(@) FACILITY | 3.12 How To: Process for Incident Reporting

Note: Last Updated on 04.07.2022
Note: The fields displayed on the screen may vary from the illustrations below based on an individual user’s

security rights or based on the specific configuration of the database.

STEP 1 — Complete all Appropriate WisDOT Required Forms:

In the event an individual visiting the WisDOT property is injured on the property, a General
Incident Report (DOA-6441) (Section 31.2 of the RAM Manual) must be completed as soon as
possible.

» General Incident Report (DOA-6441): Complete the top section, the Witnesses section if
applicable, and the Injuries section. Remember to print your name, sign your name, and
enter the date at the bottom of the form. Provide as much detail as possible.

In the event the WisDOT property sustains damage due to vandalism, theft, wind, water,
any weather-related occurrence, fire, etc., a General Incident Report (DOA-6441) along with a
Building and/or Equipment Loss Report (DT1690) (Section 31.3 of the RAM Manual) will need to be
completed.

» General Incident Report (DOA-6441): Complete the top section, the witnesses’ section if
applicable, and the property damage section. Remember to print your name, sign your name,
and enter the date at the bottom of the form. Provide as much detail as possible.

» Building and/or Equipment Loss Report (DT1690): Please complete the entire form

To /Of

except for the | = venicle [ Building L Equipment box. Remember to sign the form
and print your name behind the signature and enter the date at the bottom of the form.
Provide as much detail as possible.

In the event the WisDOT property sustains lightning damage, a General Incident Report (DOA-
6441) along with Lightning Losses Affidavit (DOA-6740) will need to be completed.

» General Incident Report (DOA-6441): Please complete the top section, the Witnesses’
section if applicable, and the Property Damage section. Remember to print your name, sign
your name, and enter the date at the bottom of the form. Provide as much detail as possible.

> Lightning Losses Affidavit (DOA-6740): Complete the entire form with as much detail as
possible.

STEP 2 — Create an Incident Work Order:
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Complete an Incident Work Order
--Go to the Logbook Module
--Go to the Create Request Tab
--Refer to the “"How to Create a Service Request Work Order (WO)
--For the Type field, select Incident Report
--For the Sub Type field, select one of the following options:
~ Accidents (car, personal, public, staff)
~ Damage (equipment, lightening, property)
~ Injuries (trips, slips, falls)
~ Law Enforcement, Fire, or EMT/Rescue Response
~ Vandalism, Theft
~ Other
--Fill in “Describe your Request” field with as much detail as possible
--Attach respective forms to the WO
--Do not fill in the “Assign To"” field—FAMIS will automatically do this

—Click ™' to save
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Reauest Details:

Property: DSPN Select Floor: | General ~ |
Space: | General ~

Type: | Incident Report ~ Sub Type: | Damage (equipment, lightening, property) ~ h _
Priority:

Describe your Request: A storm went through the site last night causing damage to the siding. Some siding is hanging

from the building and other pieces are no longer attached to the building. Photos attached. WView Procedure
|

Who is making this request?: Get Default Contact | cLEar conTacTinFo |

First Name: | WorkControl F Last Name | Center F
Company: | WisDOT | E-mail Address | |

Phone: |na h Fax: | |

Bureau or Region: | DTSD: Hwy Maint Roadside Facilities ~ = Notify Requestor: (]}

Internal Information:
Assigned To: Automatic Select Send Notifications? Follow-up Alert
Complete By | B]| 900 ~ [[AM ~ | Asset: Mot Selected Select Clear

Schedule For: \ L_"]| 0.00 ~ |[AM ~ |
Click OK to submit, RESET to reset oK | RESET
page
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STEP 3 — Process Workflow Assignments:

FAMIS is set up, so ALL incident work orders are automatically assigned to Patrice Smith. The following
steps will be done by Patrice each time an incident work order is received:
~ Review all attached forms for completeness. If the attached forms are not fully completed Patrice
will immediately call the person who created the incident work order to obtain more complete
forms and will attach them to the work order.
~ Forward the incident work order email and all attached completed forms to John Gibson, DSPN'’s
insurance company Tricor (jgibson@tricorinsurance.com) as information with the following
explanation:

o "I'am forwarding the attached incident information, reports, and pictures strictly as
information, in case a claim is filed with Tricor in the future.” &

o "WIsDOT has contracted with the following Service Provider to maintain the site. Please
contact them directly for additional information:

Name of the Service Provider
Service Provider contact name, email address, and phone number
~ Send an email to the Service Provider CEO and Program Manager with the following explanation:

o "An incident was reported at your site. The incident work order number s XxxXxxx.
WisDOT Risk Management and DSPN RF insurance have been notified. It is your
responsibility to notify your insurance company as soon as possible as information in case a
claim is filed.”

~ Send an email to John Spielmacher if SWEF or Biren Patel/Joseph Coughlin if Rest Area or Wayside
with the following explanation:

o "An incident was reported at (insert FAMIS Property Name). The incident work order
number is xxxxxxx. You are being notified so you can follow up, if appropriate.”

~ Patrice is to add comments to the incident work order stating the date(s) when she emailed the
following with all necessary information: WisDOT, Tricor, and Service Provider, and the reassign to
AJ Koch for review.

~ Once AJ reviews the Incident Work Order and adds notes, if appropriate, he will reassign the Work
Order to Work Control Center.

~ Work Control Center will close the work order.

FAMIS is set up, so the following receive an email notification every time an incident work order is
created:
~ Patrice Smith, DSPN RF (for information and follow-up, if appropriate)
~ AJ Koch, WisDOT BHM who will:
o Forward all attached completed forms to WisDOT Risk Management
o Add detailed comments to the work order explaining when the attached were forwarded to
WisDOT Risk Management.
~ Tom DeWinter, WisDOT BHM (for information and follow-up, if appropriate)
~ Chris Ohm, WisDOT BHM (for information and follow-up, if appropriate)
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