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Policy and Procedure Manual: A1 

         ROAD TRAFFIC COLLISION (RTC) POLICY 

 JUNE 2010. 
 

All members of the public and communities we serve, all police officers, special constables and police 
staff members shall receive equal and fair treatment regardless of, age, disability, gender, 
transgender, race, religion, belief or sexual orientation. If you consider this policy could be improved 
for any of these groups please raise with the author of the policy without delay.   

 
Any enquiries in relation to this policy should be directed to the Force Traffic Unit, Operations, on 
extension 7982 6972. 
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PART ONE:   POLICY and DEFINITIONS. 

 
 
1. INTRODUCTION. 

 
1.1 This Policy and Procedure is intended to provide a clear statement of purpose to inform 

members of the public, Police Officers and staff, of the various rights and responsibilities in the 
area of police involvement in Road Traffic Collisions (RTC). 

 
 
2. RECORDING and PROSECUTION policy. 
 
2.1 Historically, the Police have recorded too many collisions, particularly where there was no 

prospect of a successful prosecution. This has wasted valuable Police patrol time and 
represents an unacceptable cost to the organisation. 

 
2.2 It must be clearly understood that the Police do not record or investigate collisions in order to 

allocate blame, but rather to identify if offences worthy of prosecution have been committed. A 
driver may be clearly blameworthy, but this will not necessarily attract prosecution. 

 
2.3 Our core function is to record for Police and statistical purposes in order to assist in Road Safety 

and to enable prosecutions when necessary. Whilst information recorded and held by the Police 
may be made available for civil proceedings, this is not the primary Police function.  

 
2.4 All collisions must be reported to the police before the expiry of 30 days from the date of the 

incident. No collision reported after the expiry of this period will be recorded by the police 
(See section 154(2) RTA – ACPO advice). 

 
2.5 It is the policy of the West Midlands Police that Road Traffic Collisions will only be recorded 

and dealt with if: 
 
  a. Death or personal injury results, or 
  b. Offences worthy of prosecution are identified, or 
  c. A positive breath specimen has been provided, or 
  d. Section 170, Road Traffic Act 1988, has not been complied with (‘non-stops or 

  failure to exchange details’), or 
  e. A vehicle being used for police purposes or a police animal is involved, or 
  f. The collision occurred in another force area (see paragraph 13.9). 

         N.B. These are Recordable collisions 
 

2.6 Whilst the criteria for recording of collisions is fairly prescriptive, it is those cases which fall into 
category ‘b’ (as above) and which are usually ‘careless driving’ matters, that create difficulty in 
deciding whether the offence is worthy of prosecution and therefore, whether a Collision Report 

quired.  form is re  
 Officers must objectively assess collisions in the light of ‘National Charging Standards’ and 

‘Driving Without Due Care and Attention – CPS Guidelines’ documents when deciding to 
record or not.  

 
2.7 In general, careless driving offences arising out of collisions occurring on a road or public place 

will not attract prosecution in the following circumstances: (Current Code for Crown Prosecutors); 
 

• Where the carelessness involved amounts to no more than a momentary lapse in 
concentration. (For example, low-speed minor-damage collisions that commonly 
occur in traffic queues). 

• Where there is no evidence of aggressive or impatient driving apparent. 
• Where there is no evidence of excessive speed involved. 
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• Where resultant damage is mainly restricted to the vehicle or property of the person 
concerned and there is no evidence to show that other road users have been 
exposed to significant danger (For example, collisions involving roadside furniture). 

• Where there is more than a momentary lapse in concentration, i.e. aggressive or 
impatient driving or excessive speed is alleged but no reliable, independent evidence 
is available. 

 
 
3. DEFINITIONS. 
 
3.1 Section 170 of the Road Traffic Act 1988 as amended by the Road Traffic Act 1991 imposes 

obligations on drivers of mechanically propelled vehicles who are involved in road collisions.  
 It states: - 
 

• 170(1) If, owing to the presence of a mechanically propelled vehicle on a road, or 
other public place an accident occurs whereby:- 

 
 (a) Personal injury is caused to a person other than the driver of that mechanically   
       propelled vehicle or, 
 (b) Damage is caused to other property, or  
 (c) Injury is caused to any animal (other than one carried in that vehicle or a trailer 
       drawn by that vehicle. (An animal is defined under this Act as horse, cattle, ass,  
       mule, sheep, pig, goat or dog). 
 

• 170(2) The driver must stop and, give his or her name and address and also the name 
and address of the owner and the identification marks of the vehicle. This information 
must be provided to anyone who has reasonable grounds for making the request. 

 
• 170(3) If the driver does not give his name and address under subsection (2) above, 

he or she must report the accident to the police. 
 

• 170(5) If there is an injury and the driver does not at the time of the accident produce 
such a certificate of insurance or security:- 

 
     (a) to a constable, or 

(b) to some person who, having reasonable grounds for so doing, has required him to      
      produce it. 
  

• The driver must report the accident and produce such a certificate or other evidence of 
insurance. 

 
• 170(6) To comply with a duty under this section to report an accident or to produce 

such a certificate of insurance or security, the driver:- 
 
    (a) Must do so at a police station or to a constable, and  
     (b) Must do so as soon as is reasonably practicable and, in any case, within twenty- 
          four hours of the occurrence of the accident.  
  
     N.B. These are Reportable collisions 

 
 
4. INSURANCE LEGISLATION. 
 
4.1 The Motor Vehicles (Compulsory Insurance) Regulations 2000 require motor vehicle 

insurance in public places as well as on roads. Collisions in a public place involving failure to 
stop and exchange details have extended the requirement to report to the police under section 
170 of the Road Traffic Act 1988. The recording criteria apply to all collisions on a road and in 
a public place. 
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5. FORMS. 
 
5.1 The police service, supported by the Department for Transport, introduced a National Collision 

Reporting Form (MG/NCRF) and National Statistical Recording Form (MG/NSRF) form. This is 
the Collision Report form. 

 
5.2 The design of the new national collision and statistical forms retain best practice, meet local 

needs and the requirements of bureaucracy reduction. This introduction forms part of a larger 
project to provide the police service with the means to report, validate, handle and disseminate 
collision data electronically in the future. 

 
5.3 This form has been designed to be as simple as possible and will suffice for the overwhelming 

majority of RTCs recorded by the Force. For the more complex collisions, the following add-ons 
are available:- 
 

• Vehicle Record (continuation forms) (MG/NSRF/B) are available where more than 
four vehicles or are involved.  

•    Casualty Record (continuation forms) (MG/NSRF/C) are available where more than 
four persons are involved.  

 
5.4 Form WT898 (Self-Reporting Form) will be retained and used for collisions involving damage-

only or very minor injury RTCs. 
 
5.5 All entries must be made in CAPITAL LETTERS in black ball-point pen.  
 
5.6 All time entries must be in 24-hour clock. 
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PART TWO:   ROAD TRAFFIC COLLISION CLASSIFICATIONS. 

