POLICIES AND PROCEDURES
SAFETY MANUAL
SAFETY TRAINING
Employee Safety Training - Driving

SAFETY TRAINING FOR MANCON EMPLOYEES IN DRIVING POSITIONS
MANCON employees perform a variety of kinds of work, in a variety of MANCON and non-MANCON work
locations.
The following safety topics and attached training will help you be aware of potential safety hazards in your
workplace. These trainings are not all inclusive of the potential hazards in the workplace but provide you an
overview of the types of hazards you may encounter. Contact your MANCON supervisor regarding specific
questions or concerns for safety in the workplace.
1.

Self Defense on the Road

2.

Decision Driving – Take Decisive Action

3.

Decision Driving Tactics – Intersections

4.

Decision Driving Tactics – Following

5.

Focus on Safe Driving

Additional safety training materials are available by contacting the MANCON Human Resources Department.
As a reminder, if you experience an injury, illness, or exposure due to the workplace, please contact your MANCON
supervisor for assistance with the MANCON Workers Compensation claim procedures.

MANCON Human Resources – Workers Compensation
757-457-9312 or 888-892-0787 ext 312 or hr@manconinc.com
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Self-Defense on the Road

HIGHLIGHTS:
Staying safe in and out of your
vehicle
Parking precautions
Carjacking

Violent crimes are committed on roadways every minute of the day.
Drivers traveling alone are particularly vulnerable. The following are
things you can do to stay safer both inside and outside your vehicle.
Parking Precautions
Where and how you choose to park can go a long way toward keeping you safe.
Back into parking spaces wherever possible. You will be able to drive out of your
space with less chance of someone trapping you and you will greatly improve your

Bump and run
Breakdown situations
Mobile phones
What if?

Park close to building entrances; this reduces the time you are outside your
vehicle.
If you know you are going to be working late, move your vehicle during the day to
a well-lighted area closer to where you will be leaving the building. In parking lots,
always choose a spot that will be well lit when it gets dark. Don’t park near shrubs,
bushes or other obstructions that block the view of your vehicle.

Parking Garages
Park in a well-lighted spot on the ground level, close to the parking attendant
station if possible. If you cannot do that, park close to the elevator or a stairwell
near the building entrance.
Spend as little time as possible going to and from your vehicle. There is safety in
numbers so stay where others can see you. If you have any concerns at all, call
the building security service and have someone accompany you to your vehicle. If
security is not available, walk with a group of your colleagues.
Have your keys out and ready as you approach your vehicle; don’t waste time
fumbling for them once you get to your vehicle. If you have a vehicle equipped with
a remote panic button, make sure you know how to use it.

Additional Parking Precautions
Besides locking your vehicle before you leave it there are additional precautions you
can take to help ensure your safety.
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it’s a four-door vehicle, move the driver’s seat forward. Upon your return, if you see the seat has
been returned to its original position leave the area immediately and notify security or the police.
enter your vehicle.
As you approach your vehicle, don’t just look around it; look under it as well. Criminals sometimes
hide there.

Carjacking
The following are defensive techniques that might keep you from becoming a carjacking victim.
Keep your doors locked at all times. In many vehicles this is an automatic function that can be
programmed. Keep the windows rolled up. If it’s hot and you do not have air conditioning, roll your
inside the vehicle.
Scan ahead and behind as you drive; look for individuals who may be loitering near an intersection
and proceed with caution.
If it looks as if you may be driving into a potentially dangerous situation at an upcoming intersection,
slow down, and if you can do so safely, time the light to avoid stopping. Be sure there is no cross
Keep your escape routes open. Stop behind the vehicle in front of you so you can see its rear tires
touching the pavement. If you have to pull out quickly you will have room to do so without having to
If possible, stay in the left-hand lane when approaching an intersection. You will be farther from
anyone approaching you from the curb and there will be less chance of getting “boxed in” by a
vehicle on your left or a vehicle parked at the curb.

Bump and Run
Bump-and-run is a technique carjackers often employ. Criminals in one vehicle pull up behind an
unsuspecting driver and bump their vehicle. When the driver gets out to inspect the damage the
carjackers forcibly take control of the vehicle and the driver.
If you believe that you’ve been intentionally bumped, do not stop and get out of the vehicle. Instead,
drive to a safe public place close by to check the damage - you will be a lot less vulnerable.

