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Extreme Holdings, Inc. provides management services for existing advertising corporations.  The 
Companies currently under the Extreme Holdings, Inc. umbrella include: do it outdoors media 
LLC, dio LLC, and Do It Outdoors Leasing LLC. For purposes of this handbook, and all Extreme 
Holdings Policies, the term “Extreme Holdings” or “Company” shall mean Extreme Holdings, Inc. 
and/or all of its subsidiaries and affiliates.   
 
 

INTRODUCTION TO SAFETY POLICIES & PROCEDURES 
 
Purpose  
Our employees are our most important asset and resource.  The purpose of our Safety Program is 
to eliminate injuries and property damage by continuously looking for ways to conduct our 
operations more safely.  We envision a company with a safety culture; where safety is always 
first; where our employees are trained, motivated and active participants in recognizing 
hazards; where risks are eliminated and/or reduced; where all employees report incidents and 
display a sincere interest in the health and safety of one another and the public.   
 
Definitions 

 
Accident: In accordance with DOT, an accident is defined as an occurrence involving a 

CMV operating on a public road which results in, 1) a fatality; or 2) a bodily injury 
to a person who, as a result of the injury, immediately receives medical treatment 
away from the scene of the accident; or 3) one or more motor vehicles incurring 
disabling damage as a result of the accident, requiring the vehicle to be 
transported away from the scene by a tow truck or other vehicle. 

 
Incident:  An occurrence of seemingly minor importance that has the potential to lead to 

serious consequences, i.e. harm to self or others, other damage.  Any occurrence 
that does not qualify as an accident.  

 
Hazard:   Any existing or potential risk in the workplace, or anywhere while on the job, that, 

by itself or in combination with other dynamics, can result in property damage, 
injury, death or other losses 

 
Risk:   The possibility of loss or exposure to danger 
 
Near Miss:  An occurrence that serves as a warning sign, that if not corrected will occur 

again and again and could result in property damage, illness, injury or death 
  
Training  
The Safety Policies & Procedures manual will be thoroughly reviewed with each new hire.  
Employees will continue to receive safety training on various topics throughout the year during 
Driver Meetings.  Emphasis will be placed on individual roles and responsibilities to being SAFE 
employees. 
 
Failure to Adhere to Safety Policies and Procedures 
All employees are expected to abide by safe work practices and adhere to general safety rules 
to ensure their safety as well as the safety of coworkers. 
 
Infractions of Company health and safety practices will be dealt with in accordance with the 
Company’s policies on discipline; whether the infraction endangered only the employee or 
coworkers as well will be taken into consideration, among other things. 
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RESPONSIBILITIES 
 
Lead Drivers and Management Staff    

1. Demonstrate a sincere interest in the safety and health of all employees by being visible, 
involved leaders in all safety matters. 

2. Consider safety and the reduction of hazards in all aspects of the job. 
3. Ensure that all employees are adhering to the safety policies and procedures presented 

in this manual. 
4. Take immediate corrective action to reduce or eliminate hazards. 
5. Investigate and report all accidents, incidents and near misses. 
6. Ensure all contractors and vendors comply with Company safety guidelines prior to 

providing services on company controlled property. 
7. Record employee level of commitment to and compliance with company safety 

program guidelines during annual performance reviews. 
 
 
General Safety Responsibilities for All Employees 
All employees are responsible for their own personal safety and should be familiar with and 
follow all applicable safety guidelines as outlined in this Safety Policy & Procedures Manual.  
General safety responsibilities include, but are not limited to, the following: 

 
1. Work in a safe manner so as not to endanger yourself or others. 
2. Immediately report all accidents, incidents, near misses, and unsafe acts or conditions to 

a member of management. 
3. Horseplay and practical jokes that may cause injury or harm are prohibited. 
4. Fighting, physical force and/or intimidation are prohibited. 
5. Maintain work areas and floor space in a safe condition to prevent slip/trip/fall hazards. 
6. Open only one file cabinet drawer at a time to avoid tip-over.  Cabinets should also be 

loaded from bottom to top and emptied in the reverse order. 
7. Use approved ANSI stepladders with the correct weight capacity to reach high places. 
8. Use proper lifting techniques, as outlined on page 7, and request assistance when lifting 

heavy or awkward loads. 
9. Follow warning signs that caution of possible safety hazards or conditions. 
10. Only supplies of hazardous materials which can be utilized in less than 30 days can be 

stored on site.   
11. All oil and/or gasoline soaked rags, paper or sawdust used to absorb minor spills must be 

disposed of in approved safety containers.  Where no such containers are available, 
employees should contact the Safety Director or a member of the management team. 

12. Gasoline or kerosene may not be used as a cleaning solvent. 
13. All gasoline and other flammable liquids must be stored in approved and properly 

labeled safety containers at all times. 
14. There is no designated smoking area within the building – smokers must go out back of 

the building in the designated smoking area.  Tobacco products must be properly 
disposed of in the receptacle provided. 

