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Disclaimer: 
 
The information contained in this publication was obtained from sources believed 
to be reliable. The State Auto Insurance Companies make no representations or 
guarantee as to the correctness or sufficiency of any information contained 
herein, nor a guarantee of results based upon the use of this information and 
disclaims all warranties expressed or implied regarding merchantability, fitness 
for use and fitness for a particular purpose. State Auto does not warrant that 
reliance upon this document will prevent accident and losses or satisfy federal, 
state and local codes, ordinances and regulations. You assume the entire risk as 
to the use of this information. Further, this document does not amend, or 
otherwise affect the terms, conditions or coverage of any insurance policy issued 
by the State Auto Insurance Companies. 
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 Section VII. 
 
 SAFETY RULES, POLICIES, AND PROCEDURES 
 
 
The safety rules contained on these pages have been prepared for your guidance and protection in 
your daily work.  Employees are to study these rules carefully, review them often and observe these 
precautions and good common sense in carrying out their duties.  
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ALL EMPLOYEES 
 
General Rules 
  1. Straighten or remove rugs and mats that do not lie flat on the floor. 
  2. Use caution signs or cones to barricade slippery areas such as freshly mopped or greasy 

floors.  
  3. Upon discovery of wet or greasy floors, take short steps when walking on them. 
  4. Use a ladder or step stool to retrieve or store items that are located above your head. 
  5. Use handrails when ascending or descending stairs or ramps.   
  6. Clean up spills or leaks immediately by using a paper towel, rag or a mop and bucket.  
 
Lifting Procedures 
  1. Plan the move before lifting;  remove obstructions from your chosen pathway. 
  2. Test the weight of the load before lifting by pushing the load along its resting surface. 
  3. If the load is too heavy or bulky, use a carrying aid such as a hand truck or get assistance 

from a coworker. 
  4. If assistance is required to perform a lift, coordinate and communicate your movements with 

those of your coworker. 
  5. Position your feet 6 to 12 inches apart with one foot slightly in front of the other. 
  6. Face the load. 
  7. Bend at the knees and keep your back straight. 
  8. Get a firm grip on the object with your hands and fingers.  Use handles when present.  
  9. Never lift anything if your hands are greasy or wet. 
 10. Wear protective gloves when lifting objects with sharp corners or jagged edges. 
 11. Hold objects as close to your body as possible. 
 12. Perform lifting movements smoothly and gradually; do not jerk the load. 
 13. If you must change direction while lifting or carrying the load, pivot your feet and turn your 

entire body.  Do not twist at the waist. 
 14. Set down objects in the same manner as you picked them up, except in reverse. 
 15. Do not lift an object from the floor to a level above your waist in one motion.  Set the load 

down on a table or bench and then adjust your grip before lifting it higher. 
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OFFICE PERSONNEL 
 
General Rules 
  1. Close drawers and doors immediately after use. 
  2. Use the handle when closing doors, drawers and files. 
  3. Store sharp objects, such as pens, pencils, letter openers or scissors in drawers or with the 

points down in a container. 
  4. Do not tilt the chair you are sitting in on its back two legs. 
  5. Use a ladder or step stool to retrieve or store items that are located above your head. 
  6. Turn off and unplug office machines before adjusting, lubricating or cleaning them. 
  7. Use handrails when ascending or descending stairs or ramps.   
  8. Do not run on stairs or take more than one step at a time. 
  9. Do not jump from ramps, platforms, ladders or step stools. 
 
Video Display Terminal Ergonomics 
  1. Stand up and stretch once every hour. 
  2. If the chair height is too high, use a book or other object as a footrest. 
  3. Move your computer screen and keyboard so that they are directly in front of you. 
  4. Adjust the height of your chair so that when you are sitting, your elbow and keyboard height 

are the same. 
  5. For additional lower back support, place a pillow or bundled clothing in the chair at the small 

of your back. 
 
 
 
SALES PERSONNEL 
 
General Rules 
  1. Store sharp objects, such as pens, pencils, letter openers or scissors in drawers or with the 

points down in a container. 
  2. Carry pencils, scissors and other sharp objects with the points down. 
 
