workers’ 
compensation claims decrease, which typically results in lower  
costs associated with workplace injuries. The employer becomes 
more profitable, and the employees are happier and healthier.  
For more information on incentive programs, please call the  
Argo Insurance risk management team at 800-777-3602 or email us  
at argoinsuranceriskmanagement@argogroupus.com. 

When implementing a safety incentive program be sure to:
•  Avoid safety disincentives, such as rewarding speed and 

inadvertently causing employees to work at an unsafe pace or  
in a manner that could cause injury.

• Define your goal. A few examples are:
 • Reduce claim costs by 25 percent.
 • Incur five fewer accidents per year.
 • Reduce time off work by 25 percent.
• Document safety training for all employees.
•  Evaluate each employee’s safety performance at his or her annual 

performance review.
•  Obtain management’s commitment and adequately fund  

the program.
•  Encourage group efforts. Group responsibility for safe work 

practices encourages employees to help each other work safely.

BENEFITS
of a Safety Incentive Program

RISKS
of a Safety Incentive Program

1.  Reduced claim frequency, 
which increases profitability

2. Higher employee morale

3.  Elevated store safety 
awareness

4.  Happier and healthier 
employees

5.  Improved store reputation in  
the community

1.  Employees may fail to 
report accidents for fear of 
resentment by co-workers.

2.  Programs that only reward 
results, such as zero reported 
claims, may appear successful 
because the store has 
experienced some short-term 
luck, even though the program 
has not fostered a lasting 
safety environment.

3.  Employees may ridicule the 
program if the awards are 
seen as trivial.

When used as part of an employer’s overall safety plan, a safety 
incentive program with long-term safety goals can help reduce injuries 
and the employer’s workers’ compensation costs.

28

THE WORK BOOK

7    STEPS TO A SAFE AND HEALTHY WORKPLACE

28

Safety Environment
STEP  

4 



OT H E R P O S TIN G S TO CO N S ID E R

A few safety signs every store needs are:

• Back/lifting safety

•  Protect your hands – deli and  
meat departments

•  Housekeeping is a continuous job

•  Please watch your step – produce 
department

•  Notice: Please wash hands before  
leaving bathroom

•  Safety policy statement

First aid response
First aid kits are an essential part of any safety program. When 
incidents happen, a good, properly stocked first aid kit can help speed 
recovery and reduce workers’ compensation costs. Many common 
incidents can be remedied if your store has a kit that meets the latest 
ANSI standards for first aid kits. We recommend keeping a kit stocked 
with the ANSI Z308.1 Class A supplies at a minimum: 
 • 16 - adhesive bandage, 1” x 3”
 • 1 - adhesive tape, 2.5 yd
 • 10 - antibiotic treatment application, 1/57 oz
 • 10 - antiseptic application, 1/57 oz
 • 1 - breathing barrier
 • 1 - burn dressing, gel-soaked, 4” x 4”
 • 10 - burn treatment, 1/32 oz
 • 1 - cold pack
 • 2 - eye covering
 • 1 - eye wash, 1 oz
 • 1 - first aid guide
 • 6 - hand sanitizer, 0.9 g
 • 2 - exam gloves  
 • 1 - rolled bandage, 2” x 4 yd
 • 1 - scissors
 • 2 - sterile pad, 3” x 3”
 • 2 - trauma pad, 5” x 9” 
 • 1 - triangular bandage, 40” x 40” x 56” 

If you have questions about what to stock in your first aid kit, or  
where to get supplies, please email argoinsuranceriskmanagement@
argogroupus.com, or call 800-777-3602 and ask to speak with someone 
on the risk management team. 

Hang first aid response posters throughout your store. They  
give your employees a quick reference in the event of an emergency.  
The poster identifies injuries, symptoms and appropriate first aid 
response. It lists steps to take when an emergency first occurs, 
identifies emergency phone numbers and includes first aid  
guidance for:
• Bleeding
• Heart attack
• Dislocations and strains
• Electrical shock
• Shock
• Fractures
• Loss of consciousness
• Burns (first-, second- and third-degree; chemical)
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Read Step Five to learn about:
• Planning before an accident occurs

•  Actions to take in the event of an 
employee accident

• Benefits of early reporting

• Maintaining high morale with “soft skills”

• Implementing a store doctor program

•  Providing modified duty/return  
to work programs (preview  
of Step Six)

Think back to your last workers’  
compensation claim
•  Did your staff and managers know exactly what to do when  

the injury occurred?
•  Did the injured worker return to work quickly and stay 

motivated throughout recovery?
• Did you feel confident that the claim was well-managed?

Having a workers’ compensation claim can be a touchy situation. 
Personally, you want quality treatment and complete recovery 
for the injured employee. Professionally, you want to maintain 
productivity, adequate staffing levels and low costs for your  
store. The good news is that through upfront planning and 
thoughtful response, you can achieve both your personal and 
professional goals. But, the time to plan is now – before the  
next injury takes place.

