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PREVENTING SLIP, TRIP,
FALL INJURIES

The No. I cause of injuries for
state employees is slips, trips, and
falls. Ielp your fellow employees
stay safe by providing training in
this area.

SORM offers a Slips, Trips,
and Falls Prevention class cover-
ing the causes and preventative
measures of slips, trips, and falls
in the workplace. The course is
aimed primarily at maintenance
and custodial staff, but can be tai-
lored for specific agency require-
ments. This class is free and
designed for risk managers, super-
visors, and employees at all levels.
Contact steve.shearman(ywsorm.
state.tx.us to request this training.

The SORM Safety Puzzle also
provides slips, trips, and falls
information, including printable
posters to display at agencies. Find
the Safety Puzzle at www.sorm.
state.tx.LIs/training2/training2.
htm.
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Just stepping off an
elevator can be
hazardous. Help

employees understand
the perils of riding.

By Aaron Parker
A routine function is often per-

formed out of habit and without
much thought. For some, these rou-
tine functions include driving a car,
riding a bike, or logging in to a com-
puter. One function that falls into
this category is utilizing an elevator.
At a minimum, an employee in an
office building will ride an elevator
twice a day - once when arriving and
once when leaving. The frequency of
elevator use increases when employ-
ees attend off-site meetings or leave
the office during lunch, and when an
agency's office space includes multi-
ple floors.

The action of entering an elevator,
riding on an elevator, and exiting the
elevator is often performed as a rou-

tine function but should not be taken
lightly. Risk managers and employ-
ees must be aware of the hazards
associated with utilizing elevators.

The following accidents have
occurred in State of Texas office
buildings:

- June 2008 - An employee
injured a forearm and wrist
trying to prevent an elevator
door from closing. As the
employee was exiting, another
elevator occupant was push-
ing the "door close" button.

- July 2008 - An employee was
stepping out of a parking
garage elevator and strained
his/her back muscles. The ele-
vator floor was uneven with
the parking garage landing.

- February 2009 - An employ-
ee exiting the elevator fell,
hitting a shoulder on a railing
in the elevator lobby. The ele-
vator floor was uneven with
the elevator lobby. As a result,

(See "Be Safe," page 5)
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Ad'ust'ing your work chair
By Shelby Hyman

Take a look at the latest way
SORM is expanding the scope of
safety training. The newest addition
to the video library, "Office
Ergonomics: The Chair Adjustment
Guide" in the SOS - Spotlight on
Safety series, is a guide to the most
adjustable component in your work-
station.

This short, free video explains
how to conform a chair to properly
support someone's body while work-
ing at a desk. Follow the simple steps
presented in the video to help keep
everyone happy, healthy, and injury
free. You can access the video direct-
ly by going to www.sorm.state.
tx. us/Media/Spotl ightOnSafety/
Ergonomics/ErgoChair.php.

SORM recognizes the importance
of offering training in multiple for-
mats. The quick videos offered
online at www.sorm.state.tx.us/
Media/multimedia.php are a great
supplement to the classroom-based

training SORM already offers, as
well as an alternative for those
unable to attend full-length classes.
SORM aims to produce educational,
engaging, and fun programs to pro-
mote retention of the information
presented and welcomes any feed-
back to help enhance future shows.

Some viewers have rave reviews
about the videos already released.

"The video on the possible flu
pandemic is excellent. Many
kudos to your graphic & lnedia
departments!!"

"I enjoyed the video
'Pandemic Flu Preparation'.
Though not quite ready finr the
Oscars, I enjoyed the efforts
thanks."

"Finall/y! Videos that are up-
to-date andfun, as well asfitll of'
good information. The one on
infections in the workplace had
me in stitches! I look forward to
the next SORM video. Kudos."

"Great job. You held my allen-

lion the entire li/Pe. .) Definitely
the most entertaining training
video I have ever watched. No
really - ever!!!"
Feel free to send your feedback

by using the Compliments and
Complaints link on the SORM web-
site or by sending an e-mail directly
to shelby.hyman(asorm.state.tx.us.
SORM is interested to hear any com-
ments and suggestions to help better
serve agency training needs.

Those wanting more in-depth
information on the topics presented
in the videos are encouraged to
attend SORM's classroom training.
Register for training via SORM's
online training calendar at www.
sorm.state.tx.us/Training/Courses/
Calndr07.php.

