Accident Response Checklist

1. Ensure Passenger Safety:
a. Evacuate, only if necessary, all passengers to a safe location.
b. Do not move seriously injured.
c. Verify that vehicle is in neutral with the parking brake set.

2. Notify dispatch that you are on-scene and stay in contact with dispatcher.

3. Prevent further accidents:
a. Place emergency triangles to warn oncoming traffic.
b. Avoid blocking traffic if possible.  Do not move our vehicle until directed by the police.
c. Ensure that triangles are placed:
One-Way or Divided Highway placed at 10ft. 100 ft. and 200 ft. to the rear.
Two-Way or Undivided Highway placed at 100 ft to the front and 10 -100 ft. to the rear
Obstructed View (Curve or Hill) placed at same intervals except last cone should be 100 -500 ft to the rear or front depending on obstructive view.

4. Incident Alert Form and communication.
a. Verify that dispatch has issued a preliminary Incident Alert form.
b. Call or email Operations Manager to inform on the situation (if severity/specific circumstances merit)
c. Update Incident Alert form as information and facts become available.

5. Take photographs to document the incident and damage.
a. Take pictures of the accident scene. 
b. Pictures should include multiple angles and distances depending on the severity.
c. Evaluate for damage, scattered debris – take multiple pictures as necessary.
d. If necessary – consider taking video and talking about your observations.

6. Verify completeness of courtesy Medical Refusal / Witness Card Forms
a. Make sure all witness cards and Medical Refusals are returned.
b. Verify the correct seat number for seated passengers.
c. If possible, obtain names and contact information for anyone who is transported to the hospital.
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7. Make no statements or comments to anyone except:
a. A law enforcement officer
b. Dispatch, the Responding Supervisor or our insurance carrier.

8. Provide situational information to Admin Director, HR, and Office Supervisor.
a. When information exchange, Supervisor Observation Form, and driver report(s) are available and safe to do so; take photos or scan documents and send via email.
b. Distribute Admin Director card to other party if they request immediate action. i.e. rental car.

9. Fill out Post-Accident Substance Abuse Testing Decision Maker
If it meets the threshold the supervisor must transport the employee to and from the drug testing site.
The employee MUST be placed on investigatory leave until the results of the drug/alcohol test is received and confirmed by Human Resources. 

Please note that if the accident does not meet the required threshold that does not mean that you can’t have them submit to a drug/alcohol test. Reasonable Suspicion still applies if they are displaying one or more of the contemporaneous, articulable signs.

10. Cover the shift, as necessary. 
a.	For all accidents, preventable or non-preventable, the driver must be placed on investigatory leave until the accident investigation is completed. Except in one or more of the following circumstances:
1.   The accident is blatantly non-preventable and there are no injuries or repairable damage.  I.E. a shopping cart runs into a parked bus at the transit center and there is no visible damage.
2.	The accident is preventable, but there are no injuries or repairable damage and the driver reports it immediately to dispatch.  Example: A driver makes contact with a garbage can and reports it to dispatch immediately. A supervisor responds on scene and determines that there are no injuries or repairable damage to our vehicle or the garbage can.
b.	If driver is removed, contact dispatch to arrange to cover the shift.
c.	As needed, make arrangement to transport any passengers (catch up bus, etc.).

* If there is any doubt, you should place the driver on investigatory leave and have dispatch cover the shift.

11. If accident involves a fixed object or unattended vehicle:
Take reasonable steps to locate owner. This may have to be continued after step 11.

12. Escort Driver back to base and review all paperwork for accuracy and completeness.
a. Print pictures. Upload pictures and save to Y:
b. Update incident alert form for any additional information. Examples of additional information include: injuries, was our vehicle drivable, was driver removed from service, placed on leave, tickets issued. Email to appropriate members of management.
c. Ensure that all involved employees complete an Incident Report form.
d. As necessary, obtain video from bus system or other locations. Save video on to Y:
e. Place all applicable documents in an accident folder. Label the folder and place in the Operations Manager’s mail box.

13. Fill out top portion of the Accident Estimate Repair Form and give to Maintenance Supervisor.

Email notifications should include: General Manager, Administration Director, Operations Manager, Human Resources, Operations Supervisors and Maintenance Supervisors. Others may be included as necessary.

14. Items to be completed after submitting file to Operations Manager
a. Determination of potential corrective action/re-training recommendations.
b. Additional information from police or EMS, as determined available and needed.
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