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hiring tips
When hiring, properly screening new applicants is the first and best opportunity to protect your organization.
Compare the following tips against your current hiring procedures to ensure you are taking the appropriate steps
when hiring:
Conducting comprehensive reference checks is a must. Both past employer and personal references will often
produce additional information that will help you understand what kind of person the candidate is.
• If the candidate cannot provide recent references, or if their reference refuses to cooperate, then give
preference to those whose references check out positive.
• It is important to find past employers that can state the applicant is safe and an asset. Don’t forget to ask
whether or not the applicant is eligible for rehire.
• Verify that professional references worked with the applicant in the manner that was described to you.
• Personal references may also be a good source of information and be able to direct you to additional
references.
If a financial background check is required, obtain the candidate’s consent before proceeding by providing an
authorization and release form in the written application.
Perform a criminal history check after a conditional offer of employment has been made and prior to the hire
date. If an applicant has previously lived in another state, you should conduct a National Criminal History check
rather than a Washington State check in order to obtain a complete picture of their criminal history. Be sure to
follow the EEOC’s Enforcement Guidelines on Arrest and Conviction information as well.
Verify their educational background. If an applicant claims to have a license or other certification, call the
issuing organization to verify it. Most organizations will tell you if any disciplinary action has been taken against
a particular member also.
Complete a Google search of the candidate. There may be blogs or other writings by or about the candidate that
will shed more light on their personality. Also check social media websites such as Facebook. How a candidate
describes themselves outside of the hiring process can be very helpful.

Identify high-risk positions, in advance of hiring, such as those that require interaction with vulnerable
populations or finances. Extra pre-employment checks may be required for such positions.
Move on to the next candidate if you find that an applicant has been untruthful in their written application.
A bad hire always costs an organization in the long-run, which is why it is ill-advised to expedite the hiring
process by skipping over these valuable screening steps. Requiring the right pre-hiring measures helps ensure the
selection of quality, trustworthy applicants. Numerous articles and other resources on this topic are also available
on My Risk Solutions. Please contact your broker or the Pre-Litigation Program to ask questions about proper
hiring guidelines and background checks.

drones
The use of Unmanned Aircraft Systems (UAS), commonly referred to as drones, has really taken off over the past
few years…if you’ll pardon our pun.
As with many new devices in the modern age, the sophistication of drone technology has developed
exponentially over the past few years, and with it, so have guidelines created by the Federal Aviation
Administration (FAA) and other regulatory organizations. While drones have many valuable uses, it is important
to understand the laws and regulations that govern their usage. These rules often depend on whether or not the
UAS or drone will be used for personal, educational, professional purposes, and so on.
If your organization currently makes use of drones or other UAS, or has plans to do so in the future, please visit
the FAA website and make sure you are thoroughly familiar with all relevant information pertaining to drone
usage and compliant with all FAA guidelines and local ordinances.
Currently, drones and other UAS are excluded from your program’s Memorandum of Coverage (MOC) as they
are considered aircraft by the insurance industry; a common exclusion in many policies. However, coverage
can be added to your MOC by endorsement and subsequent approval. To complete a supplemental application,
please contact our underwriting department or visit your program website. Approval will also be contingent
upon compliance with all applicable FAA usage, certification, and documentation requirements.
We’ll end this article here before we start droning on and on. If you or any of your staff have questions regarding
the use of drones or UAS, or how they relate to your program’s coverage, please do not hesitate to contact your
broker or program risk manager. Happy flying!

mental health
The Coronavirus pandemic has affected the daily
lives of individuals around the globe, causing many
to prioritize safeguarding their physical health. What
is often neglected and overlooked, even outside of
a crisis, is mental health. Make sure that in your
employee’s efforts to “stay home, stay healthy”, they are
also taking care of mental health as well.

are the building blocks of good health. While mental
health is the focus of this article, there’s no denying
that physical health affects mental health; the better
you feel physically, chances are the better you will feel
mentally as well. Encourage employees to prioritize
these three areas in their daily routines so they can feel
their best.

Socially Distant Socializing

Unbox Your Feelings

Stay at home orders and other social distancing
measures have left a great number of people in
extended isolation from friends and loved ones.
Extended isolation of this kind can be very damaging
to mental health and relationships, especially for
those who were struggling in these areas before the
pandemic hit.