 
 
6. INJURY SEVERITY DEFINITIONS. 
 
6.1 Slight Injury. Injuries other than those defined below as ‘serious’, will be recorded as ‘slight’ and 

include ‘whiplash’ and slight shock requiring roadside attention. Persons who are merely shaken 
and who have no other injury should not be included unless they receive or appear to need 
medical treatment. 

 
6.2 Serious Injury. Examples of ‘serious’ injury are: 

 
• Detention in hospital as an in-patient, either immediately or later or, 
• Fracture affecting mobility or has a potential to be life threatening (i.e. injury to limbs, 

skull or torso) or, 
• Severe cuts and lacerations or, 
• Severe shock requiring hospital treatment, or 
• Injuries to casualties who die 30 days or more after the collision from injuries sustained 

in that incident. 
 

6.3 Fatal injury includes only those cases where death occurs in less than 30  days as a result of 
the collision. ‘Fatal’ does not include death from natural causes or suicide. (N.B. – these may 
be very difficult to determine. Unless there is clear evidence of suicide or natural causes, the 
incident should be treated as a Fatal injury.) 

 
 
7. OFF-ROAD and OTHER COLLISIONS. 
 
7.1 While the following are not reportable collisions as defined under the Road Traffic Act 1988 

and there is no requirement to complete a national collision reporting form. A police officer or 
police staff member will complete the National Statistical Recording Forms (MG/NSRF/A) 
where injury is sustained in the following circumstances:- 
 

• Injuries to pedal cyclists and horse riders. If an injury is sustained on a road, bridle 
path, country track, public place, or private road (where motor vehicles are lawfully 
allowed to use them) even when no other vehicle is involved.  

 
• Collisions whereby any person is injured when a vehicle has a collision on the public 

highway, including toll roads and bridges, even if the only injury is to the driver. An 
example would include collision with a fallen tree. 

 
• Collisions on railway level crossings. 

 
• Collisions involving the confirmed suicide of a driver, provided that no other person or 

vehicle is involved. 
 

7.2 The following are reportable under the Act and will be subject to the normal reporting procedures 
as outlined in this policy. 
 

• Collisions involving boarding and alighting from Passenger Carrying Vehicles (PCV’s) 
and passengers already aboard a PCV that are injured, with or without the involvement 
of another vehicle, or a pedestrian being struck. For example, PCV brakes sharply and 
occupant falls while inside vehicle, sustaining injury. 

 
• Collisions resulting from deliberate acts of violence (for example, where a vehicle is 

stolen and the offender deliberately drives at the victim). This excludes casualties 
identified as confirmed suicides. 
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8. CAR PARKS.  
 
8.1 The police will not generally investigate or record collisions involving minor damage which occur 

in the course of low speed manoeuvres in a public place, e.g. public car parks. If there is no 
injury, the person reporting will be issued with a WT898 self-reporting form (see paragraph 13.4 
below). An incident log will be created to briefly record the incident, including the name and 
address of the person reporting, and the Vehicle Registration Mark -VRM(s) (where known) will 
be recorded.  

 The incident log number will be recorded on the self-reporting form prior to issue and the log will 
be closed detailing what action has been taken. There is no requirement to keep the log open.  

 
8.2 Where injury is sustained, or allegations are made that may result in court action (for example, 

one of the parties failed to stop, or failed to exchange names and addresses); or substantial 
damage is caused and the officer considers that there is sufficient evidence about the manner 
of driving to prove an offence for which there is a realistic prospect of securing a successful 
prosecution. Then details will be recorded via the national collision reporting form and be 
investigated by a police officer.  

 
8.3 National statistical recording forms (used for injury RTC only) should not be completed for 

collisions occurring on private roads, or in public car parks, except where a pedal cyclist or 
horse rider is injured. 

 
 
9. MAJOR COLLISIONS. 
 
9.1 Very serious collisions, such as multiple crashes or those involving public  transport on which 

Government Ministers might be required to make a statement to Parliament or the media, 
should be reported to the Department for Transport (DfT). The full criteria and format for such 
a report is held by the Duty Inspector, Contact Management Centre (CMC). 

 
 
10. CRITICAL INCIDENTS. 
 
10.1 It will be rare for an RTC to constitute a ‘Critical Incident’. There may, however, be factors 

surrounding the occurrence that may result in the criteria for a ‘Critical Incident’ being met. 
These include the following (not an exhaustive list):- 
 

• High numbers of casualties, 
• Prominent person involved, 
• Excessive media interest, 
• Public disorder, 
• Hazardous chemicals affecting more than the immediate scene. 

 
10.2 The Force Policy on Critical Incidents must be followed. It is important that the definition is 

applied in a common sense way. For an incident to be ‘critical’ it will need to have some ‘added 
dimension’ - a common-sense judgement based on intelligence and information available at the 
time. The Policy seeks to strike a balance between over and under reaction as concerns 
incidents. 
 

“The OBJECTIVE of the management of a POTENTIALLY Critical Incident is 
PREVENTION of a SUBSTANTIVE Critical Incident.” 

 
“The OBJECTIVE of the management of a SUBSTANTIVE Critical Incident is 
DE_ESCALATION of the Critical Incident.” 
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11. ROAD DEATH and POTENTIAL ROAD DEATH COLLISION REPORTS.    
 
11.1 Road Death Investigation Manual – All road death incidents will be conducted in line with the 

ACPO Road Death Investigation Manual. This is available for reference in print and CD ROM 
format at each of the Force Traffic hubs, Central Motorway Police Group, the Contact 
Management Centre, and the Crash Investigation Unit.  

 Officers should refer to Policy & Procedure Manual RO8 Road Death Investigation. 
 
11.2 Road Death Circulation. The details of all road death and potentially life threatening serious 

injury collisions will be circulated via OASIS command and control and must include notification 
to the Force Fleet Manager if it involves a police vehicle. If, following such a circulation, a 
serious RTC becomes a fatal RTC (less than 30 days after the collision); the OASIS message 
switch will be repeated showing the updated status. 

 
11.3 Road Death Crime Recording. In any Road Death Incidents involving Death by Dangerous 

Driving, Death by Careless Driving, or where a driver fails to stop; informing and involving the 
CID in the investigation will avoid the presumption that they are purely accidental. A crime 
report cross-referenced to the Collision Report will be submitted when such offences resulting 
in death are disclosed. Where there is evidence to support a prosecution for such offences, 
the early advice of the Crown Prosecution Service (CPS) should be sought. In every case, an 
advice file will be sent to the Chief Crown Prosecutor for advice on whether to institute 
proceedings.  

 
11.4 Crime Recording – Deceased Offender. RTCs resulting from dangerous or careless driving 

which involve the death of someone in addition to the death of the offender are particularly 
sensitive. Senior Investigating Officers (SIO) should always confer with the Crime Manager for 
the LPU concerned and should consider seeking the advice of the CPS. Criming the incident 
may have a significant effect on the outcome of the Coroner’s inquest and claims for 
compensation via the civil courts. 

 
11.5 For Road Death or potential Road Deaths involving a police officer, special constable or 

police staff, please refer to the Professional Standards policy & procedure.  
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PART THREE:   ROAD TRAFFIC COLLISIONS: - ACTIONS. 

