EMPLOYEE SAFETY
COMMITTEE
MEETING
MAY 29, 2024
10:00 AM
CITY COMMISSION CHAMBERS
204 ASH STREET
FERNANDINA BEACH, FL 32034

CALL TO ORDER

PLEDGE OF ALLEGIANCE

ROLL CALL

APPROVAL OF MINUTES

4.1 Approval of minutes from April 24, 2024

OLD BUSINESS

5.1 Automated External Defibrillator (AED) - Update on the status of AED's

5.2 Safety Training/Safety Manual - Continue discussion from April 24th meeting
53 Review/Update Safety Policy - (Resolution 2000-90 and 2022-137)

NEW BUSINESS

6.1 Review of Incident Reports - HR Director Denise Matson will provide an overview of all incident
reports received for the past month.

6.2 Resources Available from Preferred
6.3 Committee Member Discussion/Comments
PUBLIC COMMENT

NEXT MEETING DATE - Wednesday, June 26, 2024; 10:00 AM

ADJOURNMENT

All members of the public are invited to be present and be heard. Persons with disabilities requiring accommodations in
order to participate in this program or activity should contact the City Clerk at (904) 310-3115 or TTY/TDD 711 (for the
hearing or speech impaired). All interested parties may appear at said meeting and be heard as to the advisability of any
action, which may be considered with respect to such matter. For information regarding this matter, please contact the
City Attorney.



DRAFT MINUTES
Employee Safety Committee
April 24, 2024

The Employee Safety Committee of the City of Fernandina Beach, Florida met on Wednesday,
April 24, 2024, at 10:00 AM in the City Commission Chambers. Present were Chair Cathy
Sabattini; Vice Chair Joshua Simmons; Members Anne Marie Klosky, James Branch, Chad
Manning, Denise Matson, and Freddie Peak. Absent were Members Jamel Heard, Fino Murrallo,
Lance Phillips, and Fire Union representative.

Chair Sabattini called the meeting to order and led the Pledge of Allegiance to the Flag.

4. APPROVAL OF MINUTES: The minutes of the March 27th, meeting were reviewed. Vice
Chair Simmons made a motion to approve; Member Manning seconded. Approved unanimously.

5. OLD BUSINESS:

5.1 Automated External Defibrillator (AED).  Discussion ensued regarding
information needed to replace current AED’s. Chair Sabattini said she understood that AED’s were
being budgeted for replacement in FY 2025. Member Matson stated the Department Directors had
a discussion regarding the AED’s in their last staff meeting and everyone was very supportive of
it. She indicated there was a bit of a concern with the cost of the AED’s but they liked that they
would be maintained by a vendor. Member Matson mentioned one concern brought up after the
staff meeting was who was going to be the representative overseeing the project, or the point person
if there is a problem. She thought it may be best handled under the fire department and may be a
discussion we need to have with Member Murallo or the Fire Chief. Chair Sabattini said it could
also be dependent upon how the units will be billed to the City. If all on one bill, not all
departments can charge back to other departments. There should be a point person however, if
there is a problem. Member Matson commented that the Resolution with Stryker will need to be
updated as well. She will get with Member Murallo to find out about updating the Resolution.
Chair Sabattini also requested that she ask Member Murallo how to handle units that need parts
before implementation of new units.

5.2 Safety Training/Safety Manual. Chair Sabattini stated the sample manual provided
to members has a lot of great information in it, however she believes that a “What to do if...” guide
for employees would be more beneficial and easier to follow and understand what they need to do
for reporting accidents, operating equipment, etc. Member Manning and Member Peake agreed
that informing employees what to do in a situation is very important along with ensuring it is
covered in new employee orientation. Member Matson stated new hires do receive a copy of the
personnel policy manual and vehicle use policy. She will begin to put some bullet points together
for continued discussion.



53 Matson recommended that this should be something included in the Safety Manual
so employees know who they can contact if additional or refresher training is needed. At the
Director staff meeting the Directors did inquire about training for CPR and AEDs as they felt this
was very important especially with the new AED’s being budgeted.

54  Review/Update Safety Policy. Member Matson indicated that she would provide
the Committee with an edited version of the policy for review at a future safety meeting.

6. NEW BUSINESS:

6.1 Review of Incident Reports. There were no reported incidents for the month of April.
Chair Sabattini reminded members when they are out and about and see something that may be a
safety concern to say something. Member Branch stated he tells employees if they are not
comfortable with performing a task due to safety they need to say something. Member Peake
discussed Annual In-Service training. Employee has to show proficiency in equipment use and if
not provide remedial training. Member Manning discussed the need for continued training on
equipment by employees every two years or as needed by those employees certified as “Train the
Trainers”.

6.2 Committee Member Discussion/Comments: Chair Sabattini reiterated the need for
continued training on equipment. Member Peake also reiterated the need for employees to go
through a checklist routinely to show proficiency in equipment, rather than full training on
equipment.

7. PUBLIC COMMENT: Mr. Mike Marinan of Public Risk Underwriters, the City’s insurance
coverages. He thanked the Committee for their role in safety for the City. He will provide a

number of resources to Denise on training information available and will try to attend future
meetings as he is able.

8. NEXT MEETING DATE: May 29, 2024; 10:00 A.M.
9. ADJOURNMENT: The meeting adjourned at 10:40 A.M.

Minutes Prepared By:

Denise Matson
Human Resources Director/Recording Secretary



RESOLUTION 2022-137

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF
FERNANDINA BEACH, FLORIDA, AMENDING RESOLUTION
2000-90 BY REVISING THE POSITION TITLE OF THE SAFETY
PROGRAM COORDINATOR, MAKEUP AND NUMBER OF
EMPLOYEES ON THE SAFETY COMMITTEE, AND
RECORDKEEPING REQUIREMENTS; AND PROVIDING FOR
AN EFFECTIVE DATE.

WHEREAS, the safety and health of employees and customers of the City is of primary
importance; and

WHEREAS, accident prevention results from a well-informed workforce that practices safe
work practices; and

WHEREAS, safety is the responsibility of all City employees; and

WHEREAS, in December 2000, via Resolution 2000-90, the City Commission established a
safety policy in order to provide a safe and healthful workplace for City employees and customers; and

WHEREAS, the position titles for the program coordinator and safety committee members
have been modified and recordkeeping requirements methods have changed requiring an amendment
to Resolution 2000-90 to better define the safety policy.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE CITY OF
FERNANDINA BEACH, FLORIDA, THAT:

SECTION 1. The City Commission hereby amends Section 2 of Resolution 2000-90 to read
as follows:

SAFETY PROGRAM COORDINATOR

a) The Human Resources and-Technical-Serviees Director is designated the Safety
Program Coordinator for the City.

b) The primary responsibilities of the Coordinator will be to implement and maintain
a workplace safety program to include developing written safety plans, promoting
an active safety committee, enforcing safety policies and practices, and ensuring
employee safety training is provided.

SECTION 2. The City Commission hereby amends Section 3 Resolution 2000-90 to
read as follows:

SAFETY COMMITTEE

a) The safety committee will recommend improvements to the workplace safety and
health program and identify corrective measures needed to eliminate or control



recognized safety and health hazards. The committee will consist of the following
supervisory and non-supervisory members:

Police Captain

FEire- MarshallFire Marshal

Human Resources and-Fechnieal-Serviees Director

One Representative appointed by members of the IAFF

One Representative appointed by members of the PBA

Five Representatives appointed by members of BBE_the LiUNA
representing various departments within the City

o—TwofromPubliec Works

One Non-union Representative appointed by the City Manager

b) The Safety Committee shal determines the schedule for evaluating the
effectiveness of control measures used to protect employees and customers from
safety and health hazards in the workplace.

