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1011 – Vehicle Accidents Defined

A vehicle accident is defined as any collision or upset involving a County vehicle or private vehicle while in use on County business in which one or more vehicles were in motion.  A County Motor Vehicle Accident/Property Damage Report must be completed when a County vehicle or a private vehicle used on County business is involved in a vehicle accident.  The Report must also be completed in cases of County vehicles damaged by fire, vandalism, road hazards or perils other than collision or upset.

1012 – Vehicle Accident Procedures

If an accident occurs within the County of Fresno, the employee shall immediately notify the Dispatch Center of the Fresno Sheriff’s Office and provide the dispatcher with the employee's name, location of accident, vehicle type and County vehicle number, County department, and the general circumstances.  The dispatcher will provide the following services:

Dispatch an ambulance if necessary.

Dispatch the proper police investigating agency.  If the accident occurs in the unincorporated area, the California Highway Patrol will be dispatched.  If occurring in an incorporated area, the city police of primary jurisdiction will be dispatched.  
If the accident occurs on private property, a courtesy report MAY be made by the Sheriff’s Office or Highway Patrol, but is not mandated by law.  This determination will be made on a case by case incident with the Sheriff’s Watch Commander determining if a report can be made without major disruption to service to the public.
Contact County Fleet Services if the vehicle must be towed.  If the driver does not know whether the vehicle is drivable, the Dispatch Center will ask Fleet Services to make that determination.  If an accident occurs after 5:00 PM and before 8:00 AM, the Dispatch Center will make towing arrangements.  If the vehicle is a Sheriff’s Office vehicle, a Sheriff’s Sergeant or Watch Commander will make the tow determination.

If an accident occurs outside the County, notify the agency with jurisdiction over the location of the accident, usually available through calling 911.

1013 – Collisions Involving Injury to Other Than County Employees

If an occupant of a vehicle or a pedestrian is seriously injured or killed in an accident involving a vehicle operated by a County employee, the employee or his/her supervisor shall make an immediate telephone report to Risk Management.

1014 – Notification

The employee's immediate supervisor, department head or other designated person shall be notified of an employee vehicle accident as soon as possible. If the employee is able to give the notification, he/she must do so. If the employee is unable to provide such notification, the Sheriff’s Office personnel will contact the department head. The written reports shall be completed within two working days.

1015 – Animals Injured by County Vehicles

An employee who, while operating a vehicle on County business, either injures or kills an animal shall:

Stop the vehicle and contact the appropriate animal control agency that has jurisdiction of the area where the animal was injured/killed and then contact Sheriff Dispatch. 

Report the incident to the employee's supervisor or department head.

Use caution when approaching because an injured animal can be dangerous.

1016 – Admission of Liability Prohibition

An employee who is involved in a vehicle accident should not admit liability for the accident. If the other parties to the accident believe the County employee was at fault and inquire about reimbursement for damages, the County employee should refer them to Risk Management. 
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1021 – Responsibility for Written Reports

A written report shall be made within two working days whenever:

An employee is involved in a vehicle accident while on County business or a County vehicle is damaged.

An employee is injured on the job.

An employee observes an accident or situation involving County property or operations which results in injury or harm to a person, other than a County employee, or to the person's property.

County property (excluding vehicles) is lost, stolen or damaged.

1022 – Vehicle Accident Report

Vehicle accidents involving serious injury or death to any person shall be reported to Risk Management by telephone as soon as possible. Five copies of the Vehicle Accident Report shall be completed whenever a County vehicle, or a private vehicle used in the course of County business, is damaged or involved in an accident. The completed report shall be distributed as follows:

Three copies to Risk Management.

One copy to the Fleet Services Superintendent if the accident involves a County vehicle.

One copy for departmental files.

1023 – On-the-Job Injury reports

The forms required for reporting on-the-job injuries vary depending on the circumstances involved. See Section 1030 for detailed instructions pertaining to on-the-job injuries.

1024 – Liability Accident Notice

Non-vehicular accidents involving property damage, injury, or death of persons other than County employees must be reported if the County is implicated in any way. Accidents involving serious injury or death to any person shall be reported to Risk Management by telephone as soon as possible. The department head, supervisor or designee shall complete an Incident Report – Non Employee Form. The completed report shall be distributed as follows:

One copy shall be forwarded to Risk Management.