15. Do not use any equipment or vehicles when overly tired, nauseated, feverish or under 
the influence of any substance that may affect your judgment. 
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Purpose 
To ensure that employees are 
protected from possible exposure to 
diseases (specifically, hepatitis B and 
HIV) communicated from one per-
son to another through unprotected 
contact with another’s blood or 
bodily fluids. 

EMERGENCIES & EMERGENCY EVACUATION 
 
Exits, fire extinguishers and first aid kits are located at various points throughout the building.  All 
employees are expected to familiarize themselves with the location of such equipment and exits 
proximate to their work area.  The use of any fire extinguisher must be reported to the Safety 
Director or a member of management so that the used extinguisher may be exchanged for a 
full extinguisher. 
 
In any emergency, employees should follow alarms or other alerts to evacuate the building.  
Follow the basic evacuation procedures below but remember that personal safety is paramount 
and takes precedence. 

• Check work area for anything needing to be secured and store it quickly. 
• Secure locks on all cabinets and credenzas. 
• Leave your work area and assemble in a group at the front of the building. 

 
The Safety Director will coordinate with fire, police or other emergency preparedness personnel 
to determine when the building may be re-entered. 
 
 

RIGHT TO KNOW 
 
Occupational Safety & Health Standards were created to provide rights to employees regarding 
safety and health on the job.  These rights include posted employee notices, training and 
education for employees, the right to be advised of safety and health hazards in the workplace, 
the right to demand a safe and healthy workplace without fear of reprisal or punishment and 
the right to file a complaint. 
 
The majority of states have additional right-to-know laws about hazards in the workplace that 
further enhance employee rights.  Company will comply with Federal, as well as any other state 
specific standards.  Please refer to the notices posted at each hub for additional information. 
 
Material Safety Data Sheets (MSDS) 
The company will keep Material Safety Data Sheets (MSDS) on all hazardous substances and 
materials on its premises in areas adjacent to the equipment for which the MSDS pertains.  
 
 

SAFE WORK PRACTICES 
 
Bloodborne Pathogens  

 
Guideline 
This topic is directed towards guiding employee 
behaviors on those occasions when an employee 
may be unexpectedly exposed to the blood or bodily 
fluids of another person.  Although there is not a high 
risk of exposure to bloodborne pathogens by our 
employees, there may be instances of exposure.  
Examples of the kinds of accidental exposures which 
could occur include bodily fluids spilled by an injured 
person, blood from an employee’s nose bleed, and 

similar kinds of instances.  Also, our Drivers may be inclined to act in “Good Samaritan” fashion in 
responding to an injury in the event of being in or witnessing a vehicular accident.    
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In the event of a serious injury resulting in release of blood or other body fluids, external 
emergency personnel should render treatment.  Any employee assisting the injured person must 
use latex gloves before providing treatment.  Gloves are readily available in each first aid kit as 
a standard kit requirement. 

 
Spilled body fluids should not be cleaned up without the appropriate protective equipment and 
materials specifically designated for such fluids.  In the case where spilled body fluids need 
clean-up, this procedure must be followed by all personnel: 

1.  Advise the Supervisor on duty.  The supervisor should be aware of the individual(s) doing 
the actual clean-up and the purpose of the cleanup.    

2. Clean up the spilled fluids as follows:   
a. Put on protective gloves. 
b. Spread the absorbent material on the spilled body fluids, (e.g., paper towels) or 

use the Emergency First Responder Pack kit located in the medical supply case. 
c. Neutralize the potential pathogens with a 10% bleach-with-water solution or use 

the solution provided in the Emergency First Responder Pack. Cover the spill for 15 
minutes. 

d. Use paper towels to pick up material as best possible.  Place all potentially 
contaminated materials in a leak-proof plastic bag.  

e. Sweep/mop-up any additional neutralized/absorbed fluids and place in the leak-
proof bag. 

f. Clean sweep/mop materials with hot, soapy water.  Lastly, remove gloves from 
inside-out and place in the bag. 

g. Secure the bag and discard it as other trash. 
h. Wash hands thoroughly in hot, soapy water. 

 
3. After all activity is completed and checked by the supervisor; the supervisor should 

complete an accident/near miss investigation form or incident report, whichever is 
appropriate. 

 
 
Ergonomics 
Ergonomics is the study of human physiology and behavior to appropriately design the work and 
living environment.  It recognizes the capabilities and physical attributes of the individual 
performing the activity and adjusts the environment accordingly.  The goal of ergonomics is to 
reduce the human and monetary costs associated with inadequately designed workspaces, 
work processes and work environments.   
 
Employees should be cognizant of the potential severity, cumulative effects and long-term 
health impacts of their work and be active participants in improving the ergonomics of their 
jobs.  
 
Common ergonomic problems in the office setting are related to chair height, work surface 
height and video display terminal position.  Muscle strain, eyestrain and fatigue can be avoided 
when the work setting is adjusted to fit the employee.   
 