Lot Driving Rules 
  1. Shut all doors and fasten your seat belt before moving the vehicle. 
  2. Obey all traffic patterns and signs at all times. 
  3. Maintain a three point contact using both hands and one foot or both feet and one hand when 

climbing into and out of vehicles. 
  4. Do not drive faster than five (5) miles per hour when driving a vehicle on the lot. 
  5. Stand clear of vehicles driven by owners. 
  6. Do not approach any vehicle until the driver stops and exits. 
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PARTS WAREHOUSE PERSONNEL - Stockroom Clerk, Warehousemen 
 
General Rules 
  1. When manually stocking shelves, position the materials to be shelved slightly in front of you 

so you do not have to twist when lifting and stacking materials. 
  2. Remove or bend nails and staples from crates before unpacking. 
  3. Do not let items overhang from shelves into walkways. 
  4. Move slowly when approaching blind corners in the warehouse. 
  5. Place heavier loads on the lower or middle shelves. 
  6. Remove one object at a time from shelves. 
  7. Place items on shelves so that they lie flat and do not lean against each other. 
  8. Follow the safe handling instructions listed on the label of the container or listed on the 

corresponding Material Safety Data Sheet when handling each chemical stored in the 
stockroom. 

  9. Obey all safety and danger signs posted in the workplace. 
 10. Store case cutters, exacto knives or other tools with cutting edges in sheaths when they are 

not in use. 
 
 
 
AUTOMOBILE MECHANICS 
 
General Rules 
  1. Wear safety goggles and closed-toe shoes when working in the service bay. 
  2. Use flexible exhaust hose such as elephant trunk tubing to vent exhaust fumes from vehicles 

and space heaters to the outside when the bay doors are closed. 
  3. Do not use your hands or fists as hammers.  
  4. Do not use gasoline for degreasing or cleaning automobile engine parts. 
  5. Do not wear loose clothing or jewelry in the service shop.  
  6. Long hair must be contained under a hat or hair net, regardless of gender. 
  7. Wash your hands with soap and water after working in the service shop.  
 
Housekeeping 
  1. Sweep up shavings from around equipment such as lathes and sanding equipment by using a 

broom and a dust pan. 
  2. Straighten or remove rugs and mats that do not lie flat on the floor. 
  3. Return tools to their storage places after use. 
  4. Use caution signs or cones to barricade slippery areas such as oily, greasy or freshly mopped 

floors.  
  5. Clean up any broken glass using a dust pan and broom.  Do not pick up broken glass with 

your bare hands. 



5511 - Motor Vehicle Dealers (New and Used) 
 

 

 
 
 VII.5

AUTOMOBILE MECHANICS (Continued) 
 
Driving Rules 
  1. Shut all doors and fasten your seat belt before moving the vehicle. 
  2. Obey all traffic patterns and signs at all times. 
  3. Maintain a three point contact using both hands and one foot or both feet and one hand when 

climbing into and out of vehicles. 
  4. Do not drive faster than five (5) miles per hour when driving a vehicle on the lot. 
  5. Stand clear of vehicles driven by owners. 
  6. Do not approach any vehicle until the driver stops and exits. 
 
Hydraulic Jacks  
  1. Set the grooves of the jack head under the vehicle so that the frame rests along the grooves. 
  2. Do not exceed the jack's rated lifting capacity as noted on the label of the jack. 
  3. Clear all tools, equipment and any other obstructions from under the vehicle before lowering 

it. 
  4. Use wheel blocks to chock the wheels of the vehicle before using a hydraulic jack to raise 

the vehicle. 
 
Hydraulic Lifts  
  1. Wear eye protection when working under vehicles to block dirt, debris and parts from 

entering your eyes. 
  2. Watch the clearance of the top of the vehicle so that the vehicle does not hit the ceiling 

fixtures when using a lift. 
  3. Use and never by-pass the safety latches on the hydraulic lift contact pads. 
  4. Do not stand in front of cars that are being driven on to the lift. 
  5. Never let a customer drive a vehicle on to the lift. 
  6. Do not raise vehicle with anyone inside it. 
 
Brake Work 
  1. Wet down asbestos brakes and brake linings before removing or repairing them. 
  2. Use the brake dust vacuum to remove asbestos brake lining dust. 
 
Shop Machines 
  1. Replace the guards before starting machines and after making adjustments or repairs. 
  2. Do not remove, alter or bypass any safety guards or devices when operating any piece of 

shop machinery. 
  3. Read and obey safety warnings posted on or near any drill press, lathe or other shop 

machinery. 
  4. Do not try to stop a workpiece as it goes through any machine.  If the machine becomes 

jammed, disconnect the power before clearing the jam. 
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AUTOMOBILE MECHANICS (Continued) 
 
Bench Grinders 
  1. Do not use grinding wheels that have chips, cracks or grooves. 
  2. Do not use the grinding wheel if it wobbles.  Tag it "Out of Service". 
  3. Adjust the tongue guard so that it is no more than 1/4 inch from the grinding wheel. 
  4. Do not try to stop the wheel with your hand, even if you are wearing gloves. 
 