One copy shall be retained by the reporting department.

1025 – County – Property Loss Report

County property other than vehicles, which is lost, stolen or damaged, must be reported.

Fixed assets are to be reported through use of the County Damage To Or Loss Of County Property form, which is sent to Risk Management as required under Section 1055 of these Management Directives. In addition, County Security must be notified by telephone immediately.

Property of the County with a replacement cost of less than $300 shall be reported to County Security by telephone as soon as the loss is discovered. 

	
[image: image4.wmf] 


	Management Directive

	
	Return to Table of Contents


	
	CHAPTER NO.:
	1000 – Accidents
	
	Pages: 1 of 3

	
	SUBJECT:
	1030 – Reports of On-The-Job Injury or Death of County Employees TC "1030 – Reports of On-The-Job Injury or Death of County Employees" \f C \l "1" 
	
	DATE: March 31, 1997

REVISED: October 17, 2013
REVIEWED: February 2013


1031 – Notification of Injury or Death of County Employee

In the event a County employee is injured on the job, the immediate supervisor shall be notified at once.  Prompt medical attention shall be obtained if medical treatment is necessary. If an accident results in a serious injury or death, a telephone report shall be made immediately to Risk Management if the incident occurs during normal business hours (8:00 AM to 5:00 PM).  A serious injury or illness means; any injury or illness requiring inpatient hospitalization for a period in excess of 24 hours for other than medical observation; a loss of any member of the body; and any serious degree of permanent disfigurement. If an incident occurs after normal business hours or on weekends, Security should be contacted via their 24 hour contact number at (559) 452-7102.  The reporting supervisor should give their name, department name, contact phone number, and the name of the injured employee.  Information regarding such serious incidents will then be communicated by Security staff to the Risk Manager or designee.  Early and complete reporting is imperative so that the employee's rights are protected and the County may assume its proper and legal responsibility.  All reporting paperwork shall be forwarded to Risk management within three (3) days of the occurrence of the incident that gave rise to the injury.
1032 – Supervisor's Responsibilities

1032.1
Assurance of Medical Attention – If medical attention is required, the immediate supervisor shall provide the employee with a Workers’ Compensation Claim Packet and follow the steps in sections 1032.2-1033.2 below.
1032.2
Employee Claim Form – The immediate supervisor shall give the injured employee a Workers’ Compensation Claim Packet containing an Employee Claim Form for Workers Compensation Benefits, Workers Compensation Handbook, “How to File a Claim” Summary, Medical Authorization Form, Claim Receipt Form, Disability Retirement Process Memo, Medical Provider Network Pamphlet, Important Information Regarding Integration and the Option to Decline, and the First Fill Prescription Form. The employee should immediately complete his/her portion of the Employee Claim Form (Sections 1 through 8) and Claim Receipt Form (top portion) and give it back to the supervisor before leaving to seek medical treatment, unless the nature of the injury precludes this from occurring.  The supervisor should complete the remaining sections of the forms and submit them along with the Supervisor’s Investigation Report to the Department’s Workers’ Compensation Coordinator within 24 hours of the incident resulting in an injury.  If applicable, a copy of the following forms should also be forwarded to the Department’s Workers’ Compensation Coordinator: The Integration Option to Decline Form and Communicable Disease Exposure Report (see Management Directive 2615.2).

The supervisor must also sign the Medical Treatment Authorization form that is in the packet and give it back to the employee.  This form authorizes the doctor to treat the employee.  The employee may be denied treatment if they go to one of the designated medical facilities without the signed form.  Supervisors should retain a copy of the treatment form if possible and forward it along with all other paperwork to the Department’s Workers’ Compensation Coordinator.

IMPORTANT NOTE: The Employee Claim form is not to be completed unless the employee is injured and needs medical treatment.  

1032.3
Investigation – Using the Supervisor's Investigation Report, the immediate supervisor shall investigate the accident thoroughly by completing all of the questions on the Report.  The completed Supervisor's Investigation Report is to be signed, dated, and shall be submitted to the Department’s Workers’ Compensation Coordinator within 24 hours of the incident.  If medical treatment is not necessary, the Supervisor's Investigation Report should still be completed and sent to the Department Head and forwarded to Risk Management.

