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	         Vehicle Accident & Breakdown Contingency Plan

   Owner / Department:  IBU – UAE, Operations 



	Overview
	An accident contingency plan required to have at every Station/HUB to overcome the situation and ensure the timely connection through the next fastest available mean.

	Person Affected
	Courier’s/Truck Driver’s, Dispatcher, Station Agent, Supervisor & Manager (OPS)

	Instructions
	It is mandatory to have the vehicle registration card in your vehicle.

Step – 1 

Follow the safety measures:

· Park the car at a safe side and don’t block the roads

· Turn off the engine

· Ensure the windows are closed

· Lock all the doors

· Keep the hazard light on

Step – 2 

· Call the Police (999) for advice

· Wait for the Police appearance

· Meanwhile get in contact with your direct Supervisor

· Collect the Traffic Police accident report

· Submit the accident report to dispatcher along with DL & vehicle registration copy
Step – 3

Upon receiving the call from Courier/Truck Driver, the Dispatcher, Agent, Supervisor/Manager has to work on following to have the fastest possible method to recover the media if the accident/breakdown vehicle cannot resume its trip.

For Couriers:

· Call Dispatcher/Agent or the Supervisor to communicate with the situation.

· Need to provide exact location of the breakdown vehicle.

· Inform the time of next scheduled customer pickup or delivery.

· Call the nearest courier available in the site to support for the pending pickup and delivery.

· Arrange the fastest possible ways to transfer the shipment and continue to the field activity.
For Truck Drivers:
· Call the succeeding truck operating in the same route/area to recover the priority media/entire media.

· Inform Dispatcher/Supervisor to alert the vendor’s Operations concerns via email with the incident details. 

· To notify the station/HUB the expected delay/arrival time along with CONS manifest details to alert Sales and Customer Service.

· Destination/Origin HUB should update STAT84 (DELAY CAUSED BEYOND OUR CONTROL) scan for effected Tracking numbers or on the vehicle CONS, provided in the pre-alert, with comments of incident and expected delay. 

· HUB/STN Supervisor to ensure the communication with customer service dept. of the delay. So, CSA’s can update customers (both Domestic and International) accordingly.
Note:

· Coordinate with your Dispatcher/Supervisor to arrange a replacement vehicle.

· Coordinate with your Dispatcher/Supervisor if there are any injury/casualties and/or legal requirements.


	Guidelines

General


	 
· Take Defensive Driving Course

· Constantly follow rules set by Road Transport Authority and Traffic Police in each Emirate

· Always drive safely and defensively.

· Aim high in steering.

· Make sure they see you.

· Keep your eyes focus.

· Leave yourself a way out.

· Get the big picture.

· Fasten the seat belt when the vehicle on driving motion.

· Take a moment to check the lights, tire pressure, mirrors and ensure its fitness before operating the vehicle. 

· Stop the vehicle on the road side if you need to attend an important call, use Bluetooth or mobile head set while driving.

· Drive slowly in the severe weather conditions/rain, sand storm, mist...etc.

· Always obey the permissible traffic road speed.

· Keep enough space between you and the vehicle in front.

· Use all vehicles’ mirrors upon turning right, left & U-Turn.

· Use the indicator every time changing lane.

· Be a courteous driver at all times 

For Supervisor/Dispatchers:
· Evaluating the impact of accident by calling the Courier/Driver 
· Preparing the accident report which include – Courier driver’s license, Emirates ID, vehicle registration, SMSA accident report form and police accident report.

· Sending the accident report to vendor by email with attachments and looping HRD/Procurement in the communication.   
· Request for urgent replacement vehicle and follow up. 
· Arranging a backup courier

· Monitoring the accident vehicle with the vendor until it is returned back to courier.

· Sharing documents with HRD for their records for any invoice of excess insurance deduction from rent a car vendor by the end of the month.


Note: Any vehicle which is vacant, the station agent or Senior Courier could use as back up and in addition any courier who is on leave, Senior Courier’s allowed to use the vehicle for operational purposes only by fulfilling the formalities.  
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