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We’re here for you
State Auto® has been providing quality products and award-winning 
service to our policyholders since 1921, earning us a reputation as 
one of our industry’s most respected companies. 
We support your local independent agent by selling and servicing 
auto, home, business, farm and ranch, and specialty insurance 
policies. Our Claims and Risk Engineering (CARE) team is dedicated 
to not only providing the risk management support and expertise 
you need, but the care and attention during the claims process. 
If you have any Risk Engineering related questions or would like 
to know more about our products and services, please email 
AskRiskEngineering@StateAuto.com, or call 800-777-7324, ext. 4837, 
for more information.
If you have a claim with State Auto, you can reach us through your 
agent. If your agent is unavailable, the specialists answering our 
24-hour claims hotline – 800-766-1853 – are here to help any time
of the day or night.

Information contained in this publication was obtained from sources believed to be reliable. State Auto Insurance makes no representations or guarantee as to the correctness 
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Vehicle maintenance
safety program, not only to ensure a safe, roadworthy 
vehicle, but also to help avoid costly repair expenses and 
unexpected breakdowns.
Registration and inspection documentation is the 
responsibility of the assigned driver. Drivers of DOT 
regulated vehicles are required to inspect their vehicle prior 
to usage, documenting and notifying the company mechanic 

All pre-trip reports should be turned in to department 
managers. In addition to inspections required by law, all 
drivers should complete weekly vehicle inspection report. 

All unsatisfactory conditions should be documented on 
maintenance request forms. 
All managers should review reports and turn in to 

 The vehicle should be cleaned (interior and exterior) 
regularly to help maintain its good appearance for you and 
the company. A clean vehicle makes a good impression 
on customers.

 The vehicle manufacturer’s maintenance schedule 
should be referenced and closely following regarding 
recommended maintenance intervals.
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Help protect your business 
and your employees
Vehicle accidents are costly to your company and ours, 
and can result in injury to your employees and others. The 
personal safety and health of each employee and the safety 
of the public are your primary concerns. 
Fleet safety policies help to ensure the safety of the individuals 

organization can be measured by its ability to control loss. 
Fleet policies keep safety top of mind:
1. Every attempt will be made to reduce the possibility 

of accidental occurrences that may result in injury or 
property damage. 

2.
on any day and will take precedence over expediency or 
short cuts. 

3. Management is committed to providing safe working 

ordinances. Company 
conforming to the best practices for public company 
organizations. 

 a.
supervision of drivers and employees, establishment 
of safe practices and rules, planned inspection and 
maintenance of vehicles, reporting, investigation and 
review of accidents. 

 b. The cooperation of all employees is expected, not 
only from supervisors, but from all employees. 

Company, Inc. 
vehicle policy
Driver rules

 The use of a Company vehicle is for company business 
only and unauthorized use or detouring from the normal 
job assignment is forbidden.

 Any employee who has a driver’s license revoked or 
suspended will immediately notify Human Resources and 
discontinue operation of the company vehicle. 

 All accidents, regardless of severity, must be reported to 
the police and to the safety department. 

 Drivers must immediately report any and all moving 
violations to immediate supervisor or department manager.

 All commercial drivers must comply with all applicable 
U.S. and state Department of Transportation (DOT) 
regulations, including successful completion on medical, 
drug, and alcohol evaluations, as required.

 Motor vehicle records should be ordered periodically to 
assess employees’ driving records. 

 All drivers must follow Company hiring procedures and 
have a motor vehicle record (MVR) as well as all other HR 
paperwork.

 All prospective employees must adhere to company’s 
hiring procedures and drug-free workplace policy.

 

intoxicants and other drugs should be forbidden.
 No driver will operate a company vehicle when his/
her ability to do so safely has been impaired by illness, 
fatigue, injury or prescription medication.

 All drivers and passengers operating or riding in 
company vehicles must wear seat belts, even if air 
bags are available.

 No unauthorized personnel (e.g., hitchhikers, family 
member, friends) are allowed to ride in company vehicles.

 Drivers are responsible for the security of company vehicles 

ignition keys removed and vehicle doors locked whenever 
the vehicle is left unattended. If the vehicle is left with a 
parking attendant, only the ignition key is to be left.

 Head lights will be used 30 minutes after sunset and 30 
minutes before sunrise, or during inclement weather or at 
any time when a distance of 500 feet ahead of the vehicle 
cannot be seen clearly.

 All other state laws, local laws, or DOT Motor Carrier 
Safety Regulations must be obeyed.

 Drivers will check and maintain their vehicles.
 

driving regulations.
 Drivers will drive defensively and courteously.
 With the exception of state inspections and licensing 

 Road tests should be used to qualify all drivers as well as 
in the new hire orientation.
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 Turn signals must be used to show where you are 

lane change. When passing or changing lanes, view the 
entire vehicle in your rear view mirror before pulling back 
into that lane.