 
Personal Protective Equipment 
Personal protective equipment (PPE) is apparel or equipment necessary to protect employees 
from injury.  Examples include safety eyewear, footwear, hearing protection, gloves, dust masks 
etc.  Although we have no tasks that currently require any type of PPE, we strongly encourage 
employees to consider the task that they are doing and whether any type of PPE may be 
necessary or helpful.  Management will ensure that employees are provided with whatever PPE 
is necessary to perform their jobs safely.    
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Safe Lifting Techniques 
 
Avoid manual lifting whenever possible.  Engineer manual lifting and lowering out of the task or 
workplace.  If it must be done, perform the lifting between knuckle and shoulder height. 
 
Be in good physical condition.  If you are not used to lifting and vigorous exercise, don’t try lifting 
or lowering tasks. 
 
Think before you act.  Size up the load, place materials conveniently within reach and check 
overall conditions. Don’t attempt the lift by yourself if the load appears to be too heavy or 
awkward.  Check that there is enough space cleared for movement, and that the footing is 
good. “Good housekeeping” ensures that you won’t trip or stumble over an obstacle.  Use labor 
saving devices if available. 
 
Grip the load securely.  Test the weight before trying to move it.  Grip the load with the palms of 
your hands and your fingers; the palm grip is much more secure. Tuck in the chin again to make 
certain your back is straight before starting to lift.  Keep the arms and elbows close to the body 
while lifting.  If it’s too large or heavy, get assistance or use a mechanical lifting aid.  Better yet, 
do both. 
 
Get the load close to the body.  Place the feet close to the load.  Stand in a stable position with 
the feet pointing in the direction of movement.  Make certain that your balance is good.  Feet 
should be shoulder width apart.  Lift mostly by straightening the legs.   
 
Bend at the knees (do not stoop) to pick up an object.  Keep the back straight, but not vertical 
(there is a difference) – Tucking in the chin straightens the back. 
 
Bend at the knees to lower the object - Don’t stoop. Make sure your hands and feet are clear 
when placing the load. 
 
DO NOT twist the back or bend sideways when carrying the load. 
 
DO NOT lift or lower awkwardly. 
 
DO NOT hesitate to get help from another person or use a mechanical lifting aid. 
 
DO NOT lift with the arms extended. 
 
DO NOT continue lifting when the load is too heavy. 
 
 
Slips, Trips and Falls 
One of the most common causes of injuries in the workplace is the fall.  In an office environment, 
for example, surveys show that falls are the most severe incidents responsible for 55% of the total 
lost days.  Basic safety procedures to prevent slips, trips and falls include:   
 

• Never run in office space 
• When carrying materials, be able to see over and around the load 
• Do not have both arms loaded when using stairs 
• Pay attention while using stairs and use the handrail 
• Don’t congregate on or near the stairs and stay clear of entry and exit doors 
• Maintain good housekeeping in the workplace 
• Wipe up spills immediately and keep loose objects off the floor 
• All defective-flooring hazards should be reported and repaired immediately 
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• Don’t use chairs as a substitute for a ladder or stepstool 
• Don’t lean back on chairs or scoot across the floor 
• Keep aisles open and clear of boxes or other items 
• Use added caution during inclement weather 
• Use appropriate footwear with non-slip soles 

 
 

VEHICLE USAGE – ALL EMPLOYEES 
 
Driver Criteria & Administration 
Employees must have a valid and current Driver’s license to operate a Company vehicle.  
Employees driving a personal vehicle, while on company business must have a valid and current 
Driver’s license along with current auto insurance.   
 
Employees are expected to drive in a safe and responsible manner and to maintain a good 
driving record.  Driving record checks should be pulled annually for any employee who drives a 
personal vehicle while on company business. 
 
 
Driver Reporting Requirements 

1. When operating a Company vehicle or driving for Company business, any accidents 
must be reported to the employee’s direct supervisor.  Accidents involving the 
employee’s personal injury must be reported to HR for Workers Compensation purposes.  
Failing to stop after an accident and/or failure to report an accident may result in 
disciplinary action, up to and including termination of employment. 

 
2. Any employee who has a driver’s license revoked or suspended shall immediately notify 

their direct supervisor and immediately discontinue operation of the Company 
vehicle/driving for Company business.  Failure to do so may result in disciplinary action, 
up to and including termination of employment. 
 

