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Chapter 13: Traffic and Vehicular Safety   

Accident Reporting Procedure  
Product ID: 107 | Revision ID: 2647 | Date published: 26 September 2023 | Date effective: 9 September 1999 
URL: https://www-group.slac.stanford.edu/esh/eshmanual/references/trafficProcedAccidentReport.pdf 

1 Purpose 
The purpose of this procedure is to ensure the consistent, timely reporting of vehicle accidents. It covers the 
reporting of vehicle accidents involving injury, death, or damage to property. It applies to workers and 
visitors involved in vehicle accidents, their supervisors, and SLAC Site Security.  

The California Department of Motor Vehicles specifically requires the reporting of any traffic accident in 
the state of California when it causes 

 An injury, no matter how minor 

 Death, or  

 Property damage in excess of $1,000  

At SLAC there are additional requirements for reporting vehicle accidents to ensure that all accidents are 
reported to SLAC management and the DOE SLAC Site Office.  

Examples of vehicle accidents at SLAC include collision with a pedestrian, animal, road debris, other mode 
of transportation (for example, bicycle, electric cart, scooter), a trailer towed by another vehicle, or a 
stationary obstruction, such as a tree, pole, or buildings.  

Workers involved in a vehicle accident may be required to take ESH Course 160, Defensive Driving 
Training (ESH Course 160). Employees involved in a vehicle accident may also be directed to 
Occupational Health for fitness for duty testing. 

Important Violations of these requirements are subject to disciplinary action per Human Resources and 
the Stanford University Administrative Guide, as well as revocation of driving privileges at 
SLAC. 

2 Procedures 
Anyone involved in a vehicle accident must immediately report it 

1. If on site to SLAC Site Security 

2. If off site, and work-related or involving a government vehicle, first to local law enforcement, then to 
SLAC Site Security 

Additional reporting may be required by California law.  

https://esh.slac.stanford.edu/hazardous_activities/traffic_vehicular/
https://www-internal.slac.stanford.edu/esh/docreview/reports/revisions.asp?ProductID=107
https://www-group.slac.stanford.edu/esh/eshmanual/references/trafficProcedAccidentReport.pdf
https://www.dmv.ca.gov/portal/dmv-virtual-office/accident-reporting/
https://www-internal.slac.stanford.edu/esh-db/training/slaconly/bin/catalog_item.asp?course=160
https://policies.slac.stanford.edu/categories/human-resources/fitness-duty
https://adminguide.stanford.edu/
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2.1 Reporting On-site Accidents 
The following steps must be completed for all on-site vehicle accidents.  

Step Person Action 

1.  Person involved in 
accident  

Stops vehicle. Someone could be injured and need help. 

2.  Person involved in 
accident 

If anyone has been injured, calls 911 and provides aid and information to the best 
of training and ability 

3.  Person involved in 
accident 

Calls SLAC Site Security at ext. 5555 from any SLAC phone or 650-926-5555 from 
a non-SLAC phone and reports the accident immediately 
Reports all accidents whether or not at fault. SLAC driving privileges will be 
revoked if the accident is not reported. Employees may be subject to further action 
depending on the circumstances and/or severity of the accident. 

4.  Person involved in 
accident 

Shows driver’s license to SLAC Site Security. If in a private vehicle, will also be 
asked for proof of insurance. 

5.  SLAC Site Security If a parked vehicle or other property hit, contacts the owner; refers to Stanford Risk 
Management any damage to government property as a result of negligent 
operation of privately owned vehicles  

6.  SLAC Site Security Completes SLAC Site Security Incident Report and provides to supervisor 

7.  Person involved in 
accident 

After notifying 911 (if appropriate) and SLAC Site Security, notifies supervisor 
immediately 

8.  Person involved in 
accident 

If a government vehicle is involved, follows protocol for exchanging information with 
the other party and submitting full reports as required for government vehicles by 
Fleet Services (see SLAC Fleet Manual) 
If a private vehicle is involved, follows California DMV reporting protocol, submitting 
a report to the DMV within 10 days of the accident 

9.  Supervisor Confirms that any vehicle accident involving personnel or government property 
under his or her supervision has been reported properly to SLAC Site Security and 
department heads  

10.  SLAC Site Security Begins the process of completing GSA accident reporting form (Form 91)  
Ensures that Fleet Services receives a copy of the security incident report  
Provides information to individuals involved in accidents regarding these reporting 
requirements 

2.2 Reporting Off-site Accidents 
The following steps must be completed for accidents off site involving a government vehicle or a private 
vehicle driven on SLAC business. 

