
Background Checks Alone 
are Not Enough
As leaders of organizations that are trusted with 
caring for children, meeting your duty of care to 
kids is always a top priority. However conducting 
Criminal and Sex Offender Background Checks 
alone are simply not enough to ensure a 
competent and caring staff. Keep in mind that 
people with intentions to do harm to children will 
naturally be attracted to schools, places and 
programs involving kids. A background check will 
only show that someone has been convicted of a 
crime. Here are some tips to help protect your 
organization:

1. Staff & Volunteer applications should ask if 
you have ever been convicted of a crime including 
crimes related to children. Applications should be 
signed and include a release for criminal and sex 
offender background checks.

2. Conduct your own background checks, 
repeat every few years and keep them in the 
employee file. For example, the fact that an 
applicant used to work at a public school where 
employment is contingent on background checks 
is not sufficient due diligence or documentation 
on your part. 

3. Interview every applicant including 
volunteers – listen to your gut instincts and follow 
up with additional questions and reference checks.  
Pay attention to any special interest applicants 
may have to a specific age group or gender. 

4. Check references and ask questions. Verify 
education and employment history. Call personal 
references. Look for evidence of a solid character. 

5. Put your rules & regulations in writing and 
make sure that your staff and volunteers receive, 
understand and acknowledge your procedures in 
writing and document this in the personnel file. 
Make sure that you have written procedures 
regarding corporal punishment, abuse and 
molestation and rules regarding direct supervision of 
children both inside and outside your premises.

6. Train your staff and volunteers when you hire 
them and throughout the year. Topics like 
protecting children from abuse and molestation 
should be addressed annually. Include additional 
trainings on other high priority safety issues: 
playground safety, outside activities, food safety, 
staffing requirements, contagious diseases, etc.

7. Create a culture of safety in your organization. 
Train staff to team up on safety procedures, and to 
be accountable to each other and their supervisor to 
ensure procedures are enforced. Leaders should 
talk about expectations and inspect what you 
expect. Shuffle staff so that the same team 
members are not always together. And remember to 
reward, not punish, reports of problems. 

8. Insurance will help you with the sensitive, 
covered claims involving children.  Risks 
involving vulnerable populations like young children 
are too large to manage on your own. Make sure 
that you have both the right coverage and the right 
people to protect and advocate for your organization 
in event of a negligent supervision incident. You 
need insurance professionals to guide you to the 
sufficient coverage to protect your organization’s 
reputation and assets, to provide a legal defense 
and to guide you through the response to parents, 
staff and media. You also need a team of insurance 
professionals that can help you be proactive with all 
the risks you face, because investing in safety pays 
dividends in goodwill and time saved as well as 
reduced insurance premiums.
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PSST! WHAT’S YOUR BODY 
TRYING TO TELL YOU?
Ergonomics key to productivity
Working with a computer doesn't have to be a 
strain. To make your work more pleasant and 
less stressful on your body, be on the lookout for 
warning signs which indicate that your working 
conditions need to be adjusted:

Eyestrain and headaches: Adjust your 
computer screen because it may be too bright or 
not bright enough, and make sure it’s positioned 
an arm’s length away from where you are sitting. 
Eliminate sources of glare on the screen, and if 
eye strain continues, consider having an eye 
exam.

Sore hands, wrists, arms, shoulders: These 
conditions indicate that you aren't sitting 
properly. Make sure that you have arm and wrist 
supports. Raise or lower the keyboard so that 
your arms are at a 90-degree angle (like the 
letter “L”).

Sore back: These conditions indicate that 
you're slouching, or working in a chair that 
doesn't provide enough support. Try placing a 
rolled up towel in the small of your back to ease 
the strain. 

Numbness in your legs and feet: The chair 
may be restricting blood circulation. Try using 
a footrest or a chair with a downward-curving 
front edge.

Safe lifting can help you avoid sprains, strains and 
other painful injuries when working with heavy or 
awkward loads. Here’s how:

When lifting a load from ground level:

• Get as close as possible to the load.

• Bend your knees, not your back.

• Get a good grip on the object and test its 
weight.

• Keep the load close to your body and lift using 
your legs.

When lifting a load from overhead:

• Always stand on a stable surface before you 
attempt the lift.

• Test the load to be sure you can lift it safely.

• Take the object off of the shelf or support 
carefully, maintaining your balance.

When lifting from a shelf, desk or counter:

• Pull the load close to your body and test its 
weight.

• Shift the weight of the load to your legs by 
keeping it close.

• Avoid reaching and lifting at the same time.
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It doesn’t matter if your “collar” is 
white or blue, lower spine injuries are 
the second leading cause of lost work 
in adults! Correcting your posture can 
save you money on doctor bills and 
lead to a more enjoyable time at work.
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Controlling Premium Audits to Eliminate Overcharges
Due to the volume of requests they receive, 
insurance companies have developed a very 
efficient premium audit process. While they strive 
to be as accurate as possible, they don’t have the 
time or resources to investigate and resolve every 
possible error or ambiguity that presents itself. As 
a result, your company may experiences multiple, 
unintentional overcharges. If you know the rules, 
you can take control of the process by anticipating 
and preparing the exact information your insurance 
company needs to prevent inadvertent 
overcharges, saving your company money in the 
process.

Creating an Accurate Premium Audit Package
To prevent overcharges, you need to take control 
of the process and create an “overcharge-proof”
premium audit package that will give the auditor 
complete and accurate information to work with.
To begin, you will need to collect the following 
source material: 

• Payroll records (employee specific)
• Unemployment tax return
• 1040 Schedule C (if you are a sole proprietor)
• Federal and state payroll tax reports (940s 

and 941s)
• General ledger, subcontractor ledgers and 

journals (or 1099s)
• Certificates of insurance from subcontractors
• Your workers’ compensation insurance 

package

Properly Classify Employees
Your business should have one primary 
classification. Outside sales, clerical employees 
and, in some states, drivers need to be classified 
with a separate code. Any items the auditor cannot 
classify quickly with a lower-rated code remain in 
the governing code. This may result in charges 
due to the improper classification of employees 
who should be in standard class exemption groups 
(clerical, outside sales) common to all industries. 
This may also affect employees who could be 
considered for a lower industry code

(manufacturing, retail and wholesale are examples 
of industries with multiple class codes). Auditors 
may also accidentally include corporate officers, 
who should be excluded, or may not remove 
excluded remunerations that should be deducted 
from payroll before calculating your premium 
liability.

If you have questions, consult the NCCI Scopes 
Manual; it has detailed job descriptions for most 
states.

Excluded Remunerations
Certain forms of compensation are not used to 
determine workers’ compensation premium. Tips 
are an example of this. Allowable exclusions differ 
from state to state, but typically fall within 18-20 
categories. Once you’ve added up all the excluded 
remunerations (by employee code), make sure to 
deduct them from your reported payroll. 

Subcontractors
It is recommended that you only use employee-
insured subcontractors, requiring them to present 
relevant certificates of insurance before 
commencing work. Provide these certificates to the 
auditor in order to save on premium. If you do 
utilize uninsured subcontractors, they must be 
treated like employees for workers’ compensation 
purposes. In these cases be sure you report only 
their payroll to the auditor (excluding the cost of 
materials or other supplies that a contractor may 
be charging to you). 
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By controlling the information 
used in the audit process, you 

can eliminate the possibility 
that overcharges will lead to 

higher premium rates.
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https://www.ncci.com/NCCIMain/ServicesTools/OnlineCatalog/Pages/SCOPES.aspx?pnl=order
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