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Count on EMC® to help keep your business  
running smoothly and profitably — even  
when accidents occur. 
Accidents can be time-consuming, frustrating and expensive, 
and they can impact numerous company resources. To help 
you cope with these problems, we’re offering you this Accident 
Prevention and Management Kit. 

You’ll fnd several useful checklists and procedures to help 
verify that your company has taken the necessary steps to 
prevent accidents before they happen. 

If you have questions about the enclosed materials, would like 
additional copies, or want additional help in preventing losses, 
contact your insurance agent or EMC loss control representative. 

EMC Insurance Companies  
Risk Improvement Department  
800-477-2295, ext. 2520 
losscontrol@emcins.com 

mailto:losscontrol@emcins.com


  

  
 

 
 

 
 

 
 

 
 

 

What To Do if Your Employee Is Injured at Work 

A Workers’ Compensation First Report of Injury form must 
be completed per the following procedures: 

1. The First Report of Injury form is to be completed only 
by the insured, supervisor or agent and signed at the 
following times: 

a. When the insured has immediate knowledge of an 
injury occurring during the course of employment and 
at locations incidental to the employment 

b. When the employee alleges an injury occurred at work 
or when a physical/mental condition is related to the 
employment, whether the insured agrees or not 

c. Within 24 hours of a death that a survivor alleges to have 
been caused by or happened as a result of the employment, 
whether or not it occurred at the place of employment 

2. Complete as much information as possible with special 
attention to: 

a. Gross wages, including bonuses, overtime and 
vacation pay 

b. Dependents 

c. All dates the employee missed work due to the injury 

3. The employer is obligated to obtain reasonable medical 
services and supplies to treat an injured employee. 

If your state allows employers to select/direct medical care, 
inform employees of this by posting information about the 
designated medical provider. In states where employers have 
the right to choose their medical care, an employer-preferred 
listing of other available medical providers can be offered 
and posted. In states with state-run workers’ compensation 
programs, employers may opt to be part of a Designated 
Medical Provider (DMP) network. Employees may choose a 
physician through DMP or use their own physician. 

Failure to report injuries in a timely manner may result 
in a penalty. 

Compliance with these recommendations will result 
in a more timely claim investigation. 

If you do not have a First Report of Injury form, your agent 
can help you obtain one. 

What To Do if Someone Is Injured on Your Premises 

1. Call 911 if medical attention is needed. 

2. Record injured person’s full name, address and 
telephone number. 

3. Immediately inspect the area of the incident with the 
affected person to determine the location and cause 
of the incident. Do not make statements about cause, 
responsibility or blame. 

4. Immediately fll out an incident report and take photos if 
necessary. A sample incident report is included in this kit. 

5. Report the incident and provide any documentation to your 
insurance agent as soon as possible. 

What To Do in Case of Vehicle Accident 

1. If anyone is injured, call for an ambulance and provide 
frst aid if necessary. 

2. Provide your name and address to the driver of the 
other automobile. 

3. Record date, time and place of accident, as well as name, 
address and telephone number of the owner and driver of 
the other vehicle. Record names, addresses and telephone 
numbers of all witnesses. 

4. Check with local police regarding what reports are required 
under law. All accidents, no matter how minor, should be 
reported to the authorities. 

5. Cooperate fully with police, but do not make any admissions 
of fault. Do not sign any statements for anyone other than the 
authorized representative of your insurance company. 

6. Report the loss to your insurance agent immediately. 



 

 

 

 

 

  
 

Spill Prevention and Preparedness Checklist 

Location:  __________________________________________________________________ Date:  __________________________ 

PROCEDURES: 

� Are delivery drivers trained on safe handling and delivery procedures, and are they familiar with spill response procedures? 

� Does the delivery truck have a customer reference book, spill kit, gloves and connectors? (Spill kits should include a shovel, 
kitty litter or sorbent pads, and plastic sheeting.) 

� Have delivery procedures and protocols been established, such as checking the address and purchase order, sticking the tank 
and meeting with the resident or job site personnel? 

� Do your spill response procedures and protocols include how to contain a spill, a list of resources available to your employees 
and emergency telephone numbers of company staff? 

� Are drivers aware that small spills can be cleaned up quickly and easily by spreading a sorbent material on any free liquid 
that cannot be pumped up? 

FOLLOW THESE BASIC STEPS FOR SPILLS: 

1. Follow the safety precautions for the spilled material. 

2. Stop the source of the spill, if you can do so safely. 

3. Secure the scene to protect the public and environment. 

4. Contact local authorities and company contact. 

5. Contact the National Response Center (NRC) at 800-424-8802 and your appropriate state agency. Be ready with critical information: 
name, address and phone number of company, name of driver/delivery person/employee involved in spill, exact location of spill, brief 
description of facts, whether or not the spill affected any water/drains and name of fre/police department responding. 