A mishandled workers’ compensation claim produces a big ripple 
effect throughout your store. First, there’s the injured worker. 
If an employee feels neglected, undervalued or ashamed about 
the accident, she or he may develop a poor attitude, which 
can adversely impact recovery time, motivation and the timely 
return to work. Many times this negative attitude develops 
subconsciously with no malintent from the injured person. She  
or he simply feels depressed and dreads returning to work to face 
co-workers and managers.

Then there’s the rest of the store. If others feel upset about the 
way their injured co-worker is treated, at risk because of unsafe 
working conditions, or overworked due to short staffing, your 
whole store can suffer from low morale, high turnover, decreased 
customer retention and lost profit.

Step Five provides useful information to help you effectively 
manage workers’ compensation claims. Simple steps such  
as timely claim reporting, clear and helpful instruction to the 
injured employee, proactive medical treatment, and an early  
return-to-work plan make a huge difference to the final outcome 
of the claim. With a good plan, you can ensure the employee 
has quality care and solid recovery, while maintaining high 
productivity and low costs in your store.
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C L AI M S PRO C E S S IN G

Report all claims immediately. Take every 
injury seriously, no matter how slight. 
Delayed claim reporting can increase 
costs. Communicate with all parties: 
Prompt and accurate information will  
help us serve you better.

Before an accident occurs
There are important steps you can take now so you will be 
ready for your next employee accident. For example:
•  Train managers and all employees on procedures to  

follow when an injury occurs.
• Implement a store doctor program.
• Create a modified-duty/return-to-work program.

After an accident occurs
1.  Protect and comfort the injured employee and provide 

necessary first aid.
2.  If more than first aid is necessary, refer the employee to  

your store doctor or to his/her primary care physician.
3.  If the injury is severe or occurs after hours, take the 

employee to an urgent care clinic or emergency room.
4.  Secure names, addresses and phone numbers of  

all witnesses.
5.  Take notes and photos to document the condition of  

the accident scene.
6. Immediately report the claim to your insurance carrier.
7. Refer to your claim kit for further instructions.

BENEFITS OF EARLY REPORTING

To help contain the effects of a workers’ compensation claim, report the claim to your insurance carrier  
within 24 hours of injury notice. Early reporting allows the insurance carrier to take control of the claim in  
the following ways:
1.  Prompt medical treatment and work status report. The adjuster can assist you with directing the employee 

to appropriate medical care. Prompt care gets the worker on the path to recovery and gets you an accurate 
assessment of the employee’s work status.

2.  Improved intervention opportunities. The adjuster is able to quickly assess the claim and let you know of any 
potential issues and necessary next steps.

3.  Timely claim investigation. The adjuster is able to interview all parties while the information is still fresh. This  
is extremely important if the claim is questionable or if there is any chance that a third party may be responsible  
(e.g., faulty equipment caused the injury).

4.  Decreased claims cost. Research shows that delays in claim reporting cost you money. See the chart below for  
more detail.

EFFECTS OF LATE REPORTING

Number of days claim reported after an injury Average claim cost effect
30 days after injury 48% increase

11-20 days after injury 29% increase

24 hours after injury 15% reduction
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Soft skills – how to keep  
employee morale high
“Soft skills” is the name we give to the cluster of human-relations 
skills that smooth interactions and make the workplace more 
cooperative – even in difficult situations. Soft skills can increase 
employee retention and foster a cooperative environment 
in your store. Use of soft skills is especially important when 
handling workers compensation claims because injured 
employees can easily change their attitudes toward their 
employers if they do not feel they are treated fairly. Angry 
employees are more apt to retain an attorney, prolong treatment 
and avoid returning to work.

To practice soft skills, managers should:
Treat employees with respect. Contact the injured employee 
shortly after the injury. Inquire about the injury and express 
concern. When appropriate, convey the message that everyone 
is looking forward to seeing the employee return to work. Avoid 
words or actions that lay blame or show dissatisfaction with an 
injured employee.

Show empathy. Empathy is the ability to understand another’s 
feelings, reactions and motives. Put yourself in the worker’s 
shoes. Establish a human connection that makes injured 
employees feel they are valued. Showing empathy can minimize 
the sting of embarrassment an injured employee may feel.

Maintain poise. Feelings of frustration are understandable when 
dealing with a difficult or prolonged workers’ compensation 
claim. Just remember that your goal is to manage the claim and 
keep overall costs as low as reasonably possible. Talk with your 
claim adjuster if you need to vent your frustrations.

Don’t be accusatory. When speaking with injured employees, 
be sure not to accuse them of being careless or of milking their 
injury. Likewise, do not speak badly of an employee to his or her 
co-workers – this creates a poisonous situation at your store 
and a potential lawsuit from the worker. And don’t let an injured 
employee’s complaints lead you into a confrontation. Remember, 
she or he is likely feeling stress and insecurity. If appropriate, 
remind the employee that she/he is a valued employee who is 
missed by colleagues.
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S TO R E D O C TO R S E T U P

Let us help you with:
STORE DOCTORS
If you don’t have an established store 
doctor, call us for a list of Argo Insurance 
network doctors in your area.  
(State laws may vary.)

