
Pull over as soon as safe to do so

Ensure personal safety, safety of 
passengers. If anyone is hurt,
contact Emergency Services  

Report all incidents involving other 
parties and/or damage to property 
not owned by SMG to Local Law 

Enforcement 

Contact your direct Supervisor 
immediately

Do not leave vehicle until it is out of 
traffic or emergency authorities 

have arrived to assist with a safe 
exit

To prevent fire risk, keep
matches/cigarettes away from scene

Let local Law Enforcement lay flares

Stay out of danger and take steps to
prevent further incidents which may
include turning on vehicle flashers
and/or pulling off to the side of the

road if applicable

Do not sign or make any statements 
regarding responsibility or fault
 Do not describe the incident to 

anyone except public safety 
personnel, your Supervisor, or the 
VP of Operations unless instructed 

to do so. 

Collect Info from other drivers 
including: name, address, DL #, 
vehicle registration #, insurance 

carrier and policy #

Take notes on the extent of damage
to other vehicles and the extent of

injuries to all people involved.

Take pictures of the scene, involved 
vehicles, any damaged property 

with addresses and cross streets

If possible, obtain contact 
information of property owner

Incident Reference Guide
Incidents Involving Other Parties and/or Property Damage

Obtain a copy of the Police Report 
and forward to your Supervisor. 

(When Available)

Complete Company Incident Report 
Form as soon as possible, but

no later than 8 hours following the 
event

Company Incident Report Form is 
located in the Paylocity Driver 

Safety section or by clicking here
Follow up with Supervisor for next

steps and corrective actions

https://app.smartsheet.com/b/form/4fc3e1e4f8c345d5ba0f1ea4cae4d017

