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ARRANGEMENTS AND PROCEDURES


Policy Statement:

This Road Traffic Collision (RTC) Policy has been established by <<Business Name>> to ensure the safety of our drivers, passengers, and other road users. 

1. Scope and Applicability
The policy outlines driver procedures and accident investigation processes to be followed in the event of a road traffic collision.

2. Roles and Responsibilities 

The Designated Supervisor will
· oversee accident investigations and ensure compliance with the RTC policy.
· be responsible for coordinating with the relevant authorities, insurance providers, and other stakeholders involved in the accident investigation process.
· will provide guidance and support to drivers throughout the investigation and follow-up process.
· monitor and assess the effectiveness of the RTC policy.
· conduct regular safety audits and inspections to identify potential hazards and recommend improvements to prevent accidents
· provide ongoing training and education to drivers to enhance their awareness and understanding of safe driving practices

Drivers must
· understand they have the primary responsibility for the safe operation of company vehicles and the well-being of all passengers
· comply with all policies, procedures, and regulations outlined in this RTC policy.
· promptly report any road traffic collision, cooperate with investigations, and follow the prescribed reporting and documentation procedures.
· take proactive measures to prevent accidents, including adhering to safe driving practices, managing fatigue, and reporting any vehicle defects or safety concerns.

3. Minimising Risks
· Pre-use Vehicle Checks - Before each trip, drivers are responsible for conducting thorough pre-trip inspections of their assigned vehicles. This includes checking the brakes, tires, lights, mirrors, and any other relevant safety equipment. Any identified defects or concerns must be reported immediately to the designated supervisor, and the vehicle should not be driven until the issues are resolved.
· Adherence to Traffic Laws and Regulations - Drivers must strictly comply with all applicable traffic laws, regulations, and speed limits. The use of mobile devices while driving is strictly prohibited, including texting, talking on the phone, or using any other electronic devices unless they are hands-free and compliant with local laws.
· Safe Driving Practices - Drivers are expected to always maintain safe driving practices, including maintaining a safe following distance, avoiding aggressive driving behaviour, and adjusting their driving to weather and road conditions. Seat belts must be always worn by drivers and all passengers in the vehicle
· Driver Fatigue Management - Drivers must manage their rest breaks and working hours to ensure they are well-rested and not fatigued while operating a company vehicle. It is strictly prohibited to drive while under the influence of alcohol, drugs, or any other impairing substances.

4. Procedure At Scene

Ensure Safety:
· Switch off the vehicle engine to prevent any potential fire hazards.
· If it is safe to do so, attend to anyone who may be in danger or in need of immediate medical attention, provided you feel capable of doing so without causing further harm.

Contact Emergency Services:
· Assess the severity of the collision and call the emergency services (such as ambulance, police, or fire department) if necessary. Dial the appropriate emergency number for your location.

Gather Information:
· Record relevant information and details, including:
· Third party involved: Obtain their name, telephone number, and insurance information.
· Vehicle details: Note the other vehicle's registration number, make, model, and any visible company name (if applicable).
· Accident particulars: Document the accident location, time, date, description of the incident, and the extent of the damage sustained.

Document the Scene:
· Take photographs of the accident scene, capturing:
· The overall location and surrounding area.
· Road signs, markings, and junctions.
· The position and damage to the vehicles involved from different angles.

Attend to Injured Parties:
· Assess the condition of any injured individuals and provide appropriate assistance if you have the necessary training. However, be cautious not to worsen their condition.

Note Passengers and Witnesses:
· Make a record of the number of passengers in your vehicle and any other involved vehicles.
· Collect contact details of witnesses present at the scene, including their names and phone numbers. This information may be important for later investigations or insurance claims.

Sketch the Accident:
· Create a simple sketch illustrating the positions of the vehicles involved and the layout of the road. Include relevant details such as road markings, traffic signs, and other significant features to provide a clearer picture of what happened.

Cooperate with Authorities:
· Fully cooperate with law enforcement authorities and emergency services personnel who arrive at the scene.
· Provide accurate and truthful statements regarding the incident and comply with any additional instructions or requests they may have.


5. Accident Investigation
Reporting Procedures
· In the event of a road traffic collision, drivers must immediately report the incident to the designated supervisor or the company's RTC hotline.
· The report should include relevant details such as the location, time, weather conditions, involved parties, and any injuries sustained.

Scene Management and Safety
· The safety of all individuals involved is of utmost importance. Drivers should take necessary precautions to prevent further accidents or injuries by moving the vehicles to a safe location if possible and activating hazard lights.
· If required, drivers should provide assistance to injured parties and contact emergency services.

Documentation and Evidence Collection
· Drivers must gather and document all pertinent information at the accident scene, including photographs, witness statements, and other evidence.
· This information should be accurately recorded in the company's incident report form, along with a detailed description of the events leading up to the collision.

Cooperation with Authorities and Insurance Providers
· Drivers must cooperate fully with law enforcement authorities, insurance providers, and any other relevant parties involved in the accident investigation process.
· They should provide accurate and truthful statements and promptly submit any requested documents or forms.

Post-Accident Support and Follow-Up
· Following a road traffic collision, the company will provide support and guidance to drivers involved, ensuring they receive any necessary medical attention and counselling if required.
· The incident will be thoroughly reviewed to identify any potential contributing factors and implement preventive measures to mitigate future accidents


6. Policy Responsibility and Review
· [bookmark: Text63]Overall responsibility for this Road Traffic Collisions Policy within <<Business name>> and the implementation thereof lies with <<insert name and position / department etc.>>.
· This Road Traffic Collisions Policy is regularly reviewed and updated as required.
· [bookmark: Text60]This Road Traffic Collisions Policy was adopted on <<insert date>>.
· [bookmark: Text61]This Road Traffic Collisions Policy was last reviewed on <<insert date>>.
· This Road Traffic Collisions Policy will be reviewed, on <<insert date>>
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