 
 
12. INITIAL ACTION ON RECEIPT OF A REPORT of an RTC.
 
12.1 Receipt of report. Upon receipt of a reported collision, suitable enquiries will be made to 

ascertain if police attendance is required. This decision will be made in the light of the definition 
of a recordable collision and whether the situation is on-going, or historical. If the incident is not 
immediate or early response, parties reporting should be advised to attend a Police Station and 
obtain a self-reporting form WT898. 

 
12.2 Police Attendance. Minor collisions will not usually require police attendance or investigation. 

Upon receipt of a reported collision, suitable enquiries will be made to ascertain if police 
attendance is required. Callers will be clearly informed as to whether police will attend or not. 
Advice will be given as to the self reporting scheme. An OASIS command and control log will be 
endorsed accordingly. It is essential that the caller be left in no doubt as to the extent of police 
involvement. 

 
 
13. REPORTS TO A POLICE STATION: - ACTION BY ENQUIRY OFFICERS. 
 
13.1 Assessment. Where parties attend at a police station to report a collision,  sufficient enquiries 

will be made by the station Enquiry Officer to identify whether or not the recording criteria 
applies and whether any other procedure is necessary; e.g. breath test screening.  

 
13.2 In Person. It is a requirement under the Act that the report is made by the  person concerned, 

not on behalf of someone else. Should reports be made at Police Stations by friends or 
relatives, the report must not be taken unless and until the person concerned attends, unless 
the RTC is immediate and on-going. 

 
13.3 Non-recordable incidents. If the recording criteria do not apply, or if the collision occurred more 

than 30 days previously; the person reporting is to be advised accordingly and brief details 
recorded on an OASIS log as a station resolution. The basic details, including the name and 
address of the person reporting, and the VRM(s) should be recorded in the log and the person 
provided with the OASIS log number. They should also be told that that is the limit of the police 
involvement. There is no requirement to keep the log open. 

 
13.4 Non-injury.  
 
13.4.1 If there is no injury, but allegations that may result in court action are made, or one of the parties 

failed to stop, or the parties did not exchange names and addresses. Then the party reporting 
will be issued with a WT898 self-reporting form.  

 
13.4.2 An OASIS command and control log will be created to record the incident. The basic details, 

including the name and address of the person reporting, and the VRM(s) (if known) will be 
recorded in the log. 

 
The incident log number will be recorded on the form prior to issue 13.4.3 and the log will be closed 
detailing what action has been taken. Front Office staff should also endorse the report clearly 
with the words NON-INJURY. (N.B. – Statistical forms are only required for injury RTCs). 

 
13.5 Slight Injury. 
 
13.5.1 If there are any slight injuries, then the RTC must always be subject of a report. The Enquiry 

Officer will open an OASIS log to record the brief details. This should include the name of the 
person reporting, the location of the RTC and the VRM(s) of the vehicles involved. 
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13.5.2 The person reporting should be issued with the WT898 Self-Reporting form, which will be 

clearly marked by the Enquiry Officer with the OASIS log number.  
 
13.5.3 In addition, the person reporting should also be issued with the Collision Report form 

(MG/NCRF). They should be instructed to complete those parts of the form highlighted in blue. 
Parties should be allowed to complete the form at the station. If they decide otherwise, they 
should be instructed to return the form to the same police station within seven days. They 
must be told that the collision will not be recorded until the forms are returned, together with 
the relevant driving documents. For this reason, postal returns are not acceptable. No further 
enquiries or action will be taken where forms are not returned. 

  
13.5.4 To reduce inconvenience persons living some distance from the station where the report is 

made should be advised to complete the report at the time of issue, and be given form 
HORT/1 to produce their documents at a station of their own choosing.  

 
13.6 Serious Injury. If there are any injuries that amount to more than slight injury, then the self-

reporting procedure is not suitable. A police officer must always deal with these RTCs. Such 
incidents will always be recorded on a Collision Report form (MG/NCRF). 

 
13.7 Use of Non-Operational Officers or Staff. If a person reports an injury RTC, all reasonable 

attempts should be made to use non-operational police officers, or police staff, to record the 
details. Consideration may be given to using staff from Contact Centres, however, local 
arrangements are encouraged so as to minimise inconvenience and disruption. An ongoing 
dynamic risk assessment should be conducted as regards issues relating to ‘confrontational 
duties’. Whilst it may be administratively expedient to call operational officers or Police 
Community Support Officer’s (PCSO) from patrol, this is actively discouraged as contrary to 
policy, as it takes officers and PCSOs away from their patrol function to deal with an historic 
and minor collision. 

 
13.8 Document Return. The completed form should be returned to the police station together with 

any vehicle documentation for inspection. The forms must be checked by the Enquiry Officer for 
completeness. If there is any reported injury, there must be a sketch plan to enable accurate 
plotting of the location. The Enquiry Officer must check the driving documents. If offences are 
disclosed, an HORT2 must be completed and submitted with the forms. Particular attention 
must be paid to the correct names, addresses and dates of birth. The Enquiry Officer must sign 
the back page of the Self-Report form, with their payroll number, and forward all papers to the 
RTC Clerk. If parties do not volunteer vehicle documentation for inspection by a station enquiry 
officer then it may be necessary for a police officer to formally request production in line with the 
HORT1 procedure. 

 
13.9 Outside Force Area. If the reported RTC occurred on another Force area, the West Midlands 

Police forms will still be used. The forms should be completed at the time, and forwarded to the 
Force concerned. An OASIS log will be completed in every case.  

               (NB. Whilst the need for Enquiry Officers to check returned papers is always important, it is 
critical that special attention is paid to those documents which refer to collisions on Motorways. 
Any unchecked errors cause a disproportionate amount of rectification in view of the distances 
that need to be covered, as CMPG cover three police areas and five Counties.) 

 
 
14. POLICE ATTENDING THE SCENE of an RTC. 
 
14.1 Initial Action. When an officer attends the scene of a reportable collision, the officer will ensure 

that the recording criteria still apply.  
 
14.2 Non-Recordable. In the event of a non-injury collision, where the Road Traffic Act has been 

complied with and where a prosecution is unlikely to result, then the matter should be 
concluded by ensuring that full details are exchanged between parties. Sufficient information  
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 is then to be entered on any OASIS Command and Control incident log and the parties 

advised that no further police involvement will take place. The parties will be supplied with the 
OASIS log number. 

 
14.3 Non-Stop. In the event of a non-injury, non-stop RTC, attending officers may consider the issue 

of a self-reporting form.  
 
14.4 Breath Testing and Identity Checks. All drivers involved in a collision on a road or public place 

where a police officer attends will be breath tested, irrespective of how the incident will be 
recorded, in accordance with Policy and Procedure D6. If, for any reason this is not done, the 
facts will be made subject of a report within the Collision Report to the officer’s supervisor 
whose responsibility it is to ensure that procedures have been satisfactorily followed. If the 
recording criteria are not fulfilled and a Collision Report is not required, an entry will be made on 
the OASIS log giving reasons why breath testing was not carried out. In addition, parties 
involved in the collision will have their identities and driving documents checked before Police 
leave the scene. 

