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POLICY

UCAN Head Start will follow the School Bus Accident Procedure to ensure the safety of children, staff, and volunteers.

PROCEDURE
When the Transportation Services Manager (TSM) receives a call from a bus driver who is reporting an accident the TSM will: 

· Check the status of all individuals involved and the seriousness of the accident.

· Give consideration to who could be at fault.

· Notify the Child Development Director immediately 

· Make arrangements, if needed, for a substitute bus to go to the scene and transport the children either home or back to school, whichever seems appropriate.

· Notify the insurance agent immediately: Philadelphia Indemnity Insurance Company.

· Notify Program Operation Manager and appropriate staff.

· Avoid news media.  If anyone calls from a radio or television station refer them to the Director.  

· If no one is available, ask the media representative to call back or we will contact the media representative.

 Driver Incapacitation 
· A UCAN Head Start staff person that is on the bus will call into the main office and report the accident and request to speak to the TSM.  

· In the absence of the TSM report incident to the Program Operations Manager then to a manager or supervisor 

Minor Vehicle/Bus Damage
· Drivers will exchange information, not admitting fault

· Driver will report accident to the TSM and complete the DMV or ODE accident forms as soon as possible.

Serious Vehicle/Bus Damage

· The driver will call the local police department.  
· The drivers will exchange information

· The driver must present seating chart to emergency personnel only. 
· Driver will report accident to the TSM and complete the DMV or ODE accident forms as soon as possible.

 Injuries to Staff, Parents, Volunteers, or Children

· The driver will call 911 immediately.  

· The driver will contact the TSM immediately

· The TSM will contact the Human Resource Manager for insurance follow-up.
The Transportation Services Manager will proceed to the Accident Scene:

· Taking the accident kit in the TSM’s office with a clip board, flashlight, tape measure, paper, pencils, and accident forms

· To transport the driver for a mandatory drug screening to Occupational Medicine located in Evergreen Family Medicine at 2570 NW Edenbower, Roseburg. Office # 541-677-7477 fax# 541-677-7478.
· In the case of a fatality.

· If the driver receives a moving violation citation in connection with an injury, and a person is transported by ambulance to a hospital.

· If the driver receives a moving violation citation in connection when one of the involved vehicles is being towed away from the accident scene.

This policy complies with Head Start Performance Standard 1310.10 (f)§1310.10 General.

