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Accident Report Writing 101

Documenting a Bus Collision
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Importance of Accurate 
Accident/Incident Documentation

Accurate documentation will be the 
difference between success and failure in 
any accident and/or incident review.

The FTA introduced Public Transportation 
Agency Safety Plans (PTASP), which 
among other areas, places a heavy 
concentration on risk mitigation.
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The Importance of Accurate 
Accident/Incident Documentation (cont’d)

The four components of a Safety 
Management System (SMS):

• Safety Policy

• Safety Risk Management

• Safety Assurance

• Safety Promotion
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The Importance of Accurate 
Accident/Incident Documentation (cont’d)

• In order to support SMS, we need to 
ensure that we are properly 
investigating and documenting 
accidents and incidents in a way that 
any independent third party can 
understand what happened

• Steps we need to take to support our 
documentation
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Why Investigate?

• Minimize injury and damage

• Determine the sequence of events 
leading to failure

• Identify the probable cause(s) and 
contributing factors

• Lessons Learned
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Why Investigate? (cont’d)

• Trending and Analysis for Prevention
 Root Cause Analysis for Prevention

 Prevent from Recurring

• Compliance with Regulations

• Defense Posture (litigations)

5

6



7/29/2020

4

7

Why Investigate? (cont’d)

• Roles and Requirements of Regulations
 FDOT Florida Administrative Code Chapter 14-90

 Federal Transit Administration (FTA)

 Federal Railroad Administration (FRA)

 National Transportation Safety Board (NTSB)

 Notifications – Internal and External

 Incident Command/NIMS

 Working with other agencies
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PTASP Overview

CFR 673.3 Policy – addresses the 
requirements of FTA’s Safety 
Management System (SMS) and the 
Public Transportation Agency Safety 
Plans (PTASP) program.
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Risk and Hazard Identification 
and Assessment Section

The purpose is to establish a risk 
assessment policy.  The second 
component of SMS is Risk Management 
describing how your agency identifies, 
evaluates, tracks and mitigates hazards 
and risks in the organization and on the 
transit system.
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Risk and Hazard Identification and 
Assessment Section (cont’d)

The overall hazard management program 
incorporates a system-wide hazard 
identification process, including:

• Identification

• Investigation

• Evaluation and analysis

• Mitigation or elimination

• Tracking
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Safety Event Investigations

PTASP should include details of how your 
agency will investigate safety events:

• Accident types

• Forms used

• Documentation process

• Responsibilities

• Definitions of types of safety 
events/accidents
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Safety Event Investigations 
(cont’d)

• Complex accidents

• Investigative process, what is yours?

• Photographs

• Documentation

• Correct forms

• Who do you call?

• Lots to think about!
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FDOT FAC 14.90.004(5)

14.90.004 Bus Transit System 
Operational Standards

(5) Each bus transit system shall investigate, or 
cause to be investigated, any event involving a bus or 
taking place on bus transit system controlled property 
resulting in a fatality, injury, or property damage as 
follows:
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FDOT FAC 14.90.004(5) 
(cont’d)

a) Fatality

b) Injuries requiring immediate medical 
attention

c) Property damage in excess of $1,000, but may at 
their own discretion investigate all

d) Evacuation of a bus due to a life safety event
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What to Include in Your 
Report

There are several areas to address when 
writing an accident/incident report;  
however before you start there are 
several steps that you need to take,
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What to Include in Your 
Report (cont’d)

• Evidence – what do you see?
 Debris

 Damage

 Surrounding area 

 Skid marks
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What to Include in Your 
Report (cont’d)

• Interviews and courtesy cards
 Interview your operator and if there is another 

vehicle involved, their driver.

 Interview individuals who saw the accident from 
the sidewalk or other area surrounding the scene
 Anyone that may have information relating to the collision, 

including children

 Best done as soon as possible

 Avoid group interviews

 Taken notes when possible
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Factors that Affect Witness 
Reporting

• Perception vs. reality

• Emotion/Exaggeration

• Intelligence or personal appearance

• Quantitative statements

• Transposition – chain of events our of 
order

17

18



7/29/2020

10

19

What to Include in Your 
Report (cont’d)

• Field Sketch
 To locate bikes and motorcycles, use 3-points by 

locating the cent of each wheel and seat

 To locate vehicles, use two marks to the same side 
of the vehicle

 Use 2-points to locate a body, one to the 
approximate location of the navel and the one to 
the top of the head.
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What to Include In Your 
Report (cont’d)

 Use 2-points to locate skid marks

 Identify the type of mark, locating both the 
beginning and the end

 Use one or more marks to show debris and other 
objects damaged in the collision

 Identify fluids

 Rough sketch of road, intersection, etc.