¢) The Safety Committee will be responsible for:

1. Assisting City management in reviewing and updating workplace safety
rules based on accident investigation findings, workplace safety inspection
findings, reports of unsafe work practices and addressing workplace safety
complaints and suggestions from employees.

2. Assisting City management in updating the workplace safety program by
evaluating employee injury and accident records, identifying trends and
patterns, and formulating corrective measures to prevent recurrence.

3. Assisting City management in evaluating employment accident and illness
prevention programs and promoting safety and health awareness and co-
worker participating for continuous improvements to the workplace safety
program.

4. Participating in safety training and assisting City management in
monitoring workplace safety education and training to ensure that it is in
place, is effective and is documented.

SECTION 3. The City Commission hereby amends Section 6 of Resolution 2000-90
to read as follows:

RECORDKEEPING

a) All injuries, accidents, or incidents involving employees on or off City property
and customers of the City-on-City property will be reported using the



Accident/Injury/Incident Form shown in Appendix—A designated by Human
Resources.

b) All first reports of employee injuries will be provided to the Human Resources ané

TFechnieal-Serviees-Department using the form shewnin-AppendixA-—designated
bV Hurnan Resources for workers compensatlon reportlng aﬂdﬁr&m{enaﬁe%ef—ehe

c) Accidents and incidents involving customers of the City and/or damage to City
property, vehicles and/or equipment will be provided to the Legal Department and

Finance Department using the form shewn-in-AppendixA designated by Human
Resources for insurance carrier reporting purposes.

d) The Human Resources and-Fechnical-Serviees Department will maintain and post
minutes of all safety committee meetings.

e) Each department will maintain copies of any written safety plans and procedures
applicable to the work performed in the department as well as copies of all Material
Safety Data Sheets for chemicals and other compounds to which employees in the
department may be exposed.

f) Results of safety audits will be maintained by the department in which the audit
occurred and in the Human Resources and-Feehnieal-Serviees Department.

SECTION 4. REPEAL: This Resolution supersedes and repeals any previous policies in
conflict herewith.

ADOPTED this 2nd day of August, 2022.

ATTEST: CITY OF FERNANDINA BEACH
Lncotive 2ot WtV LY

CAROLINE A. BEST MICHAEL A. LEDNOVICH

City Clerk Mayor - Commissioner

APPROVED AS TO FORM AND
LEGALITY:

sty =0

TAMMI E. BACH
City Attorney



RESOLUTION NO. 2000-90

K RESOLUTION OF THE CITY COMMISSION OF

THE CITY OF FERNANDINA BEACH, FLORIDA,
ESTABLISHING A SAFETY POLICY IN ORDER
TO PROVIDE A SAFE AND HEALTHFUL
WORKPLACE FOR EMPLOYEES AND CUSTOMERS
OF THE CITY OF FERNANDINA BEACH; AND
PROVIDING FOR AN EFFECTIVE DATE

EWHEREAS, the safety and health of employees and
customers of the City is of primary importance; and

{WHEREAS, accident prevention results from a well-
informed work force that practices safe work practices;

and

"WHEREAS, safety is the responsibility of all
employees of the City.

NOW,

THEREFORE, BE IT RESOLVED, by the City

Commission of the City of Fernandina Beach, as follows:

SECTION: 1.

SECTION 2.

POLICY

The City of Fernandina Beach is committed to
providing employees and customers of the
City with a safe and healthful workplace.
Safety is the responsibility of all
employees. City management will be actively
involved with employees in establishing and
maintaining an effective workplace safety
program. The City will give top priority to
safe work practices and providing financial
resources necessary to correct unsafe
conditions. Employees should report any
unsafe conditions and should not perform any
work considered unsafe. Employees must
report all accidents, injuries and unsafe
conditions to their supervisors. Accidents
or injuries involving customers of the City
will be promptly reported by the supervisor
of the location where the accident or injury

occurred. No employee reports of unsafe
conditions will result in retaliation,
penalty, or other disincentive. Employee
recommendations to improve safety and health
conditions will be given thorough
consideration by City management. City

management will take disciplinary action
against an employee who willfully or
repeatedly violates workplace safety rules.

SAFETY PROGRAM COORDINATOR

a. The Human Resources and Technical
Services Director 1s designated the
Safety Program Coordinator for the
City.

b. The primary responsibilities of the
Coordinator will be to implement and
maintain a workplace safety program to



SECTION, 3.

include developing written safety
plans, promoting an active Safety
Committee, enforcing safety policies
and practices, and ensuring employee
safety training is provided.

SAFETY COMMITTEE

The Safety Committee will recommend
improvements to the workplace safety
and health program and identify
corrective measures needed to eliminate
or control recognized safety and health
hazards. The committee will consist of
the following supervisory and non-
supervisory members:

L] Police Captain
° Fire Marshall
° Human Resources and Technical

Services Director
Representative appointed by
members of IAFF

. Representative appointed by
members of PBA
° Representatives appointed by

members of UBC

e Two from Public Works

e One from Golf Course

e One from Parks and Recreation

e One from Administrative Staff
(City Clerk or Finance
Department or Community
Development Department)

e One from Marina

The Safety Committee shall determine
the schedule for evaluating the
effectiveness of control measures used
to protect employees and customers from
safety and health hazards in the
workplace.

The Safety Committee will be
responsible for:

(1) Assisting City management in
reviewing and updating workplace
safety rules based on accident
investigation findings, workplace
safety inspection findings,
reports of unsafe work practices
and addressing workplace safety
complaints and suggestions from
employees.

(2) Assisting City management in
updating the workplace safety
program by evaluating employee
injury and accident records,
identifying trends and patterns,



]

SECTION§4.

SECTION 5.

and formulating corrective
measures to prevent recurrence.

(3) Assisting City management in
evaluating employment accident and
illness prevention programs and
promoting safety and health
awareness and co-worker
participation for continuous
improvements to the workplace
safety program.

(4) Participating in safety training
and assisting City management in
monitoring workplace safety

education and training to ensure
that it is in place, 1is effective
and is documented.

SAFETY COMMITTEE MINUTES

The minutes of safety committee meetings
will be posted on official bulletin boards

for a period of thirty (30) days. The

minutes will contain the following

information:

° Date, time and location of meeting

. Names of all persons attending meeting

° Action items from the previous safety
committee meeting

. Discussion of specific items

° Review of accidents since previous
meeting

] Discussion of specific accidents

] Recommendations for prevention of
accidents and actions taken/proposed

° Suggestions from employees and actions
taken/proposed

° Recommended update to safety program

) Recommendations from accident
investigation reports and actions
taken/proposed

L] Safety training recommendations

SAFETY TRAINING

a. Hazardous communications training will
be provided to all new hires that will
be exposed to <chemicals and other
compounds in the workplace.

b. Annual training required by OSHA and
State law will be provided to all City
employees.

c. Employees who potentially could be
exposed to blood in the performance of
their duties will receive blood borne
pathogens training annually.
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SECTION 6.

Employees will be adequately trained by
supervisors concerning the nature of
all work to be performed and will be
oriented on safety measures applicable
prior to assigning work that the
employees have not previously
performed.