Battery Handling and Storage 
  1. Do not lay tools or metal parts on top of a battery. 
  2. Turn battery chargers "Off" prior to connecting the cables to the battery posts. 
  3. Obey all "No Smoking" signs posted in the battery charging areas. 
  4. Do not use a screwdriver to test the charge of a battery. 
  5. When lifting batteries or other heavy objects from the engine compartment of a vehicle, use 

the following procedures: 
 1) Press your thighs against the fender by leaning into the vehicle. 
 2) Grasp the battery with both of your hands when lifting it. 
 3) Keep the battery close to your body, with your elbows close to your body. 
 4) Turn your body using your feet, not by twisting at your waist. 
 5) Move the battery to a work bench and lower it onto the bench.  Use your arms to 

lower it and do not bend at your waist. 
 
Engine Repair 
  1. Use shop rags to vent or remove the pressure cap from a radiator. 
  2. Allow the exhaust system to cool for 10 minutes before servicing it. 
  3. Electric cooling fans can cycle off and on when the engine is not running.  Disconnect the 

fan when working around them. 
  4. Strobe lights, when used for timing, may cause the engine cooling fan to appear that it is not 

turning.  Stay clear of the cooling fan. 
  5. Do not bypass the vehicle's neutral safety switch.  
  6. Wear safety goggles when working underneath a vehicle.  
  7. Do not puncture air conditioning refrigerant lines while working on the engine or air 

conditioning system. 
 
Pneumatic Tools 
  1. Do not point a compressed air hose at bystanders or use it to clean your clothing. 
  2. Place an "Out of Service" tag on damaged tools to prevent usage of the tool. 
  3. Do not use tools that have handles with burrs or cracks. 
  4. Do not use compressors if their belt guards are missing.  Replace belt guards before use. 
  5. Turn the tool "Off" and let it come to a complete stop before leaving it unattended.  
  6. Disconnect the tool from the air line before making any adjustments or repairs to the tool. 
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AUTOMOBILE MECHANICS (Continued) 
 
Electrical Powered Tools 
  1. Do not use cords that have splices, exposed wires or cracked or frayed ends.  
  2. Do not carry plugged in equipment or tools with your finger on the switch. 
  3. Do not carry equipment or tools by the cord.  
  4. Turn the tool off before plugging or unplugging it. 
  5. Do not handle or operate electrical tools when your hands are wet or when you are standing 

on wet floors. 
  6. Do not operate spark inducing tools such as grinders, drills or saws near containers labeled 

"Flammable" or in an explosive atmosphere such as a paint spray booth. 
  7. Turn off electrical tools and disconnect the power source from the outlet before attempting 

repairs or service work.  Tag the tool "Out of Service". 
  8. Do not use extension cords or other grounded three pronged power cords that have the 

ground prong removed or broken off. 
  9. Do not use an adapter such as a cheater plug that eliminates the ground. 
 10. Do not connect multiple electrical tools into a single outlet. 
 11. Do not run extension cords through doorways, through holes in ceilings, walls or floors. 
 12. Do not drive over, drag, step on or place objects on a cord. 
 13. Do not operate power hand tools or portable appliances while holding a part of the metal 

casing or holding the extension cord in your hand.  Hold all portable power tools by the 
plastic hand grip or other nonconductive areas designed for gripping purposes. 

 
Knives and Cutting Tools 
  1. Do not leave knives or other sharp or pointed parts or tools in sinks full of water or parts 

trays full of solvent. 
  2. When handling knife blades and other cutting tools, direct sharp points and edges away from 

you. 
  3. Do not use knives with dull blades. 
  4. Do not attempt to catch a falling knife. 
  5. Do not pick up knives by their blades. 
 
Hand Tools 
  General Rules 
  1. Do not continue to work if your safety glasses become fogged.  Stop work and clean the 

glasses until the lenses are clear and defogged. 
  2. Do not use a tool if its handle has splinters, burrs, cracks or splits, or if the head of the tool is 

loose. 
  3. Do not use impact tools such as hammers, chisels, punches or steel stakes that have 

"mushroomed" heads. 
  4. Do not perform "make-shift" repairs to tools. 
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AUTOMOBILE MECHANICS (Continued) 
 
Hand Tools (Continued) 
  Hammers   
  1. Do not strike nails or other objects with the cheek of the hammer. 
  2. Do not strike one hammer against another hammer. 
  3. Do not use a hammer if your hands are oily, greasy or wet. 
  4. Use only a sledge type hammer on a striking face wrench. 
  