Shelbv Iyman is a media specialist
in the AgencY Outreach and Training
section.
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Claims Corner

Accurate, timely forms vital
for correct benefit payments
By Kennedy Christopher
and Laura Joy

Claims coordinators at state agen-
cies play a vital role in the accurate
payment of benefits to injured work-
ers by SORM. Claims coordinators
are the primary point of contact for
SORM's claims adjusters. The
prompt and accurate communication
that claims coordinators facilitate
between the employee, the agency,
and SORM ensures indemnity bene-
fits are paid accurately and timely to
injured workers. Claims coordina-
tors often hold the most critical
pieces of information. Cooperation
in SORM's investigations, as well as
prompt submission of the required
forms, will decrease the chance of
accidental overpayments of benefits
paid by SORM.

An injured worker is entitled to
Temporary Income Benefits if
he/she has disability (the inability to
work or the inability to earn wages
equivalent to pre-injury wages, as a
result of the injury) and has not
reached Maximum Medical
Improvement (having reached 104
weeks from the eighth day of lost
time or when a doctor certifies no
further recovery can be reasonably
anticipated). SORM, like all work-
ers' compensation insurers in Texas,
is required to make indemnity pay-
ments by the seventh day after bene-
fits begin to accrue. This can be a
very tight timeframe and can only be
met with the continued help of the
claims coordinators. The informa-
tion they provide helps SORM cor-
rectly calculate the accurate amount
of benefits and the correct time peri-
ods to pay them.

Agency claims coordinators can
access the required workers'
compensation forms online
through SORM's Risk Manage-
ment Information System. A link
to this system is provided on the
top of the SORM home page at
www.sorm.state.tx.us.

There are many forms required
by the Texas Department of
Insurance, Division of Workers'
Compensation (DWC) and SORM.
Two of the most vital (and some-
times confusing) forms for claims
coordinators or other staff who may
be reporting data to SORM are the
Supplemental Report of Injury
(DWC-6) and the Employer's Wage
Statement (DWC-3).

Supplemental Report of Injury
(DWC-6)

SORM and DWC both require the
reporting of employees returning to
work and of post-injury changes in
earnings. The employer is responsi-
ble for providing timely information
to SORM about the existence of
earnings, the amount of any earn-
ings, or any offers of employment to
the injured employee. This reporting
is done via the DWC-6.

The DWC-6 form must be filed
by the employer in each of the fol-
lowing circumstances:

- an injured employee worker
begins to loose time from
work as a result of the injury;

- after the injured employee
returns to work;

- after the injured employee
returns to work and has addi-
tional days of lost time;

- after the end of each pay peri-
od in which the injured
employee has a change in
earnings; and/or

- after the injured employee
resigns or is terminated.

Employer's Wage Statement
(DWC-3)

This form provides SORM with
the employee's wage information
used to calculate the employee's
Average Weekly Wage (AWW) to
establish benefits. The AWW is
based on the wages the injured
employee was paid in the 13 weeks
(3 months) immediately preceding
the date of injury. If the employee
didn't work for 13 weeks prior to the
accident, other methods will be used.
Reportable "wages" include all
forms of remuneration payable to an
employee for personal services,
including fringe benefits (health
insurance, uniforms, laundry, lodg-
ing, food or meals, vehicle
allowances, etc.). To simplify filing,
employers may file wages in a
monthly, biweekly, or weekly man-
ner to coincide with normal pay peri-
ods.

The DWC-3 must be filed by the
employer to SORM promptly after
each of the following circumstances:

- the employee's eighth day of
disability;

- the date the employer is noti-
fied that the injured employee
is entitled to income benefits;
and/or

(See "Correct," page 6)
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Creating safety committees
By Joe Deering

One way in which management can encourage
employee participation in the workplace safety program
is to create a safety committee. The committee can help
share the responsibilities of implementing and monitor-
ing the agency safety program. The committee also can
help promote other activities, which encourage employ-
ees to Support the organization's safety program.

Functional safety committees should have a clearly
defined purpose that supports and reinforces an organi-
zation's safety program. A structured safety committee
can be a successful component of a safety and health pro-
gram. Safety committees should be organized to deal
with specific safety needs in order to solve common safe-
ty problems within an organization.

