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SAFE OPERATING PROCEDURES 
Accident and Injury Response SOP 10-1 

Accident Response 
1. Survey the accident scene and take appropriate action to ensure it is safe for other employees

and emergency services to prevent additional injuries and/or accidents.
2. Determine if anyone needs medical treatment. Dial 911 for all injuries that require immediate

medical attention and follow the injury response guidance below.
3. Immediately notify the appropriate law enforcement agency of any accident or crash by

dialing 911 or *HP (*47) if it results in the following:
a. Any accident involving an injury or death,
b. Any accident resulting in damage to or contact with private vehicles or property,
c. Any accident resulting in damage to state vehicles or state property of $1,000 or greater.

4. Contact the designated safety representative assigned to the Division or Unit for accidents
occurring in active work zones involving two or more state vehicles or equipment and accidents
occurring on off-highway projects.

5. Report all accidents immediately to your manager or supervisor.
6. The manager or supervisor must notify the designated safety representative assigned to the

Division or Unit that an accident has occurred.
7. Notification must be made to the equipment unit that an accident has occurred. The equipment

unit can provide damage assessments/estimates, obtain towing services and other services as
deemed appropriate to assist with the accident response.

8. Post-Accident Drug and Alcohol Testing are to be conducted following any accident an
employee is involved in while at work where:

a. A life was lost, or
b. Operating a motor vehicle, the driver (employee) was cited for a moving traffic

violation and individuals involved in the accident were transported for medical
treatment, or

c. Operating a motor vehicle, the driver (employee) was cited for a moving traffic
violation and a vehicle involved was disabled and removed from the scene by other
than its own power.

9. Notification and claim submittal must be made to Travelers Insurance for all accidents resulting
in damage to private and state vehicles as well as private property. Notification can be made by
phone at 1-800-832-7839 or by using the following link to report claims to Travelers:
https://automationweb.ncaia.com/login.

10. Gather all necessary information to complete the incident investigation. This includes
photographs, videos, sketches, drawings, interviews, witness statements, inspection forms,
training records, policy and procedure documents, police reports, reconstruction material(s) and
reenactment information.

11. When taking photographs, do not focus only on the point of impact where hit or strikes
occurred. Take a few closeups and pictures of the overall scene (from various angles) from a
distance allowing for various perspectives of the location and actions that could have been
taken to prevent the accident.
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1. Survey the injury scene and take appropriate action to ensure it is safe for other employees and 

emergency services to prevent additional injuries and/or accidents. 
2. Determine if the injured person needs medical attention. 
3. For non-life-threatening injuries provide care and first aid treatment in accordance with 

training. 
4. For life-threatening injuries or severe trauma injuries dial 911 immediately for emergency 

services and provide the following information: 
• Nature of the medical emergency 
• Condition of the injured person 
• Location of the emergency 
• Your name and contact phone number should the call become disconnected. 
• If available, have the name of the chemical or poison the person has been exposed too. 

Utilize information on SDS sheets if available. 
5. Do not move an injured employee with life-threatening injuries or severe trauma unless they 

are in immediate danger. 
6. Provide first aid and assistance to the injured employee to keep them as comfortable as 

possible while seeking medical treatment or waiting on emergency services. 
7. Report all injuries immediately to your manager or supervisor. 
8. The manager or supervisor must notify the designated safety representative assigned to the 

Division or Unit. 
9. The manager or supervisor must accompany the injured employee to the medical treatment 

facility. If the employee is transported by emergency services to a hospital, the supervisor will 
need to meet the injured employee at the hospital. 

10. The manager or supervisor must ensure that the injured employee has the appropriate medical 
authorization form to provide to the medical treatment facility. 

11. Notification must be made to Safety and Risk Management, Workers’ Compensation Section 
as soon as possible and at least within 24 hours of the injury. 

12. Incidents involving a fatality must be reported immediately to the designated safety 
representative assigned to the Division/Unit and Division/Unit Management. Notification will 
immediately be made to Safety and Risk Management. Fatalities are required to be reported to 
the North Carolina Department of Labor, OSH Division within 8 hours of occurrence in 
accordance with the rules and regulations. 

13. Incidents involving any in-patient hospitalization, amputation, or loss of eye must be reported 
immediately to the designated safety representative assigned to the Division/Unit and 
Division/Unit Management. Notification will immediately be made to Safety and Risk 
Management. These incidents are required to be reported to the North Carolina Department of 
Labor, OSH Division within 24 hours of occurrence in accordance with the rules and 
regulations. 

14. Gather all necessary information to complete the incident investigation. This includes 
photographs, videos, sketches, drawings, interviews, witness statements, inspection forms, 
training records, policy and procedure documents, police reports, reconstruction material(s) 
and reenactment information. 
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