Implement a store doctor program
Build a relationship with a doctor’s office near your store.  
Your insurance carrier can provide a list of doctors in your area. 
Interview a few to see if they meet your store’s needs. Depending on 
your state’s requirements, employees may be required to see  
a designated store doctor.

If the employer/insurer has medical control, you must set up  
a store doctor program in advance of any claims. Employees are  
then required to see the store doctor for any work-related injuries. 
(Note: Some states may require you to have a panel of doctors for 
your employee to choose from.) If the employee has medical control, 
you should still set up a store doctor program. If employees ask you 
for a referral when seeking treatment, encourage them to see that 
doctor – but remind them they are not required to do so.

Ask the following questions when screening for store doctors:
1.  Has the doctor or clinic worked with any employers in your 

surrounding area? (Ask for references.)

2.  Is the doctor familiar with modified-duty/return-to-work programs? 
(Ask for explanation of their return-to-work philosophy.)

3. How many doctors are in the facility?

4. Are the doctors certified in occupational medicine?

5. What hospitals are they associated with?

6.  Are the doctors willing to use your insurance carrier’s  
Work Status form?

7.  Are the doctors able to provide work status information  
over the phone?

8. Will the doctors provide preplacement drug screens?

9.  Ask doctors to visit the store to get familiar with your environment.
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RE T U RN -TO -WO RK

If you are interested in reducing your 
workers’ compensation claim costs by 30 
percent, read on.

The following pages are packed with 
information to help you implement 
a return-to-work program, including 
answers to the following questions:
•  Why should I institute a return-to-work 

program?

•  How do I implement a return-to-work 
program?

•  What should the return-to-work policy 
and procedure include?

•  What components make up a valid 
transitional duty/modified job offer?

• What are some return-to-work options?

•  How should I communicate with the 
employee’s medical provider?

•  How long should I extend modified-
duty/transitional-work jobs?

•  How do I handle performance  
issues with an injured worker?

Test your claims savvy
Once an injury occurs on the job, the best way for an employer  
to control costs and positively influence the worker’s recovery is:
 a.  Offer modified- and transitional-duty jobs through  

a return-to-work program
 b. Communicate frequently with the employee
 c. Report the claim early
 d. Direct the employee’s medical care, if possible

This is a tough question because every answer listed has a  
positive impact upon the outcome of the claim. However, the 
correct answer – the one with the BIGGEST impact – is “A.”  
Once a workers’ compensation claim occurs, the most effective 
way to control the cost is to provide both modified- and  
transitional-duty jobs within a return-to-work program. In fact,  
an employer can expect to reduce workers’ compensation claim 
costs by an average of 30 percent by establishing and maintaining  
a return-to-work program.

Why should you provide return-to-work for injured employees?
Return-to-work (RTW) programs send the message that injuries are 
not a means to obtain unscheduled paid vacations and that chronic 
illness behaviors will not be automatically rewarded with extended 
time off.
•  Studies show that the longer an injured employee stays away 

from work, the greater the chance for permanent disability 
and increased claim costs. These same studies show that RTW 
programs speed the recovery process while reducing or avoiding 
permanent disability.

•  RTW programs provide structured, physically appropriate work 
activities. Workers who are off the job with a great deal of free 
time may perform activities that could aggravate the injury and 
prolong the claim.

•  The injured worker who does not remain active in the workforce 
and loses a feeling of value may develop a “disabled” attitude and 
chronic symptoms that prolong the claim.

•  A consistent RTW program lets employees know that the 
employer has developed a proactive approach, is interested in 
their safety, and will assist in modifying or substituting jobs while 
they recover.

•  RTW programs control the severity or cost of the claim. Severity 
is measured as the average number of days missed or absent from 
work and the amount of time-loss payments.

•  Time-loss benefits account for a significant portion of claim  
costs. These benefits replace, tax-free, a large percentage  
(i.e., two-thirds) of the worker’s weekly wage up to a  
state-mandated maximum. When you facilitate a quick return  
to work, time-loss benefits are reduced, which results in savings.

34

THE WORK BOOK

7    STEPS TO A SAFE AND HEALTHY WORKPLACE

34

Modified-Duty and  
Return-to-Work Programs

STEP  

6 



YO U WILL N E E D :

You will need these items to implement  
an early return-to-work program:
•  Written return-to-work policy and 

procedure

•  Written offer of modified- or  
transitional-duty work

•  Job descriptions of transitional-duty  
jobs available on a temporary basis –  
if the employee is unable to perform  
his/her regular job within restrictions  
(modified duty)

•  Communication with the store  
doctor/panel regarding the  
company’s commitment to early  
return-to-work

RTW policy and procedure guidelines
Develop a written return-to-work policy and procedure.  
The policy and procedure should communicate management’s  
intent to return the employee to work as soon as reasonably 
possible following a work injury, the expectation that injured 
employees will participate in a return-to-work program, and  
the consequences for noncompliance.