6. Take pictures of the area. 

7. Properly dispose of cleanup materials. 

8. Report the claim to your agent as soon as possible. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

LP Delivery Checklist 

DRIVER AND RELATED SAFETY 

� Have all drivers received hazardous material training within the past three years? 

� Have all delivery drivers received CETP (or equal) training, and is it documented? 

� Do all positions have written job descriptions? 

� Do all delivery drivers have a valid CDL and are motor vehicle records reviewed annually? 

� Is the required DOT drug testing current and records maintained? 

� Is the driver provided with emergency procedures and phone numbers? 

VEHICLE SAFETY 

� Are truck markings clean, readable and in compliance with applicable state and DOT regulations? 

� Are daily pretrip and posttrip inspections completed on all delivery vehicles and records maintained? 

� Are vapor and liquid hoses inspected monthly, worn or otherwise damaged hoses replaced and documentation maintained? 

� Are wheel chock blocks present on each truck, and are drivers required to use them when trucks are parked for any reason? 

� Is an 18-lb B:C rated dry chemical fre extinguisher on each truck? 

� Are shipping papers for the amount of product on board maintained and easily accessible at all times? 

� Do all delivery trucks contain a North American Emergency Response Guidebook #115? 

� Is there at least one remote emergency shutoff on the vehicle? 

� Is the engine of the delivery vehicle off, requiring the use of off-truck pumps or compressors for loading purposes? 

CONSUMER SITE DELIVERIES 

� Do all customer locations have documentation on fle (updated at least every 15 years) for the pressure and leak tests 
administered prior to fueling? 

� Does the driver provide a cursory review of the customer’s site for changes or hazardous conditions prior to flling? (This includes 
the condition of the container, its supports, observing all piping for kinks or other damage, inspecting the valves, reviewing the 
dates of the regulators, looking for potential ignition sources and reviewing all required building opening distances.) 

� Are delivery personnel provided with personal protective equipment, including gloves, goggles/face shields, and fre protection, 
and is this equipment used when loading, unloading and making deliveries? 

� Is the driver able to view both the truck and the container being flled or able to control the fow by using a remote control shutoff? 

� Does the driver take care of the customer’s property when driving, backing and pulling the hose to avoid possible damage? 

� Are leak tests and/or pressure tests performed and documented for all new customers, installations and repairs? 

� Is there an out-of-gas procedure in place? (See “EMC Tech Sheet, Out of Gas Procedure.”) 

� Are containers flled to no more than 80-85% of capacity? 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fuel Oil Delivery Checklist 

DRIVER AND RELATED SAFETY 

� Have all drivers received hazardous material (HAZMAT) training within the past three years? 

� Do all delivery drivers have a valid CDL, and are motor vehicle records reviewed annually? 

� Is the required DOT drug testing current, and are records maintained? 

� Is the driver provided with emergency procedures and phone numbers? 

VEHICLE SAFETY 

� Are truck markings clean, readable and in compliance with applicable state and DOT regulations? 

� Are daily pretrip and posttrip inspections completed on all delivery vehicles and records maintained? 

� Are hoses inspected monthly for needed replacement of  worn, cracked, or otherwise damaged hoses or couplings, 
and is documentation maintained? 

� Is a 4A:40-B:C rated dry chemical fre extinguisher on each truck? 

� Are the contents of each tank compartment clearly identifed and marked on both the truck and shipping papers? 

� Are shipping papers listing the amount of product in all tank compartments maintained and easily accessible to the 
driver at all times? 

� Do all delivery trucks contain a North American Emergency Response Guidebook #115? 

� Are all tank ladders and catwalks properly maintained with abrasive, slip-resistant walking surfaces? 

DELIVERY 

� Does the delivery driver verify that the correct product is delivered to the correct location described on the delivery ticket? 

� Are all indoor tanks visually inspected for general condition, connection and venting on an annual basis, and is 
documentation maintained? 

� Is the available capacity of the tank determined before delivery? 

� Are “vent whistlers” or other positive fll notifcation alarms used while flling home basement tanks? 

� Are all fll pipes and/or caps identifed by labeling or color-coding using industry standard colors? 

� Does the driver of a tank truck set the brake and turn off lights prior to beginning a fuel transfer? 

� Does the delivery person remain in attendance during all transfer operations? 

� Are the delivery rates limited to the vent capacity to reduce the possibility of rupture? 

� Does the driver provide a cursory review of the customer’s site for changes or hazardous conditions prior to flling (ignition 
sources near the vent pipe, plugged vent pipes, excessive vegetation, unsecured fll caps or rust or corrosion on the piping)? 

� Are delivery personnel provided with personal protective equipment, including gloves, goggles/face shields, and fre protection, 
and is this equipment used when loading, unloading and making deliveries? 

� Does the driver take care of the customer’s property when driving, backing and pulling the hose to eliminate any possible damage? 

� Are the drivers provided with, and do they use, drip rags to catch any small spills 
while connecting, disconnecting and transporting the hose? 
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