 
14.5 Actions. When recording is required, the reporting officer will ensure that enquiries are 

completed as far as practicable at the time. Where appropriate officers will be required to take 
the following actions: 
 

• A Collision Report form (MG/NCRF) will be completed as fully as possible with details 
of all parties involved and any witnesses, 

 
• Verbal explanations after caution from drivers will be recorded and signed thereby 

generally eliminating the need for a formal interview, 
 

• Relevant vehicle document details will be recorded and an HORT/1 issued if 
appropriate, highlighting the need to record insurance details and fixed to the 
appropriate page of the Collision Report form, 

 
• Where appropriate, statements should be obtained from witnesses who reside outside 

the force area. It is permissible to provide a witness questionnaire and pre-paid 
envelope, if expedient. 

 
• A summary of independent evidence will be prepared. If witnesses are not 

immediately available, they may be contacted by telephone or sent a witness 
questionnaire, WT967, along with a pre-paid reply envelope. Only in exceptional 
circumstances, or when required by CPS, will an officer be required to visit a witness 
and record their statement of evidence. 

 
• In the case of non-stop collisions, all reasonable enquiries should be carried out at 

an early stage to identify the driver involved. The PNC should be interrogated and 
where appropriate, an entry made. Any circulation will be printed and included with 
the case papers. The Force Linked Intelligence System (FLINTS) registration 
number search facility and the Force (Automatic Number Plate Recognition –ANPR) 
database should also be considered.  

 
• When minor-damage non-stop collisions are reported and there is no evidence that a 

motorist is aware of their involvement in a collision or where it is reasonable to assume 
such a lack of knowledge. The Collision Report form will be endorsed to this effect. 
Prosecution should be reserved for those incidents where there is evidence of a clear 
attempt to evade the duties imposed under section 170, Road Traffic Act 1988. 

 
• Endorsement – non-stop collisions. The Collision Report forms have a facility to 

indicate non-stop collisions. However WT898 self-reporting forms should be endorsed 
‘Non-Stop’ at the top front cover to assist administrative procedures. 
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Power Of Arrest – non-stop collisions. Section 71 of the Criminal Justice and Police 
Act 2001 creates a power of arrest in circumstances where a driver fails to stop after a 
collision and where personal injury has been caused to a person other than the driver. 

• 

 
• Any retained evidence, for example, the recorded note of a registration number etc., 

should be dealt with in accordance with the policy relating to ‘detained property’ (Policy 
and procedure P17 – P18). Any such material should not be attached to the Collision 
Report form but should be referenced on an attached MG12 (exhibit list) along with a 
photocopy, where appropriate, of the relevant material.  

 
• A summary of the circumstances of the collision should be completed within the 

Collision Report form. For the majority of incidents, it will not be necessary to 
submit a WT897 collision decision report. These forms should only be used for 
more complex cases intended for prosecution.  

 
• Notices of intended prosecution and request for name and address of drivers should 

be forwarded to registered keepers/drivers where appropriate and a certificated copy 
of the notice attached to the collision form (Reference must be made to guidelines on 
the issue of these forms which are now available on the intranet). 

 
• National Driver Improvement Scheme: – where officers consider that the fault of a driver 

is clear and involves a sole offence of Section 3 Road Traffic Act, they may recommend 
referral to the scheme. The Driver Improvement Scheme is a case disposal decision and 
as such, will be made by a Supervisor. Officers will not, therefore, make such an offer to 
a driver.  

 
 

14.6  Supervision. Supervisors will ensure that such enquiries as are reasonable in the circumstances 
are undertaken in the spirit of this policy. 

 
 
15. INITIAL SUBMISSION of RTC REPORTS. 
 
15.1 Initial Submission. It is essential that all RTC reports are submitted promptly. Collision Report 

forms should be submitted to supervision prior to the end of that officer’s tour of duty. It is 
permissible to hold the submission of the report if the severity of the injury is not clear. This 
must never exceed 48 hours. Self-reporting forms completed by members of the public must 
be forwarded to the RTC Recording Clerk without delay. 

 
15.2 Probable total loss vehicles. In all cases that are reported to the police, where damage to a 

motor vehicle is such that it is a probable total loss. Irrespective of how the collision is 
recorded, a V23 form (probable total loss), will be submitted. 

 
15.3 Review. Supervisors will immediately review all Collision Reports. They will ensure that 

discretion in recording is being exercised appropriately and in accordance with this policy. In 
particular, the Collision Report form and the MG/NSRF/A must be submitted with sufficient 
information to allow decision-makers to direct appropriate action and for HQ Organisation and 
Service Development Department Collision Data recorders to enter details onto the force 
database. 

 
15.4 Decisions. Supervisors will promptly submit Collision Reports to the RTC Recording Clerk, 

clearly marked with a disposal decision, or for return to a named officer to make further 
enquiries. In making this decision, supervisors must make a reasoned judgement based on 
the likelihood of prosecution. Again, providing supervisors act in good faith and in 
accordance with this policy, then errors of judgement will not attract adverse comment.  
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16. RTC FURTHER INVESTIGATION. 
 
16.1 Investigation Criteria. Where immediate decisions cannot be made on recorded RTCs, such 

cases need investigation only to the point at which a disposal decision can be made. It is 
important to include the confirmation of appropriate vehicle documentation in all cases. It is 
also important that officers have regard to the guidelines for prosecution when considering the 
extent of enquiries that are necessary.  

 
 The National Driving Charging Standards are available on the Criminal Justice Department 

Web-site.  
 CPS guidelines are available on the Operations Road Policing Web-site. 

http://intranet2.wmpad.local/pdf/CPS%20Charging%20Policy1.pdf  
 
**Strict time-scales apply to this procedure, so submission of the report must not be delayed.  
 

16.2 Witness questionnaires. Forms WT967 witness questionnaires are available for use in 
most circumstances. Submissions of completed questionnaires with the decision file are 
acceptable, although occasions will arise when formal statements will replace them. 

 
16.3 Disposals. Supervisors will ‘minute’ either the Collision Report form or WT898 self-reporting 

form with their observations and indicate their disposal decision. Providing such decisions are 
made in good faith and in accordance with this policy, then no adverse comment will result 
where errors of judgement occur. 
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PART FOUR:   ROAD TRAFFIC COLLISION: - ADMINISTRATION. 

 
 
17. RTC ADMINISTRATION PROCEDURES: - ACTION BY LPU RTC CLERKS. 
 
17.1 Self Reporting Forms. Upon receipt of a self-reporting form, which  involves an injury, RTC 

Clerks must check that the statistical returns are completed correctly and attached. If not, the 
forms must be returned to the person who completed them together with instructions and a 
covering letter, explaining that the collision will not be recorded until such time as the forms 
have been correctly completed and returned. The RTC must not be recorded unless and until 
these are correctly submitted. 

 
17.2 Self-Reporting Forms – Non-stop Collisions. Upon receipt of a self-reporting form where one 

or more of the other vehicles failed to stop, the RTC clerk or other nominated person/officer 
must forthwith send a Notice of Intended Prosecution form WT800 and the Application for the 
Name and Address of the Driver WT802, to the registered keeper of the vehicle(s) that failed 
to stop. It is essential that this is done immediately to avoid missing the 14 day deadline. 