Specific annual safety training will be
provided to employees in conjunction
with assigned duties and
responsibilities (e.g., hand and power
tools, confined space entry, hand and
eye protection and lockout/tagout).

RECORDKEEPING

All injuries, accidents, or incidents
involving employees on or off City
property and customers of the City on
City property will Dbe reported using
the Accident/Injury/Incident Form shown
in Appendix A.

All first reports of emplioyee injuries
will be provided to the Human Resources
and Technical Services Department using
the form shown in Appendix A for
workers’ compensation reporting and
maintenance of the O0OSHA 200 log. The
Human Resources and Technical Services
Department will ensure the Dbulletin
board posting of the OSHA 200 log in
February each year.

Accidents and incidents involving
customers of the City or damage to City
vehicles and equipment will be provided
to the Finance Department using the
form shown in Appendix A for insurance
carrier reporting purposes.

The Human Resources and Technical
Services Department will maintain and
post minutes of all Safety Committee
meetings.

Each department will maintain copies of
any written safety plans and procedures
applicable to the work performed in the
department as well as copies of all
Material Safety Data Sheets for
chemicals and other compounds to which
employees in the department may be
exposed.

Results of safety audits will Dbe
maintained by the department in which
the audit occurred and in the Human
Resources and Technical Services
Department.



SECTION!7. REPEAL: This Resolution supercedes and
: repeals any previous policies in conflict

herewith.

ADOPTED this 5™ day of December , 2000.

i

} CITY OF FERNANDINA BEACH
| :

E

O LAl

J D. RODEFFE{@
ﬁ Majoy-Commissio

I
|

ATTEST:

C’mamu?l “Mencor

MARY L. {/MERCER
City Clerk
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REPORT OF INJURY/ACCIDENT/INCIDENT
NOTE: IF THE INJURED INDIVIDUAL REQUIRES IMMEDIATE MEDICAL ATTENTION, CALL 911
Instructions: Supervisor/Person in charge where injury/accident occurred must complete the form below and
forward to Human Resources or Finance Department (See instructions on reverse side).

PERSONAL INFORMATION
Name of Person Involved: [] Employee ] Male

[] Customer/Visitor [] Female
Address: [[] Personal Injury Social Security number:
[ Property Damage
Phone No.: Date of Occurrence: Time: (Jam
[Ipm
] Supervisor
Accident/Incident/Injury 1 Fire Department Date: Time:
Reported to: [ other
Last Day of Work:

'DETAILS OF ACCIDENT/INCIDENT/INJURY
Nature of Accident/Incident/Injury (what happened?): Date returned to work

(if applicable):

Location of Occurrence:

Description of Damages and/or Injuries: (if Vehicle give make, model, year, VIN, license No., etc.)

If personal injury, describe details of bodily injury (See Reverse Side):

Professional Medical attention required? [ | Yes [ | No NOTE: If yes, attach Doctor's statement if available
Attending Physician:

Name Address Phone

Hospital Treatment Received? ] Yes [[] No Ifyes, name of hospital:

Supervisor's comments§

Corrective Action Taken (what was done to correct unsafe condition)f

(Complete Reverse Side)




BERecommendations for Future Corrective Actions

: :
[ Lifting-what? [[Jtaceration/Cut Cinfection
[] Fall-how? [[JContusion/Abrasion [ ]Sprain/Strain/Pulled Muscle
[ Theft/Loss-what? [CBruise [CJAllergic Reaction/Rash
[[1 Contact with tools/equipment-what? [CJFracture/Dislocation [ ]Other
[Jother []Burn Scald [CINo apparent Injury
Jcompieted By Reviewed By

Please print Name: HR Manager: Date:

To Safety Committee on (DATE)

Finance Director: Date:
Signature: Date:

Reported to WC/Insurance Carrier:
Initials Date

Safety Committee ActionH

Signature Safety Coordinator:

Date:

INSTRUCTIONS

Completion of this form is mandatory for all injuries/accidents involving employees on or off City property and citizens

on City property.

In case of an employee injury, the form should be completed by the supervisor of the employee injured as soon as
possible following the injury and forwarded to Human Resources for reporting to Workers' Compensation, if applicable.

In case of an injury/accident to a citizen, the form should be completed by a supervisor of the location in which the
citizen was injured. A copy of the completed form will be forwarded to the Finance Department for reporting to the

City's insurance carrier.
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DEC 15 2000
CITY COMMISSION AGENDA ITEM
CITY OF FERNANDINA BEACH
SUBJECT: RESOLUTION NO. 2000- 9O - SAFETY IN THE WORKPLACE
DEPARTMENT: HUMAN RESOURCES
ATTACHMENTS: __ Ordinance = x__ Resolution ___Budget Resolution
_____ Other ____Support Documents Available in City Manager’s Office

SUMMARY:  The proposed resolution establishes a safety policy for the City in order to
provide a safe and healthful workplace for employees and customers alike. A strong policy concerning
safety is the initial step in meeting Federal requirements of the Occupational Safety and Heath Act.

This resolution designates the Human Resources and Technical Services Director as the
Coordinator for the safety program within the City. The Coordinator is responsible for implementing
and maintaining a workplace safety program to include written safety plans, promoting an active safety
committee and safety training.

The proposed resolution has received the concurrence of Department Heads and the presidents of
the recognized bargaining units.

Adoption of the resolution is recommended.

RECOMMENDED MOTION. Approve Resolution No. 200090 .

DEPARTMENT HEAD Submitted:  Jim Isom Date: 10/16/00
Requested Agenda Date: 12/5/00
FINANCE DEPARTMENT Approved as to Budget Requirements Date:
CITY ATTORNEY Approved as to Form and Legality UJ()"P Date: {|-24-00
CITY MANAGER Approved Agenda Item for: /} U g Date: /2~ 9’: o Ja
COMMISSION ACTION: [Approved as Recommended = Disapprbved
___ Tabled Indefinitely __ Continued to Certain Date

__ Approved with Modification =~ Other @
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RESOLUTION NO. 2000-S0

A RESOLUTION OF THE CITY COMMISSION OF
THE CITY OF FERNANDINA BEACH, FLORIDA,
ESTABLISHING A SAFETY POLICY IN ORDER
TO PROVIDE A  SAFE AND HEALTHFUL
WORKPLACE FOR EMPLOYEES AND CUSTOMERS
OF THE CITY OF FERNANDINA BEACH; AND
PROVIDING FOR AN EFFECTIVE DATE

"WHEREAS, the safety and health of employees and
customers of the City is of primary importance; and

WHEREAS, accident prevention results from a well-
informed work force that practices safe work practices;

and

WHEREAS, safety 1s the responsibility of all
employees of the City.

NOwW,

THEREFORE, BE IT RESOLVED, by the City

Commission of the City of Fernandina Beach, as follows:

SECTION 1.

SECTION 2.

TP T

POLICY

The City of Fernandina Beach is committed to
providing employees and customers of the
City with a safe and healthful workplace.
Safety is the responsibility of all
employees. City management will be actively
involved with employees in establishing and
maintaining an effective workplace safety
program. The City will give top priority to
safe work practices and providing financial
resources necessary to correct unsafe
conditions. Employees should report any
unsafe conditions and should not perform any
work considered wunsafe. Employees must
report all accidents, injuries and unsafe
conditions to their supervisors. Accidents
or injuries involving customers of the City
will be promptly reported by the supervisor
of the location where the accident or injury
occurred. No'  employee reports of unsafe
conditions will result in retaliation,
penalty, or other disincentive. Employee
recommendations to improve safety and health
conditions will be given thorough
consideration by City management. City
management will take disciplinary action
against an employee who willfully or
repeatedly violates workplace safety rules.