Mobile Billboard Drivers ONLY 
3. Motor Vehicle Records will be obtained on all Drivers prior to employment and annually 

thereafter in accordance with DOT regulations.  Criteria that may indicate an 
unacceptable driving record and may result in a loss of driving for the Company include: 

a. Unreported moving violations, accidents, traffic convictions, or loss of license 
b. A DUI/DWI conviction 
c. Two or more moving violations within a year 

Violations include any ticket, charge, or other law enforcement proceeding 
relating to these 

d. Two or more chargeable accidents in a personal vehicle within a year 
Chargeable means that the driver is determined to be the primary cause of the 
accident through speeding, inattention, etc.  (Contributing factors will be taken 
into consideration) 

e. Any combination of accidents and/or moving violations 
 

4. Drivers must report all ticket violations received within 72 hours to the Fleet Manager. 
 
 
Personal / Leased Vehicles Used for Company Business 
The nature of our business requires us to often rely on personally owned or rented vehicles to 
operate our business.  When such vehicles are used to transport clients, Company personnel and 
for business needs in general, we have a burden of responsibility to reasonably ensure that the 
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vehicles are being operated in a safe manner.  The purpose of this policy is to provide direction 
on the proper use of personal, rented and leased vehicles used for Company business.  Please 
refer to Personal/Leased Vehicles Used for Company Business Policy for details. 
 
 
Vehicle Safety  
More than 41,000 people lose their lives in motor vehicle crashes each year and two million more 
suffer disabling injuries.  The triple threat of high speeds, impaired or careless driving and not 
using seat belts threatens every driver regardless of how careful or how skilled. 
 
Cellular Telephone Safety 
Driving while using a cellular telephone can be distracting and potentially dangerous.  At 55 
miles per hour, a vehicle travels the length of a football field in 3.7 seconds… less time than it 
takes to dial a phone number.   
 
Cell phone use while driving is prohibited.  See the Cell Phone Policy for additional details.   
 
Defensive Driving Tips 
Driving defensively means not only taking responsibility for yourself and your actions but also 
keeping an eye on “the other guy.”  The National Safety Council suggests the following 
guidelines to help reduce your risks on the road: 
 
• While driving, be cautious, respectful, aware and responsible. 
• Remember that driving too fast or too slow can increase the likelihood of collisions.  Honor 

posted speed limits.  In adverse conditions, reduce speed to a safe operating spped that is 
consistent with the conditions of the road, weather, lighting, and volume of traffic.  Tires can 
hydroplane on wet pavement at speeds as low as 40 mph. 

• Maintain a safe following distance at all times.  Keep a two second interval between your 
vehicle and the vehicle immediately ahead.  During slippery road conditions, the following 
distance should be increased to at least four seconds. 

• Drivers must yield the right of way at all traffic control signals / signs.  Be prepared to yield for 
safety’s sake at any time – do NOT contest the “right of way” with another vehicle.   

• Pedestrians and bicycles in the roadway always have the right of way. 
• Turn signals must be used to show where you are heading; while going into traffic and before 

every turn or 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 all of your surroundings; other vehicles, pedestrians and bicycles, particularly 

when approaching an intersection.  Never speed through an intersection on a caution light.  
When the traffic light turns green, look both ways for oncoming traffic before proceeding. 

•  If you notice a car straddling the center line, weaving, making wide turns, stopping abruptly 
or responding slowly to traffic signals, the driver may be impaired.  Avoid the impaired driver! 

•  If it appears that an oncoming car is crossing into your lane, pull over to the roadside, sound 
the horn and flash your lights. 

• Notify the police immediately after seeing a motorist who is driving suspiciously. 
• When waiting to make left turns, keep your wheels facing straight ahead.  If rear ended, you 

will not be pushed into the lane of oncoming traffic. 
• When stopping behind another vehicle, leave enough space so you can see the rear wheels 

of the car in front of you.  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.  

Always check behind your vehicle before backing up 
Back to the drivers side.  Do not back around a corner or into an area of no visibility 
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Driver Fatigue 
No employee shall operate a vehicle while conducting Company business when his/her ability 
to do so safely has been impaired by illness, fatigue, injury, or prescription medication.   
 
Fatigue of the road can be a killer.  The signs of fatigue include back tension, burning eyes, 
shallow breathing, inattentiveness, and any kind of erratic driving, such as drifting, abnormal 
speed, tail-gaiting, or failure to obey traffic signs. 
 
Management will not, under any circumstances, condone Drivers exceeding the hours of 
service provisions of the Federal Motor Carrier Safety Administration regulation.   
 
The National Safety Council offers these tips for staying awake while you’re driving: 

• Get enough rest prior to beginning your trip. 
• Avoid long drives at night.  Glare increases highway hypnosis. 
• Adjust the car’s environment so that it keeps you awake and alert.  Keep temperature 

cool, turn up the radio volume and keep switching stations.  Avoid soft, sleep-inducing 
music. 

• Watch your posture.  Drive with your head up and your shoulders back.  Sit up straight 
and flex your legs at about 45 degrees.   

• At least every two hours, stop and get out and walk around.  Exercise fights fatigue. 
• Stop for light snacks or meals.  Avoid alcohol completely.   
• Wear sunglasses to fight glare but don’t wear them at night. 
• Break the monotony.  Sing, chew gum, stretch, talk to yourself.  Keep your eyes moving. 
• If these measures fail.  Sleep! If no motels are in sight, pull off the road in a safe, well-lit 

area and take a nap.  Even a 20 minute nap can refresh you long enough to keep you 
going until you reach a safe rest area or motel. 

