
Workplace Standards  
Build a strong, dynamic  

workforce by adhering to  
ethical standards and cultivating 

cultural awareness.

Emotional Wellness  
Keep your employees’ physical and 
mental health in check with useful 

strategies and exercises that balance 
the mind and the body. 

Safety & Security
Help employees feel safe and secure 
on the job. Give them the knowledge 

they need to stay safe during any 
emergency situation or threat. 

Welcome to QuickSeries Publishing
QuickSeries Publishing has delivered credible, easy-to-read content on thousands of relevant topics for over 
25 years. Our team of knowledgeable writers presents the most current information on a broad range of 
valuable subjects, including health and wellness, home and work life, security and government affairs, and 
disaster and emergency preparedness.

Our unique winning formula is guided by two crucial principles:
1. To offer a vast library of topics with content that is written in an easy-to-read style 
2. To provide content on multiple innovative platforms that are best suited to your audience 

From our original pocket guides to our eGuides and fully customized apps, we ensure seamless, affordable 
delivery of content that is guaranteed to make your program a success.

And our Peace of Mind Policy ensures your idea is easily brought to fruition with a one-stop shop of writers 
and designers and unsurpassed customer service – before, during and after delivery of your product. 

Reliable Content. Innovative Delivery.

Work Life & Safety



Our Accreditation Resource Partners
Along with our team of talented, knowledgeable writers and editors, we partner with various 
respected associations within different industries to write, review and validate our content. Once 
the content has been approved, we add their logo to the guide as a seal of approval – reassuring 
you that the information is correct and credible.

www.icisf.orgwww.safetyskills.com

Helping You 
Build Successful 
Programs!
QuickSeries® understands that safe and 
healthy employees are happy employees – 
that’s why we offer managers, supervisors 
and other leaders effective tools to promote 
workplace wellness and productivity. With 
the help of practical checklists and useful 
resources, each title in our Work Life & 
Safety series offers valuable information 
to accompany your organization’s internal 
policies and procedures. 

Whether you want to bring awareness to 
harassment and other workplace violence 
issues, promote worksite safety or 
educate on equal opportunity and ethics, 
QuickSeries® has an appropriate title – on 
the perfect platform – to meet your needs.



Ask Us About Personalization and Customization.
Don’t see the title you’re looking for? Want to personalize your own topic?  
Our team of experts can tailor any topic or format to fit your individual needs and branding. 
Want to use your own content? Not a problem – we can easily customize your text into  
any of our available formats.

CustomizationPersonalization
Choose a topic and 
modify the content 
and covers, or simply 
add your logo and 
brand colors.

Provide us with your 
content or ideas and we 
will research, write and 
design a product in any  
of our available formats.

Communicating  
Your Message Has 
Never Been Easier!
We recognize your need to communicate your 
message to the community in an engaging and 
efficient manner. So, whether you choose from 
our library of pocket guides, eGuides or program 
outreach material, or you want something 
personalized or customized, we will guide you 
through the process from beginning to end. 

We understand your needs, propose the right 
solution and deliver the final product your 
program requires. Plus, if you are unsatisfied with 
your product in any way, we promise to make it 
right with our QuickSeries® Peace of Mind Policy. 



Reliable Content. Innovative Delivery.
Our team of knowledgeable writers, editors and field specialists write and edit the topics in our vast library, 
integrating just the right amount of information for readers. The content is then packaged into various innovative 
formats that best communicate your program to your target audience, ensuring a successful outreach program.

Calculating the Distance Multiplier
The Distance Multiplier (DM) is the number of inches the load 
travels up (or down) from the starting position. The DM is [0.82 + 
(1.8/D)], where D is the travel distance.

D (inches) DM D (inches) DM

< or = 10 1.00 45 0.86

15 0.94 50 0.86

20 0.91 55 0.85

25 0.89 60 0.85

30 0.88 70 0.85

35 0.87 > 70 0.00

40 0.86 – –

The Asymmetric Multiplier (AM) measures if the body must twist 
or turn during the lift. This measurement is done in degrees (with 
360° being one complete circle). The AM is 1 - (.0032A), where A is 
the angle of the load in relation to the body (e.g., straight in front 
of you or o�  to the side).