SAFETY PROGRAM COORDINATOR

a. The Human Resources and Technical
Services Director is designated the
Safety Program Coordinator for the
City.

b. The primary responsibilities of the
Coordinator will be to implement and
maintain a workplace safety program to



SECTION 3.

include developing written safety
plans, promoting an active Safety
Committee, enforcing safety policies
and practices, and ensuring employee
safety training is provided.

SAFETY COMMITTEE

The Safety Committee will recommend
improvements to the workplace safety
and health program and identify
corrective measures needed to eliminate
or control recognized safety and health
hazards. The committee will consist of
the following supervisory and non-
supervisory members:

. Police Captain
° Fire Marshall
. Human Resources and Technical

Services Director
Representative appointed by
members of IAFF

- e Representative appointed by

nembers of PBA
. Representatives appointed by
members of UBC
e Two from Public Works
e One from Golf Course
e One from Parks and Recreation
¢ One from Administrative Staff
(City Clerk or Finance
Department or Community
Development Department)
e One from Marina

The Safety Committee shall determine
the schedule for evaluating the
effectiveness of control measures used
to protect employees and customers from
safety and health hazards in the
workplace.

The Safety Committee will be
responsible for:

(1) Assisting City management in
reviewing and updating workplace
safety rules based on accident
investigation findings, workplace
safety inspection findings,
reports of unsafe work practices
and addressing workplace safety
complaints and suggestions from
employees.

(2) Assisting City management in
updating the workplace safety
program by evaluating employee
injury and accident records,
identifying trends and patterns,



SECTION 4.

SECTION 5.

[T

and formulating corrective
measures to prevent recurrence.

(3) Assisting City management in
evaluating employment accident and
illness prevention programs and
promoting safety and health
awareness and co-worker
participation for continuous
improvements to the workplace
safety program.

(4) Participating in safety training
and assisting City management in
monitoring workplace safety
education and training to ensure
that it is in place, is effective
and is documented.

SAFETY COMMITTEE MINUTES

The minutes of safety committee meetings
will be posted on official bulletin boards

for a period of thirty (30) days. The

minutes will contain the following

information:

. Date, time and location of meeting

. Names of all persons attending meeting

. Action items from the previous safety
committee meeting

. Discussion of specific items

° Review of accidents since previous
meeting

. Discussion of specific accidents

° Recommendations for prevention of
accidents and actions taken/proposed

. Suggestions from employees and actions
taken/proposed

. Recommended update to safety program

. Recommendations from accident’
investigation reports and actions
taken/proposed

] Safety training recommendations

SAFETY TRAINING

a. Hazardous communications training will
be provided to all new hires that will
be exposed to chemicals and other
compounds in the workplace.

b. Annual training required by OSHA and
State law will be provided to all City
employees.

c. Employees who potentially could be
exposed to blood in the performance of
their duties will receive blood borne
pathogens training annually.
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SECTION 6.

Employees will be adequately trained by
supervisors concerning the nature of
all work to be performed and will be
oriented on safety measures applicable
prior to assigning work that the
employees have not previously
performed.

Specific annual safety training will be
provided to employees in conjunction
with assigned duties and
responsibilities (e.g., hand and power
tools, confined space entry, hand and
eye protection and lockout/tagout).

RECORDKEEPING

All injuries, accidents, or incidents
involving employees on or off City
property and customers of the City on
City property will be reported using
the Accident/Injury/Incident Form shown
in Appendix A. :

" All first reports of employee injuries

will be provided to the Human Resources
and Technical Services Department using
the form shown in Appendix A for
workers’ compensation reporting and
maintenance of the OSHA 200 log. The
Human Resources and Technical Services
Department will ensure the bulletin
board posting of the OSHA 200 log in
February each year.

Accidents and incidents involving
customers of the City or damage to City
vehicles and equipment will be provided
to the Finance Department using the

form shown in Appendix A for insurance

carrier reporting purposes.

The Human Resources and Technical
Services Department will maintain and
post minutes of all Safety Committee
meetings.

Fach department will maintain copies of
any written safety plans and procedures
applicable to the work performed in the
department as well as copies of all
Material Safety Data Sheets for
chemicals and other compounds to which
employees in the department may be
exposed.

Results of safety audits will ©be
maintained by the department in which
the audit occurred and in the Human
Resources and Technical Services
Department.



.

SECTION 7. REPEAL: This Resolution supercedes and
repeals any previous policies in conflict
herewith.

ADOPTED this 5™ day of December , 2000.

CITY OF FERNANDINA BEACH

JAMES D. RODEFFER
Mayor-Commissioner

ATTEST:

MARY L. MERCER
City Clerk



“Appendi){ A" . .

REPORT OF INJURY/ACCIDENT/INCIDENT
NOTE: IF THE INJURED INDIVIDUAL REQUIRES IMMEDIATE MEDICAL ATTENTION, CALL 911
Instructions: Supervisor/Person in charge where injury/accident occurred must complete the form below and
forward to Human Resources or Finance Department (See instructions on reverse side).

PERSONAL INFORMATION

Name of Person Involved: [] Employee ] Male
[] Customer/Visitor [[] Female

Address: (] Personal Injury - Social Security number:
[ _Property Damage

Phone No.: Date of Occurrence: Time: Jam

[lpm
{1 Supervisor
Accident/Incident/Injury [] Fire Department Date: Time:
Reported to: (] Other '

Last Day of Work:

DETAILS OF ACCIDENT/INCIDENT/INJURY
t happened?):

Date returned to work
(if applicable):

Nature of Accident/Incident/Injury (wha

Location of Occurrence:

Description of Damages and/or Injuries: (if Vehicle give make, model, year, VIN, license No., etc.)

If personal injury, describe details of bodily injury (See Reverse Side):

Professional Medical attention required? [] Yes ] No NOTE: If yes, attach Doctor's statement if available
Attending Physician:

Name Address _ Phone

Hospital Treatment Received? [] Yes [] No If yes, name of hospital:

Supervisor’'s commentsH

Corrective Action Taken (what was done to correct unsafe condition)f

(Complete Reverse Side)




ecommendations for Future Corrective Actionf

D N 3 e o

[] Lifting-what? [ILaceration/Cut [infection
[1 Fall-how? [OContusion/Abrasion  []Sprain/Strain/Pulled Muscle
[ Theft/Loss-what? [IBruise [JAllergic Reaction/Rash
[ Contact with tools/equipment-what? (JFracture/Dislocation [ ]Other
[Jother [1Burn Scald [CINo apparent Injury
Completed By- Reviewed ByS
Please print Name: HR Manager: Date:

To Safety Committee on (DATE)

Finance Director: Date:
Signature: Date:

Reported to WC/Insurance Carrier:
Initials Date

Safety Committee Action§

Signature Safety Coordinator:

Date:

INSTRUCTIONS

Completion of this form is mandatory for all injuries/accidents involvin

on City property.

g_employees on or off City property and citizens

In case of an employee injury, the form should be completed by the supervisor of the employee injured as soon as
possible following the injury and forwarded to Human Resources for reporting to Workers' Compensation, if applicable.

In case of an injury/accident to a citizen, the form should be com

pleted by a supervisor of the location in which the

citizen was injured. A copy of the completed form will be forwarded to the Finance Department for reporting to the

City’s insurance carrier.