The RTW policy and procedures should be part of the  
employee orientation packet so new employees are aware  
of the return-to-work expectation. When a work injury occurs,  
the manager should review the policy and procedure with  
the injured worker immediately. (See the sample RTW policy and 
RTW procedures below.)

SAMPLE  
RETURN-TO-WORK  

POLICY
Your company’s letterhead here

Please read the following carefully.  
This policy applies to all employees  
with work-related injuries.

Your Store Name is committed to 
maintaining the safety, health and 
productivity of our employees.

Modified and transitional duty is 
a temporary work offer pending 
determination of an employee’s  
ability to return to regular-duty work.

It is this company’s policy that  
injured employees accept and 
fully cooperate with modified- and 
transitional-duty work found suitable by 
the attending physician.

Failure to accept modified- and 
transitional-duty work that the  
attending physician has found to be  
within the employee’s capabilities  
may result in the reduction or  
suspension of time-loss benefits.

Failure to comply with the company’s 
return-to-work policy and procedures 
without authorized exception may  
subject the employee to disciplinary 
action.

All employees are responsible for  
reading and understanding this  
company’s policy and procedures  
for return-to-work and discussing  
any questions or concerns with 
management.

Employee Signature Date

SAMPLE RETURN-TO-WORK PROCEDURE
Please read the following carefully. These procedures apply to all employees with  
work-related injuries.

The procedures, in conjunction with the policy, are designed to assist you in 
understanding this company’s return-to-work program and your responsibilities  
under the program.

Immediately after your first doctor visit, you are required to provide your employer 
with the doctor’s written statement regarding your ability to return to regular work 
and/or your work restrictions.
1.  All company work rules continue to apply, including, but not limited to:
     • Attendance – report on time for modified- or transitional-duty work.

     • Dress appropriately for the modified- or transitional-duty.

     • Continue to call in to your regular supervisor.

2.  Schedule doctors’ appointments around your work schedule or make appropriate 
arrangements with your supervisor for exceptions.

3.  When you are released to transitional duty, you may not be paid your regular  
wage depending on the type of duty performed. In this case, you will receive  
a separate benefit check from your workers’ compensation insurer.

     Once released to modified or temporary duty, absences (even if excused)  
may result in a reduction in your workers’ compensation benefits.

     If you have questions about your workers’ compensation benefits, please ask  
your claim examiner.

4.  You are required to inform your supervisor immediately of any changes in your 
medical status, physician, treatment, capacities, appointments, etc.

     You are also required to inform your supervisor of any changes in address, phone 
number or other information necessary for monitoring your return-to-work status.

5.  Upon receiving a release for regular work, you need to advise your supervisor 
immediately.

6.  You are responsible for carefully reading these procedures and discussing any 
questions or concerns with your supervisor.
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Options for return-to-work
In the majority of cases, the employee’s restrictions will allow him/her to perform regular job duties within 
certain limitations. For example, a checker recovering from a muscle strain may be released to cashier work 
with no lifting over 25 pounds.

In some cases, however, restrictions do not allow an employee to do his/her regular job. In those instances, 
other work options need to be available to keep the employee active and productive. The list below provides 
some productive transitional duties to consider.

Ad Verifier: Compare newspaper ads, buyer’s guides, etc., to shelf price.

Cardboard Pulling: Remove empty cardboard boxes from the shelf.

Checking Inventory: Verify that product coming into receiving balances with invoice slips.

Coupon Counting: Count coupons and verify totals with register tapes.

Cross Train: Train in new area (e.g., grocery stocker as deli customer service).

Damage Sorting: Sort through damaged product – rewrap/repair what can be  
returned to the shelf, and place other items into a bin for pickup  
by distributor/manufacturer.

Demo Product: Provide free samples to customers to stimulate sales of a  
particular item or brand.

Facing Product: Pull product to the front of the shelf for full appearance.

Fruit Basket Maker: Assemble fruit baskets during holiday season.

Go-backs: Replace misplaced items back on shelves in their proper locations.

Greeter: Greet customers and distribute sales flyers, coupons and handouts.

Hosting: Assist customers by answering questions and aiding them  
in finding products.

Light Cleaning: Dust and clean glass and chrome surfaces.

Marketing: Assist with special promotions, demonstrations and fundraisers.

Phone Answering: Answer phones, make announcements/pages and perform  
minimal office work.

Pizza/Deli Tray Maker: Prepare fresh pizzas and deli trays.

Price/Scanning Verification: Check that prices on products match prices scanned at the register.

Shrink Tape Review: Review videos of register transactions and compare to detail tape  
to identify potential shrink issues.