 ALWAYS MARK “NORTH”
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What to Include In Your 
Report (cont’d)

• Photography
 A photo is worth a thousand words

 Permanent record of facts and conditions

 May establish visual proof of violations or 
procedures or laws

 May show something that the investigator did not 
realize at scene

 Supports field sketches
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Typical Collision 
Investigation Data Elements
• Transit agency accident / collision report
 Transit operator statement

 Transit supervisor statement

• Courtesy cards from passengers

• Collision investigator’s statement

• Photographs / on-board video tapes

• Police report

• Witness statements

• Operator drug / alcohol testing (if applicable)
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Report Definitions

• Field Notes 
 Descriptive information of factual data that is 

recorded. Factual data includes time and date, 
state of a physical setting, environment/weather 
condition, description of subjects, their roles and 
place, and the impact that they may have had on 
the events. Can include: sketches, diagrams and 
other relevant data
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Report Definitions (cont’d)

• Report – Basic Definition
 “An official or formal statement of fact or 

proceedings, which relays information in a manner 
so presented as to put the reader in the same 
position relative to the facts as is the one 
originating the information"
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Report Definitions (cont’d)

• Investigative Report
 A written narrative containing the facts and findings 

learned during the course of an investigation.   It is 
a means of communications used by an 
investigator to inform those who are interested in 
their work of their progress and findings
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Importance of Note Taking

• Note taking – Important for report preparation

• Information committed to memory is soon forgotten

• Report is based upon the quantity and quality of the 
notes taken during the course of the investigation

• Notes help to recall additional facts

• Notes can counteract denials and statement changes 
(over time)

• Notes must be accurate and complete, as possible
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Collision Report

• Must be:
 Clear

 Legible

 Complete

 Accurate

 Thorough, but as brief as possible

 Prompt
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Fact vs. Hearsay

• A fact is that information or event known 
to be true because the investigator per-
sonally learned of it through his / her 
senses from the original source

• It follows that an unverified statement of 
a third person regarding another should 
be regarded as hearsay and never be 
submitted as a fact
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Fact vs. Opinion

• Opinions regarding the credibility of the information 
must not be expressed

• If is cannot be verified, it must be identified as such

• The investigator’s responsibility is to report only the 
facts, not unsubstantiated opinion regarding the 
honesty, judgement and reliability of a subject
 Such statements could prejudice the reader and affect the accuracy 

of the report

• Personal opinions or those of others must not be 
adopted as fact
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Report Form and Content

• Presents a well organized and readable 
word picture of the investigation
 Cover Sheet / First Page – Contains administrative 

data to identify, control and accurately file / store 
(database)
 Date and time of event

 Investigator(s)
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Report Form and Content 
(cont’d)

• Cover Sheet / First Page (cont’d)
 Location of incident

 Status
 Open

 Pending

 Closed

 Persons involved

 Equipment involved, e.g. bus number, year, 
manufacturer
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Report Form and 
Content (cont’d)

• Cover Sheet / First Page (cont’d)
 Number of parties injured

 Number of parties transported to hospital

 Operator / employee tested for drugs / alcohol

 Units on scene

 Weather conditions

 Pavement markings and conditions
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Report Form and 
Content (cont’d)

• Narrative
 Complete narrative account of the investigation

 Principle of effective report writing

 Accurate

 Follow agency style guide (font, size, spacing, 
margins, etc.)
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Report Form and 
Content (cont’d)

• Narrative (cont’d)
 Answers the essential questions of:
 Who?

 What?

 When?

 Why?

 How?
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Report Form and 
Content (cont’d)

• Determine the Sequence of Events
 Events leading up to the incident

 Events involved in the incident

 Events immediately following the incident

 Review on-board video

 Event recorders / data downloads

• Analyze
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Report Form and 
Content (cont’d)

• Narrative – contributing factors
 Hours worked / work schedule / sleep
 Fatigue analysis

 Use of medications (prescribed or OTC)

 Assigned route

 Vehicle condition (state-of-good-repair)

 Driver training
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Report Form and 
Content (cont’d)

• Narrative – contributing factors (cont’d)
 Operator – second job?

 Distracted driving

 Collision scene traffic signals (stop sign, stop light 
with controls for left / right turns)

 Road or intersection conditions (congestion, 
shrubbery blocking view, road construction, 
located on an incline / decline or curve)
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Report Form and 
Content (cont’d)

• Remarks / attachments
 Location of evidence

 Exhibits

 Chain of custody regarding evidence

 Pertinent information regarding employees

 Details regarding witnesses

 Other pertinent information, exclusive of 
conclusions and opinions
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Report Form and 
Content (cont’d)

• Report Summary
 Findings

 Conclusions BASED on FACTS

• Corrective Action Plans (CAPS)
 Stand alone document of agencies corrective 

actions based on findings and recommendations
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Report Form and 
Content (cont’d)

• Corrective Action Plans (CAPS)
 Required by FDOT 14-90.004(6)

 Must include: 
 Noted finding and its source

 Process, plan, or mechanism to address and resolve 
finding

 Target date for implementation
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Report Form and 
Content (cont’d)

• Corrective Action Plans (CAPS) (cont’d)
 Department(s) and person(s) responsible

 Tracking and monitoring

 Closure
 Transit agency

 Oversight
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Analyze

• Report should include an in-depth 
analysis of the root causes of the 
collision
 Fatigue

 Distraction

 Maintenance resulting in a defect, brakes

 Others?
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Thank You!!

Questions?

Paul Goyette

pmgoyette@cutr.usf.edu

Roberta Yegidis

ryegidis@cutr.usf.edu
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