 
17.3 Self-reporting Forms – MG/NSRF/A. When statistical returns are received attached to self-

reporting forms WT898, involving injury, the RTC Clerk should detach the statistical returns 
and write ‘STATS ONLY’ legibly across the top and submit to Data Services Organisation and 
Service Development Department, keeping the original self-reporting forms, WT898 on LPU. 
This will prevent unnecessary photocopying of papers that are not required to be kept on LPU. 

 
17.4 Collision Report Forms – MG/NSRF/A. When Collision Report forms are received from 

officers, the RTC Clerk should photocopy the whole form. The original should be kept on the 
LPU as a working document and the photocopy sent to Data Services. 

 
17.5 Re-classification. If it becomes necessary to re-classify the severity of RTCs, this will be done 

via the ICIS system. It is also necessary to report the change in status to Data Services. For 
statistical purposes, a serious RTC remains ‘as serious’ if death occurs after 30 days. From 
the point of view of the investigation and the Coroners Court, however, the incident becomes 
a Fatal RTC. 

 
17.6 National Statistical Recording Forms (MG/NSRF/A/B/C/D). The national statistical recording 

forms are incorporated within the national collision reporting form. Upon receipt, the RTC 
Clerk should carefully detach the blue statistical records and photocopy the relevant 
completed sections of the national collision reporting forms:  

 
•  Accident Statistics Frontice-piece (MG/NCRF/A) 
•     Sketch Plan (MG/NCRF/F1) rear of form A 
•     Vehicle Record (MG/NCRF/BC) 
•  Casualty Record (MG/NCRF/D) 

  
Staff responsible for submitting a weekly WT972 return listing the LPU collision records and 
references (generated by the CJU-ICIS system) will send this, together with copies of 
the NCRF, as listed above and original blue statistical returns to Data Services, Organisation 
and Service Development Department, 5th Floor, Lloyd House, HQ. 
 
 

18. ICIS SYSTEM. 
 
18.1 ICIS System. The RTC Recording Clerk will maintain on the ICIS system, a record of all collision 

records and their movements. On receipt of a Collision Report form or damage only WT898 self-
reporting form, an ICIS CJU record will be completed for each collision and a sequential LPU 
collision number issued. In the case of a minor injury self-reported collision, this will only be 
recorded when all the papers have been reviewed and quality checked by the RTC Clerk’s line 
manager/supervisor. 
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18.2 Case Creation & Finalisation. Upon receipt of a Collision Report marked for either prosecution 

or written warning, RTC Clerks will create a case from the RTC following procedures on the 
ICIS system. The RTC will be filed upon completion of the case at court or following the sending 
of the written warning. A letter must be sent to the other parties informing them of the result. 

 
18.3 Driver Improvement. If the Collision Report is marked for Driver Improvement Scheme, the RTC 

clerk will follow the procedures for notifying the driver and the service provider. Particular note 
must be taken of the time-scales so that drivers do not avoid prosecution because of the limitation 
of proceedings. The RTC report will be filed when notification has been received that the driver 
has complied. A letter must be sent to the other parties informing them of the result. 

 
18.4 NFA. In cases involving ‘No further action’, parties to the RTC must be informed of the result 

in writing. It is vitally important that a member of the public is left in no doubt as to the limit of 
our involvement so that further query or correspondence relating to the collision is avoided. 

 
18.5 Non-Stops. In non-stop incidents where the offending vehicle cannot be identified or located, 

it is permissible to file the report pending any further information coming to light. A letter 
must be sent to the person reporting, informing them of the result. (See Appendix 1 for 
sample letter wording) 

 
 
19. RTC - DECISION MAKING. 
 
19.1 Uniformity. LPU Commanders will be responsible for ensuring the uniformity of process 

decisions. This function may be delegated to an officer who has the appropriate skills and 
authority to ensure compliance with Policy and Prosecution guidelines (e.g. the LPU Data 
Manager). 

 
19.2 National Driver Improvement Scheme (NDIS). Whenever an offence of Section 3, Road Traffic 

Act is made out, decision-makers should consider the National Driver Improvement Scheme. 
The decision to offer an offender a place on a driver improvement course should be based on 
a subjective test regarding the individual’s driving which led to the offence. It is usually 
unjustified to place an offender before the Court mainly because of the consequences and 
aftermath of a collision or incident. There are however, exceptions to this rule; e.g., if the 
incident causes serious or fatal injury to a third party or the person’s driving is bordering on 
dangerous (Section 2 Road Traffic Act 1988). 

 
19.3 Criteria for NDIS referral.  
 
 The following criteria apply in deciding whether a case is suitable for NDIS referral. 

 
• There must be a realistic prospect of a successful prosecution, 
• There are not any other offences involved in the incident/collision which MUST be 

dealt with by prosecution; e.g. no insurance, 
• There must not have been a previous driver improvement course offer to the 

individual within three years of a previous offer, 
• The driver is the holder of a full current driving licence or possesses a certificate of 

competence to drive, 
• A decision-maker should not discriminate as to age, ability, or the distance involved 

for the driver to attend the course, 
• Following the examination of an offence or collision report, it may transpire that a party 

involved in a collision may benefit from this course without the consideration of 
prosecution upon default. A facility exists whereby the decision-maker may invite any 
such individual to refer themselves for such a course. These files will be dealt with by 
an official ‘no further action’ letter. 
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19.4  cisionsConstrained De .    

• Offences of no insurance should never be subject of a caution (referred to on ICIS as 
a ‘written warning’).  

• For offences of Section 3, Careless or Inconsiderate Driving, there is a presumption 
that the Driver Improvement Scheme will apply, unless circumstances dictate 
otherwise. Written warnings for these offences should be very rare.  

• All other offences may be dealt with on their merits. For all RTCs where the outcome is 
particularly severe, decision-makers must seek the advice of the CPS.  

• Decision-makers should be particularly mindful of the limitations of proceedings that 
apply to summary only offences. 

 
 

19.5 Pre-Charge Advice.  
 
 The police can make summons and charging decisions in all motoring cases EXCEPT:- 

 
• Cases involving a death. 
• Offences of dangerous driving. 
• Offences of driving whilst disqualified where there has been no admission in a 

PACE interview to both driving and the disqualification. 
• Offences of being in charge of a motor vehicle whilst unfit where the statutory 

defence may be raised. 
• Offences of the unlawful taking or aggravated taking of a motor vehicle (unless 

suitable for early disposal as a guilty plea in the magistrates’ court). 
 
In relation to the above listed offences, Police MUST seek permission/authority from CPS when 
they wish to issue summonses or charge a suspect. 
 

  19.6 Final Decision. When the decision has been made, the file should be sent to the RTC Recording 
  Clerk without delay, so that the system can be updated and the necessary action taken.  