A (degrees) AM A (degrees) AM

0 1.00 90 0.71

15 0.95 105 0.66

30 0.90 120 0.62

45 0.86 135 0.57

60 0.81 > 135 0.00

75 0.76 – –

INTRO

LIFTING & HANDLING
Proper lifting and handling methods protect you against injury 
and make work easier. Over time and with practice, following safer 
techniques will become a habit.

Before lifting, size up the load and 
check the overall conditions. If the load seems too heavy or 
awkward, don’t lift it alone. Check that there is enough space 
for movement. 

QUICKALERT

1. Keep your back straight.
2. Face forward, do not 

bend your neck.
3. Ensure that you have 

good balance. Your feet 
should be shoulder-
width apart.

4. Bend your knees and 
don’t stoop. 

5. Grip the load with the 
palms of your hands and 
your � ngers. (The palm 
grip is more secure.)

6. Use your body weight to 
move the load, then lift 
by pushing up with your 
legs. This makes full use 
of the strongest set of 
muscles in your body.

7. Keep your arms and 
elbows close to your body 
while lifting.

 BASIC STEPS FOR SAFE LIFTING AND HANDLING
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WHAT CAUSES THESE INJURIES?
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Cold temperatures can cause poor 
blood circulation and increase the likelihood of injuries from 
forceful, repetitive work.

QUICKNOTE
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 ��

 ��

 ��

 ��

 ��

HAZARD COMMUNICATION SAFETY
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SAFETY 
CHECK-

LIST
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Carry the load close to your body and 
don’t twist your body. To change direction, shift your foot 
position and turn your whole body.
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 LIFTING DON’Ts

1.
2.

3.

 BASIC STEPS FOR SAFE LOWERING
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LADDER SAFETY

�

�

�

�

�

�

� Only use 
a ladder for the purpose it 
was designed for.

� Never tie or fasten ladders 
together to provide longer 
sections, unless they are 
speci�cally designed for such 
use.
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By not staying alert, workers can lose 
sight of what they are doing and become unaware of 
hazardous conditions and surroundings.
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RESOURCES

Occupational Safety and Health Administration (OSHA)

800-321-OSHA (6742)
www.osha.gov/ecor_form.html

www. osha.gov/as/opa/worker/liaisons.html

www. osha.gov/html/RAmap.html

National Institute for Occupational Safety & Health (NIOSH)
www.cdc.gov/niosh

Warehouse Worker Resource Center
www.warehouseworkersunited.org

International Association 
for the Study of Pain
www.iasp-pain.org

Chemical Safety Board 
www.csb.gov

National Fire Protection Association
www.nfpa.org

ource Center
ersunited.org
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Complex  
Subjects  

Made Easy

Visually  
Appealing

Reader- 
Friendly  
Content

Program Outreach
A successful communication  
strategy needs to be multifaceted, 
using a variety of tools to highlight 
your message. 

The QuickSeries® Toolbox is a suite 
of outreach and educational products 
designed to capture the reader’s 
attention and deliver your message. 

Pocket Guides
Featuring durable lamination  
and heavy-duty spiral  
binding, our pocket guides  
deliver a long-lasting  
reference experience in the  
field, office or classroom.

 Æ To-the-point content and 
simple messaging in a 
convenient tabbed format

 Æ Perfect for the field  
or classroom

 Æ Durable and water-resistant

Conveniently 
Tabbed

Durable  
Construction

Wallet Cards
 Æ Creative tools that promote topic 

awareness and information referral 

 Æ Ideal bookmarks 

 Æ Easily fold to fit into your wallet

Pamphlets
 Æ To-the-point, informative content that 

expands information on outreach 
programs

 Æ Modern, engaging design

 Æ Available in various sizes 



Spread your message through a variety of tools  
that work best for your audience and meet your budget.

eGuides
QuickSeries® eGuides offer a 
unique and dynamic reading 
experience. Your users 
interact with content through 
a variety of built-in features, 
including menus, checklists, 
forms, bookmarks and note-
taking capabilities.