Sign Making: Make signs for advertised products on display.

Stickering: Change/relabel price stickers.

Time and Attendance: Assist with payroll preparations.

Training Assistant: Assist with training within own department or with new  
employee orientation.

Walkway Inspection: Examine all walkways for hazards, call for cleanup and redirect traffic.
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Three components of a valid return-to-work/
transitional-duty job offer:
1.  Attending physician approval. Typically, the doctor will provide a modified-work release to 

the regular job with some physical limitations or restrictions. Or, the doctor may provide a work 
release citing physical limitations that do not allow an employee to perform his/her regular job with 
modifications. In this case, identify a transitional-duty job that fits the employee’s restrictions. The 
physician must review and approve the transitional-duty job, including a description of the duties, the 
physical demands and the hours required.

2.  Written RTW duty assignment letter. A letter must be sent to the employee offering him/her 
modified or transitional work. The letter must include the beginning date, time, duties, wage, weekly 
hours and the name of the person to whom the employee will report. (See the Sample RTW Duty 
Assignment Letter below.)

3.  Written RTW policy and procedure. The company should have a written RTW policy and procedure, 
as previously described. (See RTW policy and RTW procedures on page 35.)

Today’s Date:  __________________________________________________________________________________

Employee’s Name: ______________________________________________________________________________

Employee’s Address: ____________________________________________________________________________

Re: Claim Number: _____________________________________________________________________________

Date of Injury: __________________________________________________________________________________

Social Security Number: ________________________________________________________________________

It is our policy that injured employees accept suitable modified- and transitional-duty work  
while recovering from employment-related injuries.

Your attending physician has released you for modified or transitional duty with the  
following restrictions:

Work Restrictions: ______________________________________________________________________________

Effective Date of Restrictions: __________________________________________________________________

Modified- or transitional-duty work within the above capacities is available on a temporary basis.

Please report to work as follows:

Beginning Date: ________________________________________________________________________________

Time: ____________________________________  Hours: ______________________________________________

Place: _________________________________  Report to: ______________________________________________

Wage: ___________________________________  Duties: ______________________________________________

Thereafter as scheduled.

Please note that failure to accept this work may result in the reduction or suspension of your 
time-loss benefits and subject you to the company’s normal disciplinary procedures.

We wish you a speedy recovery. Please call me if you have any questions about this work offer.

Sincerely,

_________________________________________________ 
Employer signature and title line

cc:  Attending Physician 
Argo Insurance 
File

YOUR COMPANY’S LETTERHEAD HERE

SAMPLE RETURN-TO-WORK DUTY  
ASSIGNMENT LETTER

SAMPLE RETURN-TO-WORK DUTY ASSIGNMENT LETTER

(See page 46 in the Appendix for full-size form.)

37

THE WORK BOOK

7    STEPS TO A SAFE AND HEALTHY WORKPLACE

37

Modified-Duty and  
Return-to-Work Programs

STEP  

6 



Treat recovering employees just like  
regular employees
Even though an injured employee has filed a workers’ compensation 
claim and is working a modified- or transitional-duty job, the same 
rules regarding performance, attendance and attitude apply as 
a condition of employment – just as if they were working their 
regular job.

Be sure to follow the medical provider’s instructions regarding 
limitations on physical activities. At the same time, it is important 
to treat the injured employee with the same care and respect 
as other employees in regular positions. Treating employees on 
modified or transitional duty as nonproductive or allowing other 
employees to do so could negatively affect the injured employee’s 
attitude and prolong recovery – resulting in increased costs.

Continual contact and communication with recovering employees 
is critical to return-to-work success. Make sure that managers are 
respectful, empathetic, poised and nonconfrontational.

Communicate with the medical provider
Employers should have a working relationship with a clinic or 
doctor(s) who are familiar with the store and the store’s return-to-
work program. Contact your insurance carrier for assistance with 
establishing a relationship with a clinic, doctor or panel.

At each visit, the doctor should provide the employee with clear, 
written work restrictions or a work release. The return-to-work 
procedure should reinforce the need for the employee to provide 
a copy of the doctor’s instructions after each appointment. You 
should also verbally remind the employee to provide you with  
the doctor’s instructions.

If the doctor does not provide you with written instructions  
or a work release, call the doctor’s office directly to clarify  
whether any work restrictions exist. Or, call your insurance  
carrier for assistance.

9 0 - DAY LI M IT

Limit transitional or modified  
positions to 90 days
Modified and transitional positions are  
intended to result in returning the 
employee to regular employment. A 
general rule of thumb is that a temporarily 
modified or transitional position should  
not exceed 90 days. If a modified or 
transitional position extends beyond 
90 days, it may be misconstrued as a 
permanent position. If an employee’s injury 
has not improved after 90 days in the same 
modified or transitional position, contact 
Argo Insurance to discuss other  
temporary positions available.
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An accident has occurred – what now?
An accident occurs at your store, costing you time and money. As 
unpleasant as that is, you are now presented with an opportunity 
to positively impact your future results. Understanding the benefits 
of accident investigations, as well as your legal requirements for 
accident reporting, can minimize damages and help you prevent 
future losses.

