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LESSON TITLE:
REPORT AN ACCIDENT (MAKE REQUIRED ENTRIES ON DD FORM 518 AND SF 91)




TASK NUMBER:
551-721-1388 (Complete DD Form 518 and SF 91)

A.  TRAINING OBJECTIVE.


TASK:
Make required entries on DD Form 518 (Accident Identification Card) and SF 91 (Operator's Report of Motor Vehicle Accident).






CONDITION:
Given instruction, DD Form 518, SF 91, pencil, and a practical exercise.






STANDARD:
Make the required entries on DD Form 518 and SF 91 accurately, legibly, and completely according to FM 21-305.  Each student has one hour to complete the practical exercise with no errors.  Students will be graded on a GO/NO-GO basis.

B.  INTERMEDIATE TRAINING.  None.

C.  ADMINISTRATIVE INSTRUCTIONS.

1.  Training time:  As scheduled.

2.  Training location:  Classroom.

3.  Training type:  Conference and practical exercise.

4.  Students:  Scheduled personnel.

5.  Principal and assistant instructors required:  One primary instructor for the conference and one assistant instructor for each 20 students for the practical exercise.

6.  Training aids and equipment:  Overhead projector, screen, transparencies, practical exercise situation sheet (one per student), DD Form 518 (one per student), and SF 91 (one per student).

7.  References:  FM 21-305.

D.  SEQUENCE OF ACTIVITY.

1.  Introduction.
a.  Interest device.

b.  Tie-in.

c.  Lesson objective (paragraph A).

d.  Procedures:

(1)  Explanation.

(2)  Practical exercise.

(3)  Summary.

2.  Explanation and demonstration.
NOTE:  Sample completed DD Form 518 is at Figure 4-5, page 4-19, and SF 91 is at Figures 4-6 through 4-9, pages 4-20 through 4-23.  These samples can be used to make transparencies for an overhead projection system or reproduced as student handouts.

a.  Precautions and procedures.  The following is not necessarily in the correct order.  Each accident must be assessed to determine what should be done and in what order.

(1)  Stop immediately.

(2)  Take precautions to prevent further accidents or injuries by using road guards, highway warning devices, and flares.

(3)  Render first aid to the injured.

(4)  If fire breaks out, use an extinguisher or sand.  Notify the fire department.  Take precautions to prevent fire; for example, shut off engines and prohibit smoking.

(5)  Notify authorities (civil or military depending on who has jurisdiction) for emergency services (police, ambulance, rescue, or fire fighting.

(6)  Follow the rules or regulations of the state or area where accident took place when moving the vehicle from the scene of the accident.

b.  Driver's responsibilities.

(1)  When involved in an accident, always stop and investigate it.

(2)  Secure hard-to-get facts first (names and addresses of people involved and witnesses, condition of the road, position of the vehicles, and an estimate of the amount of damage).

(3)  Be exact.  (Spell names correctly.  Give street addresses by number.  State visible damage.  Show exactly where vehicles were before and after the accident and what obstacles blocked the driver's view.)

(4)  Do not sign any paper or make any statement as to who was at fault (except to your supervisor or to a Federal Government investigator).

(5)  Be polite.  Try to get all the necessary information.

(6)  Submit all reports and data to your supervisor ASAP but do not exceed one working day.

c.  Instructions for filling out DD Form 518 (Accident Identification Card).

(1)  Explain the purpose and use of DD Form 518.  This form is used to give any persons involved in an accident all of the information that they require from you.

(2)  Explain how to fill out this form block by block.  Ensure zip codes are included and the students know that disclosure of the social security number is voluntary.

(3)  Explain the disposition of the form.  Give it to the person directly involved in the accident.  Or, if a parked vehicle, place it in or on the parked vehicle in a conspicuous and secure location, such as under the windshield wiper.

d.  Instructions for filling out SF 91 (Motor Vehicle Accident Report).

(1)  Explain the purpose and use of SF 91.  Even though an accident is minor or not your fault, you must report it so that the facts will be clearly presented and so that you can give the names of the witnesses.

(2)  Explain how to fill out this form block by block.  The driver is responsible for filling out Sections I through IX.  Section X, items 72 through 82c are filled out by the driver’s supervisor.  An accident investigator for bodily injury, fatality, and/or damage exceeds $500 fills out Sections XI through XIII.  No blocks should be left completely blank.  If there is no information to put in a certain block, write None, Unknown, or NA.

3.  Practical exercise.  Hand out one practical exercise, SF 91, and DD Form 518 to each student.  Students will complete the practical exercise within one hour.

4.  Evaluate.  Check each student’s practical exercise.

5.  Summary.
a.  Recap main points.

b.  Allow for questions.

c.  Clarify questions.

d.  Give closing statement.

6.  Retraining:  Retrain NO-GOs and slow learners.  NO-GOs will be retrained after normal duty hours.

E.  SAFETY RESTRICTIONS.  None.

F.  ENVIRONMENTAL CONSIDERATIONS.  None.

G.  ADDITIONAL COMMENTS AND INFORMATION.  Recommended instructional time is 2 hours (1.0 conference and 1.0 practical exercise).
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Figure 4-5.  DD Form 518
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Figure 4-6. SF 91, page 1
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Figure 4-7. SF 91, page 2
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Figure 4-8. SF 91, page 3
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Figure 4-9. SF 91, page 4
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