Breakdown Situations

able to control the vehicle, although it will require considerably more effort.
Stay in your vehicle unless it is unsafe to do so. If you have a mobile phone, call for help and give
subscribe to a roadside assistance service, call the police. If you don’t have a phone, hang a white
handkerchief or scarf part way out your window. This will alert passersby that you need assistance.
If someone does stop to help, stay inside your vehicle with all the doors locked and the windows
rolled up high enough so no one can get a hand inside. Tell them what kind of help you need and
ask them to call for you. If their concern is genuine they will make a call for you or alert someone
who can help you.

is immobile.
Carry a “Call Police” window sign in your vehicle and use if it you break down. This will alert other
drivers that you need help. If a suspicious person does stop you can tell them that someone else
already saw your sign and the police are on their way.
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Mobile Phones
It is a good idea to have a mobile phone in your vehicle for emergency purposes, but research proves
conclusively that talking on a cell phone while driving is distracting; and distractions are dangerous.
If you must dial, pull safely off the road, stop, and then dial. If you pre-program your phone to activate
911 or other emergency numbers you will be able to react quickly in an emergency.
Hands-free units that allow you to talk and listen while driving without holding a receiver are better;
however, they are still dangerous. Research shows that people pay more attention to their phone
emergency aid or to let people at your destination know in advance if you are going to be late.
Several research studies have shown that carrying on complex conversations or emotional
same studies reveal that the quality of the conversation also suffers. Tell the person you are talking to
that you will call them back after you pull safely off the road.

Vanity Plates
Many motorists obtain personalized license plates where they are available. Some choose to put
their name, nickname or other identifying information on their plates. This can be very dangerous.
Carjackers have taken advantage of this practice by calling out the name on the license plate
pretending to be an acquaintance until they can get close enough to overpower the driver. Do not put
your name or other identifying information on your license plates.

Summary

remember what the individual looks like, especially any distinguishing characteristics. Remember,
possessions can be replaced, your life cannot.
(The above information was compiled by the National Crime Prevention Council, National Oceanic

References
Lesch, M.F., and Roetting, M., Overview of Research and Issues in Driver Distraction and Cell Phone Use, 2002.
Horrey, W. J., and Lesch, M. F., Perception and Management of Distraction Due to In-Vehicle Tasks While Driving, 2007.

The illustrations, instructions and principles contained in the material are general in scope and, to the best of our knowledge, current at the time of publication. No attempt has
been made to interpret any referenced codes, standards or regulations. Please refer to the appropriate code-, standard-, or regulation-making authority for interpretation or
is transferred, sold, lent, or leased to any third party, you may make and distribute copies of this publication for your internal use.
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Take Decisive Action
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The illustrations, instructions and principles contained in the material are general in scope and, to the best of our knowledge,
current at the time of publication. No attempt has been made to interpret any referenced codes, standards or regulations.
reproduce our copyright notice and any other notice of rights, disclaimers, and limitations, and provided that no copy in whole or in part
is transferred, sold, lent, or leased to any third party, you may make and distribute copies of this publication for your internal use.
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Decision Driving ® Tactics:
Intersections
The Five Principles of Decision Driving ®
1. Expand Your Look-Ahead Capacity
HIGHLIGHTS:

2. Size Up the Whole Scene
3. Signal Your Intentions Early

Driving
Signs and signals, turning and
passing

4. Plan an Escape Route
5. Take Decisive Action
Many different decisions come into play as you approach and drive through an
intersection. Determining the appropriate speed, obeying the signals, preparing for
a turn and determining whether it’s safe to pass another vehicle all require a series
of decisions. To make matters worse, you can almost always count on someone
turning from the wrong lane, running a light or stopping suddenly.
Decision Driving is designed to help you anticipate and plan for these factors long
before they come up. It helps you know what’s coming, and lets others know what
you plan to do. Decision Driving can mean the difference between a safe, decisive
action and a panicked reaction when the unexpected becomes a reality in the
intersection.

Speed
Adjust your speed as you approach the intersection, taking into consideration

Come up to blind corners with your foot near the brake, ready to react.

Signs and Signals
never assume that other drivers will.
Don’t race to get through a yellow light. Check that the driver behind
you isn’t speeding up, expecting to follow you through.
Don’t jump the gun on a green light. Other drivers may be trying
to squeeze a few extra seconds out of their yellow light!
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Turning
Position yourself in the proper lane and reduce your speed before you reach the intersection.

If turns are permitted from more than one lane, turn into the lane
that corresponds to the one you are turning from.
In a tractor-trailer, make sure a right turn can be made safely before starting the maneuver.
In a passenger car, never pull up along the right side of a tractor-trailer making a right turn.