Benefits of accident investigations
The primary reason for conducting an accident investigation is 
to prevent future accidents. Secondary benefits include reduced 
insurance rates, increased productivity and efficiency, improved 
morale, identification of weak links in your safety management 
program, increased safety awareness and better opportunity for  
claim management.

OSHA requirements
Employers must investigate all lost-time injuries. Follow state 
or federal OSHA requirements pertaining to reporting of 
serious injuries and/or fatalities. Consider an event a “serious 
accident” if an employee is admitted to a hospital overnight 
as a result of injuries suffered from a workplace accident.

The accident prevention process: pre-accident
When an accident occurs in the workplace, everyone  
is too busy dealing with the crisis at hand to worry about 
putting together an investigation plan. So now – before  
the next accident has occurred – is the best time to develop 
effective accident investigation procedures.

Effective accident investigations include the following steps:
•  Determine who should be notified of the accident  

(manager, owner, safety committee, paramedics, OSHA, 
employee’s/customer’s family, etc.).

• Determine who will notify the appropriate parties.
• Determine who will conduct investigations.
• Provide necessary tools and training for investigators.
•  Determine who will receive and act on investigation 

reports.
•  Set timelines and procedures for conducting investigations 

and following up on hazard correction.

Many companies expend time and effort 
on accident investigations, but few 
maximize the potential to improve their 
bottom line. This step provides you with 
tips and tools to get the most out of your 
accident prevention program, including:
•  A process outline: pre-accident  

to postaccident

• A sample accident investigation form

• A tool to help identify accident causes

•  Tips and resources to prevent  
future accidents

The Hidden Costs 
of Accidents

INDIRECT AND HIDDEN COSTS OF ACCIDENTS

Workers’ Compensation
• Time lost from work by injured worker
• Economic loss to injured worker’s family

Property
• Time period damaged equipment 
   is out of service 
• Damage to tools and equipment 
• Spoilage – fire, water, chemical, 
   explosives, etc.

Store Operations: 
 • Lost time by fellow workers
 • Loss of efficiency due to breakup of crew 
 • Extra time spent by supervisors 
 • Lowered morale of workforce 

Your Bottom Line:
• Loss of production 
   for the remainder of the day 
   (or more depending on 
   the severity of the accident) 
• Loss in earning power 
• Cost of training a replacement 
• Failure to fill orders
• Overhead costs 
   (while work was disrupted)

DIRECT COSTS

Property replacement/repair
Medical compensation

Like an iceberg, hidden costs of accidents are not visible on the surface, 
but are there just the same.

(See page 47 in the Appendix for full-size form.)
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T H E ACC ID E N T W E E D

The “Accident Weed” is a tool you can use 
to help guide you in the process of root 
cause analysis.

An accident has occurred – what now?  
The accident investigation process begins

Stage 1: Gather Information
Two things begin to disappear immediately after an accident – 
evidence and memory. Therefore, it is important to begin  
the information-gathering process as soon as possible, while  
events are fresh.

What to do:
1. Secure the accident scene:
 •  If the accident involves equipment, make sure it is  

locked/tagged out, if necessary.
 • Post signs, safety cones or other indicators if appropriate.
 • Don’t move or remove any evidence.

2. Document the scene:
 •  Take photographs, including objects to show scale  

as necessary.
 •  When appropriate, do sketches or drawings of  

the accident scene.
 • Secure any physical evidence.
 •  Document any relevant environmental conditions  

(e.g., lighting, weather, temperature, time of day, day of week).

3. Gather information from witnesses:
 •  Interview customers, employees, vendors and  

first responders (police, EMT, ambulance, etc.).

Stage 2: Analyze the Information
Now that you have gathered the information, it’s time to figure out “who, what, when, where, why and how.”  
This is accomplished through root cause analysis.

Let’s look at the two causes of accidents:
 •  The “surface cause” of an accident is the hazardous condition or practice that clearly allowed the event  

to take place. It is usually readily apparent.
 •  The “root cause” of an accident refers to the underlying contributing factors that nurture hazardous 

conditions or practices.

Only by correcting or eliminating root causes will long-term solutions occur.

Root cause analysis often disproves the notion that there is a simple answer to every accident and that most 
accidents are caused by worker error. It recognizes that accidents have multiple causes and are evidence of 
defects in the work system, of which people are only a part. By identifying and correcting system defects,  
you can improve your bottom line by preventing future accidents.

( See page 48 in the Appendix  
for full-size form.)