  Screwdrivers 
  1. Always match the size and type of screwdriver blade to fit the head of the screw. 
  2. Do not hold the workpiece against your body while using a screwdriver. 
  3. Do not put your fingers near the blade of the screwdriver when tightening a screw. 
  4. Do not use a screwdriver as a punch, chisel or pry bar. 
  5. Do not use a screwdriver if your hands are wet, oily or greasy. 
 
 
  Wrenches 
  1. Do not use wrenches that are bent, cracked or badly chipped, or that have loose or broken 

handles. 
  2. Do not use a shim to make a wrench fit. 
  3. Size the adjustable wrench to fit the nut before turning. 
  4. Do not use a wrench with broken or battered points. 
  5. Discard any wrench with spread, nicked or battered jaws or if the handle is bent. 
  6. Use box or socket wrenches on hexagon nuts and bolts as a first choice, and open end 

wrenches as a second choice. 
 
  Pliers 
  1. Do not use pliers as a wrench or a hammer. 
  2. Do not use pliers that are cracked, broken or sprung. 
  3. When using diagonal cutting pliers, shield the loose pieces of cut material from flying into 

the air by using a cloth or your gloved hand.   
 
  Vises 
  1. When clamping a long workpiece in a vise, support the far end of the workpiece by using an 

adjustable pipe stand, saw horse or box. 
  2. Position the workpiece in the vise so that the entire face of the jaw supports the workpiece. 
  3. Do not use a vise that has worn or broken jaw inserts, or has cracks or fractures in the body 

of the vise. 
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AUTOMOBILE MECHANICS (Continued) 
 
Handling Chemicals 
  1. Do not use gasoline for cleaning parts. 
  2. Follow the instructions on the label and in the corresponding Material Safety Data Sheet 

(MSDS) for each chemical product you will be using in your workplace. 
  3. Use personal protective clothing or equipment such as neoprene gloves, rubber boots, shoe 

covers, rubber aprons and protective eye wear when using chemicals labeled "Flammable", 
"Corrosive", "Caustic" or "Poisonous". 

  4. Do not use  protective clothing or equipment that has split seams, pin holes, cuts, tears or 
other visible signs of damage. 

  5. Each time you use your gloves, wash your gloves before removing them using cold tap water 
and normal hand washing motion. Always wash your hands after removing the gloves. 

  6. Do not perform "hot work", such as welding, metal grinding or other spark producing 
operations, within 50 feet of containers labeled "Flammable" or "Combustible". 

  7. Do not drag containers labeled "Flammable". 
 
Ladders and Step Ladders 
  1. Do not use ladders that have loose rungs, cracked or split side rails, missing rubber foot pads 

or other visible damage.  
  2. Keep ladder rungs clean and free of grease.   
  3. Do not place a ladder at a blind corner or doorway without blocking or roping off the area 

and posting warning signs that will detour traffic away from your work. 
  4. Allow only one person on the ladder at a time. 
  5. Face the ladder when climbing up or down. 
  6. Maintain a three-point contact by keeping both hands and one foot or both feet and one hand 

on the ladder at all times when climbing up or down the ladder. 
  7. When performing work from a ladder, face the ladder and do not lean backward or sideways 

from the ladder. 
  8. Do not stand on the top two rungs of any ladder. 
  9. Do not stand on a ladder that wobbles or leans. 
 10. Do not carry items in your hands while climbing up or down a ladder. 
 11. Do not try to "walk" a ladder by rocking it.  Climb down the ladder, and then move it. 
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AUTOMOBILE BODY REPAIR PERSONNEL 
 
Sanders 
  1. Wear gloves, an apron, a dust mask, goggles and hearing protection while using a sander. 
  2. When using a disk sander, sand on the downward side of the disk. 
  3. Do not eat, drink, or use tobacco products while using sanders. 
  4. After leaving the sanding area, wash your hands and the exposed skin area of your arms. 
 
Compressed Gas Cylinders 
  Storage and Handling 
  1. Do not handle oxygen cylinders if your gloves are greasy or oily. 
  2. Store all cylinders in the upright position. 
  3. Place valve protection caps on gas cylinders that are in storage or not in use. 
  4. Do not lift cylinders by the valve protection cap. 
  5. Do not store compressed gas cylinders in areas where they can come in contact with 

chemicals labeled "Corrosive". 
  6. Do not place cylinders against electrical panels or live electrical cords where the cylinder can 

become part of the circuit. 
 