Date

4/22/2024

Employee
ICitizen

Citizen

Dept

Citizen

Personal Injury/
Property Damage

Property Damage

Location

330 North 6th St.

Accident/Incident Details
The employee was dispatched to
a possible death call where the
complainant was locked out of
the residence. While attempting
to look inside the residence
through a window to assess the
situation, he stepped on an
outside faucet mounted on the
east side of the residence and it
broke. The faucet was repaired
by the City Maintenance
Department.

Workers
Compensation

n/a

Safety Committee Review

Supervisor Determined:

Meeting Date

Preventable/Non-Preventable

Comments

Preventable.

4/23/2024

Employee

Utilities

Property Damage

531 S. 13th Terrace

In the process of digging, to
install sewer at or near 531 S.
13th Terrace, the Utilities
Technicians inadvertently
severed an AT & T fiber line with
the shovel.

AT & T was notified of the
situation, as residents were
without Internet/cable service.

n/a

Preventable.

04/31/2024

Employee

Utilities

Property Damage

308 Citrona Dr.

In the process of digging, to
install a sewer main at or near
308 Citrona Dr., the Ultilities
Technicians inadvertently
severed what is believed to be a
Comcast fiber line. The location
of the fiber lines were not marked
properly, which contributed to the
incident.

n/a

Non-preventable

5/1/2024

Employee

Utilities

Property Damage

228 Citrona Dr. & 304
Citrona Dr.

In the process of digging, to
install a sewer main between 228
Citrona Dr. & 304 Citrona Dr., the
Utilities Technicians inadvertently
severed what is believed to be a
Comcast fiber line. There were
multiple cables at that location at
different depths.

n/a

Preventable.

5/6/2024

Employee

Parks & Rec

Property Damage

1017 S. 5th St. City
Yard

While loading mowers onto the
trailer the trailer unhitched itself
from the truck hitch due to being
connected to the wrong size ball .
Resulting in the trailer hitting the
tailgate and making a hole in the
tailgate.

n/a

Preventable.

5/8/2024

Employee

Utilities

Property Damage

502 Gum St.

Utilities Technicians were tapping
a 8" water main to install a
service connection for 502 Gum
Street when the water main
cracked causing a water main
break.

n/a

Non-preventable

5/14/2024

Citizen

Citizen

Property Damage

Gum Street near 701
S. 6th St.

The citizen explained that as he
drove over the plates on Gum
Street that they damaged the rim
of his tire. He emailed photos of
the rim and the area the damage
occurred. The citizen was
informed to submit a claim to his
insurance.

n/a

5/15/2024

Employee

Stormwater

Property Damage

1007 S 5th St.
Warehouse

The employee was pulling out
from the wastewater warehouse
after picking up a couple bags of
concrete and hit a post. The
employee stated that he was
unable to see the post from over
the truck hood.

n/a

Preventable.




Date

12/1/2023

Employee
[Citizen

Employee

Dept

Parks & Rec

Personal Injury/
Property Damage

Personal Injury

Location

2500 Atlantic Ave.

Accident/Incident Details

The employee was about to sit in
the office chair and the chair
rolled out from underneath her as
it was on a tile floor. The
employee tried to hold themself
up by grabbing the desk with
their arm. *Report was filed late*

Workers
Compensation

Did not seek
medical
treatment until
05/15/2024

Supervisor Determined:

Preventable.

Meeting Date

Preventable/Non-Preventable

Comments

5/16/2024

Employee

Parks & Rec

Personal Injury and P

Atlantic Ave.

The employee was driving west
bound on Atlantic Ave when a
VW jetta with one driver no
passengers pulled in front of the
employee. The employee
slammed on the brakes. the van
was not able to stop in time. The
van hit the Jetta on the back
driver side quarter panel. Air
bags deployed on the jetta side.

Non-preventable

5/18/2024

Employee/(

City Manager

Personal Injury

Main Beach-Wild
Amelia Festival

While working the City festival
booth the tent was blown away
by a gust of wind. The City tent
had custom weights on the base
which flew away. When the tent
took off it hit a citizen causing a
gash to the face. It also hit an
employee in the head. It was
reported that two others were hit
by the toppling tent as it
approached the stage area.
There were no other reported
injuries.

First Aid Only

Non-preventable




















































Welcome to Vector Solutions’ course catalog. This document lists courses offered for members of Preferred through the Vector Solutions

platform. If you have any questions, please contact us at (800) 840-8048.
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CYBER AWARENESS

+ Cybersecurity Awareness for Employees: Classifying
and Safeguarding Data for Corporate and Personal Use

+ Cybersecurity Awareness for Employees: End-User
Best Practices

« Cybersecurity Awareness for Employees: Security
Awareness Essentials

- Cybersecurity Awareness for Employees: Social Engineering



COMPLIMENTARY EMS TRAINING FOR COVID-19

Aerosol Transmissible Diseases
Emergency Preparedness & Response
EMS Health & Wellness

EMS Mechanics of Breathing

EMS Protecting Yourself from Influenza
EMS Respiratory Emergencies Basic
EMS Workplace Stress

+ Respiratory Protection

Smart Workplaces: Preparing for a Pandemic Fiu Outbreak

EMS CONTINUING EDUCATION

EMS Back Injury Prevention

EMS Common Infectious Pathogens
EMS Confined-Space Entry

EMS Diet & Nutrition

EMS Driving Safety

EMS Emergency Response to Terrorism {Modules 1-4)
EMS Hazard Communication

EMS Health & Wellness

EMS Heat lliness and Emergencies
EMS Infectious Disease Control
EMS Workplace Stress

Retention and Recruitment in the Fire Service and EMS

NFPA 1001 COURSES

NFPA 1001 Firefighter Personal
Protective Equipment

NFPA 1001 Portable Extinguishers

NFPA 1021 COURSES

NFPA 1021 Incident Scene Management

NFPA 1500 COURSES

NFPA 1500 Advanced HAZWOPER Awareness
(Modules 1-4)

NFPA 1500 Bloodborne Pathogens Safety
NFPA 1500 Combustible & Flammable Liquids
NFPA 1500 Compressed Gas Safety

NFPA 1500 Confined Space Entry

NFPA 1500 CPR Academic

NFPA 1500 Driving Safety

= NFPA 1500 Hazard Communication

NFPA 1500 HAZMAT Spill Prevention & Control
NFPA 1500 HAZMAT Transportation
NFPA 1500 Laboratory Safety

+ NFPA 1500 Materials Handling, Storage, Use & Disposal

NFPA 1500 Personal Protective Equipment

NFPA 1500 Post-Traumatic Stress Disorder (PTSD)
in the Fire Industry

+ NFPA 1500 Respiratory Protection

NFPA 1500 Welding Safety






DRIVER TRAINING

Fleet Program Accidents and Emergencies
+ Fleet Program Adjusting to Changing Conditions