An important purpose of the investigation is to determine if an unsafe condition or procedure caused the accident. Any such unsafe condition or procedure must be corrected by the department as quickly as possible. The original of the Supervisor's Investigation Report shall be sent to Risk Management and a copy shall be retained by both the supervisor and the Department Head.

NOTE: The Department’s Workers’ Compensation Coordinator will use the Supervisor’s Investigation Report along with the Employee Claim Form to complete the Employers’ Report of Occupational Injury and Illness (Form 5020).  Complete recording of the incident is important. 

A copy of the Supervisor’s Investigation Report shall be sent to Risk Management within three (3) days of the incident even if the Department Head has not had an opportunity to review it.

1033 – Department Workers’ Compensation Coordinator’s Responsibilities – Workers’ Compensation Law Reporting Requirements
1033.1
Each department head shall appoint an employee to coordinate workers’ compensation activities of the department and maintain liaison with the County Workers’ Compensation Personnel Analysts.  Appointees must be in a position equivalent of management level or higher and should serve as the Department Workers’ Compensation Coordinator for a minimum of at least one year where possible.

1033.2
Employer's Report of Occupational Injury or Illness – If the injury requires medical attention, the Department’s Workers’ Compensation Coordinator shall complete and sign the Employer’s Report of Occupational Injury or Illness (Form 5020).  The original shall be sent to Risk Management, and a copy shall be retained by the department.  If medical treatment is not obtained immediately, but the employee later seeks treatment from a physician, the Employer’s Report of Occupational Injury or Illness must be completed within two (2) days of the date the department becomes aware of the need for treatment.  A new Supervisor Investigation Report does not need to be completed regarding the same incident.

1033.3
Valid Workers Compensation Claim – Establishment of a valid Workers’ Compensation Claim requires submission of the Employers Report of Work Injury or Illness (Form 5020) to the State within five (5) days of the incident giving rise to the injury. In order to comply with this requirement the provisions of Section 1033.4 below must be met.  These reports become part of the employee’s claim file maintained by the County's claims administrator.
1033.4
Reports to be submitted to Risk Management – If the injury requires medical treatment, the following paper work shall be completed and the original shall be submitted to Risk Management within three (3) days of the incident.

· The Employers’ Report of Occupational Injury and Illness (Form 5020).

· The Supervisors Investigation Report (SIR).

· Workers’ Compensation Claim Form (DWC-1). 

· Receipt of Claim Form. 

· Copy of the Medical Treatment Authorization Form. 

1034 – Reporting Injuries/Illness Involving Lost Time

An employee is considered disabled from work only when a physician determines that the employee cannot return to work or modified work is not available that is compatible with an employee’s physician-directed restrictions.  If an employee sustains a work-related injury or illness that results in lost time subsequent to the day of injury/illness, Risk Management must be notified immediately of any change in work status. 
1034.1
Lost Time After Report – If an illness or injury does not result in lost time until after the Employer's Report of Occupational Injury or Illness has been filed, the department must notify Risk Management of the subsequent lost time.

1034.2
Lost Time After Return to Work – If an injured employee loses time from the same work-related injury or illness following his/her return to work from a previous period of lost time, the department must notify Risk Management of the subsequent lost time.

1034.3
Delayed Reports – Failure of the department to notify Risk Management of all lost time cases may result in delayed benefits to the injured employee and imposition of penalties on the County by the California Department of Industrial Relations.
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1041 – Potential Liability Cases

County employees must immediately notify their supervisor whenever they observe, or otherwise become aware of, an incident in which a person who is not a County employee is injured or sustains damage to his/her property on County premises or as a result of County operations. The supervisor must investigate the incident to determine the name and address of the person, the circumstances surrounding the incident, the injuries or damages sustained, and the name and address of any witnesses. Vehicle accidents are to be reported in accordance with the guidelines in Section 1010.

1042 – Liability Reporting Procedures

The supervisor must complete the Incident Report – Non-Employee Form as outlined in Section 1020 within two days of the incident. If the incident results in serious injury or death, the Risk Management Division must be notified by telephone as soon as possible.