Many people ignore their deeper emotions, but this
tactic can cause more harm than good in the long
run. Right now everyone has enough on their minds
without the added pressures of unaddressed feelings.
Remind employees that any feelings they are currently
experiencing are valid, and should not be ignored.
Chances are, others are also feeling the same way.
Fortunately, one of the best ways to address feelings is
by talking them out with another person.

Fortunately, this is the era of distance communication,
and there are many ways to connect across almost any
distance. Encourage your employees to reach out to
their friends and loved ones during this time. While
nothing can replace in-person interaction, options
such as video and phone calls, instant messaging, text,
and email are all great ways to reduce the effects of
isolation. Even a simple handwritten note can be an
excellent physical reminder to someone that they are
not alone.
Back to Basics
It is generally agreed that nutrition, fitness, and sleep

No News is Good News
Information is more readily available than ever before,
but while there is no shortage of material to choose
from, identifying what is actually relevant can be
difficult. A good practice is to identify several trusted
news sources, and then limiting interaction with those
sources to a certain window of the day. Implementing
parameters on news consumption will result in less
time spent worrying over the latest “breaking news”,
and more time focusing on your planned daily
activities.

Don’t Worry – Be Happy
Now is a great time to revisit an old hobby or pick up
something new. The current social climate is filled with
fear and uncertainty, so intentionally making time for
things that bring happiness can provide the mental
boost necessary to face the challenges and negative
emotions many are currently facing. Practicing daily
self-care is another excellent mental health practice.
Intentionally pursuing healthy avenues to relieve
tension and stress, such as taking a relaxing bath,
engaging in a meditation session, or playing soothing
music are all great ways to bolster mental health.

“It is vain to say that human beings ought
to be satisfied with tranquility: they must
have action; and they will make it if they
cannot find it.”

Stick to a Routine

For those stuck at home or who have curtailed or
suspended other normal activities, these words are
likely ringing true. Mastering a new skill, either big or
small, or attempting mental exercises such as Sudoku
can help boost mood and keep mental acuity sharp.
A few daily “wins,” such as finishing a crossword
or solving a math problem keeps a daily routine
feeling fresh by seamlessly integrating a daily dose of
confidence, satisfaction, and accomplishment.

Adapting to the many changes the pandemic has
brought can be difficult. Creating a new routines that
most closely resembles old ones, such as going to bed
and waking up at the same times, taking meals as
usual, and so on, can help be a touchstone to overcome
these changes. By contrast, this time can also be an
opportunity to create healthier habits, such as going to
bed earlier, exercising more regularly, and eating well.

Mental wellness is just as important as physical
wellness. Too often this subject gets overlooked as
we go about business as usual, but it becomes even
more critical in times of crisis and uncertainty. Take
a moment to remind your employees about the
importance of taking care of their mental health.
For more information, please contact your broker or
program risk manager. Stay healthy, stay safe!

Train your Brain

Inspiration from this article was taken from the article
“Mental Wellbeing While Staying at Home”. Be sure to
regularly check the CDC and your local health district
for more information and recommendations as well.

Charlotte Brontë famously wrote in her novel, Jane
Eyre:

“It is vain to say human
beings ought to be
satisfied with tranquility:
they must have action;
and they will make it if
they cannot find it.”

working remotely
Many organizations are evaluating approaches for
return-to-work efforts, and all the safety considerations
that must go with it. As many of these approaches
utilize a gradual, phased approach, returning the
entire team to “business as usual” probably won’t be
an option for some time to come. For some of your
employees, especially those that will make up the final
“wave” of those returning to work, remote is the new
reality, at least for the time being.
For many, shifting to a remote workforce was a crucial
part of maintaining operations in the midst of the
pandemic. Despite the challenges this transition posed,
now that your remote workforces are up and running,
what next? Is your remote workforce indefinitely
sustainable, or just treading water? Since there’s no
telling how long remote work may be necessary, read
on for some tips in managing a remote workforce.
Accomodations
An effective team is an empowered team. Remote work
is no exception. Make all reasonable accommodations
for remote workers by providing them with tools that
will facilitate effective workflows and communications.
Whether this consists of virtual platforms such as time
and task management software, or physical attributes
such as office furniture, monitors, or telephones, make
every effort to ensure your team is equipped to deal
with the challenges of working remotely.
Technology
Make sure every employee has a phone number where
they can be easily reached for work. If an employee is
using a personal cell phone or other personal devices
for work purposes, make sure there are policies in

