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	PROCEDURES TO FOLLOW 


IN A VEHICLE ACCIDENT




Protect the scene of the crash and take action to prevent additional collisions or injuries.

· Pull off the roadway as far as possible unless otherwise directed

· Place reflectors or flares in front of and to the rear of your vehicle (Follow applicable federal or state laws)

· Contact emergency authorities immediately

· Administer emergency first aid if trained to do so.

Obtain and record the following information at the scene of the crash:

1. Name and address of each driver, passenger, and/or witness to the crash

2. License number of each vehicle involved

3. Name and policy number of the insurance company for each vehicle involved

4. Complete claims investigation kit including a diagram of the crash.

What to Do

1. Be courteous – do not argue – keep calm

2. Give your name and address to the injured person or a police officer before leaving the scene.  If police respond to the crash, do not leave the scene until you are told you may leave by the officer(s) responding.

What Not to Do
1. Do not talk about the crash, except to a police officer, your employer, or your insurance claim or loss prevention consultant

2. Make no settlements or offers of settlements to anyone

3. Above all, do not sign any statements or reports other than official police reports

4. Do not admit fault.

Our safety coordinator will conduct a review of each vehicle involved in the accident.

Vehicle Maintenance and Inspections

Employees operating company vehicles are expected to make a safety check on their vehicle before driving.  The inspection should include, at a minimum, lights, horn, turn signals, brake lights, oil level, coolant level, tire pressure and condition, and adjustment of rearview mirrors.

All maintenance including oil changes, lubrication, repair, parts, etc., will be recorded on an up-to-date vehicle maintenance file, which will be kept in the operational office.  All scheduled maintenance will be in accordance with the vehicle manufacturer’s recommendations.  All repair needs must be highlighted and brought to the immediate attention of the area operations manager.

Personal vehicles used for company business will not be subject to the same criteria and are the responsibility of the owner.  Personal vehicles used on company business must be maintained in a manner that reflects positively on the company.

The company reserves the right to inspect a personal vehicle at random and will subject that vehicle to the same safety criteria as with company-owned vehicles.  The reports will be retained by the company and kept within the personnel file of the owner/driver.
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