1043 – Admission of Liability Prohibition

A County employee should not admit liability for any injuries or property damage sustained by persons on County premises or as a result of County operations. If the other parties to the incident believe the County is at fault and inquire about reimbursement for damages, the County employee should refer them to the Risk management Division. 
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1051 – Property Loss Program

The County purchases insurance to cover the loss of County-owned property. The insurance policy is subject to a deductible which must be paid by the County for each loss. The Property Loss Program administered by Personnel Services Department – Risk Management Division (Risk Management) provides coverage for losses below the purchased policy deductible amount.  This program also covers the deductible portion of losses that exceed the deductible amount.

1052 – Property Covered

The following property is covered by the Property Loss Program:

Damage to County buildings in excess of $1,000.
Damage to certain County-leased buildings, when required by the lease terms.

County Property having a replacement cost in excess of $500.
County-owned off-highway and/or heavy construction equipment not purchased with grant funds & Enterprise Funds sustaining partial or total damage. 
Cash losses or shortages over $500 for a single incident.
1053 – Perils Covered

Losses arising from the following perils are covered by the Property Loss Program, consistent with Section 1052 above:

Fire and lightning

Wind

Burst water pipes, sprinkler damage

Vandalism

Explosion

Burglary

1054 – Perils Not Covered

Losses arising from the following perils are not covered by the Property Loss Program:

Rain

Deliberate acts of employees

Glass breakage except when caused by vandalism
Mysterious disappearances/reduction of inventory

Long term deterioration

Earthquake

Flood

Receipt of counterfeit money

Losses below the deductible amounts referenced in Section 1052

1055 – Property Loss Procedures

1055.1
Departmental Investigation – The department will investigate the loss, determine the repair or replacement cost if possible, and complete the Property Form (PSD-RM 400).  Risk Management must be informed immediately (within 24 hours) of all major losses.  In order to be considered for reimbursement, a Property Loss Form signed by the department head must be received by Risk Management within 90 days from the date of the loss, or discovery of the loss.  Claims received after the filing deadline of 90 days will be denied. 

1055.2
Risk Management Determination – Risk Management will determine if the loss is covered by the Property Loss Program and the value of the loss pursuant to Section 1056.  If coverage for the loss is not addressed in this Directive, Risk Management will determine if the loss is covered based on the County’s property insurance policy terms.
1055.3
Repair/Replacement Procedures: Risk Management – If Risk Management determines the loss is covered, and the loss involves a major expense requiring adjustment to the budget of the department that filed the property claim, the department will process an Agenda Item to increase appropriations of its budget for approval by the Board of Supervisors. 
1055.4
Repair/Replacement Procedures: Department – Upon approval of the increased appropriation resulting from the procedure in Section 1055.3, the department sustaining the loss will purchase the replacement item in accordance with County purchasing procedures. The department will then send to Risk Management a copy of the invoice(s)-proof of payment (i.e. voucher payment cover sheet), and the approved Agenda Item.  Risk Management will process a journal voucher to transfer the amount of the approved claim to the department. 

1056 – Basis of Valuation

The following criteria will be used to value each loss:

1056.1
Actual Repair/Replacement – Losses will be paid in the amount necessary to repair the damaged property.  If the property cannot be repaired, the loss will be paid in the amount necessary to replace the property with property of like kind and quality.

1056.2
Losses Exceeding Deductible – In cases where the loss exceeds the deductible under the County's insurance coverage, the value established by the insurance company will be used.

1056.3
Intent to Repair/Replace – No payment will be made from the Property Loss Program if the department sustaining a loss does not intend to repair/replace the property lost or damaged.

1057 – Personal Property Loss of Employees

In most cases, the Property Loss Program will not reimburse employees for loss of their own personal property, even if the loss occurred as a result of a covered peril. Exceptions to this limitation are as follows:

1057.1
Memorandum of Understanding – The County may agree to insure or self-insure losses of employees' personal property. This agreement will be contained in a Memorandum of Understanding resulting from the meet and confer process.

1057.2
Personal Property Covered by Insurance – If a loss exceeds the deductible and the insurance policy purchased by the County covers the personal property of employees and will pay for such loss, personal property of employees may be covered. Only those losses of personal property arising from the perils of fire, sprinkler damage (including burst water pipes), and explosion will be considered for reimbursement. No reimbursement will be made for personal property unless the loss to County-owned property arising out of the same incident exceeds the deductible applicable to the insurance policy purchased by the County.

