CONSTRUCTION PROCEDURES HANDBOOK

SECTION VIII SUBSECTION B DATE
WORK ZONE RESPONSIBILTIES FOR PROJECT SITE
SAFETY INJURY/FATALITY AND TRAFFIC ACCIDENT | 08/20/2020

Use the NJDOT Capital Program Project Incident Notification Process (See Attachment
"A") in the event of a disabling injury, fatality, accident or incident which impacts traffic or
takes a lane, hazardous spills, and acts involving firearms or violence and unusual
adverse occurrences which take place within the project limits or field office.

The following procedure is to be followed by the NJDOT and Consultant employees for
each type of occurrence:

NJDOT/Consultant Employee Injury

NJDOT Employee

The RE and injured employee is required to follow Policy/Procedure 517. Injured NJDOT
employee should complete On- the- Job Injury Form (Form PR-45) based on knowledge
of events and Employer’s First Report of Accidental Injury / Occupational Exposure (Form
RM-2) and submit it to FM. FM should sign and date Form RM- 2 and Fax it to Human
Resources (HR-Leave Unit) at 609-530-3680. If NJDOT employee is admitted discharge
papers should be submitted to HR.

Consultant Employees

Consultant employees are required to report injuries to the NJDOT person in charge of the
project. This is typically the RE or can be the FM if the RE is a consultant. The RE will
inform the Consultant firm that a consultant employee has been injured. The RE will
complete and distribute a Form DC-27 Incident/Injury Report (See Attachment “B”). The
RE should prepare the report using only the facts available. FM should provide list of
injured Consultant employees along with their contact information to HR- Leave Unit.

NJDOT/Consultant Employee Fatality

In case of a NJDOT/Consultant employee, fatality on the project site the RE will
immediately notify the FM of the situation by verbal contact. The FM will contact the RCE
who will contact the Director of the Division of Construction and Materials (DC&M). The
Director of the DC&M will determine if upper management should be notified or not. It is
expected that notification will occur as quickly as possible but without compromising
anyone's safety in the process. The procedure is in effect 24 hours a day, 7 days a week.
Ensure that you have the phone numbers necessary to complete the procedure. The Who
Do | Call List (See Attachment “C”) will have the required numbers. This list is distributed
by the Regional Office.


http://njdotintranetcr.njdot.lan/ApplicationsNet4.5/GeneralGrids/outsidegrids/intranetforms_100.asp
http://njdotintranetcr.njdot.lan/ApplicationsNet4.5/GeneralGrids/outsidegrids/intranetforms_100.asp
https://portal03.state.nj.us/dot_intranet/forms/hr.shtm
http://njdotintranetcr.njdot.lan/ApplicationsNet4.5/GeneralGrids/outsidegrids/intranetforms_100.asp
http://njdotintranet.njdot.lan/forms/forms_all.shtm#D
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Within 48 hours of an accident occurring within a work zone, involving the fatality or
hospitalization of an NJDOT or consultant employee assigned to a construction project, a
meeting is to be held at the office of the Director of DC&M. The appropriate RCE is to
schedule this meeting and invite those listed below. The purpose of the meeting is to
review the available information and reports pertaining to the event and make
recommendations, if any, for prevention of a repeat occurrence. Discussion is to be
centered on the known facts. Any recommendations will be issued from the Director's
office.

Meeting Attendees:

Director, DC&M

Manager, Bureau of Construction Management

RCE

FM

RE

Supervisor, Office of Capital Project Safety

Regional Representative, Office of Capital Project Safety

Consultant PM (if applicable)

State Police Construction Unit Coordinator

Concerned project field staff

FHWA (if applicable)

The RE is to prepare Injury Form DC-27 (See Attachment “B”) within five (5) working
days following the event of a NJDOT/Consultant employee fatality on a project. The RE
is to prepare the report using only the facts available. The report is to be free from
opinions. This report is to be sent to the Director, DC&M, the RCE and the Manager,
Bureau of Construction Management.

On PODI Projects the FHWA Area Engineer will be notified by the RE of all accidents
and be given a copy of all accident reports.