Step Person Action 

1.  Person involved in 
accident 

Stops vehicle. Someone could be injured and need help. Failure to stop may result 
in being charged with a hit and run and criminal prosecution. 

https://www-group.slac.stanford.edu/esh/security/
https://slac.sharepoint.com/sites/pub/Publications/%5b708-703-001-00_SLACFleetProgram%5d.pdf
https://www.dmv.ca.gov/portal/dmv-virtual-office/accident-reporting/
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Step Person Action 

2.  Person involved in 
accident 

If anyone has been injured, calls 911 and provides aid and information to the best 
of training and ability 

3.  Person involved in 
accident 

Calls 911 and reports the accident immediately 

4.  Person involved in 
accident 

Moves vehicle out of the way of traffic, if no one is injured 

5.  Person involved in 
accident 

Shows driver's license and vehicle information to the other drivers, to any other 
persons involved in the accident, and to the responding police officer 

6.  Person involved in 
accident 

Does not discuss fault for the accident with others at the scene. It is SLAC and 
Stanford University policy that personnel do not admit to any fault for vehicle 
accidents. It is up to the university and its insurance carrier to determine or admit 
fault. 

7.  Person involved in 
accident 

If a parked vehicle or other property hit, contacts the owner, leaving a note with 
name and phone number in the car or securely attached to it, and reports the 
accident to the city police or, in unincorporated areas, to the California Highway 
Patrol 

8.  Person involved in 
accident 

Contacts and reports the accident to SLAC Site Security and supervisor 
immediately. A report must be filled with SLAC Site Security for all off-site 
accidents, even if the accident was reported to law enforcement. SLAC driving 
privileges will be revoked if the accident is not reported. 

9.  SLAC Site Security Completes SLAC Site Security Incident Report Form and provides to supervisor 

10.  Person involved in 
accident 

If a government vehicle is involved, follows protocol for exchanging information with 
the other party and submitting full reports as required for government vehicles by 
Fleet Services (see SLAC Fleet Manual) 
If a private vehicle is involved, follows California DMV reporting protocol, submitting 
a report to the DMV within 10 days of the accident 

11.  Supervisor Confirms that any vehicle accident involving personnel or government property 
under his or her supervision has been reported properly to SLAC Site Security and 
department heads  

12.  SLAC Site Security Begins the process of completing GSA accident reporting form (Form 91)  
Ensures that Fleet Services receives a copy of the security incident report  
Provides information to individuals involved in accidents regarding these reporting 
requirements 

3 Forms 
The following are forms and systems are required by this procedure: 

 SLAC Site Security Incident Report Form (available from SLAC Site Security). Form for reporting 
vehicle accidents at SLAC 

 California Department of Motor Vehicles. Report of Traffic Accident Occurring in California (SR-1). 
Form for reporting vehicle accidents to the California Department of Motor Vehicles 

https://slac.sharepoint.com/sites/pub/Publications/%5b708-703-001-00_SLACFleetProgram%5d.pdf
https://www.dmv.ca.gov/portal/dmv-virtual-office/accident-reporting/
https://www-group.slac.stanford.edu/esh/security/
https://www.dmv.ca.gov/portal/dmv-virtual-office/accident-reporting/
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 General Services Administration. Motor Vehicle Accident Report (Form 91). Form for reporting 
accidents involving government-owned vehicles 

4 Recordkeeping 
The following recordkeeping requirements apply for this procedure: 

 SLAC Site Security maintains completed incident report forms. 

5 References 
SLAC Environment, Safety, and Health Manual (SLAC-I-720-0A29Z-001) 

 Chapter 13, “Traffic and Vehicular Safety”  

– Auto Registration and Traffic Control Program 

Other SLAC Documents 

 ESH Course 160, Defensive Driving Training (ESH Course 160) 

 SLAC Site Security 

 SLAC Fleet Manual (SLAC-I-708-703-001-00) 

 Fitness for Duty (HR-2020-068) 

Other Documents 

 California Vehicle Code 

 Stanford University. Administrative Guide Memo 7.6.1, “Accident and Incident Reporting”  

 Stanford University. Administrative Guide Memo 8.4.2, “Vehicle Use” 

 Stanford University, Office of Risk Management and Insurance. Vehicle Use and Accident Reporting 

 

 

https://www-internal.slac.stanford.edu/fac/transportation/Forms/Motor%20Vehicle%20Accident%20Report%20-%20GSA%20SF91%20-%20Feb93.pdf
https://esh.slac.stanford.edu/eshmanual/
https://esh.slac.stanford.edu/hazardous_activities/traffic_vehicular/
https://www-internal.slac.stanford.edu/esh/security/trafficControl.htm
https://www-internal.slac.stanford.edu/esh-db/training/slaconly/bin/catalog_item.asp?course=160
https://www-group.slac.stanford.edu/esh/security/
https://slac.sharepoint.com/sites/pub/Publications/%5b708-703-001-00_SLACFleetProgram%5d.pdf
https://policies.slac.stanford.edu/categories/human-resources/fitness-duty
https://leginfo.legislature.ca.gov/faces/codesTOCSelected.xhtml?tocCode=VEH&tocTitle=+Vehicle+Code+-+VEH
https://adminguide.stanford.edu/chapters/health-and-safety/accident-and-incident-reporting/accident-and-incident-reporting
https://adminguide.stanford.edu/chapters/services/vehicle-policies/vehicle-use
https://orm.stanford.edu/vehicle-use-and-accident-reporting
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