+ Fleet Program Aggressive Driving

Fleet Program Dangers of Speeding

Fleet Program Defensive Driving Strategies

Fleet Program Distracted Driving

Fleet Program Driver Safety Orientation

Fleet Program Expressway and Highway Driving

+ Fleet Program Impaired Driving

Fleet Program Intersection Safety

Fleet Program Passenger Van Safety

Fleet Program Safe Backing
- Fleet Program Seat Belt & Airbag Safety

Fleet Program Securing Materials for Transportation

Fleet Program Sharing the Road

Fleet Program Vehicle Inspection and Maintenance

Fleet Program Vehicle Safety and Security

LARGE VEHICLE DRIVER TRAINING

Fleet Program Accidents & Emergencies for Large
Vehicle Operators

* Fleet Program Adjusting to Changing Conditions for Large
Vehicle Operators

Fleet Program Aggressive Driving for Large Vehicle
Drivers

+ Fleet Program Bucket/Boom Truck Safety and Operation

Fleet Program Dangers of Speeding for Large Vehicle
Drivers

Fleet Program Defensive Driving Strategies for Large
Vehicle Drivers

Fleet Program Distracted Driving for Large Vehicle Drivers

Fleet Program Driver Safety Orientation for Large Vehicle
Drivers

+ Fleet Program Impaired Driving for Large Vehicle Drivers

Fleet Program Intersection Safety for Large Vehicle
Drivers

Fleet Program Large Vehicle Characteristics

Fleet Program Safe Backing for Large Vehicle Drivers

Fleet Program Seat Belt & Airbag Safety for Large Vehicle
Drivers

Fieet Program Securing Materials for Transportation for
Large Vehicle Drivers

* Fleet Program Sharing the Road for Large Vehicle Drivers

+ Fleet Program Vehicle Inspection and Maintenance for
Large Vehicle Drivers

* Fleet Program Vehicle Safety and Security for Large
Vehicle Driver

EMERGENCY VEHICLE OPERATOR TRAINING

Fire Industry Driver Intersection Safety

Fire Industry Driver Operator

Fleet Program Accidents and Emergencies for Emergency
Vehicle Operators

Fleet Program Adjusting to Changing Conditions for
Emergency Vehicle Operators

* Fleet Program Dangers of Speeding for Emergency
Vehicle Operators

Fleet Program Defensive Driving Strategies for
Emergency Vehicie Operators

* Fleet Program Distracted Driving for Emergency Vehicle
Operators

.

Fieet Program Driver Safety Orientation for Emergency
Vehicle Operators

- Fleet Program Emergency Vehicle Characteristics

Fleet Program Emergency Vehicle Operations

Fleet Program Impaired Driving for Emergency Vehicle
Operators

Fleet Program Intersection Safety for Emergency Vehicle
Operators

Fleet Program Legal Cor  rations for Emergency
Vehicle Operators

Fleet Program Safe Backing for Emergency Vehicle
Operators

Fleet Program Seat Belt & Airbag Safety for Emergency
Vehicle Operators

+ Fleet Program Securing Materials for Transportation for
Emergency Vehicle Operators

Fleet Program Vehicle Inspection and Maintenance for
Emergency Vehicle Ope H

Fleet Program Vehicle S and Security for Emergency
Vehicle Operators

SUPERVISOR TRAINING

*+ Motor Vehicle Incident Investigation for Supervisors

+ Motor Vehicle Safety Overview for Supervisors

+ Motor Vehicle Personnel Selection for Supervisors



COVID-19 TRAINING COURSES

Coronavirus 101: What You Need to Know

« Coronavirus 102: Preparing Your Household

« Coronavirus 103: Managing Stress and Anxiety

« Coronavirus 104: Transitioning to a Remote Workforce

- Coronavirus 105: Cleaning & Disinfecting Common Spaces

- Coronavirus 106: CDC Guidelines for Using Cloth Masks
= Coronavirus 107: Reopening Your Organization
Coronavirus 108: The Basics of Vaccines

COMPLIANCE

+ ADA Compliance in Business

+ Cal/OSHA Log 300

+ Federal Acquisition Regulation Overview 3.10
» General HIPAA Awareness

+ Sexual Harassment Awareness

- Sexual Harassment Prevention: Quick Refresh
» Workplace Diversity

OCCUPATIONAL HEALTH & SAFETY

Advanced Construction Safety (Modules 1-4)
Advanced HAZWOPER Awareness (Modules 1-4)
Aerosol Transmissible Diseases
Alcohol-Free Workplace

Anhydrous Ammonia Awareness

Arc Flash Safety

Asbestos Awareness

Back Injury Prevention

Bloodborne Pathogens

Bloodborne Pathogens Safety

Building Evacuation and Emergencies
Combustible Dust

+ Combustible & Flammable Liquids
Compressed Gas Safety

Confined-Space Entry

Confined Space Entry - Permit Required
CPR Academic

Crystalline Silica Awareness

Diet & Nutrition

Disaster Preparedness

DOT Hazmat - General Awareness

Driving Safety

Drug-Free Workplace

Electrical Safety

Eye Safety

Fall Protection

Fire Extinguisher Safety

Fall Prevention and Protection - General Industry
Fire Prevention Safety

First Responder Operations Leve  3fresher (1-4)
Flagger and Cone Safety

Flammable and Combustible Liquids

Forklift Safety

General Construction Safety

Coronavirus 109 — What You Should Know about Variants

General Electrical Hazard Awareness for Site Safety
General First Aid Part 1

+ General First Aid Part 2
- General Office Ergonomics

Hand & Power Tool Safety

Hand Safety

Hazard Communication

Hazard Communication GHS

HAZMAT Spill Prevention & Control
HAZMAT Transportation

Health & Wellness

Hearing Conservation

HIV/AIDS Awareness

Hydrogen Sulfide Awareness

Incident Investigation

Indoor Air Quality

Industrial Ergonomics

Introduction to OSHA

Laboratory Safety

Ladder Safety

Ladder & Scaffolding Safety

Laser Safety

Lead Awareness

Lock-Out / Tag-Out

Lockout Tagout for Authorized Employees
Office Safety

Personal Protective Equipment

Radiation Safety

RedVector — Walking and Working Surfaces
RedVector — Ladder Safety

RedVector — Legionella Prevention and Control
RedVector — Eye and Face Protection
RedVector — EHS Regulatory Overview
RedVector — Triethylaluminium Safety Awareness
RedVector — Ethylene Oxide Safety
RedVector — Exit Routes, Emergency Action Plans & Fire
Prevention Plans

RedVector — Introduction to Powered Industrial Trucks
Respiratory Protection

Risk Assessment Analysis

Safety Management: Incident Investigation
Safety Management: OSHA Recordkee
Safety Showers and Eye Washes

Slips, Trips, & Falls Prevention

Trenching & Shoring

Welding Safety

Working in Extreme Temperatures

Working Over or Near Water

Workplace Bullying

Workplace Stress

+ Workplace Violence



DRIVER TRAINING
Adjusting to Changing Driving Conditions (EDU)

- Defensive Driving Strategies (EDU)
Distracted Driving (EDU)

« Driver Safety Orientation (EDU)

Driving Accidents & Emergencies (EDU)

Large Vehicle Characteristics (EDU)

Passenger Van Safety (EDU)
Safe Use of Utility Vehicles (EDU)

Special Education Transportation: Handling Needs on
Mixed Buses (EDU)

Special Education Transportation: Laws and Regulations (EDU)

Special Education Transpertation: Lifts and Mobility
Equipment (EDU)
Special Education Transportation: Transportation Problems (EDU)

Special Education Transportation: Types of Disabilities and
Special Needs (EDV)

FOOD SERVICE

- Food Safety, Foodborne lliness & Kitchen Sanitation (EDU)
- Food Service General Safety (EDU)

+ Food Services Proper Lifting (EDU)

+ School Mea!l Compliance (EDU)

HUMAN RESOURCES

Child Abuse: Mandated Reporter Training (EDU)

Child Abuse: Mandated Reporter Training for California (EDU)
Ethics in the Workplace (EDU)

