
Contra Costa Community College District Business Procedure 8.10 

Historical Annotation: 
Administrative Procedure 8300.02: 3/1/65 
Business Procedure 8.10: 7/18/00, 4/23/13 

VEHICLE ACCIDENT REPORTS 

The District's comprehensive bodily injury and property damage liability insurance policy covers members of 
the Governing Board and employees of the District when acting within the scope of their office of employment. 
Board members and employees driving District-owned vehicles (maintenance vehicles, cars, etc.) are covered 
by the District's liability policy. 

The District’s liability policy includes the use of a private automobile by an employee within the scope of 
his/her duties.  Whether or not the employee receives mileage reimbursement does not affect the insurance 
coverage.  The insurance policy covers only the District's liability; the employee's liability rests primarily with 
the employee's personal insurance policy. 

The Administrative Services Department is responsible for supplying Report of Accident forms (i.e., Exhibit A) 
to the Police Services and Business Services Office at each location.  The Report of Accident form is to be 
placed in each District-owned vehicle and will also be kept at each location to be available for employees 
should they be involved in accidents while operating their own vehicles. 

Staff must immediately report any accident involving a District-owned vehicle or a personal vehicle used on 
District/college business.  Important - Telephone the college Police Services Office immediately 
whenever there are injuries in either vehicle, regardless of which driver is at fault for the accident (i.e., 
hitting another vehicle from behind). 

1. Secure the full name, address, telephone number, insurance carrier, and the  license number of the 
driver of the other vehicle, as well as the names, addresses, and telephone numbers of all other 
occupants within either vehicle. 

2. Secure a complete description of other vehicle, including the license plate number. 

3. Secure the names and addresses of any witnesses as well as noting any pertinent comments they 
make.  Their version of what happened is extremely important. 

4. Furnish to the other driver and/or the investigating law enforcement officer your name address, license 
number, and office telephone number. 

5. UNDER NO CIRCUMSTANCES SHOULD ONE ADMIT ANY LIABILITY FOR THE ACCIDENT OR 
DAMAGES INVOLVED.  Inform the other party that the District is insured and that specific information 
may be obtained from the Chief Administrative Services Officer. 

6. The written report is to be made regardless of how minor the injury or damage may be regardless of 
who was at fault. 

7. If, after the original report is made, additional facts or witnesses come to one’s attention, a 
supplemental report is to be made. 

Report of Accident forms may be obtained from the Police Services Office, and are to be completed and 
returned within 24 hours from the time of the accident 
. 
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