 Æ Information is always  
readily available

 Æ Interactive content,  
news and alerts

 Æ Innovative and  
engaging designs

 Æ Exclusively available to  
our app clients

Auto-dial,  
Email and  

Web  
Connect

Every  
Pocket Guide 
is Available 
in eGuide 

Format 

Not Your  
Typical  
Book

New Text  
for Full  

Customization

100% Mobile

7
Calendars

 Æ Reliable content and optimized design deliver important 
information in a themed format

 Æ Relevant monthly topics

 Æ Durable paper stock

Posters
 Æ Attractive double-sided 

design that helps create 
topic awareness

 Æ Durable and water-resistant

 Æ Available in an assortment 
of sizes

Message Cards
 Æ Practical promotional 

tools for events, 
services or causes

 Æ Ideal handouts 

 Æ Compact size 
perfect for mailing

Magnets
 Æ Valuable custom tool that helps increase your 

program visibility

 Æ Useful visual reminder of your cause or message

 Æ Durable product with modern, eye-catching design

Pocket Cards
 Æ Easily fold to fit in your pocket or purse

 Æ Pages are perforated for easy removal

 Æ Double-sided design allows for  
more in-depth information without 
adding bulk
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Conflict Management

Harassment

 Æ Eliminate violence and conflict 
from your workplace with valuable 
information and resources.

 Æ Prevent violent situations by 
learning and spotting the warning 
signs.

 Æ Learn how to effectively manage 
conflict and resolve issues in a 
constructive way.

 Æ Make your workplace a safe, 
stress-free environment with the 
help of various exercises and tips 
for controlling emotions.

 Æ Contribute to the safety of your 
work environment by preventing 
or responding to harassment 
of any kind – from sexual 
harassment to bullying.

 Æ Identify harassment so you can 
stop it in its tracks and prevent it 
from escalating.

 Æ Know your rights, your 
coworkers’ rights and your 
employers’ responsibilities.

PUT AN END TO

HARASSMENT IN 
THE WORKPLACE

SEXUAL  
HARASSMENT
IN THE WORKPLACE
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Wallet Card

Wallet Cards

Take Charge of  

Your Emotions
Keep your cool and manage your 
anger at work.

Managing your emotions is the 
key to keeping work stress in 
check, having fewer conflicts at 
work and handling them when 
they do occur.

Get more relaxation tips and techniques at:

https://nccih.nih.gov/health/
stress/relaxation.htm

If work stress or anger is taking over your 
life, call Mental Health America for more 
information and helpful resources:

800-969-NMHA (6642)

Stay Calm, Cool  
and Collected.

When You’ve Reached 
Your Breaking Point...

Be in Control of 
Your Emotions

Workplace 
Discrimination

Discrimination Is Real

Your Reporting Options

Know Your Options

In 2014, the U.S. Equal Employment 
Opportunity Commission (EEOC) received:

If you have been discriminated against at 
work because of your race, color, religion, 
sex (including pregnancy), national origin, 
age, disability or genetic information,  
you can file a Charge of Discrimination 
with the EEOC.

For more information, visit the EEOC 
website at: www.eeoc.gov
Your employer may not fire, demote, 
harass or otherwise retaliate against you 
for filing a charge.

RACE  
discrimination charges

AGE  
discrimination charges

PREGNANCY  
discrimination charges

8,826
20,588
3,400

WORKPLACE  
VIOLENCE
STAYING SAFE AT WORK

SPOT IT. STOP IT.
BE AN ACTIVE BYSTANDER

Poster

Poster

WORKPLACE SERIES

You Have the Power to

Prevent  
Workplace Violence

In Danger? 
Call 911 immediately. 

1 2 3Avoid 
conflict.

 Ignore bullies 

and walk away 

from situations 

that anger you 

or make you 

feel aggressive.

Respect 
others.

Never harass, 
belittle or 

bad-mouth a 

coworker. This 
might lead 
to a violent 

confrontation. 

Say 
something.
Report bullies, 
odd behavior 
or potential 

violence 
hazards to your 

supervisor.

© 2015 QuickSeries Publishing
1-800-361-4653 | www.quickseries.com
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This Is a  

Bully-Free Workplace

Bullying is Never OK
Report ANY form of bullying to your employer or Human Resources.

