Traffic Accident Incident Report
Purpose
This procedure describes the steps to be taken when a City employee or City property may be involved when persons other than City employees are injured or non-City property is damaged. The City must obtain the best information possible as soon as possible in the event of an employee vehicle accident, injury on City property, property damage incident, or any other action which may result in a claim against the City.The incident may involve City employees or property, injury to a private citizen, or damage to private property which may become damaged as a result of normal City operations and/or equipment. Some examples of incidents subject to this procedure:

1. City vehicle accidents

2. Sewer backups resulting in property damage

3. Personal injuries on City property

4. Falling trees involving property damage

Policy

Involved and responding employees will:

1. Contact their immediate supervisors according to individual department policies. Do not assume that someone else will follow through with reporting needs. Do not admit liability for anything that happened or assume that the City or anyone else is responsible for the accident or damage. What happened will be sorted out through the accident reporting and investigation process.

2. The supervisor or employee should cause the following to be completed:

a. Obtain the names, addresses, and phone numbers (work and home) of any witnesses. Interview the witnesses and prepare a report including statements from the witnesses. The report should include any suggestions to prevent a similar accident or incident from occurring in the future.

b. Take photographs of the property damage or defect to City property. A sufficient number of photos should be taken to fully describe the damage to a person who has not been at the scene.

c. Prepare a report of the incident with all necessary information. The reports should be prepared to reflect the seriousness of the incident.

d. Cause the appropriate City forms to be completed.

e. If individual department procedures include all of the information required by this policy, that document can be utilized to fulfill these requirements.

f. This policy is in addition to an workers’ compensation reporting requirements.

Specific Types of Incidents or Accidents

1. Motor Vehicle Accidents. 

a. If the accident involves a City vehicle, the Vehicle Accident Report Kit—which should be in the glove compartment of every City vehicle—is to be used. 

b. The insurance information should be offered to the other party or parties and the accident report form completed. This information should also be provided to any responding law enforcement officers.

c. A police report shall be obtained whenever the accident involves more than $200 in property damage to a vehicle not registered to the City or any personal injury. If the owner of a vehicle that is damaged in an accident is not present and cannot be located, notification shall be left on the other vehicle with clear information as to the time and date of the accident and the name, address, and phone number of the City and the City vehicle involved. A police officer shall also be requested to come to the accident location to make a traffic report.

2. Items to be addressed in reports. Below are outlines of appropriate information to gather with regard to sidewalk, sewer, water, equipment, and highway accidents or incidents. Use these as a reference in documenting the background of an incident or accident.

a. Sidewalk Falls

1. Has the City received any complaints or claims from this area? What was the nature of those complaints?

2. Was the area recently repaired or altered in some way? When and how?

3. Is there any program pending to repair or alter the area? What is its status?

4. Were there any sidewalk markings in the area? What were they for?

5. Did the fall occur in the City right-of-way? Please mark on map.

6. In your opinion, what is the cause of the apparent defect?

7. What is required to correct the defect?

8. Has an inspection been made of the area in the recent past?

9. If the fall occurred at night, what is the lighting of the area?

b. Sewer Claims

1. Have there been any prior floodings, complaints, or unpluggings? What and when were they?

2. When was the last service on the line affected? What was the service?

3. Are there any videos of the line?

4. Is there a clean-out? How did the clean-out relate to the flooding?

5. Is there a backflow prevention device? How did it relate to the flooding?

6. Are there any pending repairs to the flooded area? What are they?

7. If tree roots are involved, where is the suspected tree located? Is it in the public right-of-way?

8. Is the sewer problem related to or aggravated by any possible illegal construction or construction without a permit?

9. A diagram of the sewer system in the area with any relevant points noted may be helpful.

c. Water Claims

1. Have there been any prior floodings, complaints, or breakages in the area? What and when were they?

2. When was the last service on the line affected? What was the service?

3. Are there any pending repairs to the affected area? What are they?

4. If tree roots are involved, where is the suspected tree located? Is it in the public right-of-way?

5. A diagram of the water line system in the area with any relevant points noted may be helpful.

d. Area or Equipment Defect Claims

1. When was the last inspection made of the area or equipment? What were the results of that inspection?

2. When was the equipment installed? Was it part of a design? If so, what was the design process?

3. Does the equipment meet existing safety standards?

4. Who is the City employee most knowledgeable about this equipment or area?

e. Highway Accidents

1. Width of street, lanes, and sidewalks.

2. Sight distances from the location of the accident and from the viewpoints of all persons involved as they approached the point of impact.

3. Striping in the area—what type and condition at the time of the accident.

4. Parking lane availability.

5. Describe the location of all regulatory or warning signs or lights that would be applicable to the accident scene,

6. Describe the location of all directional signs that would be applicable to the accident scene.

7. What lighting exists in the area of the accident?

8. What is the posted speed limit and where is it posted?

9. What is the design speed of the highway?

10. What is the history of accidents in the area?

11. Are there any known defects in the design, construction, or maintenance of the traffic system in the area? Have such defects been identified and corrected?

12. Have there been any previous complaints, claims, or suits about the area?

13. Are the signs clearly understood, visible, and in compliance with MUTCD?

14. Are any signals or signs obstructed in the area?

15. What is the signal pattern and timing?

16. Who was responsible for the design and construction? 

17. Did the City have any control over the design and construction? If so, when was the design approved and by whom?

18. Who is responsible for the maintenance of the area?

19. What maintenance or construction ahs taken place in the area in the past five years?

20. What was the maintenance condition of the roadway at the time of the accident?

21. Who conducted the last maintenance of the highway and traffic control devices, when was it approved, and by whom?

22. When was the area built or developed?

23. Please provide map of the area. Describe or indicate any horizontal or vertical curves that are in the immediate vicinity of the accident.

Reporting

Significant incidents involving serious personal injury, death, or significant property damage should also be immediately reported to the appropriate department head and the City Attorney.

If any assistance is needed or desired in documenting the incident or obtaining other assistance, contact the City Attorney’s office. If that office is unavailable, contact ABAG PLAN, the City’s claims administrator:

Angela Salsbury (510) 527-2324

Marcus Beverly (510) 823-2855

All reports should be promptly forwarded to the City Attorney’s office.

Claims

Attached is a City claim form. If a citizen wishes to know how he or she can file a claim with the City or to know how he or she can be reimbursed for the damages, please provide them with a claim form. Providing a claim form is not an admission of liability or responsibility, but instead a part of the process of determining what happened.

Citizens can also contact the City Attorney’s office and a claim form will be mailed to them.
City of ______________

and ABAG PLAN
Incident Report
To: 
City Attorney




From:  
________________________


_________________




________________________


_______________, CA _______


________________________

Date and Time of Incident: _________________________________________________

Department: _____________________________________________________________

Location: _______________________________________________________________

Injured Party:

Name: ______________________________________________________

Address: ____________________________________________________

Phone: (____) ____ - ______

Description of Incident:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Date: ___ / ___ / ___
Submitted by: ______________
Phone (____) ____ - ______
