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	Vehicle Accident & Contingency Plan
Owner/ Department: Operations



	Overview 

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

	Person Affected
	LH couriers/drivers, HUB & LH supervisor & Manager (OPS )
Customer Call Center ( CSD )

	Instructions
	It is mandatory to have the following legal documents outfitted in LH vehicle to have the legal formalities processed without occurring further delay during an accident.

· Valid Mezan card
· Valid insurance of Vehicle
· Valid vehicle license (Istimara)
· Valid driving authorization letter

Step – 1 
Follow the safety measures:
· Turnoff the engine
· Ensure the shutters are closed
· Lock all the doors
· Do not move the vehicle from the place of accident
· Keep the hazard light on
· DO NOT admit guilt. DO NOT go for the compensation with the second party

Step – 2 
· Call police from the point of accident
· Call Najm on 920000560
· Call the immediate supervisor/manager
· Obtain two accident papers from Najm representative (one is addressed to traffic police to give authorization for repairing vehicle and the other addressed to insurance company).
· Obtain traffic police signature in QRM letter if ever the vehicle security tag happened to remove.

Step - 3
Upon receiving the call from LH courier/driver, the immediate supervisor/manager has to work on following to have the fastest possible method to recover the media if the accident vehicle cannot resume its trip.



· Call the succeeding LH vehicle(s) plying in the same route to recover the priority media/entire media.
· Call the destination HUB manager or the relevant remote stations manger to make the recovery efforts whichever the fastest.
· Coordinate with Fleet department to arrange a replacement vehicle.
· Coordinate with HR if ever there are any injury/casualties and/or legal requirements.
· Inform destination station via email with the incident details and the expected delay /arrival time along with CONS manifest details copy to Sales and Customer Service.
· Destination should update STAT84 (DELAY CAUSED BEYOND OUR CONTROL) on the vehicle CONS, provided in the origin pre-alert, with comments of incident and expected delay. 
Step -4 
· Customer Service shall update calling in customers (both Domestic and International) accordingly.






PART-2 (for All SMSA Vehicle Users)
	Definition 
	A contingency plan is a course of action designed to help an organization respond effectively to a significant future accident or situation that may or may not happen.

	Person  Affected
	All SMSA vehicle's Users

	Instructions
	Its mandatory to have the following legal documents outfitted in the user's vehicle to have the legal formalities processed without occurring further delay during the course of accident
· Valid Insurance of Vehicle
· Valid driving authorization letter
· Valid Vehicle License (Istimara)
· Valid Mezan card (Van & Truck)

Step-1
· Turnoff the engine
· Ensure the shutters are closed
· Lock all the doors
· Don't move the vehicle from the place of accident
· Keep the hazard Light On
· Don't admit guilt. don't go for compensation with the second party

Step -2
· Call Najm on 920000560 (in case other party has valid insurance policy)
· Call Traffic police from the point of accident (993),(In case the other party lack any of the following valid documents
(A) Valid Insurance policy
(B) Valid Driving License
· Call the immediate Supervisor/Manager
· Obtain the accident papers from Najm representative, In case Najm advised to handover enclosed envelope to the traffic police , don't move from the accident site until the traffic police arrived (That is in case 2nd party has invalid documents (Driving license/Insurance).
· Report to Regional fleet department to acquire accident letter addressed to the rental company.

Step -3
· Report to regional fleet department office to acquire accident letter addressed to the rental company.
· Visit the rental company office to deliver the accident car/documents and receive the replacement.
· Check carefully the replacement car and insure the vehicle received is road worthy and free of unreported accidents.
· In case of non availability of replacement, contact immediately the Regional Fleet Supervisor/Coordinator to arrange suitable vehicle through outside vendor.

	General Guidelines
	· Fasten the seat belt when the vehicle on driving motion.
· Take  a moment to check the tire pressure, lights, mirrors and ensure its fitness before operating the vehicle. 
· Stop the vehicle on the road site if you need to attend important call, use Bluetooth, 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.
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