For Example:

Spreading 
rumors or 

gossip

Shouting, swearing or using offensive or inappropriate language 

Isolating or excluding someone

Name-calling or throwing insults

Making 
threats or physically assaulting someone

WORKPLACE SERIES

© 2015 QuickSeries Publishing
1-800-361-4653 | www.quickseries.com

11-0031-000-01 | 11-0031-001 | Printed in Canada

What’s workplace 
bullying? 

Repeated abusive behavior 

that targets a specific 

employee, involving 

psychological torment 

(intimidation, threats, 

humiliation), verbal abuse  

and work sabotage.

stop!
Pamphlet

STOP 
WORKPLACE  
HARASSMENT 
Understanding harassment is the first 
step to ending it.

For more information on workplace harassment, 
visit the EEOC website at: 

www.eeoc.gov/laws/types/
harassment.cfm

Hate
urts!

If You Are Being Harassed...
• Find out if your workplace has an 

antiviolence program or an Employee 
Assistance Program (EAP) that can help you.

• Don’t fight back against the harasser. If you 
feel safe doing so, speak to him or her. Stay 
calm, cool and collected.

• Keep track of the harassment. Write down 
each event in detail, including dates, times, 
places, what was done or said and by whom, 
who was there and if there were any witnesses. 

• Save all harassing e-mails, handwritten notes 
or offensive text messages or voice mails.

• Report the harassment to your employer 
or Human Resources, especially if your job 
performance is being affected.

Is Bullying Harassment?
Yes! Workplace bullying is repeated, abusive 
behavior that targets a specific employee or 
group of employees. It involves psychological 
torment (intimidation, threats, humiliation), 
verbal abuse and work sabotage.

Who bullies at work?
• Bosses or supervisors against subordinates

• Coworkers against peers

• A group of employees against one employee 
(mobbing)

• Clients, suppliers, patients, users or visitors 
from outside the organization against 
employees

To Report Workplace 
Harassment:

File a Charge of Discrimination with the Equal 
Employment Opportunity Commission (EEOC):

Tel.: 800-669-4000

TTY: 800-669-6820

E-mail: info@eeoc.gov 

Bullying is about control and involves 
the misuse and abuse of power.

Examples of workplace 
bullying:

Purposely withholding key 
information to interfere with 

someone’s work and to make 
him or her look bad

Spreading rumors 
or gossip

Shouting, swearing 
or using offensive 
or inappropriate 

language

Constant criticism that is insulting and intimidating

Deliberately isolating someone

Under-
working an 
employee 

or coworker 
to make him 
or her feel 

useless

Excessive 
micromanaging

Imposing 
unrealistic work 

deadlines

© 2015 QuickSeries Publishing
1-800-361-4653 | www.quickseries.com
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Spot the signs of sexual harassment

Sexually 
Harassed?

Am I Being

Sexual 
Harassment…
Happens to both men and women in all 
areas of life – in private, at school or at 
work.

It includes:
• Unwelcome sexual advances.
• Requests for sexual favors.
• Touching in a sexual way.

Was It Just a Compliment?
It’s easy to confuse a compliment with 
harassment. If a compliment makes you 
uncomfortable, clarify by asking the 
person:

“What did you mean by that?”
This gives the person the chance to 
explain what he or she meant to say.

National Sexual Assault 
Hotline

800-656-HOPE (4673)

https://ohl.rainn.org/online

Message Card

Sexual Harassment Stops

Here. 
WORKPLACE SERIES
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Worksite Safety

 Æ Stay safe on the job by following standard 
protocols and procedures – from wearing 
personal protection to using the right 
equipment for the job. 

 Æ Learn Occupational Safety and  
Health Administration (OSHA)  
guidelines and standards and  
how you can maintain a safer  
work environment.  

 Æ Know your employer’s  
responsibilities for keeping  
you safe on the job.

 Æ Use valuable checklists,  
illustrations and  
resources to ensure  
your protection at  
any worksite.

SLIP, TRIP 
& FALL
PREVENTION

CONFINED  
SPACES
GENERAL REQUIREMENTS 
& PRACTICES

PERSONAL 
PROTECTION
AGAINST INDUSTRIAL 
HAZARDS

GUIDE TO

SAFETY DATA 
SHEETS

LOCKOUT & 
TAGOUT

WAREHOUSE 
SAFETY
FOR WORKERS

* Licensed by SafetySkills

* *
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Personal Wellness

 Æ Perform your best at work by 
making your physical wellness a 
priority – from dealing with worry 
and stress to controlling fatigue 
and fitness.

