Driver Accident & Incident Quick Reference Card
For Public Transit Drivers
Use these steps after an accident or incident. Follow your agency’s emergency procedures and responder instructions. Immediate safety comes before documentation.
1  Protect the Scene
☐  Stop as safely as possible, secure the vehicle, and activate hazard lights as appropriate.
☐  Check for traffic, fire, smoke, spills, or other immediate hazards. Keep yourself and passengers away from danger; follow agency procedures for evacuation when needed.
2  Get Help
☐  Call 911 when emergency help is needed. Give the exact location, hazards, number of people involved, and known injuries.
☐  Notify dispatch or your supervisor promptly. Provide your name, vehicle/unit number, location, what happened, and assistance needed.
3  Assist Passengers
☐  Account for passengers, check for reported injuries, and provide assistance within your training. Follow emergency dispatcher instructions.
☐  Give clear, calm directions. Arrange a safe waiting area and accessible assistance as needed; coordinate alternate transportation through dispatch.
4  Gather Facts When Safe
☐  Record the time, location, vehicle/unit number, and road, weather, and lighting conditions.
☐  Collect driver, passenger, and witness names and contact information; note passenger seating or standing locations. Ask for individual accounts of what happened.
☐  Record other vehicle and insurance information when applicable, plus the responding officer’s name, agency, and report number.
☐  Take scene and damage photos only when safe, using agency-issued or approved devices. Tell dispatch about onboard or nearby cameras so footage can be preserved.
5  Report and Follow Through
☐  Write the facts while details are fresh. Describe what you observed; avoid guessing about causes or assigning blame. Submit reports within agency timeframes.
☐  Follow agency instructions on remaining available, vehicle movement, and return to service. Complete drug/alcohol testing only when required and directed by the designated agency official.

Agency Contacts
Agency: __________________________________________________________________
Dispatch: __________________________  After-hours contact: _______________________
Supervisor: ________________________  Safety contact: ___________________________
Emergency help: 911  •  Keep this card with your agency’s accident reporting materials.