Passing
Avoid overtaking or passing another vehicle when going through
an intersection on a two-lane street or road.
Although passing may be legal in intersections on multiple-lane streets or roads, avoid
it unless you can be absolutely certain there are no hidden hazards such as:
A pedestrian hidden from view by another vehicle.
The driver you are passing making a turn from the wrong lane.
A driver turning left in front of you because you are hidden
from view by the vehicle you are passing.
A vehicle coming from the intersecting street.

The illustrations, instructions and principles contained in the material are general in scope and, to the best of our knowledge, current at the time of publication. No attempt has
been made to interpret any referenced codes, standards or regulations. Please refer to the appropriate code-, standard-, or regulation-making authority for interpretation or
is transferred, sold, lent, or leased to any third party, you may make and distribute copies of this publication for your internal use.
© 2013 Liberty Mutual Insurance. All rights reserved.
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Decision Driving ® Tactics:
Following

HIGHLIGHTS:
Maintaining a safe following
distance is an important part of
planning an escape route
Using the Timed Interval Rule
Leave space around you
The Wedge
When someone’s following you:
signalling intentions

Following distance refers to the amount of space you allow between
your vehicle and the vehicle ahead, that is, the one you are
following. By traveling at a safe following distance you give yourself
time to notice and react when the driver ahead is about to stop, turn
or slow down.
In Decision Driving ®, maintaining a safe following distance is an important part of
planning an escape route. It keeps you in a safe position, ready to take decisive
action and avoid trouble.

The Timed Interval Rule
A simple, accurate way to calculate your following distance is to use the Timed
Interval Rule. The rule is to allow a minimum of 4 seconds of space between your
vehicle and the one you are following. For vehicles over 40 feet, add 1 additional
second for each 10 feet (or portion of 10 feet) of vehicle length. Note that the Timed
Interval Rule applies only under ideal road, weather and vehicle conditions. Leave at
least 2 or 3 times as much space if the road is rough, the weather is bad or any other
less-than-ideal condition is present.
The chart below shows how many seconds of following time are required for vehicles
and may need to be doubled or even tripled.

Using the Timed Interval Rule
pole. When the vehicle you are following passes that reference point, start counting
the seconds it takes for your vehicle to reach the same point. It is helpful to use the
“one thousand one, one thousand two, …” method to make sure you are counting full
seconds.
If the front of your vehicle reaches the reference point after you have counted off the
required number of seconds, your decision space should be adequate. If you count
fewer than the required number of seconds for your vehicle length, you are too close!
Back off and establish a safe following distance.
your speed.
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Passenger Car: You are driving a compact
car, following another vehicle at 35 mph
(55 kmh). Since all passenger cars
are considered to be
Passenger Cars
meters) long, you should be
no closer than 4 seconds
behind the vehicle ahead.

Trucks/Buses

Following Time
Vehicle Length

Normal Weather

Bad Weather

Up to 20 ft (6 m)

4 sec

8 – 12 sec

Up to 30 ft (9 m)

4 sec

8 – 12 sec

31 – 40 ft (12 m)

4 sec

8 – 12 sec

41 – 50 ft (15 m)

5 sec

10 – 15 sec

Straight Truck: You are
51 – 60 ft (18 m)
6 sec
driving a van-body straight truck, following
another vehicle at 25 mph (40 kmh). Your
truck is 32 feet (9.6 meters) long. Your lead-time should be no less than 4 seconds.

12 – 18 sec

Tractor-Trailer: Your tractor-trailer unit is 55 feet (16.5 meters) long. You are following another
least 6 seconds of lead time.

Look Ahead
Using the Decision Driving principles can help you be ready for the mistakes of other drivers or
pedestrians. Some drivers look no farther ahead than their front bumpers. If you look ahead, keeping
traveling behind other vehicles on hills and curves, look for parked cars or crashes ahead in the
they attempt to pass.

Leave Space Around You
space in front of your vehicle to permit cars overtaking you to enter that space safely. Not all drivers
may just be hoping for a safe spot, or trusting other motorists to let them back in line in case of an
emergency. Decision Driving means you give them every opportunity to avoid trouble by reducing
your speed and leaving them space to get back in line.

Using the Wedge
you come to a stop behind another vehicle, think about what would happen if it were to roll back
toward you – you could be hit needlessly. If it stalled or couldn’t move for any reason you could be
stuck behind it and would be faced with the choice of sitting and waiting, or backing up to get around
the vehicle.
Using the Wedge can help you avoid these traps. Picture a wedge, with the angled side leading from
your eyes to the rear tires of the vehicle ahead. When you stop, leave enough space between vehicles
to be sure you can see the point at which the vehicle’s rear tires contact the road. This will give you a
space cushion should the other vehicle roll back, or room to maneuver around the other vehicle.