1057.3
Personal Property Claims – Claims for personal property that may be covered under the exceptions described in Section 1057.1 or 1057.2 must be submitted to Risk Management by the employee’s department head.  Risk Management will then work with the department to process the claim.  Employees shall not submit personal property claims directly to Risk Management. 
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1061 – Criteria for Compensation

The County may provide payment for the replacement or repair of property or prosthesis of an employee, such as eyeglasses, hearing aids, dentures, watches, or articles of clothing necessarily worn or carried by an employee, when such items are lost or damaged in the performance of official duties through no fault of the employee. Losses must be verified by the employee's immediate supervisor, department head, or designee. The amount of compensation will be based on the following criteria:

The cost to repair the item if such cost is less than the value of the item at the time the damage occurred.

If the item is lost, damaged beyond repair, or if the cost of repair will exceed its actual value, reimbursement shall be the actual value of the item at the time damage or loss occurred.

1062 – Reimbursement Procedure

All claims for reimbursement must be submitted to the Auditor-Controller/Treasurer within 30 days on forms prescribed by the Auditor-Controller/Treasurer.

1062.1
Estimate of Loss – All receipts, invoices, and estimates of value or repair cost must be attached to the claim when it is submitted. Estimates of value or repair cost must be made by a dealer of the items being claimed. Estimates made by the employee will not be accepted.

1062.2
Inspection of Damaged Property – Damaged items shall be kept for inspection and may be retained by the Auditor-Controller/ Treasurer.

1062.3
Auditor-Controller/Treasurer's Responsibility – All claims for lost or damaged property shall be submitted by the department head to the Auditor-Controller/ Treasurer. If the claim is under $300, the Auditor-Controller/ Treasurer will review it, determine if reimbursement should be made, and the amount of reimbursement. If the claim is $300 or more, the Auditor-Controller/Treasurer will review the claim and present It to the Board of Supervisors together with a recommendation on the amount to be reimbursed if any. The claimant will be notified of the time and date the matter will be presented to the Board of Supervisors.

1063 Appeal Procedure

The department head may appeal the Auditor-Controller/Treasurer's decision by requesting the Auditor-Controller/Treasurer to present the claim to the Board of Supervisors. The Auditor-Controller/Treasurer will process the appeal as a consent item on the Board of Supervisors Agenda. Decisions of the Board of supervisors are final.
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1071 – Applicability

These provisions apply only to property lost or damaged while in the possession of the County, such as inmate property at the jail, or evidence in court proceedings. In no event will damage to automobiles be covered under these provisions. Compensation for loss or damage of personal property of non-employees, when such property is not in the possession and control of the County, is provided for in Section 1010 of these Management Directives.

1072 – Criteria for Compensation

The County may provide payment for replacement or repair of personal property of non-employees when such property has been lost or damaged while in the possession and control of the County, and the property is lost or damaged due to the negligence of a County employee. The amount of compensation will be based on the following criteria:

· The cost to repair the item if such cost is less than the value of the item at the time the damage occurred.

· If the item is lost, damaged beyond repair, or if the cost of repair will exceed its actual value, reimbursement shall be the actual value of the item at the time the damage or loss occurred.

1073 – Reimbursement Procedure

Claims for reimbursement must be submitted on forms prescribed by the Risk Management Division to the department where the loss occurred within one year after the loss.

1073.1
Department Investigation – Within 21 days the department shall investigate the claim and forward it, along with the department's investigation report, to Risk Management.

1073.2
Estimate of Loss – All receipts, invoices, and estimates of value or repair costs shall be attached to the claim when submitted. Estimates of value or repair costs must be made by a retailer of the item being claimed. Estimates made by the claimant will not be accepted.

1073.3
Risk Management's Review – Risk Management will determine if reimbursement should be made and the amount of reimbursement. The claimant will be notified. If the claim is approved, a check/warrant will be issued by Risk Management.

1074 – Appeal Procedure

Risk Management’s decision may be appealed through presentation of a claim to a court of law pursuant to the provisions of the Government Code, section 810 et. seq. 
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