 
Driver Safety Rules 

• Obey all local and state motor vehicle laws. 
• Alcohol is a factor in almost half of all fatal motor vehicle crashes.  The use of a 

Company vehicle while under the influence of intoxicants and other drugs (which could 
impair driving ability) is forbidden and is sufficient cause for discipline, up to and 
including termination of employment. 

• Seat belts must be worn when driving or riding in any Company vehicle, Company 
rented vehicle or driving your own personal vehicle while on company business. 

• Head lights shall be used 2 hours before sunset and until 2 hours after sunrise, or during 
inclement weather or at anytime when a distance of 500 feet ahead of the vehicle 
cannot be clearly seen. 

• No driver shall operate a company vehicle when his/her ability to do so safely has been 
impaired by illness, fatigue, injury, or prescription medication. 

• Avoid walking on a multi-lane highway.  It is extremely dangerous! 
 
Driving at Night 
Traffic death rates are three times greater at night than during the day yet many of us are 
unaware of the special hazards of driving at night or don’t know effective ways to deal with 
these hazards. Why is night driving so dangerous?  One obvious answer is darkness.  Ninety 
percent of a driver’s reaction depends on vision and vision is severely limited at night.  Depth 
perception, color recognition and peripheral vision are compromised after sundown. 
 
Older drivers have greater difficulties seeing at night.  A 50-year-old driver may need twice as 
much light to see as well as a 30-year old. The National Safety Council recommends these steps: 
 

• Prepare your vehicle for night driving.  Clean headlights, taillights, signal and clearance 
lights and windows (inside and outside). 
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• Ensure your headlights are properly aimed.  Misaligned headlights blind other drivers and 
reduce your ability to see the road. 

• Alcohol and smoking can severely impair your driving ability. 
• If there is any doubt, turn on your headlights.  Lights will help you to see better and make 

it easier for others to see you. 
• Reduce your speed and increase your following distance.  It is more difficult to judge 

distances at night. 
• Don’t overdrive your headlights.  You should be able to stop inside the illuminated area. 
• When following another vehicle, keep your headlights on low beam. 
• If oncoming vehicles don’t lower their high beams, avoid glare by watching the right 

edge of the road and use it as a steering guide. 
• Make frequent stops for light snacks and exercise.  If you are tired, stop and get rest. 
• If you have a breakdown, pull off the road as far as possible and warn approaching 

traffic by setting up flares or reflective triangles near your vehicle and 300 feet behind it.  
Turn on flashers and the dome light.  Stay off the roadway to avoid being struck by 
another vehicle.  Call for help.  If you have no cell phone, wait for assistance to arrive. 

 
Driving in the Rain 
Losing control of your vehicle on wet pavement is a frightening experience.  You can prevent a 
skid by driving slowly and carefully, especially on curves.  Steer and brake with a light touch.  
When you need to stop or slow down, do not brake hard or lock up the brakes or you may risk a 
skid.  Maintain mild pressure on the brake pedal. 
 
If you find yourself in a skid, remain calm, ease your foot off the gas, and carefully steer in the 
direction you want the front to go.  If your vehicle does not have antilock brakes, avoid using the 
brakes and steer into the skid.  This will bring the back-end of the vehicle in line with the front.  Be 
careful not to over-steer.  If your vehicle has anti-lock brakes, brake firmly as you steer into the 
skid. 
 
Hydroplaning happens when water in front of your tire builds up faster than the vehicle’s weight 
can push it out of the way.  The water pressure causes your car to rise up and slide on a thin 
layer of water between your tire and the road.  At this point, you may be completely out of 
contact with the road surface and you are in danger of skidding or drifting out of your lane. 
 
Avoid hydroplaning by keeping your tires properly inflated.  Maintain good tread depth and 
slow down.  Avoid puddles.  Try to drive in the tire tracks left by the vehicle in front of you.  If you 
find yourself hydroplaning, do not brake or turn suddenly.  Ease your foot off the gas until the 
vehicle slows down and you can feel the road again.  If you need to brake, brake gently with 
pumping actions.  If you have anti-lock brakes, brake normally; the vehicle’s computer will mimic 
the pumping action. 
 
A defensive driver adjusts his or her speed to the wet road conditions in time to avoid having to 
use any of these measures. 
 
High-Speed Tire Failure  
Having a tire fail when driving can present special dangers.  The National Safety Council offers 
these tips for coping with tire trouble: 
 
• At the first sign of trouble, grip the steering wheel firmly. 
• Don’t slam on the brakes.  Let the vehicle slow down gradually and take your foot off the 

gas pedal. 
• Signal your intentions and carefully work the vehicle toward the shoulder or an exit. 
• Steer as your vehicle slows down.  It is safer to move the vehicle off the roadway at 30 miles 

per hour than to stop and risk a rear-end collision. 
• When all 4 wheels are well off the pavement, brake lightly to a full stop. 
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• Turn on emergency flashers and put out flares or reflective triangles. 
• Don’t stand behind or beside the vehicle.  Stand away and wait for help. 
 