 Æ Adopt helpful techniques to 
improve your quality of life, 
including stress management, 
sleep hygiene, self-care strategies 
and physical activity guidelines.

 Æ Use checklists, tips and resources 
to enhance your wellness and 
improve your quality of work.

MANAGING 
YOUR STRESS

SPIRITUAL  
WELLNESS
LIFE WELL LIVED

HEALTHY SLEEP

IMPROVE YOUR  
EMOTIONAL WELLNESS
AT WORK

FITNESS
AT YOUR DESK

Mental Health
 Æ Manage overwhelming 
emotions, such as anxiety, 
grief or depression, by 
learning about the tools and 
resources you need.

 Æ Recognize mental health 
red flags in yourself or your 
coworkers.

 Æ Know your treatment 
options and where to turn for 
professional help, or how to 
offer support to others.

 Æ Use valuable exercises, tips 
and resources to take charge 
of your mental health.

SUICIDE 
PREVENTION

GRIEVING GUIDE
COPING WITH GRIEF AND LOSS

ANGER  
MANAGEMENT
KEEP YOUR COOL

BREAKING FREE

OVERCOMING 
ANXIETY

* Licensed by ICISF

*



Security &
 Preparedness

W
ork Life &

 Safety

Preparedness & Response

 Æ Be prepared to respond to different types of threats while on the job.

 Æ Create, practice and implement an Emergency Action Plan.

 Æ Understand evacuation and shelter-in-place policies and  
procedures.

 Æ Know your role in an emergency, how to respond in any  
small- or large-scale event and how to manage the  
after-effects.

 Æ Use helpful checklists, organizational charts and resources  
to better respond in any emergency situation.

INCIDENT COMMAND 
SYSTEM

ACTIVE SHOOTER 
RESPONSE

SAFETY AT WORK
BUILDING OCCUPANT  
EMERGENCY PLAN

Cybersecurity
 Æ Understand the security threats  
you might encounter online – from  
spams and scams to identity theft 
and fraud.

 Æ Know how to secure your 
information so you can protect 
yourself against cybersecurity 
threats.

 Æ Use valuable checklists, reporting 
information and resources to actively 
maintain your Internet security. 

OPERATIONS SECURITY 
(OPSEC)
A GUIDE FOR FEDERAL CIVILIAN AND 
CONTRACT EMPLOYEES

PREVENTING AND COMBATING 

SOCIAL SECURITY 
FRAUD

CYBERSECURITY
STAY SAFE ONLINE

QuickTip
An Emergency Action Plan should include the following:

 Æ Designated emergency coordinators

 Æ Floor plans with multiple escape routes 

 Æ Designated area to account for employees

 Æ Evacuation plans for people with functional needs

 Æ Fire prevention plans

For more details, refer to our extensive suite of 
Preparedness & Response guides.

* Licensed by SafetySkills

*
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Cultural Awareness

Recruitment Standards

 Æ Encourage employees to be open-minded and respectful 
of each other to cultivate inclusiveness and strengthen 
productivity.

 Æ Gain cultural awareness to better interact with coworkers and 
employees and to create a compassionate work environment.

 Æ Understand cultures and lifestyles of different groups –  
from Veterans to non-English-speaking individuals – and help 
foster a tolerant workplace.

 Æ Build a diverse workforce by adopting various programs and 
initiatives that strengthen and improve hiring practices.

 Æ Understand workplace laws, inclusive outreach and 
inclusion strategies, and special authorities for Veterans.

 Æ Use valuable information and resources to strengthen your 
hiring or career-search strategies.

LANGUAGE  
IDENTIFICATION
WORKING WITH LEP INDIVIDUALS
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Equal Opportunity Guidelines
 Æ Promote an equal opportunity 
workplace by becoming culturally 
aware and eliminating discrimination 
and harassment.

 Æ Know your rights to equal treatment 
as an employee; understand 
reasonable accommodation; and be 
aware of your reporting options.

 Æ Use checklists and resources to 
ensure your workplace fosters a fair, 
diverse work environment.

