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Title: Vehicle Crash Reporting Procedure 

Purpose: This document sets forth procedures governing the reporting of vehicular accidents 
involving City owned, leased or personal vehicles used for City-related business. This 
procedure is intended to improve the accident reporting process and gain valuable 
information to process claims and prevent future incidents. This procedure shall apply to 
all departments, agencies, offices, boards, and commissions of the City of Philadelphia.   

Introduction: There are many ways to avoid an accident, but once one happens it is important that the 
right steps are taken. It is often hard to think clearly after a car accident, so it is important 
to know what to do and what questions may need to be answered before an actual accident 
occurs. The best things a person can do in event of an accident are: 

• Stay Calm 
Panic can cause others to panic and make the situation worse. Remain calm to 
determine if there are any injuries that need immediate medical attention, to make 
sure everyone is safe from any possible hazards and to determine the extent of 
damage. 

• Get Help and Report the Incident 

It is necessary to contact the appropriate people to respond and be alerted to the 
incident. This will facilitate the proper resources to address the immediate needs 
and handle actions (i.e. - injuries, hazards, claims) that may be needed due to the 
incident. 

• Get the Basics – (Who, What, Where, When, How) 
Most people know to do this, but often forget to do it after the accident for one 
reason or another. It is important to get names, addresses, and phone numbers of 
everyone involved in the accident, including those who witnessed it. 

Application: City of Philadelphia employees must complete a Vehicle Crash Report (VCR) Form (see 
Attachment #1, which also provides the Instruction Sheet) for all crashes, accidents or 
incidents regardless of severity involving City owned, leased or personal vehicles used for 
City-related business.  A motor vehicle accident is any occurrence involving the 
operation of any motor vehicle that results in bodily injury and / or property damage, even 
when damage is minor and may not be repaired. An accident is NOT: 

a) Unreported Damage – Damage identified only on routine inspection 
b) Damage clearly caused by vandalism 
c) Damage clearly caused by falling object. 

 Departments must insure that each vehicle has a Financial Responsibility Identification 
Card (see Appendix #1) and an Accident Information Card (see Appendix #2) in each 
City vehicle. This Financial Responsibility Identification Card is to be shown to the 
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owner of the other vehicle(s) and the Police at the time of the accident. This card is 
provided by the City of Philadelphia as a self-insured entity, in lieu of an insurance card 
that people are required to have for their personal vehicles. The Accident Information 
Card must be given by the City employee to the operator of the other vehicle(s) informing 
them about the procedures for filing a claim with the City of Philadelphia. 

 NOTE: City employees should never give any other information or statements or discuss 
the details of the accident with anyone, except a Philadelphia Police Officer if asked.  

 
All vehicular crashes must be immediately reported in the following order to: 

1. Philadelphia Police Department – Phone: (9-1-1) – Note: A Police Department accident form 
must be completed by a Police Officer for all crashes. 

(i) Employees must inform the 911 dispatcher that the accident involves a City of 
Philadelphia vehicle. The Philadelphia Police Department does respond to accidents 
involving City owned or leased vehicles, however, Police may or may not respond in a 
timely manner due to public safety demands and priorities. 

(ii) If you are informed that the Police department will not be able to respond or you have 
waited at least a half hour, you can go directly to the nearest Police District Station to file 
an accident report and get a District Control (DC) number. 

2. Risk Management – Phone: (215) 683-1700 / Fax: (215) 683-1705 / Address: 1515 Arch Street, 
14th Floor  

 
3. Office of Fleet Management – Phone: (215) 685-1854 / Address: 11th & Reed Sts. – Body Shop 

Note: Notification to Fleet Management is not required in the event of a vehicle crash involving a 
personal vehicle used for City-related business.   

 
4. Employee’s Department – Contact your immediate supervisor on duty and the department’s 

Safety Officer / Crash Review Officer(s) 
 

In addition, a completed copy of this report should be submitted within 24 hours but no later than 48 
hours to: the department’s Safety Officer, Crash Review Officer(s), Office of Fleet Management (except 
personal vehicles used for City-related business) and Risk Management.  

Crash Review Officer -   Departments must identify a Crash Review Officer(s). The role and 
responsibility of the Crash Review Officer (CRO) (see Attachment #4) is to review the Vehicle Crash 
Report (VCR) Form, determine if the crash was reportable or non- reportable, determine if the vehicle 
crash was preventable or non-preventable and provide recommendations to prevent an accident in the 
future. This person(s) can be an employee who currently handles vehicle-related responsibilities or 
someone else the department identifies that will receive training on accident reporting and investigation. 

Crashes involving multiple vehicles or multiple passengers use the Vehicle Crash Report (VCR) - 
Supplemental Information Form (see Attachment #2) or separate sheets to identify driver, vehicle and 
passenger information for other vehicles involved.  Also, a Vehicle Crash Diagram Form (see 
Attachment #3) can be used to better diagram and detail a visual capture of the accident. 
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Financial Responsibility Card (Front) 

 

 

 
 

Financial Responsibility Card (Back) 
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Accident Information Card 

 

 


