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MEMORANDUM FOR ALL OPERATIONS DIVISION EMPLOYEES

SUBJECT:  Standard Operating Procedure (SOP) for Reporting of Incidents/Accidents

1. PURPOSE.  This SOP outlines the processes by which incidents/accidents are to be reported.  It defines the chain-of-events that is to occur and the time frames required.

2. SCOPE.  The provisions of this SOP apply to all Operations Division employees.

3. INITIAL REPORTS.  

A.  Initial incident reports are required for the following:

(1).  Public Fatalities

(2).  Injuries to Government or Contractor employees

(3).  Vehicle Accidents

(4).  Injuries to the public

(5).  Damage to Government property or buildings

(6).  Incidents for which the Government could be subject to liability actions

(7).  Other events as determined by Operations Managers

B. In the case of serious injury/death of government or contract employees or high property damage, telephone contact must be made to Chief, Operations Division or Assistant Chief, OP, immediately after the incident.  Subject line of e-mail shall contain the words: “SERIOUS INCIDENT REPORT.” Simultaneous notification must be provided to Office of Counsel, Joe Gonzales; Safety Office, Glenda Mathis; and Civilian Personnel Advisory Center, Joan Hammac. 
C. Operations Division has published electronic forms in WORD format for the sole purpose of initial incident reports.  These forms are entitled “RPTGOV” and “Public Incident Report” and hard copies of these forms are attached to this SOP.  These forms are password protected against changes to the questions but information can be added as needed following each question.  The electronic forms are available to all employees in Operations Division having access to a computer.  

D. The Process is to complete the MSWord form, then cut and paste it into the text of an e-mail message. The initial incident report forms will than be transmitted via e-mail  to the offices noted in the address box and/or to project personnel.  “Public Incident Report” should be forwarded to OP-TR, Bill Smallwood; “RPTGOV” should be forwarded to OP-M, Meddie Clark and the respective Project Coordinator.  District Office personnel will distribute as required.
E. Initial Incident Reports are to be submitted as soon as possible after each occurrence, but no later than 0900 on the following business day. Follow up incident reports will be provided via e-mail to those same addressees as the initial incident reports, unless directed otherwise.


F. 
4.  DISTRICT OFFICE COORDINATION
A. INITIAL INCIDENT REPORTS:  Must be reviewed as soon as possible.
(1) Public Incidents Reports which are forwarded to OP-TR are reviewed for location, etc. and are forwarded to Safety Office, Operations Division Chief, Management Support Chief, Office of Counsel, Deputy District Engineer (Civil) and SAD, Brad Keshlear.

(2) Reports of Government/Contractor Incidents (RPTGOV) which are forwarded to OP-M, are reviewed and distributed to Safety Office, Operations Division, Office of Counsel and Logistics.

B. ACCIDENT INVESTIGATION AND WORKMEN’S COMPENSATION REPORTS:

(1) ENG Form 3394, dated SEP 89:  The original should be forwarded directly to Safety Office, Glenda Mathis, for coding and recording.  Safety Office will route the Form 3394 to OP-M, then to OP for final management review and signature, back to OP-M for copying and filing and return to Safety Office, as office of record.  Safety Office will provide a completed copy of the Form 3394 to Office of Counsel.
(2) Form CA-1 should be forwarded directly to Safety Office for coding and forwarding to EP-A, for submittal to OWCP.  It is essential that this form be completed on the day of injury and provided to SO by the second day.  In order to meet the OWCP submittal time, it is necessary that the completed Form CA-1 be forwarded by express or overnight mail from the respective field office.
(3) Form CA-2 is submitted for injuries related to occupational disease or illness, and must be submitted to SO within 3 days of the date of notification of injury or illness (date employee signs form).  This form also is reported through Safety Office to EP-A.  

(4) 
5.   FORMS REQUIRED.

A. ENG Form 3394, dated SEP 89.  An ENG 3394 is required for all Government accidents, public fatalities/permanent disabling injuries, for all contractor lost time accidents and for property damage greater than $2000.  This form, once completed, is routed directly to Safety Office (SO), Glenda Mathis, and should be provided within 7 days of the accident/incident.

B. Form CA-1, “Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation”, is required by the Department of Labor, Office of Workers’ Compensation Program, (OWCP) for every injury.  Form CA-1 should be completed on the date of the injury and forwarded by the second day to Safety Office, Glenda Mathis, for coding and forwarding to EP-A, Joan Hammac.  The CA-1 should never be held up awaiting the completion of the ENG 3394.

C. Form CA-16 is required to authorize medical treatment for the injured Government employee.  This form is presented to the doctor/hospital at the time the employee goes for treatment.  This form is available at each field office and from EP-A, POC: Joan Hammac (251) 441-5010.

D. Form CA-2, “Notice of Occupational Disease and Claim for Compensation" is required for an injury as a result of an occupational disease or illness.

G. 6.  Telephone number for Chief and Assistant Chief, Operations Division, 
C. 
(3) 



(4) 
D. 
(5) 
(6) 
(7) 
District Office is (251) 690-2576.    Point of Contact for Government/Contractor incident reporting is Meddie Clark, (251) 694-3712.  Point of Contact for Public incident reporting is Bill Smallwood, (251) 694-3726.  After hours, Chief Operations can be reached at (215) 478-0319 or cell phone (251) 591-6097. The Assistant Chief can be reached after hours at (251) 607-9497 or cell phone (251) 605-2637.

Attachments enclosed



WILLIAM W. FULLER








Chief, Operations Division
This Standard Operating Procedure (SOP) supercedes SOP dated 1 August 2002. 
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