Trindel Insurance Fund

Guidelines Vehicle Incident Investigation and Follow-up


Motor vehicle incidents are a frequent cause of property damage, injury and death to employees. The lack of periodic driver or operator training, incident investigation, post incident training and reassignment, contribute to the re occurrence of these incidents. Any motor vehicle incident must be evaluated for cause and remediation. Consistent procedures for this process must be articulated and practiced. Anytime an employee is involved in such an incident the contributing factors must be determined and remedied before that employee is allowed to resume their motor vehicle driving responsibilities.
The primary purpose of the following guidelines is not to place blame but determine the cause of the incident in order to prevent a re occurrence. All interviews should be undertaken with this attitude. Finger pointing by any employee or supervisor must be discouraged. All information should be gathered immediately following any incident in an objective non-judgmental manner. Time is of the essence and this process must take precedence for a fair and accurate investigation with a positive outcome. Standard investigative practices as prescribed in the County’s Injury and Illness Prevention Plan will be followed at all times.

Vehicle Incident -
Any occurrence involving a motor vehicle occurring in a place of employment or in connection with any employment, resulting in, or having the potential for injury, illness, or property damage in excess of $500.

Vehicle Incident Investigation Team (V.I.I.T.) – 

This team will consist of: 

1. The Vehicle Incident Investigation Team leader who will be the designated County Safety Representative.

2. The immediate supervisor of the employee(s) involved.

3. The designated department safety representative from the department involved.

4. Any other individuals necessary for a thorough and objective investigation.

I.   The employee(s) involved shall:

1. Remove themselves from immediate danger.

2. Call 911 for medical assistance if needed.

3. Provide first aid for injured.

4. Immediately notify immediate supervisor 
5. Remain at the scene (unless injured) until the investigation is completed and has been released by the V.I.I.T. leader (Designated County Safety Representative)

II.  Immediate Supervisor shall:

1. Immediately notify the designated county safety representative

2. Immediately notify their designated department safety representative

3. Immediately go to incident site.

III.   Do not disturb incident scene (except to prevent further injury or damage or if ordered to do so by law enforcement authorities) until all of the following have been completed:

1. The arrival of the immediate supervisor

2. The arrival of the designated county safety representative

3. The arrival of the designated department safety representative

4. The entire scene has been photographed.

IV.   Incident investigation:
The Vehicle Incident investigation Team (VIIT) will immediately investigate the incident. The investigation will include the following:

1. The involved employee(s) will be interviewed, separately from other involved employees or witnesses, as soon as possible following the incident.

2. Each witness to the incident will be interviewed, separately from other involved employees and/or witnesses, as soon as possible following the incident.

3. Each involved employee(s) or witness will prepare a written statement describing the incident and how it occurred.

4. The VIIT leader will request copies of any investigation reports completed by emergency or law enforcement agencies within 2 working days of the incident.

5. The SIIT leader will provide a written preliminary investigation report to department head and risk management department with in 1 working day of the incident.

6. Each member of the investigation team will submit a formal written report to the department head of the employee(s) involved, within 5 working days of the incident.

7. A formal written report of the investigation, prepared by the VIIT leader, will be provided to the department head of the involved employee(s) with 5 working days of the incident.
8. The VIIT leader will forward a copy of the formal written investigation report to the County Wide Safety Committee.
VI.   Incident follow-up:
1. All employees of the involved department will be notified of the incident within 2 working days of the incident. Notification will include a brief description of the incident and the resulting damage and/or injuries.

2. The incident and the circumstances surrounding the incident will be the topic of an employee safety meeting to take place no more than 5 working days following the incident. The employee safety meeting will be conducted by the department safety representative. Suggestions for preventing any reoccurrence will be solicited.

3. An appropriate prevention action plan will be determined from the investigation, and will be put into action by the involved department head in no more than 10 working days from the date of the incident. 
4. Involved driver or operator will be restricted from driving a motor vehicle in the course of employment until the completion of the prevention action plan.

V. Prevention action plan:
1. Evaluation of involved employee’s driving or operating skills.

2. Driver or operator training for involved employee based on skill evaluation.
3. Certification that driver’s driving or operating skill deficiencies have been resolved.
4. Modification of driving or operating policies and or procedures.
5. Modification or replacement of equipment.
6. Completion of the prevention action plan will be certified by the department head before involved employee(s) will be released to resume driving or operation responsibilities.

VI. IIPP and department procedures:

1. Department safety representative, county safety representative and department/site safety subcommittee to review the IIPP code of safe practices relative to the incident.

2. Provide recommendations for changes in department IIPP/Code of Safe Practices to the department head.

3. Changes in Department IIPP/Code of Safe Practices will be forwarded to the County Wide Safety Committee for review.
VII. Guideline Notes
1. These are guidelines to be used as the county or department sees fit to address motor vehicle incidents.
2. I is important that a policy be determined and included in the County Wide Injury and Illness Prevention Program or in the specific Department IIPP/ Code of Safe Practices.
3. Anytime an employee is involved in such an incident it is imperative that retraining take place and the County is satisfied that the employee’s resumption of driving or operation assignments does not present a continuing risk.
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