place for appropriate use, security, and reimbursement,
if applicable.
Workspace
Check in with employees to ensure they have a suitable
home office setup, or to address any needs they might
have or equipment they are lacking. If finding a
place where they can work undisturbed in the home
is difficult, brainstorm creative solutions to ensure
they have access to a workspace where they can be
productive.
Ergonomics
It’s no good to have employees working from home
if they sustain injuries as a result of using poor
equipment, such as unsuitable office chairs, computer
monitors, or poor lighting. Consider allowing
employees to take certain items from the office home,
and provide check-out procedures to ensure these
items are properly documented, tracked, disinfected,
and returned when remote work is no longer
necessary.
Communication
A great deal of human communication is comprised
of nonverbal cues, so in-person, face to face
communication is arguably the method that results
in the fewest miscommunications. With remote
employees relying heavily on mediums such as email,
text, chat, or phone calls, many nuances can be lost.
Encourage your remote team to use video conferencing
technology whenever possible, and remind employees
to be both conscious of their tone when writing and to
not assume negative intent in written messages from
others.

Social Interaction
Whether introverts or extroverts, humans are deeply
social creatures. An unexpected and prolonged loss of
normal social outlets can affect work performance and
productivity. Encourage social interaction whenever
possible to help lessen these effects:
• Make time for small talk. Small talk is an
important aspect of office culture, and is even
more important in a remote reality. Make
efforts to help your employees connect
on a personal level. This builds rapport and
interpersonal bonds that can be critical during
stressful projects and times of uncertainty.
• Make time for one-on-one communication.
Encourage your organizational leaders to
make extra effort to connect one-on-one to
the employees in their departments on a
regular basis. This will ensure that employee
needs are being met and allow employees
to air concerns, questions, and other crucial
information freely.
• Show appreciation. Taking the time to thank
and show appreciation to employees can go a
long way to reduce some of the negative effects
of isolation. These messages should be sincere
and well-worded, especially if they are written.
Breaks
As boundaries between the workplace and the home
begin to blur, encouraging firm delineations between
home and work life is critical to prevent employee
burnout. Remind employees that they should take
regular, structured breaks such as they would if they
were in the office. This means time away from the desk
– eating an energy bar while answering emails does not
count as a lunch break, nor should it.

Responsiveness
While employees should be responsive while working
from home, it is unrealistic to expect them to be
immediately available 100% of the time, even during
regular working hours. Set clear and reasonable
expectations about responsiveness and productivity
while working remotely.
Mental Health
See the previous article for tips how employees can
take care of their mental health. Ideas could include
taking walks or spending breaks outside.
Social Time
Consider creating social opportunities over new
virtual work platforms, such as virtual “coffee” breaks,
birthday celebrations, or other festive occasions. This
creates opportunities for employees to relax and enjoy
each other’s company outside the context of work
assignments while still practicing social distancing.
Until society is ready to return to “business as usual”,
remote work will be an important aspect of operations.
In fact, it is likely that remote work will continue to be
a primary method of engagement from now on, at least
for some, which means knowing how to effectively
manage a remote workforce has become a crucial
skill for employers. Please contact your broker or risk
manager if you have any questions.
Inspiration for this article was taken from the following
sources – read on for further tips and insight for how to
manage a team remotely:
10 Tips to Manage your Remote Team
Long Distance Leadership
Managing Remote Employees
Self-Care Tips for Remote Workers

workplace crime & dishonesty
Criminal acts are often envisioned as being perpetrated
by external operators that have no connection to an
organization besides their desire to victimize it. But
malicious acts can also be conducted by employees
or volunteers. While few actually resort to criminal
activity, taking appropriate countermeasures against
internal dishonesty is just as important as measures
taken against external threats. Consider the following
internal controls to determine which are most suitable
to either develop or augment your crime prevention
program:

Employee Support and Assistance Programs

Confidential Reporting

Identify Countermeasures

Ensure your employees have access to a confidential
reporting service. Employees that have a way to
provide information anonymously, in good faith, and
without fear of recrimination are far more likely to
come forward if they have suspicions.