Safety committees can monitor the effectiveness of
the organization's safety program through a variety of
activities such as:

- Accident investigations - review all accident
reports submitted by the safety officer and audit
the methods used to correct hazards and prevent
recurrence;

- Ilazard analysis - review past injuries and arrange
hazards in order of priority and hazardous tasks
associated with these injuries;

- Inspections - review inspections for unsafe prac-
tices, fire protection issues, and housekeeping
issues identified in the inspection report;

- Training - evaluate the need for specific training

0 Tow

and evaluate the effectiveness of training; and
Safety audits - evaluate employee's knowledge of
safety policies, evaluate employee's actions as
they relate to safety polices, and evaluate safety
activities within the organization.

Safety committees can promote a high level of interest
in safety and safety activities. A well-balanced represen-
tation of both employees and management is essential in
any safety committee. The organization needs to provide
top management support to the safety committee, so all
employees will understand that the organization's corn-
mitment to safety is a serious one. All levels of workers
and management at a facility should be represented in the
committee. By allowing these workers to participate, the
employer will gain useful information at minimal
expense, while giving the workers a sense of involvement
and responsibility for the safety program. The selection of
members should be voluntary. If someone is not comfort-
able being a member of the safety committee, they may
not represent his/her area or the committee effectively.
The membership should be rotated regularly. This will
keep the members interested and provide new points of
view on safety issues from the new members selected.

A mission statement should be developed and minutes
must be kept. Regular meetings should be held and sen-
ior management should review safety committee activi-
ties for their effectiveness.

To be successful a safety committee should be involved

(See "Staff," page 6)

What are your
training needs?

SORM offers a variety of workers'

compensation, risk management, and
safety training courses. Some of our

most popular courses are Training for
Claims Coordinators, Additional Duty

Safety Officer (ADSO) Orientation,
and Driving Safety. View our course

list and training calendar online at
www.sorm.state.tx.us.
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Be safe when riding on elevators
(Continued from page 1)

the employee sustained a broken collarbone,

required physical therapy, and missed work.
- October 2009 - An employee exiting the elevator

tripped and fell face first, suffering a major nasal

injury requiring multiple surgeries. The elevator
car stopped at a point unlevel with the lobby floor.

- August 2010 - An employee entering the elevator
fell and made contact between his/her face and

the interior railing. Resulting injuries included

contusions to the face, head, and knees. The ele-

vator floor was uneven with the lobby landing.

Risk management and safety personnel have the
responsibility to not only raise awareness of the issue but

also to reduce and prevent the risk for injury by enacting

risk control measures.

One risk control measure is to communicate the fol-

lowing basic elevator safety tips to all employees.

Be Aware
- Wait for the door to open completely - the eleva-

tor floor levels as the doors open.
- Watch your step upon entry and exit - the eleva-

tor car may not align level with the floor.
- Ensure shoelaces are tied and any scarves or loose

clothing are clear of the elevator opening.
- Utilize handrails and stand next to the elevator

wall, if available.
- Make sure all persons have completely entered

and exited before pushing the "door close" button.
- Watch for disabled individuals and provide assis-

tance where applicable.

Do Not Be In A Hurry
- Stand clear of opening elevator doors and allow

passengers to exit prior to entering.
- Do not try to stop a door from closing, wait for

the next elevator car.
- Push and hold the "door open" button if more

time is needed for entry or exit.
- Never race a closing door by trying to "slip in."
- Do not overload an elevator. When an elevator is

overloaded it often becomes unlevel or disabled.

Know What To Do
- Use the stairs in the case of a fire; never use the

elevator.
- Only use the elevator for its intended purpose -

freight elevators should be used for dollies and
carts.

- Do not try to pry open the doors and do not try to

exit if doors do not open when the elevator comes
to a stop.

- Use the alarm or help button if the elevator has
stalled or is malfunctioning.

- Stay put if the elevator car is stalled (never try to
exit) and wait for trained personnel to respond.

- Notify your agency risk manager and building
manager if you identify any hazards associated
with the elevator or its surrounding area.

Do not assume someone else has reported an issue to
building management. Report any concerns to the build-
ing manager promptly. If building management is not
aware of an issue, they cannot correct the problem or
take the elevator out of service.

