Incident Reporting Procedures



As professional drivers you are held to higher standard
than other drivers on the road. While a collision can
shake up even the most experienced driver, we must
remain calm and collect all information possible at the
scene of the collision. Incomplete reports and lack of
pictures can lead to trouble for both the driver and the
company. Liability can be decided from a simple picture
of the scene or a statement taken after the collision.



Managing and Reporting an Incident

Set warning devices and secure scene to insure no further collisions.

Assist injured persons, but do NOT move if likely to cause further injury;
call for medical assistance.

Contact authorities and company official as soon as possible.
 Discuss accident only with the proper authorities

Check condition of vehicles

Protect vehicle and cargo



Each power unit will display the decal below
inside the cab to give a brief reminder of our
incident procedures.

INCIDENT PROCEDURES

1. Call Authorities
Call your Manager

2,
3. Take Pictures
4. Collect Information




Managing and Reporting an Incident

e Take Pictures
e Every tractor has a disposable camera inside.

e Every incident, no matter how minor, should be photographed
at the scene.

e The camera should be completely spent on the incident.

* Take pictures from as many angles as possible of each vehicle
involved.

e Label the camera with your name and the date of the accident.
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Managing and Reporting an Incident

 Record as much information as possible
* Injuries
e Location
e Other vehicles involved
e Description of incident
e Conditions
e Damage

(See attached Accident Documentation Form)

 Once you have returned to your terminal be sure to take this
information and fill out an incident report form.
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IF YOU ARE IN AN ACCIDENT,
FOLLOW THESE STEPS:

Stay calm, park safely and set out
warning devices.

Assist injured parties, hut do not
movs the injured unless absolulely
necessary.

fotify polic imbulance if necessary.
Use the “Er ¢y Telephane Kid” card
if you canm 3 the szene.

Identily yo ind your company.

Supply operalar #, license # and
regiskration if asked.

Da nol discuss the aceident with
oiher driver(s) ar witnesses.

Ask all witnesses fo complete
witness cands.

If ather drivers admit fault, ask them
to fill oul the “Driver Exoneration Card':

Follow your company policy regarding
accidents and company procedure.

Gamply with all legal paperwark, such as
accident reports. Gel copies and return
ta employer with this kit

Document the aceident with photographs
taken from all four sides, inclnde any
road or weather conditions.
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Managing and Reporting an Incident

* |ncidents that do not involve another vehicle MUST also be
reported.

— For Example: If a driver backs into a light pole in a parking
lot the same procedures should be followed.

 Property damage claims can be very costly and it is important
for drivers to document these types of incidents to avoid

fraudulent claims.



These steps are vital to protecting company and
personal liability. Be sure that you, as a
professional driver, are doing everything in your
power to ensure that every incident regardless
of severity is reported in the proper manner.
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