D'* THE CITY OF
=dinburg
Reporting Incidents Procedure

For any/all types of incidents the department involved must contact Risk Management and submit the
following forms:

e Memo Report of Incident/ Injury & Supervisor’s Investigation Report
e Memorandum from Supervisor — Explanation of Event (if applicable)

e Employee Statement of Incident/Injury - NEW

Additional paperwork to be submitted depending on report:

VEHICULAR ACCIDENT ALL INCIDENTS / NEAR MISS INJURY / FIRST AID
Driver Report of Vehicular Photos Body Diagram
Accident, include damage amount
Photos Police Report number (if applicable) HIPAA Authorization
Police report number Notes and observations of incident WC & Wage Continuation
Acknowledgement Form
*QOptional: Repair estimate if Employee Statement of Incident/Injury- NEW | Employee Statement of Incident/Injury-
repairs needed over $500 NEW

Risk Management is responsible for the following:
e On-site Incident Observations/Assistance — From 8:00am to 5:00pm on weekdays, Risk
Management is available for on-site incident observations/ assistance to events such as minor
auto accidents, property damage, and injury incidents for analysis and reporting.

e Drug and Alcohol Referral Form - Any employee involved in an incident/accident involving
heavy equipment causing property damage or vehicular accident must submit to a Mandatory
Drug & Alcohol test. Any employee or volunteer that is injured as a results of an incident or
accident may be asked to submit to Mandatory Drug & Alcohol Test for reasonable suspicion.
Contact HR to determine if test needs to be administered.

AFTER HOURS PROCEDURES:
Supervisor will report to the incident for observation and assistance to employee(s) and
contact DTM Administrator (24/7/365) for a Drug and Alcohol Post Accident Test, at
(956) 205-0103 or (956) 562-2915. Notify Risk Management the next business day.

Emergency Contact Numbers:
Human Resources/ Risk Management
(Office) 956-388-1873
Armando Rivas, HR Manager, ext. 8658 or (Cell) 956-478-3657
Erica Balli, Director of Human Resources, (Cell) 956-330-9901
Laura Cerda, Asst. Director of Human Resources, (Cell) 956-330-6920
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REPORTING
ACCIDENTS

® Move yourself and the vehicle to a safe location if possible.
pe Stay Calm.

\ STOP IMMEDIATELY >

»= Check to see if anyone is injured. DO NOT administer first aid if not certified.
» Inspect both vehicles for any damage, if possible.

N

CALL 911 & SUPERVIOR )

ASSESS THE SITUATION d)

s Dial 911 and wait for the emergency services near city vehicle, if safe.
s Contact Supervisor, make them aware of situation.

N

» DRUG TEST
» e Drug test must be completed within 2 hrs no later the 24 hrs.
= Employee must be taken to drug testing facility by supervisor/manger.

e Take pictures of the front, back, and sides of all
vehicles involved.

e Take close and far distance pictures of
damaged area.

Complete the memo report of Incident/Injury &
Vehicle report, if applicable.

Get employees statement.

Gather any witness statements.

Attach pictures.

CITIZEN CLAIMS
WHAT TO SAY

Sorry about the inconvenience, you may
~ contact the human resources office to
= get started on the claims process.

The city is unable to make repairs on
Dﬁ private property. Contact 956-388-1873
™ for more information regarding the claims
process.

< to be reported to the human resources
office. Here is their phone number to get
you started.

@956—388—1873
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Q Claims for Property or Personal injury need

Drug Test
Referral Type:
DOT