Introduction to Understanding the Rights of LGBT
Students (EDU)

Maintaining Professional Staff/Student Boundaries (EDU)
Managing Difficult Behaviors (EDU)
Preventing Sexual Harassment: Students (EDU)

Sexual Harassment Awareness (EDU)

Sexual Misconduct in Schools (EDU)

Title IX and Sexual Misconduct (EDU)

Title IX in Higher Education: Sexual Misconduct (EDU)
Workplace Diversity (EDU)

OSHA, COMPLIANCE & SAFETY

- Aerosol Transmissible Diseases (EDU)

- Asbestos Safety (EDU)

+ Athletes and Sudden Cardiac Arrest (EDU)

« Avoiding Slips, Trips, and Falls (EDU)

- Bloodborne Pathogens Safety (EDU)

- Breaking Up Student Fights (EDU)

« Classroom Safety - Special Education (EDU)

Computer Security Awareness (EDU)
Coping with Stress as a Paraeducator
Crossing Guard Safety (EDU)
Electrical Safety (EDU)

+ Emergency Operations Plans in Action (EDU)

Evacuating Students with Disabilities (EDU)
FERPA: Protecting Student Privacy (EDU)
Fire Extinguisher Safety (EDU)

Fire Prevention Safety (EDU)

General First Aid Part 1 (EDU)

General First Aid Part 2 (EDU)

General Office Ergonomics (EDU)
Hazmat Spill Prevention & Control (EDU)
Hearing Conservation (EDU)

IEP Collaboration Techniques

Incident Investigation (EDU)

+ Lead Awareness (EDU)

Liability in Sports (EDU)

Personal Protective Equipment (EDU)

Planning for an Emergency (EDU)

Playground Safety (EDU)

Playground Supervision (EDU)

Preventing Cyberbullying (EDU)

Proper Lifting (EDU)

Proper Lifting Library Operations (EDU)

Proper Use of Seclusion and Restraint (EDU)
Principal’'s Recognition of Hazards on a School Campus

Recognizing and Preventing Youth Suicide (EDU}

+ Respiratory Protection (EDU)

Safety in the Science Lab (EDU)

School Bullying (EDU)

School Bus Behavior and Discipline (EDU)

School Shooting Awareness

School Violence and Weapons (EDU)

Science Laboratory: Chemical Spill Safety (EDU)
Student Concussions (EDU)

Student Discipline and the Law

Student Safety Restraint Systems (EDU)
Supervision and Oversight of Students (EDU)
Techniques for De-Escalation (EDU)

Understanding Behaviors of Students with Special Needs
Understanding Inclusion for Special Needs Students

+ Working in Extreme Temperatures (EDU)

Workplace Violence (EDU)



LAW
« Active Shooter Preparation and Response

Arrest and Control Techniques

Arrest Procedures

Body Cameras

Body Language: Analysis of Deceptive Behavior

Body Language: Analysis of Pre-Attack Indicators
Civil Rights
Computer Security Awareness in Law Enforcement

Constitutional Law

Contact and Cover

Crime Scene Investigation

Critical Incident Response

Cultural Competency in Law Enforcement

Dispatch

Dispatch - Answering Suicidal Callers

Dispatch - Calls From the Hearing Impaired

Dispatch - Communication Essentials

Dispatch - Handling Special Situations

Dispatch - Managing a Communications Division

Dispatch - Officer Line of Duty Death

Dispatch - Stress Management

Dispatch - Team Building

Dispatch - The AMBER Alert System
Distracted Driving (LAW)

+ Domestic Violence

Drug Interdiction

Drug Investigation

Emergen  /ehicle Pursuit Operations

Emotional Survival in Law Enforcement

Ethical Decision Making, Part |

Ethical Decision Making, Part Il

Evidence-Based Poiicing

Excessive Force

First Amendment Auditors and Sovereign Citizens

Gang Dynamics

Gang |dentification

Guardians and Warriors: Seeking Balance

Guardians on the Grounds: Police-Fire Relations and
Securing Facilities

Health and Wellness in Public Safety
Health and Wellness in Public Safety

Human Trafficking
. it Bias: Facts & Myths
. e-Based Policing

Kinesics Interviewing: Reading the Suspect & Detecting
Deception
Law Enforcement Instructor Best Practices and Values

- LE CPR Academic

Leadership: Personal Agenda or Mission Success (LAW)
Liability Management in Law Enforcement
Mentoring Skills in Law Enforcement

Motivation and Bureaucratic Roadblocks (LAW)
Officer Survival - De-escalating the Use of Force
Officer Survival - Physiological Response to Stress
Open Carry interactions

Patrol - Critical Incident Stress Management

Patrol - Mentally Il Crisis Intervention

Patrol - Officer Training Techniques

Patrol - Report Writing to Win Cases

Patrol - Sex Crimes Against Children

Patrol - Suicide by Cop

Personnel and Training in Law Enforcement

Palice Ofticer Liabil

Policies and Procedures in Law Enforcement

Rapidly Evolving Challenges, Perspectives, and
Responsibilities of Law Enforcement

Roadway Dangers

Search and Seizure

Servant Leadership

Shoot/Don’'t Shoot:”  Jesse Kidder Incident
Suicide by Cop

The Art of Effective Communication

The Fatal Four

The Fundamentals of Stress 101

The Fundamentals of Stress 201

The Graham Standard

Understanding Fatigue for Law Enforcement
Use of Force

Use of Force/De-escalation

Vehicle Close Quarter Battle (VCQB)
Women in Leadership (LAW)

Workplace Diversity in Law Enforcement

Workplace'  ence in Law Enforcement
p



COMMUNICATION

Better Business Writing

Brain Bites - Email Management

+ Business Communication Fundamentals
Effective Presentation Skills

Email Etiquette

Get It Done: Managing Email

Get It Done: Sharing Calendars
Giving Feedback that Gets Results
Powerful Presentations

Successful Negotiation

The Art of Negotiation

COMMUNICATING UP

+ Communicating to Your Manager

+ Your Manager’s Communication Style
+ Your Path to Communicating Up

+ Mastering Communicating Up

+ Communicating Up Health Check

COMPUTER SKILLS
- Strategic Brand Management

CONFLICT RESOLUTION

- Conflict Resolution

RESOLVING CONFLICTS

+ Characterizing Conflict

+ Know Your Conflict Behavior

+ Identifying Conflict Behaviors

+ Your Path to Resolving Conflicts
+ Mastering Resolving Conflicts

+ Resolving Conflicts Health Check

FINANCE
+ Basic Business Finance
« Financial Management 1: Negotiating Contracts

- nancial Management 2 & 3: Pricing for Profits, Generating
Cash and Getting Paid

« Financial Management 4: Accounting & Cash

- Financial Management 5: Strategic Planning & Budgeting

+ Financial Management 6 & 7: Financial Controls, Monitoring
& Project Budgeting

- Financial Management 8: Controlling Labor Costs

+ Financial Management 9: Purchasing

GENERAL
+ An Entrepreneur’s Guide to Networking
+ Business Dining Etiquette

+ Brain Bites - Organizing Your Files

10

.