 
 

20. CORRSESPONDENCE (Supply of Information): - ACTION by RTC CLERKS. 
 
20.1 Areas of Responsibility. All correspondence and requests for information will be dealt with by 

the Contact Centre for the LPU upon which the RTC took place. In the case of RTCs occurring 
on Motorways within the West Midlands, the Central Motorway Police Group CJSU will deal 
with correspondence. 

 
20.2 Supply of Information. Insurance companies and solicitors are charged for information 

supplied in relation to collision reports held by police. The current charges are available from 
the Finance Department and are updated annually. The supplying of information to individuals 
involved in road traffic collisions, will be subject to certain conditions as detailed below. 

 
 
20.3 The Road Traffic Act. The RTA places obligations on parties to exchange  details at the time of 

a collision and officers should endeavour to ensure that relevant information is exchanged 
between parties before leaving the scene. However, there will be a number of occasions when 
this will not be possible.  

 The legal basis for Police to disclose personal information for the purpose of, or in connection 
with, legal proceedings (including prospective proceedings or to obtain legal advice) is Section 
35(2) of the Data Protection Act. 
 

• Information supplied will be restricted to Road Traffic Act details, i.e. Names, 
addresses, VRMs, details of insurance companies (for injury only), date and location 
of the collision, and officer dealing. 
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• Requests must be made in writing, setting out their reasons for making the request. 
• Discretion must be used to satisfy ourselves that the request is made for the 

purpose of pursuing a legitimate legal remedy. 
• If satisfied, the information will be supplied, without charge, with a letter stating that 

this is the basis upon which it is supplied. 
 

20.4 Further Details. On the rare occasions where individuals choose to pursue their own claims, 
and request information other than Road Traffic Act details; they will be subject to the full 
range of charges set by the Finance Department as well as the following conditions: 
 

• Requests must be made in writing, setting out their reasons for making the request. 
• Discretion must be used to satisfy ourselves that the request is made for the purpose 

of pursuing a legitimate legal remedy. 
• If satisfied, the information will be supplied, only upon receipt of the appropriate 

remittance, with a letter stating that this is the basis upon which it is supplied. 
 
 20.5 No Cost Information. The provision of such details to the Motor Insurers Bureau (MIB) and the 

Criminal Injuries Compensation Authority (CICA) will continue without charge. Such information 
will always be supplied in writing and copies will be kept on the file. See paragraph 30.2 below, 
for notification to Local Authorities. (N.B. CICA do not deal with claims arising from an RTC 
unless 

 other criminal offences are also involved, e.g. an assault) 
 
20.6 No Trace on ICIS. If there is no trace of the RTC on the ICIS system it is essential that the 

OASIS Command and Control system be checked prior to sending a negative reply. This is 
available via the Intranet. 

   
(N.B. – In the event of the incident being recorded on OASIS, but not on ICIS, a letter will be 
sent. This can contain personal data relating to the parties involved, the VRM(s) of the 
vehicles involved and the location, time and date. No other data should be disclosed). 
 

20.7 Which Documents should be supplied. Upon receipt of a request for an ‘Accident Extract’, 
together with the appropriate remittance, RTC Clerks should supply copies of the documents 
listed below. (N.B. No requests will be actioned until the case is concluded; either by the 
appropriate NFA or written warning letters being sent, or the case being concluded at Court. 
Requests received before then can be held over until the conclusion of proceedings.) 
 

 Collision Report Form  
 

• All pages including sketch plan and the verbal explanation of drivers. RTC Clerks 
must exclude officers’ opinions (Usually found on the front cover under ‘How 
Collision Occurred’.) 

• The first three pages of the blue statistical forms, but not the last page, page 4, as this 
is likely to contain opinion. 

• Witness statements – to include address and other personal data. 
• Officers’ statements. 
• If plans are available, they should be included. 

 
 Self-Reporting Form  

 
• All pages including sketch plan and the verbal explanation of drivers. RTC Clerks 

must exclude officers’ opinions if present. 
 

 Fatal Report  
 

• Copy of Collision Report Form (as above). 
• Witness statements – to include address and other personal data. 
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• Officers’ statements. 
• Plans, photographs. 
• Vehicle examination report. 
• Collision Investigation report. 
• Digital Video 

 
20.7.1 Fees for these records are decided by the Finance Department who update them annually 

and these rates are available on the intranet – (click here).    
 

20.7.2 Requests for additional copies of documents attract additional fees, which are also listed in 
the Finance Department document. All requests for photographic images should be referred to 
the Photographic Department.  
  

20.8 Excluded Information. Certain information cannot be provided as follows: 
 

• OASIS log print-outs are not to be included. If these are specifically required, the 
request should be referred to Central Information Unit. 

• Copies of PACE interviews. If these are specifically required, the request should be 
referred to Central Information Unit.  

• Copies of ‘999’ call recordings must be referred to the Contact Management 
Centre (CMC). 

• Copies of advice or other documentation attached to the file from the Crown Prosecution 
Service must never be supplied. If these are specifically requested, the enquirer should 
be directed to the CPS. 

• Requests for audiotapes of interviews must be forwarded to Central Information Unit 
and should not be actioned by LPUs. 

 
20.9 Hospital Forms. Section 159(5) of the Road Traffic Act provides a specific requirement for the 

police to provide details of parties involved in an RTC to any hospital to which a casualty was 
taken. Contact Centres are, therefore, still required to produce ‘Hospital Forms’ (ASU54) from 
the ICIS system. 
 

20.10 Research. It is recognised that bona fide academic and similar organisations require Road 
Traffic Collision data to enable them to conduct research into aspects of road safety. LPUs will 
not supply such data, and ALL such requests must be routed through Organisation and 
Service Development Department. 

 
20.11 Section 154(2) of the Road Traffic Act. Solicitors and insurance companies may write to LPUs 

concerning Section 154(2) of the Road Traffic Act. These invariably involve collisions that have 
not been reported to us. The insurance company or solicitor cannot obtain details of the other 
party’s insurance. They then write to us making an allegation of no insurance against the other 
driver and expecting the police to pursue the matter. ACPO advice is to refuse to action 

  these letters, which should be answered accordingly. 
 
 
21. REQUESTS for INTERVIEWS WITH OFFICERS. 
 
21.1 Requests are often received from insurance companies or solicitors seeking to interview Police 

Officers following a Road Traffic Collision when there is some dispute between the parties. 
 Criminal proceedings against either party will have been concluded, indeed, criminal 

prosecution may not even have been instituted. In such circumstances, the evidence of one or 
more Police Officers who attended the scene may make the difference between civil 
proceedings or an out-of-court settlement. In these circumstances, therefore, the procedures 
outlined in policy Disclosure of Information for Criminal and Civil proceedings D03 do not apply.  
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21.2 On receipt of such a request, it should be directed to the RTC clerk of the LPU concerned. If the 

request is not accompanied by the appropriate remittance for the requested service, this will be 
sought and no action taken unless and until payment has been made. Charges for such 
interviews are set by the Finance Department and are reviewed annually. 

 
21.3  Once logged and the remittance forwarded to the LPU Business Manager, the request will be 

endorsed accordingly and forwarded to the officer’s Inspector. It is still a requirement that an 
officer of at least the rank of Inspector is present during the interview. There is no requirement 
for a report to be submitted to the LPU Commander at the conclusion of the interview. 

