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Workplace Safety Seminar
Sponsored by Your Agency

Objectives 


1.
Explore the level of interest and possible format for conducting a series of semi-annual workplace safety seminars and workshops.


2.
Provide a non-intrusive forum to introduce targeted prospects to The Agency and subsequently create new business opportunities.


3.
Provide a proactive service opportunity for existing clients of The Agency.


4.
Showcase the talent of The Agency.


5.
Educate all participants on risk reduction/prevention programs and improve their safety cognizance.

Scope 

This program will be used jointly as a marketing strategy and a service strategy. The pool of invitees will be created from the existing prospecting list and current client list. The event will be held in a convenient location near the agency or surrounding area. Prior to arrival, each attendee will register and select three workshops from a list of six that they will attend. Each registration will be confirmed with a telephone contact and each participant will be mailed a welcome package with a program summary and directions. The day will start with lunch, during which we will introduce the agenda, the logistics, and the Keynote Speaker. Following the keynote address (1 hour), participants will break out into one of three pre-selected, 45-minute workshops. After rotating through each of their chosen workshops, all participants will gather for closing comments, questions & answers, etc. Presenters will be assembled as a panel to take questions. We will then poll the participants to gauge how many will return when we do another, make any pitch we wish to make, and thank them for coming. After the program, we will follow up with each participant by phone and/or mail.

With the exception of the keynote, all presenters will be from The Agency or our carriers.

Seminar/Workshop Marketing Checklist

Seven/Eight Months Prior to Seminar (First Seminar)


1.
Send out client/prospect survey for potential topics (1,000).


2.
Follow up each response with a “thank-you” phone call or letter.


3.
Rank each topic for popularity.

Six Months Prior to Seminar


1.
Scheduled main room and breakout rooms – Marriott Hotel.


2.
Select menu


3.
Select Topic - Should focus on risk management or loss control.


4.
Decide on keynote speaker; confirm date and honorarium- limit presentation to 1 hour.

Five Months Prior to Seminar


1.
Select other workshop facilitators, confirm availability, and assign topics and times.


2.
Prepare biographies on all facilitators.


3.
Create invitations, seminar program, and a map to the hotel. Post on website.


4.
Create participant “registration package” with enrollment instructions.

Four Months Prior to Seminar


1.
Send invitations to survey participants.


2.
Review facilitator presentations.


3.
Review room set-ups, AV requirements, and menu with hotel.


4.
Call invitees to confirm receipt of invitation, confirm attendance, and answer questions.

Three Months Prior to Seminar


1.
Rehearse facilitator presentations.


2.
Prepare all handouts.


3.
Call “undecided” invitees to confirm attendance.

Two Months Prior to Seminar


1.
Finalize attendee list and confirm with hotel.


2.
Send “registration package” to all attendees.


3.
Send “we’ll miss you” letter to non-attendees.


4.
Finalize facilitator presentations.

One Month Prior to Seminar


1.
Call list of attendees for final confirmation.


2.
Prepare nametags and participant packages.


3.
Confirm final number with hotel, checklist AV needs and menu.


4.
Conduct final facilitator rehearsals.

One Week Prior to Seminar


1.
Decide on the date and topic for next seminar and confirm with hotel.


2.
Prepare announcement cards for next scheduled seminar.


3.
Prepare participant comment card/survey.


4.
Review final preparations.

One Week after Seminar


1.
Send “thank-you” for attending letters to all participants.


2.
Repeat the process.

Sample Topics 

•
Substance Abuse in the Workplace 

What you don’t know will hurt you.

•
Removing the risk of blood-born pathogens 

Prevention plans and treatment techniques.

•
Safety Committees & Workplace Safety Programs 

Empowering and dynamic ideas that create a safety conscious culture.

•
Disaster Planning 

Minimizing the effects of a crisis before it happens.

•
Fleet Safety 

Beyond driver training: risk avoidance strategies that work.

•
Slip & Fall Prevention 

Strategies to reduce the number one cause of compensation claims.

•
Risk Management & Loss Control Audits 

Accountability checks and balances for your safety programs.

•
OSHA 

Proactive audit and compliance strategies.

•
Workers Compensation Case Reviews 

Case studies of claims- causes, results, and corrective action.

•
General Liability Claims Review

Case studies of claims: causes, results, and corrective action.

Funding Requirement:

The following estimates are based on 100 participants 

Meeting rooms, lunch, snacks, etc.  
$3,000

Keynote travel & honorarium 
$2,000

Marketing Material, postage, etc. 
$4,000

Program Materials, etc.
$1,000

Total
$10,000

Year 20XX Workplace Safety Seminar Topics

Presented by The Agency
Employment Practices Risk Management: Highlights of current laws and recent decisions that have significantly expanded employers’ exposure to lawsuits, how insurance companies have responded, and how to strengthen your defensive strategy.

Alternative Insurance Markets: A comprehensive review of available alternatives to traditional insurance strategies including self-funded, partially self-funded, and captive markets. We will we review the advantages, disadvantages, and qualification criteria for each.

Workplace Substance Abuse: A shocking statistical summary of America’s number one workplace hazard. You’ll learn why substance abuse causes 40% of industrial injuries and fatalities, how 1 in 6 employees has a substance abuse problem, and what you can and cannot do to minimize the threat.

OSHA Compliance: Surviving an audit with a minimum amount of disruption to your organization requires careful preparation and a heightened state of readiness. We will review the dos and don’ts, discuss readiness planning, and examine recent compliance issues.