EQUAL  
OPPORTUNITY
CREATING DIVERSE & INCLUSIVE  
FEDERAL WORKPLACES

CIVIL RIGHTS
IN THE WORKPLACE

QuickRule
Everyone has the right to be hired, to work and to advance based on merit 
and ability. No employee should be discriminated against based on gender, 
age, race, sexual orientation or any other distinguishing characteristic.

To learn more about employees’ rights, refer to our collection of Ethics 
and Equal Opportunity guides.

Workplace Ethics
 Æ Understand complicated ethics laws 
and regulations that apply to various 
Government employees, presented 
in a simplified “plain English” format.

 Æ Be informed of unique ethics 
prohibitions, travel regulations and 
strict gift guidelines.

 Æ Use clear and concise examples, 
checklists and resources to ensure 
your workplace follows standard 
ethics laws.

ETHICS GUIDE 
FOR FEMA EMPLOYEES

FEMA DEPARTMENT OF THE INTERIOR

Stewardship for America with Integrity and Excellence

ETHICS GUIDE
FOR DEPARTMENT OF THE 
INTERIOR EMPLOYEES

2013
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Know the Limits

Property

Information

Time

Never Misuse  

Government Property, Time and Information

WORKPLACE SERIES

It is your responsibility to protect and conserve Government-owned or -leased 

property and to use it only for authorized purposes.

You are prohibited from using official Government envelopes or official letterhead 

stationery for personal business.

Never remove Government property or files or use Government copiers to copy 

files to take with you when you leave service.

You may not use Government purchasing authority for personal gain, even if you 

reimburse the Government.

Never engage in financial transactions using “insider” or nonpublic information, or improperly use nonpublic information to further your private interests.

You must use official time in an honest 

effort to perform official duties.

Never encourage, direct, coerce or request 

a subordinate to use official time to 

perform activities other than those required 

to perform official duties.

Violation may result in a  

fine, demotion, firing or prosecution.

© 2015 QuickSeries Publishing
1-800-361-4653 | www.quickseries.com

11-0032-000-01 | 11-0032-001 | Printed in Canada

Wallet Cards

WORKPLACE SERIES

Gift 
Regulations
For Federal Employees

You may not solicit or 
accept a gift:
• From a prohibited source (e.g., 

agency contractors, vendors and 
grantees).

• Given because of your official 
position.

What’s a Gift?

What’s Not a Gift? 
(There may be some exceptions.)

A gift may include a gratuity, favor, 
discount, cash, gift certificate, 
entertainment, hospitality, loan, 
forbearance or other item having 
monetary value. 

• Snacks (coffee, donuts, etc.)
• Greeting cards, trophies, etc.
• Prizes in contests open to the general 

public
• Commercial discounts available to the 

public and Government employees
• Commercial loans, pensions, etc.
• Anything for which you pay fair 

market value or that is paid for by the 
Government

For more information, visit:

www.oge.gov

WORKPLACE SERIES

Travel Expense 
Regulations

Who Pays?

For Federal Employees

Your official travel must be 
paid for with appropriated 
funds. However, under certain 
circumstances, your agency 
may be reimbursed for your 
travel expenses by a non-Federal 
source.

For more information on 
travel expense regulations, 

visit the U.S. Office of 
Government and Ethics:

www.oge.gov

Note:
Federal employees may accept 
for personal use promotional 
items given to them on official 
travel, including frequent flyer 
miles.

Magnet

Employers cannot retaliate against “whistleblowers” (workers who 

report injuries, safety concerns or other protected activity).

Whistleblower 
Hotlines

Prohibited Personnel Practices: 

800-872-9855

Hatch Act Violations (political activity violations):

800-85-HATCH (4-2824)
Report fraud, waste and abuse to the  

Office of Inspector General: 

800-424-9071 
Whistleblower Disclosure Hotline: 

800-572-2249

For more information on the Whistleblower Protection Programs, visit:  

www.whistleblowers.gov
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Ask Us About Our Other Topics:

Security & 
Preparedness Education Home Life Health & 

Wellness

1-800-361-4653

info@quickseries.com

www.quickseries.com

For a free sample or more information on how 
QuickSeries® can help you make your program  
a success, contact us:

© 2021 QuickSeries Publishing