 
21.4 Invariably, the person interviewing will take notes and will later return a completed statement 

for the officer to make any additions, alterations or amendments. It is vitally important that 
officers adhere rigidly to known facts and scrupulously avoid conjecture and opinion. Such 
interviews usually result in a statement. 

 
21.5 On the return of such a statement, it must be reviewed by an officer of at least the rank of 

Inspector, preferably the same individual who sat in the initial interview. Once approved, the 
statement may be signed and returned. LPU RTC clerks must note that in these 
circumstances, only the cost of the interview is required and no separate charge will be levied 
for the resulting statement. 

 
21.6 Any court appearance arising out of the provision of such a statement will be dealt with in 

accordance with paragraphs 6 and 7 of Policy and Procedure D03. 
 
21.7 If the request concerns an RTC involving a Police Vehicle, then this procedure does not apply. 

All such cases should be referred to the Transport Department. If the request concerns an 
RTC involving a Police Vehicle which is a ‘live’ case, then the procedures detailed in 
paragraphs 1-7 of Policy and Procedure D03 apply. 
 
 

22.  FILING. 
 
22.1 RTC Reports are kept as outlined in the Destruction of Documents Policy. 
 
22.2     * LPU’s – Filed on LPU. 

 * Motorway – Filed at Central Motorway Police Group (CMPG). 
 

22.3 Authorisation: - Before being sent for permanent filing, a check should be  made that 
authorisation at a proper supervisory level has been given. 

 
 
23. LPU DATA MANAGER: - QUALITY ASSURANCE for the RTC FUNCTION. 
 
23.1 The LPU Data Manager will be responsible and accountable for compliance with this policy and 

ensure the quality of reports submitted to the Collision Statistics Section of Organisation and 
Service Department (OSD) is maintained. Any rejected forms will be returned to the LPU Data 
Manager by the OSD. The number of outstanding RTC forms is recorded daily and are available 
via the performance page on the Intranet. 
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PART FIVE:   POLICE COLLISIONS. 

 
 
24. GENERAL. 
 
24.1 A Police Collision occurs when any Police vehicle or a vehicle used for police purposes is 

involved in a collision. It also includes the involvement of any Police animal in the collision, 
whether injured or otherwise. In the case of a pursuit, this may be much wider that would be the 
case in non-police collisions. Effectively, if a vehicle has been pursued and the collision occurs 
because the driver of that vehicle believes that the pursuit is still taking place, or that the driver 
is seeking to evade the continuance of the pursuit, the incident will be recorded as a Police 
Collision (often referred to as a ‘PolAcc’) 

 
24.2 A “police collision” no longer includes police officers private vehicles when travelling directly to 

or from work. Such collisions and reports should not be treated any differently to those 
received involving members of the public. An officer is however considered as being ‘on duty’ 
as far as police pension regulations are concerned. In the case of an injury, the ‘on duty’ 
presumption may alter, affecting the officer’s status under the pension regulations. This will 
depend on the nature of the additional stops made during either journey. If in any doubt, the 
incident should be treated as a Police collision. 

 
24.3 If any West Midlands Police vehicle or vehicle used for police purposes is involved in a 

collision outside the force area, the occurrence must be reported to the local police. This will 
be reported to the Contact Management Centre (CMC) normally by use of the Airwave 
system. If this is not possible, the driver will telephone the particulars to the CMC from the 
nearest available telephone and upon returning to the Force will report the full facts in writing 
to the officer in charge of their LPU or Department. 

 
 
25. INVESTIGATING OFFICERS. 
 
25.1 Normally a supervisory officer from the appropriate Operations Traffic Unit will undertake the 

investigation of collisions involving police vehicles or vehicles used for police purposes. Duty 
supervisors will attend the collision in the first place and commence the report. The first officers 
in attendance will take whatever initial action is required to secure and preserve the scene. 
Details of such collisions will be message switched on the OASIS Command and Control 
system in the appropriate format. 

 
 
26. INSURANCE. 
 
26.1 Form WT807 is now completed on-line on the Force intranet and this must be submitted to the 

Fleet Manager in circumstances where a police vehicle is involved in a collision on a road or 
public place, whether or not the police vehicle sustains damage. Any third party correspondence 
claims relating to damage caused to other vehicles will also be forwarded to the Fleet Manager 
along with any claims in respect of injuries received by the driver or passenger in the vehicle. 

 
26.2 Police drivers involved in any collision (on or off duty) have a responsibility to report the details 

and circumstances of any crash or collision to their own insurance company. In police 
collisions the investigating supervisory officer must ensure this instruction is adhered to 
attaching any supporting documentary evidence to the case papers. 

 
26.3 In line with the general advice issued by insurance companies’ police drivers involved in 

collisions will not make written or verbal statements admitting responsibility to other parties. 
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27. REVIEW OF DRIVING.
 
27.1 Initial Suspension from Driving Duties. Supervisory officers can temporarily remove an officer 

from driving duties after considering all the circumstances of the collision. 
 
27.2 Superintendent to Review. The decision to suspend a driver will be ratified or varied by the 

officer’s Superintendent as soon as possible after the incident. An officer will remain suspended 
from driving duties until reinstated by the LPU Commander or Operations Manager. Further 
consideration of the suspension will be made when the investigation is completed. 

 
27.3 Driving re-test. Consideration should be given to re-test following lengthy suspension, prosecution, 

or where the police driver is considered blameworthy for the collision. 
 
27.4 Payment of Emergency Treatment Fee. If a police officer receives emergency treatment at a 

hospital as a result of a road traffic collision whilst driving a police authority owned vehicle. 
The resulting invoice together with any details of the registration number, date of collision and 
name of driver, must be sent without delay to the Fleet Manager. Any further correspondence 
received from the Health Authority should be dealt with in the same manner. 

 
 
28. FATAL or SERIOUS INJURY POLICE RTCs. 
 
28.1 The Independent Police Complaints Commission will supervise mandatory and discretionary 

referrals to the commission in cases where police officers, police personnel or police vehicles 
are involved in collisions resulting in death or serious injury. They may provide ‘hands on’ 
investigation of these incidents. 

 
28.2 When a road traffic collision occurs, resulting in fatality, or injury in any form, which results 

from police activity, and involves a police officer, or member of police staff, the investigation 
will be made by officers from another force or the Operations Traffic Unit (unless the RTC 
involves an officer or Police Staff from that Unit) to ensure independence. The Professional 
Standards Department maintain an independent role for this force, and will be responsible for 
appointing SIOs in such cases. It is a standing requirement that the duty officer of the 
Professional Standards Department is contacted when such an incident occurs. 
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PART SIX:   MISCELLANEOUS PROVISIONS. 

 
 
29. VEHICLE EXAMINATION, RECOVERY and RETENTION. 
 
29.1 The police, as the investigatory body, must consider the requirement to preserve evidence. 

This includes the need, where appropriate, to Recover, Examine and Retain vehicles involved 
in collisions. Although it is recognised that mechanical defects are a causation factor in only 
3% of collisions, it will often be the case that a party will claim such a defect as a cause. 
Evidence is needed to rebut such claims, or to prove that the damage was as a result of a 
collision and not a cause.  