An employee or volunteer is far less likely to commit
criminal acts if they know that there are robust systems
in place to detect them. Inform all staff that protocols
are in place.

Encourage Open-Door Policies

Educate staff about the consequences of fraud and
crime during new-hire orientation or ongoing learning
programs. Education efforts should be positive,
non-accusatory, and emphasize the fact that illegal
conduct in any form eventually hurts everyone
in the organization in the long run through lost
profits, adverse publicity, and decreased morale and
productivity.

Many internal crimes are committed by employees
that are dissatisfied or believe they have been wronged.
A culture where employees can speak freely can
help leadership detect and alleviate pressures their
employees are facing before they become acute enough
to prompt criminal activity.

Providing employees access to resources for common
lifestyle challenges such as addiction, personal
finances, relationships, or mental health, can also help
deter internal crime. Employees that feel valued and
supported are less likely to engage in criminal activities
against their organization. This practice has the added
benefit of contributing to a positive work environment
by helping employees become healthier, happier, and
more productive.

Clarify Consequences

The need for appropriate fraud prevention is universal.
Conduct Inventories
Reconcile sales to inventory on a regular basis
(quarterly or at least annually), and conduct surprise
inventories from time to time. Have procedures in
place to follow-up on any discrepancies that fall
outside of acceptable parameters.
Conduct Surprise Audits
Developing audits that focus on high-risk areas is often
effective in both detecting and deterring fraud. Some
suggested areas for audits include expense reports,
payroll, purchasing, sales, accounts receivable, cash,
and suspense accounts.
Financial Checks and Balances
Appropriate checks and balances in your organization’s
financial procedures is a must. Consider implementing
the following:
• Anyone who processes checks should not also
manage accounts receivable records.
• Limit check signatories to a manager and one
or two highly trusted staff members.
• Keep blank checks under lock and key.
• Send monthly bank statements directly to
a trusted manager to review for any errors or
improperly executed checks.
• Assign ordering and payment responsibilities
to different employees.
• Allow only one or two trusted employees to
disburse petty cash, and require a receipt and
signed voucher for all disbursements.

• Require all credit or gas cards be signed out,
and all expenses be authorized by a purchase
order.
• Require strict documentation for all
reimbursable expenses and subject every
expense account voucher to a pre-audit review
procedure before payment.
• Require two or more people to participate in
cash handling. Store cash in sealed, tamperproof bags until it can be deposited, and if
necessary, utilize a locked drop safe for
deposits.
Mandatory Vacation and Job Rotation
Many internal frauds are discovered when the
perpetrator is away on vacation or out due to sickness
or on another unexpected absence. Enforcing
mandatory vacations for certain positions, especially
those that deal with finance and accounting, can aid in
the prevention of some frauds.
Suspicious Behavior
Thieves commonly use the proceeds of their crimes for
ostentatious lifestyle improvements. Educate staff to
be aware of these signs and have a process in place for
what they are expected to do if they have suspicions.
The proper application of controls can drastically
reduce the risk of internal fraud by eliminating the
temptation, incentive, and opportunity for employees
to commit crimes. While every organization is unique,
the need for appropriate fraud prevention is universal.
Please contact your broker or your program risk
manager for additional information on this topic.

Have you logged into My Risk Solutions lately?
Register today to check out all the valuable risk managment tools
available to you at no additional cost!
Training Modules
•
•
•
•
•

Assessing and Evaluating Student Threats
Promoting Child Safe Environments
Sports-Related Brain and Spinal Injuries
Discrimination Prevention
HR and Compliance Topics

For the Workplace
•
•
•
•

Articles
Model Forms
Model Policies
Model Handbook

Program Resources
•
•
•
•

Risk Alerts and Reminders
Flyers and Brochures
Checklists
Archived Publication

And more, including all-new cyber trainings!
We have recently finished site developments to make registration easier than ever.
Simply visit www.muni.myrisksolutions.com and click “Register” to get started today
and access these valuable tools, including an all-new suite of cyber trainings and
COVID-19 resources.
Questions? For more information, please contact your broker or program risk
manager. For registration assistance, please contact Patti Ferguson at pferguson@
chooseclear.com.

Please feel free to distribute this publication
throughout your entity as appropriate, as these
communications are only sent to our main
member contacts.