Vehicles Following You
an obligation on you to signal your intention whenever you plan to stop, turn or slow down.
If the driver behind you is riding your bumper, don’t panic. Maintain a constant speed, signal your
intentions and make gradual speed adjustments.
The illustrations, instructions and principles contained in the material are general in scope and, to the best of our knowledge, current at the time of publication. No attempt has
been made to interpret any referenced codes, standards or regulations. Please refer to the appropriate code-, standard-, or regulation-making authority for interpretation or
is transferred, sold, lent, or leased to any third party, you may make and distribute copies of this publication for your internal use.
© 2013 Liberty Mutual Insurance. All rights reserved.
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Focus on SAFE DRIVING
L o s s C o n t r o l A dv i s o r y S e r v i c e s
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As the chart below reveals, seat belt use was 82% during 2007.
The percentage of unrestrained fatalities was 45%. This tells us
that the 18% of people not using seat belts sustained 45% of the
fatal injuries. Drivers not using seat belts tend to understand the
benefits of seat belts and laws requiring their use. However, these
drivers choose not to use them. Educating drivers on the benefits of
seat belts should be part of your fleet safety program. Regardless,
education alone is not likely to change behavior. Companies should
have seat belt policies that require drivers to use seat belts. These
policies should be monitored and actively enforced.

Fleet Safety Programs Tips – Driver Selection
Traffic Safety Facts – Seat Belt Use
The National Highway Traffic Safety Administration publishes an
annual report based on data from the Fatality Analysis Reporting
System (FARS) and the National Automotive Sampling System
General Estimates Systems (NASS GES). The September 2008
report provided statistics on both seat belt use and the the mortality
rate for accidents in which seat belts were worn.

Fleet safety programs should have many elements in order to
be effective. These range from selecting who can drive company
vehicles to clarifying what happens after a crash. One of the most
important elements is establishing and following driver selection
or driver hiring criteria. The selection should include what type of
vehicle the employee is qualified to operate and be documented
so that managers can quickly determine if a specific employee is
allowed to operate motor vehicles for company business.
Strong fleet safety programs will use a list that shows which
employees are allowed to drive specific types of vehicles, including
personal vehicles used for company business. These lists should
be made available to managers and kept current as driving records
are reviewed and situations change that impact a driver meeting
the criteria to operate motor vehicles for company business. Drivers
who do not meet the criteria to operate motor vehicles or have not
received the fleet safety program and safe driving training should
be prohibited from operating motor vehicles for company business.
Managers should not assign an employee to tasks requiring
operation of motor vehicles if the employee is not on the list of
approved drivers for that type of vehicle.
If your company does not have a list of approved drivers, one
should be established. Managers should be assigned the
responsibility of complying with the policy that only those drivers
on the list of approved drivers may operate a type of specific motor
vehicle. This should be verified prior to assigning tasks that require
the operation of that type of motor vehicle.

The principles contained in the material are general in scope and, to the best of our knowledge, current at the time of publication.
Liberty Mutual specifically disclaims all liability for damages or personal injury alleged to arise from reliance on the information contained in this document.
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Focus on SAFE DRIVING
What is the recommended following distance?
Following distance should be based on a vehicle’s length. There
should be one second of following distance for every 10 feet of
vehicle length, but use a minimum of 4 seconds for passenger
vehicles. Vehicles longer than 40 feet should use a minimum of
6 to 8 seconds and 1 additional second for each 10 feet of length
more than 40 feet.

When is more following distance needed?
When weather or other situations make roads slick or limit visibility,
drivers should double or triple their following distance. Drivers
should also know when to get off the roads if conditions become

Safe Driving Tips – Rear-End Collisions
One of the most common crash types is hit other in rear. This
type of crash can have many causes, but it is frequently caused
by drivers not maintaining adequate space between their vehicle
and other vehicles. Drivers must take into account the time it
takes to perceive a situation, the time it takes to react and the
stopping distance for the vehicle. Distractions, weather and
things like driving while fatigued or impaired can contribute
to rear-end crashes. To avoid them, maintaining adequate
following distance is essential.
For drivers to meet your expectation or comply with your
following distance policy, they must understand recommended
following distance, how situations such as bad weather can
increase the recommended following distance and how to
measure following distance.
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too hazardous.

How is following distance measured?
Drivers should use the timed interval rule to measure their following
distance. The easiest way to do this is to watch when the vehicle
in front of them passes a fixed point such as a mile marker or
stationary object. Counting the number of seconds until their
vehicle passes the same object or point will tell them their following
distance. Following distance can then be adjusted to meet the
recommended following distance.