Tips for Driving with Anti-lock Braking System (ABS) 
Many of our newer vehicles are equipped with an Anti-lock Braking System (ABS).  When starting 
a vehicle that has ABS, a small “ABS” light will appear on the instrument panel.  Four-wheel ABS is 
a safe, effective breaking system when used properly.  It allows a driver to maintain control of 
the vehicle during emergency braking conditions by keeping the wheels from locking.  Experts 
recommend the following: 
 
• DO keep your foot on the brake pedal and maintain firm, continuous pressure while steering. 
• DO avoid pumping the brake pedal. 
• DO allow enough braking distance to stop.  Allow at least 1 vehicle length for each 10 miles 

per hour and double that distance during periods of inclement weather. 
• DO practice driving with ABS brakes.  Become accustomed to pulsations that occur in the 

pedal when the ABS system is activated. Use empty parking lots or other open areas. 
• DO consult the owners manual for additional driving instructions on the ABS system. 
• DON’T drive an ABS equipped vehicle more aggressively than vehicles without ABS. 
• DON’T pump the brakes. 
• DON’T forget to steer. 
• DON’T be alarmed by mechanical noises or slight pedal pulsations while applying ABS 

brakes.  
 
Remember to always “Break and Steer” when using ABS brakes. Steer clear of hazards while 
keeping your foot firmly on the brake pedal.  Be aware that your vehicle will not turn as quickly 
on a slippery road as it would on dry pavement.  
 

 
VEHICLE USAGE – MOBILE BILLBOARD DRIVERS 

 
Incident Call Chain 
Any time there is any type of incident, you are expected to notify a member of the Operations 
Management Team (OMT) as soon as reasonably possible.  Drivers should always remember to 
contact their Lead Driver and/or OMT with questions or anything out of the usual. 
 
 
Break-ins / Vandalism 
Call a member of the OMT to report an incident to the office immediately, even on weekends 
and after business hours.  If a vehicle is broken in to or vandalized, follow these steps: 

• Notify the police immediately 
• Make a report and make sure to get a police report number. 
• Secure the vehicle if a window is broken. 

 
OMT will evaluate the situation, vehicle damage, and make a decision about what to do next.  
A driver should NEVER ASSUME that he/she knows what’s best.  Drivers are required to speak with 
OMT and OMT will make any necessary decisions taking into consideration any Driver 
recommendation. 
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Clearance Requirements 
 
 
 
 
 
 
 
 
 
Drivers and Passengers of Mobile Billboard Units 
Company vehicles are to be driven by authorized employees only, except in case of repair 
testing by a mechanic who is authorized by a member of the OMT to work on our vehicles.   
 
There are absolutely no passengers permitted in the vehicle unless authorized in advance by a 
member of the OMT. 

 
NOTE:  NEVER pickup a stranded motorist or a hitchhiker.   In this case, Drivers should use a 
cellular phone to contact police at 911. 
 
 
Entering and Exiting Mobile Billboard Units  
“Three Points of Contact” - There should always be three of our four extremities in contact with 
the vehicle at all times during boarding and exiting. Two hands and one foot or two feet and 
one hand should always be used to support our ascent into or descent from within the vehicle. 
This will ensure that we have sufficient means to recover from what would have otherwise been 
a painful fall due to a slip or loss of grip.  
 
 
Radar Detectors 
Radar Detectors are strictly prohibited in Company vehicles.  Drivers are to drive at the speed of 
traffic but never to exceed the posted speed limit. 
 

Do not speed - The slower the vehicle moves, the more people that see the advertisement 
 
 
Traffic Signs and Laws Pertaining to Driving Trucks 
Drivers should always remember to obey all posted signs.  Some laws that apply to trucks only 
include: 
 

• Never drive a mobile billboard truck on anything called a “Parkway” 
• Obey signs that say NO TRUCKS ALLOWED 
• Many interstates require trucks to stay in the right lanes only 

 
 
Vehicle Security 
Drivers are responsible for the security of Company vehicles assigned to them. 

• Never leave the vehicle unlocked while unattended 
• Always rollup windows and secure rear pop-out windows and front wing windows 
• Always park in a safe and secure area 
• Never leave the vehicle running while unattended 
• Always make sure the rear door is locked 

ALL VEHICLES ARE EXACTLY 13’ 1” HIGH.   
DO NOT ATTEMPT TO TRAVEL UNDER ANYTHING (BRIDGES, FUEL STATIONS, 

PARKING GARAGES, TREES, ETC.), UNLESS THESE AREAS ARE MARKED  
AT LEAST 13’ 2” OR HIGHER.   