Additional risk management practices for controlling
elevator exposures include:

- Encouraging employees to be aware of their sur-
roundings and taking ownership of their work envi-
ronment by identifying and reporting any hazards;

- Developing and enacting a formal method for
reporting and addressing elevator hazards identi-
fied by agency employees;

- Creating and posting signs that remind elevator
patrons of specific safety tips;

- Conducting frequent visual inspections of the ele-
vators and promptly reporting any identified haz-
ards;

- Encouraging employees to use the stairs;
- Providing visual reminders and instructions:

o Painting the face of the entryway both on the
elevator floor and the lobby landing to make it
easier to observe an unlevel elevator car;

o Providing building management contact infor-
mation and instructions for reporting a concern
inside the elevator car and in the elevator lobby
area;

- Ensuring annual inspections are conducted by the
elevator servicing vendor; and

- Removing elevator car from service if malfunc-
tioning.

Enacting risk control measures indicate a commit-
ment from the agency to address elevator safety. Risk
management personnel have the opportunity to impact
employee decision making and awareness. Encourage
employees to serve as an example by reinforcing posi-
tive, safe actions when using an elevator, and encourage
employees to respond appropriately if an unsafe act or
condition is observed.

Aaron Parker is a risk nanagenent specialist in the Risk
Assessnment and Loss Prevention division.

RISK*TEX Volume XIV Issue 2 5



Staff committee

promotes safety
(Continued from page 4)

in the actual planning of the safety and health program, including

establishing procedures for handling suggestions and recommenda-

tions from the committee, inspecting work areas, investigating acci-

dents, promoting safety training, and promoting the safety program.

A good rule of thumb of a good safety committee is to keep the

group small. If the committee is too large, many useful ideas often

do not get to the floor to be discussed. Management should pro-

vide the committee with direction, goals, and its limits. The com-

mittee should meet at least once per month to keep members inter-

ested and allow enough time to carry out assignments between

meetings. Meetings lasting more than an hour are often less pro-
ductive than those keeping to a tight agenda and are brief.

A formal safety committee is not the only option for an

employer. In small organizations, it may be as effective to have all

employees attend a monthly or quarterly safety meeting, during

which safety issues and concerns are discussed and recent inci-

dents and injuries are reviewed. Some organizations may elect to

have a group such as department heads fulfill the functions of the

safety committee. As long as employee input is solicited, such a

group can also accomplish the safety committee's stated duties.
The members should be given the opportunity to participate

and also to see that their work is appreciated. Copies of the min-

utes should be sent to management and other key people through-

out the organization to keep them posted on the efforts and

achievements of the committee.

Each year the safety committee's progress should be reviewed
in order to evaluate the group's success in helping the organization

to meet its safety goals and objectives. This will allow both
progress and deficiencies to be identified so that the committee's

efforts can be further refined as necessary to allow the organization

to continue to make progress toward an accident-free workplace.

Joe Deering is a risk management specialist in the Risk
Assessment and Loss Prevention division.

Have a safety question or need some
assistance developing a risk management me

program? Help may just be a click away. The
Risk Management for Texas State Agencies

guidelines are available on the SORM website at
www.sorm.state.tx. us/RMTSAGuidelines/volumes.php.

The four volumes are guidelines that form the direction and
basis for developing and implementing a comprehensive

risk management program to reduce property, liability, and
workers' compensation losses in each state agency.

Correct benefits
dependent on
accurate forms

(Continued from page 3)

the date the employee's death as a
result of a compensable injury.

The DWC-3 does not have to be filed
with DWC, unless requested by DWC.

A subsequent DWC-3 shall be filed
with SORM, the injured employee, and
the injured employee's representative (if
applicable) if any information contained
on the previous DWC-3 changes (such as

if the employer discontinues providing
insurance that was initially continued

after the date of injury).

The DWC-6 and DWC-3 are submit-
ted electronically through SORM's
online Risk Management Information

System (RMIS). New claims coordina-
tors should contact their agency's primary
risk manager for access to RMIS. SORM

added easy-to-use drop down boxes to
make the electronic forms relatively sim-

ple to fill out.
State employees work a variety of

shifts and schedules, from 40-hour weeks
to part-time employment. SORM under-
stands this can cause confusion when fill-
ing out these forms and works with all
parties involved to make indemnity pay-
ments as timely and accurately as possi-

ble based on the information received.
SORM's greatest asset in this task is the
claims coordinators and the information
they provide. SORM staff is working on
several informational videos to aid claims
coordinators when completing these
forms.

SORM greatly appreciates the two-
way communication with agency claims
coordinators and looks forward to help-
ing those needing assistance.

Kennedy Christopher is a supervisor and

Laura Joy is deputy director of the
Claims Operations division.
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