Project Site Contractor/Subcontractor Employee

Injury

There is no formal process for the RE to document non-fatal injuries to
Contractor/subcontractor employees. Should information/reports become available, they
are to be filed with the project records.

Fatality

In case of a Contractor/Subcontractor employee, fatality on the project site the RE will
immediately notify the FM of the situation by verbal contact. The FM will contact the
RCE who will contact Director of DC&M. The Director of DC&M will determine if upper
management should be notified or not. It is expected that notification will occur as
quickly as possible but without compromising anyone's safety in the process. The
procedure is in effect 24 hours a day, 7 days a week. Ensure that you have the phone
numbers necessary to complete the procedure. The Who Do | Call List (See Attachment
“C”) will have the required numbers. This list is distributed by the Regional Office.


http://njdotintranet.njdot.lan/forms/forms_all.shtm#D
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A Contractor/Subcontractor employee fatality on a project is to be reported to OSHA by
the Contractor. Work within the area of the fatality is usually stopped by the Contractor so
that OSHA can conduct an investigation. They will likely speak to inspectors and the RE
along with the Contractor as part of their investigation.

The RE should submit list of the Contractor/Subcontractor injured employees with their
name and contact information, Contractor Incident Report and Police Report to HR-leave
Unit when available. If any citations are issued, a copy should be submitted to HR.

The RE is to prepare Incident/Injury/Fatality Form DC-27 (See Attachment “B”) within five
(5) working days following the event of a Contractor/Subcontractor employee fatality on a
project The RE is to prepare the report using only the facts available. The report is to be
free from opinions. This report is to be sent to the Director, DC&M, the RCE and the
Manager, Bureau of Construction Management.

Project Site Public Injury or Fatality

When there is a fatality or injury to a member of the public on the Project Site, the RE will
immediately notify the FM of the situation by verbal contact. The FM will contact the
RCE who will contact Director of DC&M. The Director of DC&M will determine if upper
management should be notified or not. It is expected that notification will occur as
quickly as possible but without compromising anyone's safety in the process. The
procedure is in effect 24 hours a day, 7 days a week. Ensure that you have the phone
numbers necessary to complete the procedure. The Who Do | Call List (See Attachment
“C”) will have the required numbers. This list is distributed by the Regional Office.

The RE is to prepare Incident/Injury/Fatality Form DC-27 (See Attachment “B”) within five
(5) working days following the event of a member of the public fatality on a project. The
RE is to prepare the report using only the facts available. The report is to be free from
opinions. This report is to be sent to the Director, DC&M, the RCE and the Manager,
Bureau of Construction Management.

Traffic Accident within the Project Limits

Minor (not affecting traffic)

The RE should prepare Incident/Injury/Fatality Report Form DC-27 (See Attachment “B”)
and distribute it. The RE should prepare the report using only the facts available. The RE
should evaluate accidents to determine if the Traffic Control Plan (TCP) needs to be
changed. Changes to the TCP require approval by the Regional Traffic Engineer.

Major (reduces lanes or causes traffic delay)

The RE or designee is to notify the appropriate Traffic Operations office and the FM if
there is an impact to traffic movement or a lane is taken out of service caused by a
Traffic Accident. Report the available information concerning the incident, identify the
project, the location, the situation and the persons involved. The Who Do | Call List (See
Attachment “C”) will have the required numbers. This list is distributed by the Regional
Office.


http://njdotintranet.njdot.lan/forms/forms_all.shtm#D
http://njdotintranet.njdot.lan/forms/forms_all.shtm#D
http://njdotintranet.njdot.lan/forms/forms_all.shtm#D
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The FM will contact the RCE. The RCE is to make a determination of the importance of
the incident and if the situation merits, speaking with one of the following in this order:
Director, DC&M; Manager, Bureau of Construction Management. If one of these two is
not available, go to the next level on the Who Do | Call List (See Attachment “C”).

