








I. GENERAL

A. The purpose of the Campus Operations Vehicle Damage Reporting Policy is to provide accurate and consistent reporting of all accidents and damage producing incidents involving Campus Operations vehicles and equipment.  Reporting requirements include, but are not limited to, cars, trucks, vans, riding mowers, and other motorized equipment.

B. The Risk Manager shall coordinate the Vehicle Damage Reporting Policy.

C. The Campus Operations Vehicle Damage Reporting Policy does not supersede any North Carolina State law regulating driver licensing, vehicle operations, or accident reporting requirements.
II. POLICY
A. All accidents or damage involving Campus Operations vehicles or equipment shall be reported using the procedures in this policy.  Reportable accidents include, but are not limited to, the following:

1. A University owned vehicle or equipment damaging another University owned vehicle or equipment.

2. A University owned vehicle or equipment damaging a privately owned vehicle or private property.

3. A privately owned vehicle damaging a University owned vehicle or equipment.

4. A University owned vehicle or equipment injuring a person.

5. A University facility damaged by a University or privately owned vehicle.

6. The discovery of damage to University owned vehicles or equipment.

B. Refer to the following for referenced items:

1. COSP 100-0052.1, Vehicle Damage Reporting Form.  

2. COSP 100-0052.2, Vehicle Damage Letter of Information.

C. A copy of Vehicle Damage Reporting Form shall be kept in a secure place on all Campus Operations vehicles and operating equipment and shall be used to report accidents and incidents when they occur or when damage is identified.
III. PROCEDURE

A. Campus Operations employees involved in accidents while operating a State owned vehicle shall comply with the following:

1. Employees shall not move a vehicle involved in an accident unless instructed to do so by the police authority having jurisdiction over the accident or where safety or imminent danger dictates movement of the vehicle.

2. Employees SHALL immediately contact police agency having jurisdiction over the accident location.  The University Police Department has jurisdiction on campus.  A Campus Operations two-way radio (if available) can be used to contact the University Police.  If a personal injury is involved, inform the police and request medical assistance.

3. Employees SHALL not leave the scene of an accident except to call the police or obtain emergency medical care.  The employee must remain at the scene until a “Police Report” is completed and they are released by the investigating police.

4. Employees involved in accidents SHALL not initially make statements about the cause of the accident to anyone except the police.  The Police Department has the responsibility to determine cause, establish responsibility, and issue citations for violations of the law.

5. An employee involved in an accident SHALL notify his or her immediate Supervisor directly after notifying the police.

6. If the other driver is at fault, the vehicle SHALL NOT be repaired until advised to do so by Risk Management.

7. Employees damaging a vehicle, involved in an accident, or finding damage to an unattended vehicle for which they are responsible SHALL complete Vehicle Damage Reporting Form and submit it to their Supervisor.  The Form must be filled out in its entirety.  The Supervisor shall assist in completing the Form if necessary.

B. Vehicle Damage Reporting Form shall be completed as follows:

1. Campus Operations Employees who are involved in an accident or discover damage to Campus Operations owned vehicles or equipment shall complete each blank on the Vehicle Damage Reporting Form.  If the requested information does not apply "N/A” shall be used in those blank spaces as appropriate.  Specific instructions are:

a. When providing written explanations, describe the accident/incident in FULL DETAIL as to who, what, when, where, and who was at fault.  Again, use additional paper if needed.

b. Describe any damage in detail.  Drawings may be helpful.

c. Ensure employee completing the Form signs and dates the “Completed By” block.

2. The Immediate Supervisor shall:

a. Review the completed Form.

b. Ensure the Form is completed correctly, signed, and dated.

c. Personally discuss the report with the driver and other employees involved in the accident or identification of damage.

d. Sign and date the Form.

e. Forward the Form to the Department Contact/Assistant Director/Director.

3. The Department Contact/Assistant Director/Director shall:

a. Review the Form and determine if disciplinary action is appropriate.

b. Sign and date the Form.

c. Make copies for departmental files and forward the original and any supporting documentation to Risk Management within 3 workdays.

4. Risk Management shall:

a. Maintain a summary of the Vehicle Damage Reporting Forms.  The summary shall include claim information, cost & status of repairs provided by Automotive Services, and the account number charged for the repairs.

b. Present a summary quarterly during the Senior Associate Vice Chancellor for Campus Operations staff meeting and distribute copies.  Incidents shall be purged from the summary after three (3) years.

c. Complete the Vehicle Damage Letter of Information (COSP 100-0052.2) and forward to the appropriate Director with a copy of the Vehicle Damage Report Form and police report, if applicable.  
5. Director shall:

a. Discuss the incident described on the Vehicle Damage Reporting Form with the appropriate employee(s). File a copy of Vehicle Damage Letter of Information with a copy of Vehicle Damage Reporting Form and police report, if applicable, in employee’s personnel file.  
6. It is important to remember that the completion of a Vehicle Damage Reporting Form is IN ADDITION TO, NOT IN LIEU OF, any required police reports.

NOTE:  Police reports are required to document any type of liability claim.  Any questions as to whether a police report is required, contact Risk Management at 328-6858.

C. Damage discovered during routine maintenance inspection

1. If Automotive Services discovers damage beyond expected “normal wear and tear” during routine maintenance inspection of a Campus Operations vehicle, Automotive Services shall notify Risk Management of the damage to the vehicle.   

2. Risk Management shall notify the Department Contact/Assistant Director/Director of the Campus Operations Department of damage to the assigned vehicle and request a Vehicle Damage Reporting Form be completed and returned to Risk Management.  
3. Upon receipt of the Vehicle Damage Reporting Form, Risk Management shall complete and distribute the Vehicle Damage Letter of Information to appropriate Director with a copy of the Vehicle Damage Reporting Form and police report, if applicable.  
4. Director shall discuss the incident described on the Vehicle Damage Reporting Form with the appropriate employee(s). File a copy of Vehicle Damage Letter of Information with a copy of Vehicle Damage Reporting Form and police report, if applicable, in employee’s personnel file.  
Replaced FSSP 23-0001, Vehicle Damage Reporting Policy.
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