  Use of Cylinders 
  1. Do not use dented, cracked or other visually damaged cylinders. 
  2. Use only an open ended or adjustable wrench when connecting or disconnecting regulators 

and fittings. 
  3. Do not transport cylinders without first removing regulators and replacing the valve 

protection caps. 
  4. Close the cylinder valve when work is finished, when the cylinder is empty or at any time 

the cylinder is moved. 
  5. Do not store oxygen cylinders near fuel gas cylinders such as acetylene, or near combustible 

material such as oil or grease. 
  6. Stand to the side of the regulator when opening the valve. 
  7. If a cylinder is leaking around a valve or a fuse plug, move it to an outside area away from 

where work is performed and tag it to indicate the defect. 
 
Welding 
  General Rules 
  1. Obey all signs posted in the welding area.  
  2. Do not leave oily rags, paper or other combustible materials in the welding, cutting or 

brazing area. 
  3. Do not wear contact lenses when welding. 
  4. When welding, wear a welding helmet with filter plates and lenses, welding gloves, a long 

sleeve shirt, long pants and an apron. 
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AUTOMOBILE BODY REPAIR PERSONNEL (Continued) 
 
Welding (Continued) 
  Oxy-Fuel Welding 
  1. Do not remove the valve wrench from acetylene cylinders while the cylinder is in use. 
  2. Use the red hose for gas fuel and the green hose for oxygen. 
  3. Do not use worn or cracked hoses. 
  4. Do not use oil, grease or other lubricants on the regulator. 
  5. "Blow Out" hoses before attaching the torch. 
  6. Ignite torches with friction lighters only.  Do not use a cigarette lighter. 
  7. Bleed oxygen and fuel lines at the end of the work shift. 
  8. Open compressed gas cylinder valves slowly.  Open fully when in use to eliminate possible 

leakage around the cylinder valve stem. 
  9. Purge oxygen valves, regulators and lines before use. 
 
  Arc Welding 
  1. Do not perform welding tasks while wearing wet cotton gloves or wet leather gloves. 
  2. Insulated work gloves are required for all welders when using welding equipment. 
  3. Do not use the welding apparatus if the power plug is cut, frayed, split or otherwise visibly 

damaged or modified. 
  4. Do not change electrodes with your bare hands; use dry rubber gloves. 
 
Spray Paint Operations 
  1. Spray painters must wear goggles, gloves, respirators, face shields, long sleeve shirts and 

long pants while painting vehicles. 
  2. Obey all "No Smoking" rules and signs.  Open flames are not permitted in the spray booth or 

any automotive paint area. 
  3. Keep coating and solvent containers labeled "Flammable" tightly closed. 
  4. Before pouring, dispensing or transferring any liquid from a bulk container labeled 

"Flammable", observe the following safety procedure: 
  Only use red color-coded, plastic or metal containers for transferring the liquid. 
  Electrically ground and bond the containers as follows: 
 (1) Attach the clip at one end of the grounding wire to the rim of the dispensing         

container and then attach the clip at the other end of the grounding wire to a ground    source, 
such as a copper pipe. 

 (2) Attach the clip at one end of the bonding wire to the rim of the dispensing          container 
and then attach the clip at the other end of the bonding wire to the rim of the receiving 
container. 

 (3) You are now ready to dispense the liquid from the bulk container into the        opened 
receiving container. Upon completion, replace the lid on the receiving      container and 
remove the bonding wire. 
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AUTOMOBILE BODY REPAIR PERSONNEL (Continued) 
 
Spray Paint Operations (Continued) 
  5. Read the inclined manometer before each job and replace the filters if the reading on the 

manometer is in the red color coded zone. 
  6. Press the pressure relief valve prior to releasing the pressure from the air hoses before 

disconnecting them. 
  7. Do not point a spray gun at any part of your body or at anyone else. 
  8. Only use brass hand tools in the spray booth.   
  9. Turn off and remove all portable lamps and heaters, before spraying. 
 
Respirators 
  1. Shave daily to prevent facial hair from interfering with the face seal of the respirator. 
  2. Do not wear contact lenses when wearing a respirator. 
  3. Return respirators to their carrying cases or cartons and store them in your locker or in the 

storage area when your work is completed. 
  4. Only use the respirator that has been issued to you. 