 Be alert of other vehicles, pedestrians and bicyclists 
when approaching intersections. Never speed through 
an intersection on a caution light. Approach a stale green 
light with your foot poised over the brake to reduce your 

 When waiting to make left turns, keep your wheels facing 
straight ahead. If rear-ended, you will not be pushed into 

 When stopping behind another vehicle, leave enough 
space so you can see the rear wheels of the car in front. 
This allows room to go around the vehicle if necessary, 
and may prevent you from being pushed into the car in 
front of you if you are rear-ended.

 Avoid backing where possible, but when necessary, 
keep the distance traveled to a minimum and be 
particularly careful. 

 Check behind your vehicle. Operators of heavy trucks 
should walk around their vehicle before backing and/or 
have someone guide you. Back to the driver’s side. Do 
not back around a corner or into an area of no visibility.

Defensive driving tips
 Drivers are required to maintain a safe following distance 
at all times. 

 To estimate your following distance, pick a stationary 
object ahead of you. As the vehicle in front of you passes 
the object, begin counting 1001, 1002, 1003, etc. until you 
reach the same object. This counts the number of seconds 
between you and the vehicle ahead of you. 

 Drivers of passenger vehicles should keep a two-second 
interval between their vehicle and the vehicle immediately 
ahead. During slippery road conditions, the following 
distance should be increased to at least four seconds.

 Drivers of heavy trucks should keep a minimum of a three-
second interval when not carrying cargo; and at least four 
seconds when fully loaded. Following distance should also 
be increased when adverse conditions exist.

 

and signs requiring them to do so. Drivers should also be 
prepared to yield for safety’s sake at any time. Pedestrians 
and bicycles in the roadway always have the right of way.

 Avoid driving in other driver’s blind spots; attempt to 
maintain eye contact with the other driver either directly or 
through mirrors.

 Drivers must honor posted speed limits. In adverse driving 
conditions, reduce speed to a safe operating speed that 
is consistent with the conditions of the road, weather, 

pavement at speeds as low as 40 miles per hour.
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Insured driver “unacceptable” MVR guidelines
Drivers with an “unacceptable” driving record as shown on 
a current (within the last three months) MVR pose increased 
liability risks and should not be placed in a driving position. 
However, each driver’s driving record must be considered 
individually and certain instances may require additional 

seriousness of violations, etc.).
1. Any current MVR with one or more of the following 

 

refusal to take a blood alcohol content test
 Any felony involving the use of a motor vehicle, vehicular 

 Failure to stop and report an accident in which the 
driver was involved

 Reckless driving/racing
 Suspended/revoked driver license or driving while 
license is suspended or revoked

 Excessive speeding, 15 miles per hour or more over the 
posted limit

2.
violations and/or “at fault” accidents within the last 

limited to the following:
 Speeding violations less than 15 miles per hour over 
the posted limit

 Improper or excessive lane changes
 Following the vehicle ahead too closely (assured 
clear distance)

 Running a red light, stop or yield sign
3.

and/or “at fault” accidents within the last 12 months.

Management involvement is key Tips to do in case of an 
accident

 In an attempt to minimize the results of an accident, the 
driver must prevent further damages or injuries and obtain 
all pertinent information and report it accurately. Call for 
medical aid if necessary.

 Secure accident scene; pull onto shoulder or side of road, 

 Call the police. All accidents, regardless of severity, must 
be reported to the police. If the driver cannot get to 
phone, he should write a note giving location to a reliable 
appearing motorist and ask him to notify the police.

 Record names and addresses of driver, witnesses, 
and occupants of the other vehicles and any medical 
personnel who may arrive at the scene.

 Complete the form located in the State Auto® Claims 
Information Packet (form number MK-608). Obtain the 
following information:

 License number of other drivers.
 Insurance company names and policy numbers of 

other vehicles.
 Make, year, model of other vehicles.
 Date and time of accident.
 Overall road and weather conditions.
 Draw a diagram of the accident scene and note the 

 Do not discuss the accident with anyone at the scene 
except the police. 

 Provide the other party with your name, address, 
phone number, driver’s license number, and insurance 
information.

 Immediately report the accident to department 
manager. Provide a copy of the accident record and/ 
or your written description of the accident to safety 
department as soon as possible. All accidents reports 
should be on Company Incident Report.

 Cooperate fully with any follow-up from Company 
insurance agents.

All accidents should be reviewed by Company’s safety 
department for root cause.
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Supervisors and Managers Fleet Safety Manager
Qualify drivers

Assure drivers receive orientation and training Conduct driver orientation and training

Conduct driver safety meetings Collect, analyze and distribute information 
on accidents

Consider loss control during driver 
performance reviews

Recommend corrective action following 
accident reviews

Develop an accident control plan

driver training
Assure appropriate inspection, maintenance 
and repair

Participate in accident reviews and follow 
through with corrective measures

Monitor progress of loss control plan
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