Building an Emergency Response Plan: What happens in your company when the unimaginable happens? Recent local and national events have verified that nobody is immune from the catastrophic. How your company and your employees behave in a crisis can determine the extent of the damages and effect your liability. We will review the components of an effective emergency response plan.

State of the Insurance Industry: a consumer’s report on the changing dynamics of the insurance market. We will remove all rhetoric and describe what we see, why it’s that way, where we think it’s heading, and what you can expect.

Claims Management and Accident Investigation: Claims happen. Efficient claims management and thorough post accident investigation, however, doesn’t happen often enough. We will review proven techniques for enhancing your policies and procedures.

Safety Programs: Updates and add-ons for your fleet safety program, lockout/tagout program, forklift safety program, slip, trip, and fall programs, etc. You tell us the exposure, we’ll help you build or enhance a program for it.

Fiduciary Risks of Retirement Planning: An overview of the fiduciary risks associated with sponsoring retirement plans. Areas addressed include administration, investments, communication, and key employee compensation.

Controlling Employee Benefit Costs: During the past year, most of us have experienced an increase in our employee benefits programs. Feeling powerless, many insureds begrudgingly consented to the increase without first inspecting all available alternatives and without carefully analyzing their existing program. We will show you how to evaluate your program, compare it to your options, and improve your comprehension of the market.

Other topics that interest you: _____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Completed by:


Name / Position________________________________________________________________
Company________________________________________________ Date_________________
I prefer:
______a.m. Sessions
______p.m. Sessions

Please return this page only by faxing to The Agency @ ___________

No Cover Page Required.

Seminar Topic Selection Letter

March 24, 20XX
Company

Attn: Contact

Address

City, State, Zip

Dear Contact:

We need help and we value your opinion.

Next year we plan to sponsor a series of workplace safety symposiums for you, our friends and clients. Each ½ day session will begin with a breakfast keynote address followed by a selection of 45-minute educational workshops. The keynote will feature a distinguished speaker and each workshop will be facilitated by an expert in the selected topic. Our objective is to consistently provide our clients with accurate and up-to-date information on risk management policies, practices, and strategies.

The attached form contains our list of potential topics to be offered. We would like to know which of these topics would be of interest to you and if you have any additional suggestions. Please also let us know if you would prefer afternoons rather than mornings.

Please take a moment to check-off the topics that might interest you and return the form to us via fax at _________ or by mail at the address shown below. Thank you in advance for your assistance.

Sincerely,

Producer

Survey Participation Thank You Letter

Date

Contact

Company

Address

City, State, Zip

Dear Contact:

Thank you so much for your help in selecting which topics to include in our “Workplace Safety Seminar.” We are currently tabulating the results of the survey and building the agenda based upon the results.

Over the next few months we will focus our attention on building a panel of experts for each of the selected topics and on finalizing the program. When this is done, you will receive our invitation to participate.

We are thrilled to provide our clients and friends with this service and we are grateful for your help in preparing the agenda.

Sincerely,

Producer

Seminar Invitation Letter

Date

Contact

Company

Address

City, State, Zip

Dear Contact:

You are cordially invited to participate in our Workplace Safety Seminar scheduled for Thursday, October 5, in the Grand Ballroom of the Marriott Hotel, located on Main Street.

Our program will feature a breakfast keynote address entitled “Substance Abuse in the Work Place” delivered by Elizabeth Louise, President of RUHI, Inc. Elizabeth will provide us with an overview of this alarming issue, what can be done to minimize the problem, and enhancements that you can immediately make to your existing substance abuse program.

Following breakfast, you will have the opportunity to participate in a series of 45-minute educational workshops designed specifically to provide you with accurate and up-to-date information on risk management policies, practices, and strategies. Please review the seminar agenda and workshop summaries that I have enclosed with this letter.

The seminar will begin at 8:00 a.m. and last until 1:00 p.m. As mentioned, breakfast will be served and there is no charge for participating. Please make plans to attend and you are welcome to invite other members of your organization. We will call to confirm your attendance in a few weeks.

Sincerely

Producer

Seminar Registration Package Letter

Date

Contact

Company

Address

City, State, Zip

Dear Contact:

Enclosed you will please find your Workplace Safety Seminar registration information, workshop information, and facilitator biographies. Please select which workshops you and your staff will be attending and fax or mail your completed registration form to the address provided.

We look forward to seeing you there! Please call me directly with any questions, comments, or just to say hello.

Sincerely,

Producer

Seminar “We’ll Miss You” Letter

Date

Contact

Company

Address

City, State, Zip

Dear Contact:

We’ll miss you!

I’m sorry to hear that you are unable to make our Workplace Safety Seminar. I hope that all is well and that you will be able to attend our next seminar later in the year. Enclosed is a seminar agenda that shows the workshop topics that will be discussed. Please call me directly if you have any questions, comments, or would like some additional information on these or other risk management issues.

Sincerely,

Producer

Seminar “Thank You for Attending” Letter

Date

Contact

Company

Address

City, State, Zip

Dear Contact:

Just a quick note to thank you for participating in our Workplace Safety Seminar. Based upon the comment cards that I have reviewed, the seminar was the success that we had all hoped it would be. It is nice for us to see our clients and friends get together in a relaxed learning environment to find ways to make their companies safer and better places to work. Your presence and dialogue added greatly to the depth and creativity of the conversation and I wanted you to know how much we all appreciated your contribution.

As mentioned, our next seminar is scheduled for April 5, 2003. Even though it seems like a long way off, please circle the date in your calendar and plan to attend. We will certainly have an opportunity to talk between now and then and I look forward to hearing about your ideas for our next program. Thank you again.

Sincerely,

Producer
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