How to Report Vehicle Accidents: 
 
In life-threatening situations when a vehicle accident occurs, please contact 911 and immediately seek medical assistance!
 
How to Report a Vehicle Accident? 
 
· Notify Supervisor of vehicle accident.  

· Obtain insurance information, vehicle information, identification and/or driver’s license information from other parties involved and collect any witness statements. 

· Take picture of damages and surroundings. 

· Police should be called for every vehicle accident involving a county owned/leased/rented vehicle if it occurs on a public roadway or highway and in every accident on private property if any person suffers bodily injury or death. 

· Complete the Automobile Loss Notice Form the same day of the vehicle accident and provide to Supervisor. 

(If the vehicle is involved in an incident where it was not damaged and no injuries occurred, a report should still be      submitted to Risk Management to document the incident.) 

 
Supervisors Responsibilities Checklist: 

· Complete the Supervisor’s Investigation Report.
 
· If the employee is injured, contact the Company Nurse at 888/770-0925 and follow the procedures for reporting a workplace injury.

· Submit the Automobile Loss Notice Form, Supervisor’s Investigation Report, pictures, witness statements, and Police Crash Report (if available) to Risk Management within 24 hours by fax 540/422-8318 or email riskmanagement@fauquiercounty.gov. 

· [bookmark: _GoBack]Vehicle should be taken to Fleet Maintenance within 48 hours of the incident for an estimate of damages, even if immediate repair is not necessary. If the vehicle is inoperable please contact Fleet for towing of the vehicle.  
 
If you have any questions, please feel free to contact the HR Office at (540) 422-8300.

Again, thank you for your efforts!

Vehicle safety is a priority for Fauquier County and is a responsibility shared by all of us!