NEVER TAKE A CHANCE. TURN AROUND AND FIND ANOTHER ROUTE.
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• Always remove keys from the ignition and take with you when exiting the vehicle 
• Take any valuables when leaving the vehicle overnight or for an extended time period 

do it outdoors is not responsible for missing personal items. 
 
 
Vinyls – Handling and Changing  REQUIRES TWO (2) PEOPLE 

Tools needed: tape measure, extension ladder, ratchet straps 
 

1. Position the ladder to lean on back of vehicle. (One person spots the other) Carefully 
climb up the ladder and unlatch the top rail on the vehicle. Once you have done that, 
climb down the ladder and unlatch safety straps located on the inside of the back of the 
vehicle. 

 
2. Using proper lifting techniques lift the bottom rails out of their clips. With help, slowly lower 

the top half of the frame until it is even with the bottom then lift off of vehicle. (Frame will 
be horizontal) 

 
3. Be sure that the area of ground you are working on is clear of debris that may damage 

the vinyl. 
 

4. Using safe lifting techniques (page 17), carefully place the frame on the ground with the 
artwork face down. Once the frame is on the ground, unlatch and remove ratchet 
straps. Once the vinyl is free from frame, carefully lean the frame up against the vehicle.  

 
5. Spread new vinyl on the ground face down. 

 
6. Carefully lift rail and place it over the vinyl. The angled corner of the frame should be at 

the bottom corner. Measure around vinyl to ensure that there is approximately 8-10 
inches all the way around the outside of the frame. 

 
7. From this point on the top of the frame will be referred to as “T” and the bottom as “B”.  

 
8. Fold the vinyl over the rail at the angled corner on “B”. Proceed to fold the vinyl over 

both the “T” and “B” rails of the frame.  
 

9. Hook ratchet straps through holes in vinyl on the “T” and “B” of frame. Be sure to place 
hook through holes from the under side of the folded vinyl. This will help prevent hooks 
from damaging any printed area of the vinyl. 

 
10. Go to opposite side of frame from angled corner and sit on surface beside the frame. 

Hold edges of vinyl and pull to stretch out any wrinkles. 
  

11. Proceed to fold vinyl over sides of frame. Hook long straps through frame and tighten. 
**Start with the middle long straps and work your way out. 

 
12. Once the long straps are fastened and secure, tighten the short straps. 

 
13. Using proper lifting techniques lift frame onto vehicle and place in clips. 

 
14. Secure frame with safety straps on the inside of the vehicle in the back. Climb up ladder 

and lower top rail. (One person spots the other) 
 

15. Neatly fold up old vinyl and place it in the back of the vehicle. 
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What to do in the Event of an Accident 
 

1. Stay as calm as possible.  
 

2. Check for injuries. Life and health are more important than damage to vehicles.  
 

3. If possible and legal, move vehicles off the road to a safe place; be aware that in some 
states it is against the law to move cars from the accident scene.  Turn on hazard lights.  
 

4. If the car cannot be moved, turn the vehicle off and turn on the hazard lights. Use cones, 
triangle and road flares if warranted. Road flares will be much more visible than your 
hazard lights at night and in fog, rain, or snow.  Do not sit in or stand near your car if there 
is any risk of being hit by another car. 
 

5. Call the police, even if the accident is minor.  If someone is injured, request medical 
assistance. If fire is involved, request fire department aid. 
 

6. Do not discuss the accident with anyone other than the police. Do not sign any 
document unless it is for the police.  Be polite, but don't tell the other motorist(s) or the 
police that the accident was your fault, even if you think it was. Likewise, do not accuse 
the other motorist(s) of being at fault. DO NOT ARGUE with anyone. 
 

7. Call a member of the OMT as soon as possible even on weekends and after business 
hours.  Management is responsible for evaluating the situation, unit damage, and 
making decisions about what to do next.  No excuses – call OMT. 
 

8. Complete the Donlen Accident Report Kit being thorough to ensure that all requested 
information is provided. 
 

9. Exchange necessary information with the other motorist(s). Be sure to write down the 
other motorist(s) name, address, phone number, license plate number and insurance 
information. Also write down the contact information of all witnesses. 
 

10. Take pictures of the accident scene and damage to all vehicles / property involved. 
 

11. Find out where to obtain a police report and get the docket number from the officer on 
the scene.  
 

12. Do not leave the accident scene unless advised by the police that it is acceptable to do 
so.  
 

13. Drivers may be required to take an alcohol/drug test immediately after a vehicle 
accident.  OMT will advise you accordingly and will be responsible for coordinating any 
required testing.  Refer also to the Drug & Alcohol Policy found in the Driver Handbook. 
 

14. Drivers must send completed accident report kit, docket number, used film, and all other 
information to the Home Office.  The package must be sent overnight or hand delivered 
if the Driver is returning to a hub.    
 

