UNIVERSITY OF WISCONSIN – STEVENS POINT

ACCIDENT REPORTING

1. All automobile accidents should be reported to the Safety & Loss Control office within 24 hours, or as soon as possible when an injury occurs.    

2. If you are driving a State owned vehicle, the glove box will contain instructions, the Vehicle Accident/Incident Report, and the Wisconsin Driver Report of Accident forms.  If you are driving a rented/leased vehicle, take a copy of these instructions with you when you travel.

3. Complete the Vehicle Accident/Incident Report and Wisconsin Driver Report of Accident (if applicable) as soon as possible while the details of the accident are fresh in your mind.  If a police report is completed, obtain a copy of the report.  Give the reports to your supervisor (for review and signature).  Deliver the completed form(s) to the Safety & Loss Control office, 101 George Stien Building.  

4. The report(s) will be reviewed for completeness and processed. The driver may be questioned for clarification or additional information.  An investigation will be conducted and a claim filed if applicable.  
In case of an accident do the following:

· Stop immediately.  Keep calm and be courteous.
· Turn on your Emergency Flashers.

· Send for help.  Have someone call the police (and medical help if necessary).

· Give reasonable help to injured.  CAUTION:  Do not move an injured person unless their safety is threatened.
· Contact your supervisor and the UWSP Risk Manager as soon as practical to report the accident.

· Record all facts on the Vehicle Accident/Incident Report, and Wisconsin Driver Report of Accident (if applicable).  It is important to record names and addresses of witnesses, and a description of the vehicle, license number, and insurance information for any involved parties.  Give the completed form(s) to your supervisor within 24 hours of the accident.

· If there is property damage, the other vehicle was damaged, or anyone is injured, immediately contact Jeff Karcher, Risk Manager, at (715) 346-3901.   

Do not make a statement of any kind to anyone other than the police or a representative of the State of Wisconsin.

L:/slc/risk/accident rptg                                                                                                                                                                                 rev.  4/7/04