Company Layoffs and Downsizing
Critical Thinking and Problem Solving

Discrimination Prevention

Energy Management: Exercise, and Safety

Everyone is a Leader

Facilitating Meetings and Groups
Get SMARTER with Goals

+ Healthy Practices: Nutrition, Exercise, and Safety

Interviewing Skills for Employees

I's my Job! Career Growth
Making Humor Work at Work

Managing Stress at Work

Managing Up: Strengthening Relationships

Meetings That Get Results
+ The Change Process

The Power of One - Taking Accountability
+ The Power of Vision

Work Life Balance

BUSINESS EXECUTION
- Execution Strategies
+ Inspiring Excellence

+ Turning Ideas into Actions

IMPROVING WORK HABITS

* Performance Issue or Poor Work Habit?
- Describing the Work Habit

+ Keep Ownership with the Team Member

Empathizing
* Your Path to Improving Work Habits

Mastering improving Work Habits

Improving Work Habits Health Check

SUPPORTING CHANGE

+ The 3 Phases of Change

+ Reactions to Change

= Your Path to Supporting Change
+ Mastering Supporting Change

+ Supporting Change Health Check

HEALTH & WELLNESS

+ Smart Health: Sleeping - How to Ensure You Are
Well-Rested & Energized

LEADERSHIP
*+ ALeaders Guide to Decision Making
+ Advanced Management Skills






ACCOUNTING
+ Mastering QuickBooks Online 2018

DATABASE
- SharePoint for Site Owners
+ SharePoint Online Basics

DESKTOP APPLICATIONS
Adobe Acrobat DC Essentials
Gmail Essentials 2015
Microsoft Lync Essentials

Microsoft Sway Essentials
OneDrive Essentials (2016)
Outlook Online Essentials (2018)
- Power Bl Essentials

+ Skype for Business Essentials

What's New in Office 20167

MICROSOFT

ACCESS
Mastering Access 2016, Basics

Mastering Access 2016, Intermediate
MS Access 2013 01: Working with Databases

MS Access 2013 02: Creating, Madifying, and
Managing Tables

MS Access 2013 03: Working with Forms
MS Access 2013 04: Working with Queries
MS Access 2013 05: Sharing and Protecting Your Data

.

EXCEL

Excel Basics for Mac

Excel: Creating Dashboards
Excel: Introduction to PowerPivot
Excel: Power Functions

Excel for Project Management
Mastering Excel 2019 — Basics
Mastering Excel 2016

What’s New in Excel 2019

OUTLOOK

Mastering Outlook 2019 — Advanced

Mastering Outlook 2019 - Basics

Mastering Outlook 2016

Mastering Outlook 2016 Advanced

Mastering Outlook 2016 Basics

MS Qutlook 2013 01: Getting Started

MS Outlook 2013 02: Message and Contact Management

MS Qutlook 2013 03: Time and Task Management

12

OFFICE 365

Microsoft Forms Essentials
Mastering Microsoft Teams (2019)
+ Mastering Office 365 (2018)
Microsoft Teams Essentials

Office 365 Groups Essentials
Office 365 Planner Essentials

OneNote for Windows 10 Essentials

POWERPOINT

+ Mastering PowerPoint 2019 — Basics
+ Mastering PowerPoint 2016 Advanced
+ Mastering PowerPoint 2016 Basics

- Power Up PowerPoint

+ What’s New in PowerPoint 2019

WORD

+ Mastering Word 2019 — Basics

* Mastering Word 2016

+ Mastering Word 2016 Advanced

+ Mastering Word 2016, Basics

+ Mastering Word 2016, Intermediate
+ What's New in Word 2019

OPERATING SYSTEMS

+ MS Windows 8: An Introduction
+ Windows 8.1 Essentials

+ Windows 10 Essentials






Project Activities

Controlling the Project Schedule

Resources and Duration
PMBOK® Guide - Sixth Edition:
PMBOK® Guide - Sixth Edition
Project Costs

PMBOK® Guide - Sixth Edition
PMBOK® Guide - Sixth Edition:
Cost Control

PMBOK® Guide - Sixth Edition:
Human Resources

PMBOK® Guide - Sixth Edition:
Human Resources

PMBOK® Guide - Sixth Edition:
Project Communications

Communication Management Plan

+ PMBOK® Guide - Sixth Edition

Planning

and Control

PMBOK® Guide - Sixth Edition
During Your Project

Your Project

and Planning

Engagement and Communication

Management Professional (PMP)®

ULTIMATE PROJECT MANAGER

Manager

Proposals

Agreement

Management Plan

Schedule

Budget

Project Team

Relationships

The Ultimate Project Manager, Chapter 01:

The Ultimate Project Manager, Chapter 02:

The Ultimate Project Manager, Chapter 03:

The Ultimate Project Manager, Chapter 04:

The Ultimate Project Manager, Chapter 05:

The Ultimate Project Manager, Chapter 06:

The Ultimate Project Manager, Chapter 07:

The Ultimate Project Manager, Chapter 08:

The Ultimate Project Manager, Chapter 09:

PMBOK® Guide - Sixth Edition: 09-Defining and Sequencing

PMBOK® Guide - Sixth Edition: 10-Developing and

PMBOK® Guide - Sixth Edition: 11-Estimating Activity

12-Controlling Costs
: 13-Estimating & Budgeting

: 14-Project Quality Planning
15-Quality Assurance and

16-Managing Projects for
17-Planning Projects for
18-Processes for Managing
PMBOK® Guide - Sixth Edition: 19-Stakeholders and the
PMBOK® Guide - Sixth Edition: 20-ldentifying Project Risks

: 21-Performing Risk Analysis
PMBOK® Guide - Sixth Edition: 22-Risk Management
PMBOK® Guide - Sixth Edition: 23-Risk Response, Monitor

: 24-Managing Procurement
PMBOK® Guide - Sixth Edition: 25-Planning Procurement for
PMBOK® Guide - Sixth Edition: 26-Stakeholder ldentification

PMBOK® Guide - Sixth Edition: 27-Project Stakeholder

PMBOK® Guide - Sixth Edition: Test Me-Project

Today’s Project

Marketing And

The Contract

The Project

The Project

The Project

Leading The

Managing Client

Developing

14

Effective Communications

The Ultimate Project Manager, Chapter 10:
Startup

The Ultimate Project Manager, Chapter 11:
Time

+ The Ultimate Project Manager, Chapter 12:

Project Studies And Reports

The Ultimate Project Manager, Chapter 13:
Design And Construction Phases

+ The Ultimate Project Manager, Chapter 14:

Project Quality

The Ultimate Project Manager, Chapter 15:
Project Risks

+ The Ultimate Project Manager, Chapter 16:

Management

The Ultimate Project Manager, Chapter 17:
Management And Design Technology

The Ultimate Project Manager, Chapter 18:
Controlling The Project

The Ultimate Project Manager, Chapter 19:
The Ultimate Project Manager, Chapter 20:
Project Delivery Methods

The Ultimate Project Manager, Chapter 21:
Management Benchmark Data

The Project

Managing Your

Managing

Managing

Managing

Managing

Project Financial

Project

Monitoring And

Project Closeout

Alternative

AJE Project

The Ultimate Project Manager, Series Summary: The Short

and Sweet Version



DRIVER TRAINING

Accidents & Emergencies

Adjusting to Changing Conditions
Aggressive Driving

Dangers of Speeding

Defensive Driving Strategies
Distracted Driving

Driving Safety

Expressway and Highway Driving
Impaired Driving

Incident Investigation for Supervisors
Intersection Safety

Large Vehicle Characteristics

Safe Backing

Seat Belt & Airbag Safety

Securing Materials for Transportation
Sharing the Road

Vehicle Inspection and Maintenance

Vehicle Safety and Security
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