15. An accident review will be conducted on each accident.  This is done to determine 
cause and how the accident could have been prevented. 
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WORKPLACE VIOLENCE POLICY 

 
Purpose  
To ensure a safe workplace and to reduce the risk of violence, all employees should review and 
understand all provisions of this workplace violence policy.  
 
Scope 
This policy applies to all Company employees, contract and temporary employees, visitors on 
Company property and customers and contractors on Company property, regardless of 
whether or not they are licensed to carry a concealed weapon. 
Company property includes, without limitation, all Company owned or leased buildings and 
surrounding areas such as sidewalks, walkways, driveways and parking lots under the 
Company’s ownership or control.  Company vehicles are covered by this policy at all times 
regardless of whether they are on Company property at the time. 
 
Policy 
1. Prohibited Conduct  

a) Company will not tolerate any type of workplace violence committed by or against 
employees. Employees are prohibited from making threats or engaging in violent 
activities.  

b) Weapons 
 Employees are specifically prohibited from bringing firearms, explosives, or 

concealed weapons of any kind onto Company property, including parking lots 
and Company vehicles regardless of whether the person is licensed to carry the 
weapon or not.  

 All Company employees are also prohibited from carrying a weapon while in the 
course and scope of performing their job for the Company, whether they are on 
Company property or not and whether they are licensed to carry a handgun or 
not.  This policy also prohibits weapons at any Company sponsored function such 
as parties or picnics. 

c) This list of behaviors, while not inclusive, provides other examples of conduct that is 
prohibited:  

 Causing physical injury to another person  
 Making threatening remarks  
 Aggressive or hostile behavior that creates a reasonable fear of injury to another 

person or subjects another individual to emotional distress  
 Intentionally damaging employer property or property of another employee 
 Committing acts (threats or engaging in violent activities) motivated by, or 

related to, sexual harassment or domestic violence 
 
2. Reporting Procedures  

Any potentially dangerous situations must be reported immediately to a supervisor, 
manager or to Human Resources.  Reports can be made anonymously and all reported 
incidents will be investigated.  Reports or incidents warranting confidentiality will be 
handled appropriately and information will be disclosed to others only on a need-to-
know basis. All parties involved in a situation will be counseled and the results of 
investigations will be discussed with them.  Company will actively intervene at any 
indication of a possibly hostile or violent situation.  

 
3. Risk Reduction Measures  

Hiring: The Human Resources Department takes reasonable measures to conduct 
background investigations to review candidate’s backgrounds and reduce the risk of 
hiring individuals with a history of violent behavior.  
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Safety: The Company conducts annual inspections of the premises to evaluate and 
determine any vulnerabilities to workplace violence or hazards.  Any necessary 
corrective action will be taken to reduce potential risks.  
 
Individual Situations: While we do not expect employees to be skilled at identifying 
potentially dangerous persons, employees are expected to exercise good judgment and 
to inform Human Resources if any employee exhibits behavior which could be a sign of a 
potentially dangerous situation.  Such behavior includes:  

 Discussing weapons or bringing them to the workplace.  
 Displaying overt signs of extreme stress, resentment, hostility, or anger.  
 Making threatening remarks.  
 Sudden or significant deterioration of performance.  
 Displaying irrational or inappropriate behavior.  

 
4. Searches  

The Company reserves the right to conduct searches of any person, vehicle or object 
that enters onto Company property. Pursuant to this provision, the Company is 
authorized to search desks, purses, briefcases, baggage, toolboxes, lunch sacks, 
clothing, vehicles parked on Company property, and any other item in which a weapon 
may be hidden.  
 

5. Violations  
Failure to abide by all terms and conditions of the policies described above may result in 
discipline up to and including termination. Further, carrying a weapon onto Company 
property in violation of this policy will be considered an act of criminal trespass and will 
be grounds for immediate removal from the Company property, and may result in 
prosecution.  
 

6. Dangerous / Emergency Situations 
Employees who confront or encounter an armed or dangerous person should not 
attempt to challenge or disarm the individual.  Employees should remain calm, make 
constant eye contact and talk to the individual.  If a supervisor can be safely notified of 
the need for assistance without endangering the safety of the employee or others, such 
notice should be given.  Otherwise, cooperate and follow the instructions given.  

 
Additional safety procedures are set forth in the Company Emergency Management 
Program Manual.  This manual is available at every location.  Employees are responsible 
for reviewing these procedures and for being mentally prepared to respond if necessary.  
Employees should contact their supervisor for further information concerning the issue of 
safety and emergency procedures. 

 
7. Enforcement  

Threats, threatening conduct, or any other acts of aggression or violence in the 
workplace will not be tolerated.  Any employee determined to have committed such 
acts will be subject to disciplinary action, up to and including termination.  Non-
employees engaged in violent acts on the employer’s premises will be reported to the 
proper authorities and fully prosecuted.  

This Policy shall not be construed to create any duty or obligation on the part of the Company to 
take any actions beyond those required of an employer by existing law. 
 
 
 

 