The “Accident Weed”

Injury or illness

Horseplay

Non-cutting hand 
in wrong position

Twisting when 
lifting

Not using protective 
glove or mitt

Unvarying activity/
continued repetition

Load 
too heavy

Wet, 
slippery 

floor

Poor
housekeeping

Dull blades/knife

Heavy baler door
not secured

Lack of safety
training

Rules not
enforced

Unsafe behavior
not corrected

No follow-up from
accident investigation

Unwillingness to 
invest time/payroll

Equipment reported broken 
but not repaired

Managers/supervisors 
not accountable for safety

No monthly/quarterly 
self-inspections for hazards

No safety leadership/
low awareness

Unsafe behavior 
not corrected

Hazardous
Conditions

Hazardous 
Practices

SURFACE CAUSES
Symptoms of Root Causes:
Hazardous Conditions
Unsafe Behaviors

ROOT CAUSES
System Weaknesses:
Organizing, Planning,
Leading, Controlling
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Stage 3: Make Recommendations
Now that you have identified the “who, what, when, where, why  
and how” of the accident, it’s time to figure out “what to do about  
it.” This involves determining what corrective actions need to be  
taken to prevent future accidents.

First, if the hazard that was the surface cause of the accident 
continues to exist, you should take immediate corrective action  
to prevent additional accidents. This may be either a temporary  
or permanent solution to quickly eliminate the hazard.

Once the immediate hazard is no longer a threat, use additional 
surface and root causes discovered during cause analysis to help  
you determine long-term corrective actions. These actions will  
fall into one of three categories:

1.  Engineering Controls. Eliminate or reduce hazards primarily through equipment or process redesign.  
For example, repair or replace the seal on the freezer door to eliminate ice buildup at the entrance.

2.  Administrative Controls. Eliminate or reduce hazards primarily by changing practices and/or procedures  
or by implementing training. For example, implement an electronic floor-monitoring program in the  
produce department to minimize the chances a water spill or product debris will go unnoticed and become  
a slip-and-fall hazard.

3.  Personal Protective Equipment (PPE). When engineering and administrative controls are not adequate or 
feasible to completely eliminate exposure to a hazard, increase the use of personal protective equipment.  
For example, have deli employees wear cut-resistant gloves when cleaning the meat slicer.

Sometimes a solution may require multiple corrective actions, such as installing new equipment, providing training 
on how to use it and requiring protective gear. The best recommendations come from having complete information 
on the cause and cost of accidents and the cost of the corrective measures. The Argo Insurance risk management 
team can assist in providing this type of information.

Stage 4: Write the Accident Report
Now that all of the information has been gathered and analyzed, it is time to write the accident report. 
Management and, if applicable, the safety committee will use the report to review loss information and 
recommended corrective actions as well as to ensure the approved recommendations are implemented. Often, 
when reports are incomplete or are compiled on an inadequate form, only the surface causes of the accident are 
addressed – while the root causes are ignored.

The report should include the following information:
• Background – who, what, when, where
• Description of the accident – sequence of events
• Findings – why, how
• Surface and root causes
• Recommendations – include options and estimated costs and benefits
• Summary or action plan – establish persons responsible and time frames for actions

i

Accident prevention  
is fact-finding,  
not fault-finding.
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Stage 5: Take Corrective Action
Once management has approved one or more recommendations, act on them promptly:
•  Designate the maintenance crew or an outside vendor to complete engineering controls.
•  Designate trainers and schedule training sessions for administrative controls.
•  Designate personnel to design and implement any new policies or procedures.
•  Research, evaluate and select appropriate personal protective equipment. Be sure to provide training  

on its proper use.

Stage 6: Follow Up
This is a crucial but often ignored step. Establish a timeline and assign responsibility to follow up  
on the recommendations.  
Ask two questions:
1. Were the corrective actions taken?

2.  Did the corrective actions work?

If the answer to either question is “No,” ask why and re-evaluate the actions.

Stage 7: Conduct a Critical Review
It is important to periodically review your accident investigation process to ensure it is working effectively  
and efficiently. Pick one or two accidents that have occurred in the past year, and review and evaluate the  
investigation and follow up. Consider:
• Did the investigation produce the needed information?
• Were actions taken on the recommendations?
• Were the recommendations appropriate? Did they work? Are they still in place?
• Were all of the appropriate parties involved in the process?

Conducting a critical review provides an opportunity to continually improve your accident prevention process  
and ensure that you are maximizing the potential accident investigation has to improve your financial results.
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PREVENT  
ACCIDENTS

We are committed to safety
WE HAVE GONE ______ DAYS  

WITHOUT A WORK ACCIDENT.

Date of last work accident:  _____________________________

Department:  ___________________________________________

Number of accidents last year:  _________________________

Number of accidents this year (YTD):  __________________

Goal:  ___________________________________________________

SAFETY COMMITTEE MEMBERS

DATE  
OF INJURY

TYPE OF INJURY
INJURY  

REPORT DATE
CAUSE OF INJURY INVESTIGATED?