If the Director, DC&M or the Manager, Bureau of Construction Management is called, the
Director, DC&M or the Manager, Bureau of Construction Management is to make a
determination of the importance of the incident and if the situation merits, speaking with
the Assistant Commissioner, Capital Program Management.

If the Assistant Commissioner is called, the Assistant Commissioner will speak with the
Deputy Commissioner and the Commissioner. If the Deputy Commissioner is not
available, the Assistant Commissioner will call the Commissioner.

Report the available information concerning the incident: identify the project, the location,
the situation and the persons involved and state the number at which you can be reached.



SECTION VIIl SUBSECTION B
PAGE 5 of 10
08/20/2020

ATTACHMENT "A"

NJDOT CAPITAL PROGRAM PROJECT INCIDENT
NOTIEICATION PROCESS

Inthe event of disabling injury, fatality, an accident orincident which impacts traffic or takes
a lane, hazardous spills, acts involving firearms or violence and unusual adverse
occurrences which take place within the project limits or field office; first deal with the
problem, contact the necessary law enforcement, first aid, etc., then proceed with the
notification process outlined below.

The notification process only works when the caller speaks personally to the person at the
next level. The process is not served by leaving a message. A message may be left but
calls are to continue until someone at alevel above the initial caller has personally received
the notification and makes a decision as to whether or not to continue the notification
process.

It is expected that notification will occur as quickly as possible but without compromising
anyone's safety in the process. The procedure is in effect 24 hours a day, 7 days a
week. When in doubt make the call. Ensure that you have the phone numbers
necessary to complete the procedure. The Incident Notification Phone Number List will
have the numbers you require. Who Do | Call List (See Attachment “C”). Region office
will update the list quarterly or if there is a change, and distribute it.

Report the information you have available concerning the incident: identify the project, the
location, the situation and the persons involved and state the number at which you can be
reached.

The RE or his/her designee is required to speak to their immediate supervisor as soon
as possible when any of the following events occur within the project limits or field
office):
+ Disabling Injury
« Fatality (Also, the RE is to notify the Office of Communications and if a
Federal Project, the FHWA Area Engineer.)
» Accident or Incident, which impacts traffic movement or takes a lane
» Hazardous Spills (Also, RE is to notify the Bureau of Project Support. The
Contractor is to notify DEP Hotline and local county health department.)
* Firearms and Violence
* Unusual AdverseOccurrence

The RE or his/her designee is to notify the appropriate The Bureau of Traffic
Engineering, Regional Traffic Engineer, Work Zone if there is an impact to traffic
movement or a lane is taken out of service.
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ATTACHMENT “A" (CONTINUED)

If the immediate supervisor is not available, speak with another supervisor assigned to
the region. If no Supervisor is available, go to the next level.

The Supervisor is required to speak, as soon as possible, with one of the three
RCE’s starting with the one responsible for the project. If no RCE is available, go to
the next level.

The RCE is to make a determination of the importance of the incident and if the
situation merits, speak with one of the following in this order: DC&M; Manager,
Bureau of Construction Management; the Director's Assistant. If one of these three
isnot available, go to the next level.

The DC&M; Manager, Bureau of Construction Management; or the Director's
Assistant is to make a determination of the importance of the incident and if the
situation merits, speak with the Assistant Commissioner, Capitol Program
Management or the Assistant Commissioner Operations in that order.

The Assistant Commissioner will speak with the Deputy Commissioner and the
Commissioner. If the Deputy Commissioner is not available, call the
Commissioner.

Firearms and Violence:

Any incident involving firearms or any act of violence within the project limits or field
office shall be reported immediately in the following order:

+ Commissioner (Must be contacted in person)

*  Deputy Commissioner (Must be contacted in person)

* Inspector General

* Asst. Comm. Capitol Program Manage. (Must be contacted in person)

« Asst. Comm. Operations (Maintenance Projects only] (Must be contacted

in person)
- DC&M
» Office of Communication
* RCE

» Director of Regional Maintenance (if applicable)
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ATTACHMENT “A" (CONTINUED)

Regional Materials P L

1. If an incident, as described above, is project specific, contact the RE or
his/her designee in person. The RE will follow his/her incident notification
process.

2. If an incident is not project specific (for example occurring at a Regional
office it shall be reported in person to the Regional Materials Engineer
(RME).

3. The RME is to make a determination of the importance of the incident and if
the situation merits, speak with the RCE. If this person is not available, go
to the next level.

Bureau of Material Personnel:

1. If anincident is not project specific (for example occurring at Thiokol Building
or Plant location) it shall be reported in person to the Manager, Bureau of
Materials.

2. The Manager, Bureau of Materials is to make a determination of the
importance of the incident and if the situation merits, speak with the
Director, Construction and Materials; Manager, Bureau of Construction
Management. If one of these is not available, go to the next level.

Note: NJDOT Material Personnel should complete On- the- Job Injury form (Form PR-
45) based on knowledge of events and Employer’s First Report of Accidental
Injury/Occupational Exposure (Form RM-2) and submit it to RME or Manager whichever
is applicable. Manager or RME should sign and date Form RM- 2 and Fax it to Human
Resources (HR-Leave Unit) at 609-530-3680. If NJDOT employee is admitted discharge
papers should be submitted to HR.


https://portal03.state.nj.us/dot_intranet/forms/hr.shtm
https://portal03.state.nj.us/dot_intranet/forms/hr.shtm
https://portal03.state.nj.us/dot_intranet/forms/hr.shtm
https://portal03.state.nj.us/dot_intranet/forms/hr.shtm
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ATTACHMENT "B"

MEW JERSEY DEPARTMENT OF TRANSPORTATION
INCIDENT/INJURY,/FATAUTY REPORT

Region Morth Construction

Rowute: Saction|s]:

Project Description:

DP Mo, RE: Fhone No.:
Date of incident: Time of incddent:

List direction(s) of travel adversely impacted and approximate duration of traffic backup.

Local side Streets: From To

O wia [ Easthound [ westhound D Morthbound D southbound

The type of incident was:

OD00O0D0D0OOD0ODO

Extraordinary delay or service disruption

Unusual eccurrence, policy incidentor event resulting in press coverage
vandalism or damage tosystem

PMlanned shutdown/construction activity with significant serviceimpact
MIDOT/Consultant Fatality

MIDOT/Consultant Injury

Contractor/Subcontractor Fatality

Public Fatality/Injury

Hazardous spill

other

Description:

was the accident within the project limits (between 1500 feet Signs) and if the project is federzlly funded,
was repart sent to FHWAT O] ves [Clneo
Explzin in detsil:

was there a lane closure/lane shift/traffic backup at the time of accident? [ ves [Jmo
Explain in detail:

“Was any part of the project work or any pre- existing improvements damaged? L) ves [Jno
Explzin in detsil:
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ATTACHMENT "B"

Foma DC-27 [D2/E020
®»  ‘Were there any fatalities or injuries requiring transport via ambulance? ] ves [Cno
Explzin in detail:

- iIf the incident was a utility break (gas main, water main, fiber etc }? ] ves [Cno
Explzin in detail:

- Had the Contractor called for utility mark out and was mark out still present? ] ves  [lno
Explain in detail:

s Who reported to the accident scene? L) Local Police [ state police [ Fire [ ambulance?
Explain in detail:

®  Hazmat Cleaning required? [ ves [CImo
Explzin in detail:

L] Did Contractor assist with traffic control andfor deanup of the incident? ) ves [TImo
Explzin in detail:

- Did you repart the accident to Traffic Ops and was there any adwerse impact on traffic? ] ves  Clne
Explzin in detail:

- Did you obtain copy of police report? [ ves [Cro

- other Comments:

Ceofas needed via fax and email)

regional Construction Enginesr

Field panager

Director of Construction and Materials
regional safety Enginesr

FHW A area Engineer |If applicable)

Tage 2ol
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HELP!!

WHODOI

CALL???

IN ALL CASES, WHEN NECESSARY, DIAL 911

FOR POLICE AND AMBULANCE FIRST.
Then call IN ORDER BELOW, HOTED BY NUMBERS:
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