 Put this sign on your safety bulletin board or by your time clock. Assign a staff member to update it monthly or as needed.
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YOUR STORE NAME is committed to maintaining the safety and health of our associates  
and customers.

YOUR STORE NAME management has the responsibility to provide a safe and productive 
work environment for all associates, and a safe and clean shopping environment for 
our customers. YOUR STORE NAME management is responsible for monitoring safety 
compliance and providing safety assistance whenever needed. Unsafe work habits or 
conditions jeopardize the health and safety of all associates and customers.

Safe work habits, behaviors and procedures must be employed in carrying out job duties 
in all circumstances. All equipment shall be operated in a safe manner according to proper 
procedure. Any associate who is unsure of how to safely operate assigned equipment, of 
the company’s safety procedures, or of how to safely carry out any job duty, shall request 
supervisor assistance before beginning the task.

All associates receive training regarding customer safety, including slip, trip and fall 
prevention. Any associate who is unsure of the company procedure for prevention, 
monitoring, maintenance and cleanup of any area accessible to customers including 
the parking lot, sidewalks, entrances and exits, sales floor, and restrooms shall request 
supervisor assistance and clarification.

Horseplay and careless acts are prohibited because they jeopardize the health and safety of 
associates and customers.

All associates are responsible for reading and understanding this policy and the Your Store 
Name commitment to safety. Please clarify any questions or concerns with management.

With everyone working as a team, we are confident that we will provide a safe environment 
for our customers and associates.

Thank you for your cooperation and enthusiasm.

I understand YOUR STORE NAME’s safety policy.

Your company name and logo here

SAFETY POLICY
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Today’s Date:  __________________________________________________________________________________

Employee’s Name: ______________________________________________________________________________

Employee’s Address: ____________________________________________________________________________

Re: Claim Number: _____________________________________________________________________________

Date of Injury: __________________________________________________________________________________

Social Security Number: ________________________________________________________________________

It is our policy that injured employees accept suitable modified- and transitional-duty work  
while recovering from employment-related injuries.

Your attending physician has released you for modified or transitional duty with the  
following restrictions:

Work Restrictions: ______________________________________________________________________________

Effective Date of Restrictions: __________________________________________________________________

Modified- or transitional-duty work within the above capacities is available on a temporary basis.

Please report to work as follows:

Beginning Date: ________________________________________________________________________________

Time: ____________________________________  Hours: ______________________________________________

Place: _________________________________  Report to: ______________________________________________

Wage: ___________________________________  Duties: ______________________________________________

Thereafter as scheduled.

Please note that failure to accept this work may result in the reduction or suspension of your 
time-loss benefits and subject you to the company’s normal disciplinary procedures.

We wish you a speedy recovery. Please call me if you have any questions about this work offer.

Sincerely,

_________________________________________________ 
Employer signature and title line

cc:  Attending Physician 
Argo Insurance 
File

YOUR COMPANY’S LETTERHEAD HERE

SAMPLE RETURN-TO-WORK DUTY  
ASSIGNMENT LETTER
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The Hidden Costs 
of Accidents

INDIRECT AND HIDDEN COSTS OF ACCIDENTS

Workers’ Compensation
• Time lost from work by injured worker
• Economic loss to injured worker’s family

Property
• Time period damaged equipment 
   is out of service 
• Damage to tools and equipment 
• Spoilage – fire, water, chemical, 
   explosives, etc.

Store Operations: 
 • Lost time by fellow workers
 • Loss of efficiency due to breakup of crew 
 • Extra time spent by supervisors 
 • Lowered morale of workforce 

Your Bottom Line:
• Loss of production 
   for the remainder of the day 
   (or more depending on 
   the severity of the accident) 
• Loss in earning power 
• Cost of training a replacement 
• Failure to fill orders
• Overhead costs 
   (while work was disrupted)

DIRECT COSTS

Property replacement/repair
Medical compensation

Like an iceberg, hidden costs of accidents are not visible on the surface, 
but are there just the same.
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The “Accident Weed”

Injury or illness

Horseplay

Non-cutting hand 
in wrong position

Twisting when 
lifting

Not using protective 
glove or mitt

Unvarying activity/
continued repetition

Load 
too heavy

Wet, 
slippery 

floor

Poor
housekeeping

Dull blades/knife

Heavy baler door
not secured

Lack of safety
training

Rules not
enforced

Unsafe behavior
not corrected

No follow-up from
accident investigation

Unwillingness to 
invest time/payroll

Equipment reported broken 
but not repaired

Managers/supervisors 
not accountable for safety

No monthly/quarterly 
self-inspections for hazards

No safety leadership/
low awareness

Unsafe behavior 
not corrected

Hazardous
Conditions

Hazardous 
Practices

SURFACE CAUSES
Symptoms of Root Causes:
Hazardous Conditions
Unsafe Behaviors

ROOT CAUSES
System Weaknesses:
Organizing, Planning,
Leading, Controlling
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