 
29.2 Fatal or potentially fatal collisions. The Road Death Investigation Manual gives guidance for 

Road Death Senior Investigation Officers (RDSIOs). In brief, the vehicles involved should 
always be recovered for examination. The vehicle examination report will always form part of 
the Coroner’s or Prosecution file. RDSIOs must consider the most secure methods of 
transport and storage to ensure the integrity of the evidence. Advice from the collision 
investigator/vehicle examiner involved in the case should be obtained before utilising any of 
the below recovery methods. Collision debris, bumpers, windscreens, body panels, trim etc, 
will not be placed inside vehicles, as this can compromise evidence. If SOCO are required to 
attend, the vehicles must not be moved until their examination is concluded, or they are 
satisfied that they can be moved. 
 

• Spectacle Lift, 
• Full Lift, 
• Total Lift, 
• Damage Free Total Lift, 
• Sheeted Lift, 
• Fully covered recovery. 

  
29.3  Retention – potential defendant. When prosecution is being considered, it is vitally important to 

identify such cases at an early stage. The important case is R. v Beckford and refers to the 
need to ensure that defence lawyers and examiners working on their behalf have the 
opportunity to examine the vehicle and that the evidence is properly preserved and maintained 
until all possible Court proceedings are complete, or a signed disclaimer is provided. The advice 
of the CPS should always be sought prior to disposal of the vehicle. It must be emphasised that 
only a defendant (or other person at risk of prosecution) has the right to have the vehicle 
independently examined. 

 
29.4 Retention – other fatal incidents. When there is no potential defendant, the vehicle should 

be retained until the agreement of the Coroner has been received to dispose of the vehicle.  
 
29.5 Retention – promptness. It is imperative that the RDSIO notifies the recovery operator that 

the vehicle is on retention; ideally at the time of recovery or as soon as practicable 
afterwards in cases of fatal or serious collisions  so there can be no mistakes in releasing it 
inadvertently.   

 
29.6 Retention – Vehicle Recovery Unit. It is important that the officer in charge (OIC) keeps the 

Vehicle Recovery Unit (VRU) informed at regular intervals of the status of the vehicle (i.e. 
release or continued retention) to prevent storage charges from mounting up (e-mail 
notification is satisfactory). 

 
29.7 Other RTCs. Unlike fatal or potentially fatal collisions, there is no presumption that a vehicle 

will be recovered for examination, unless there are specific reasons to do so. One of these 
would include a driver putting forward a defence of mechanical defect, unless the 
circumstances are such that a prosecution is unlikely to result. 
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29.8 Retention – non-fatal incidents. If it is necessary to remove and examine a vehicle involved in 

a non-fatal RTC, the same principles enshrined in R. v Beckford apply; the defence should be 
given the opportunity to have the vehicle examined. Retention after that should rely upon the 
advice of the CPS and the defence willingness to provide a disclaimer. 

 
29.9 Examinations – general. A person qualified under Section 67 of the Road Traffic Act should 

carry out examinations. If an unqualified officer wishes to carry out an examination of the 
vehicle, the driver has a right to defer that examination unless it follows an RTC. Nothing in 
law or in this policy prevents a police officer from reporting defects in a vehicle’s condition. 

 
29.10 Vehicle & Operator Services Agency (VOSA). In all serious and fatal RTCs, suitably qualified 

officers must carry out examinations. Certain circumstances may dictate, however, that 
Department for Transport (DfT) VOSA examiners be called out and this will be done by the duty 
officer at the Contact Management Centre (CMC), unless local arrangements are in place. 

 
29.11 Vehicle Release. No vehicle that has been recovered in connection with a Fatal or Serious 

RTC will be released without the specific authorisation of the RDSIO. 
 
29.12 Early Release of Vehicles. The general principle is that in such circumstances vehicles 

should be retained until the conclusion of the prosecution and any period of appeal. Whilst 
this principle remains it would appear that in many cases vehicles are being retained 
unnecessarily. This can result in hardship and financial loss for the owner and leads to the 
accumulation of significant storage fees for their retention. 
  

• Where a mechanical defect is found and it is believed to be a contributory factor to 
the collision, the vehicle will be retained until the conclusion of the case. 

 
• Where no mechanical defect is found or it is considered not to be a contributory 

factor the police will invite the defence / defendant to indicate whether they wish to 
have the vehicle independently examined. This should be done by sending a 
recorded delivery letter to the accused/owner as per Appendix 2. This will provide 
the vehicle’s identity, its current location, and the results of any police examination. 
It will also provide the accused/owner with a period of 56 days to respond to the 
invitation to have the vehicle examined.  

 
• Where written agreement is received accepting the police findings the vehicle can be 

disposed of using the most appropriate means, provided that the CPS agree. 
 

• Where notification is received disputing the findings, the vehicle will be retained until 
such time as an independent examination has been completed. Once this has been 
done, consultation should then take place between all parties concerned in relation 
to the necessity for further retention. Where agreement cannot be reached the 
vehicle will not be released until the conclusion of the case. 

 
• If no response to the letter is received, CPS should be consulted regarding the need to 

retain the vehicle. In all other cases where the release of a vehicle is being considered, 
consultation should take place between the RDSIO and CPS Prosecution Team 
Leader (Level D Grade), before any action is taken.  

 
• Any property in or on the vehicle which by virtue of its size weight or positioning, may 

have contributed to the cause of the accident, will also be subject of this policy. 
Advice in relation to this can be obtained from the Collision Investigation Team at 
Aston Police Station on extension 7982 6934. 
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30.  STREET FURNITURE and ROAD DEFECTS 
 
30.1 Reporting of Damage. When street furniture is damaged in the collision or if street furniture or  
  road defects appear to have contributed, the Local Authority will be informed of the nature and  
  location of the damage or defect at the earliest opportunity. This will usually be by telephone  
  from the Contact Centre.  
 
30.2 Notification in Writing. LPUs will no longer forward details of the vehicle and driver concerned to  
  the Local Authority. This information will be collated and provided by Organisation and Service  
  Department (OSD). LPUs must, therefore, include in the weekly WT972 return listing submission  
  to Data Services, “Damage-only” collisions. 
 
 
31. HEALTH AND SAFETY EXECUTIVE. 
 
31.1 In collisions involving serious injury or death, officers should always consider reporting details 

to the Health and Safety Executive (HSE) who may make further enquiries. No Police 
enquiries should be delayed until the HSE attend if indeed they do. It must be clearly 
understood that Police enquiries for the CPS and the Coroner override those for the HSE. 
Should the HSE wish to attend interviews, the advice of the CPS must always be sought. No 
interviews will be delayed awaiting HSE availability. 
 
 

32.  RTCs INVOLVING BRIDGES 
  

32.1 Whenever a road traffic collision occurs whereby a vehicle collides with a  railway overbridge, 
however slight, it is imperative that all railway traffic is stopped from crossing it until a physical 
examination has taken place of the structure and the track which it is carrying. To ensure that 
all rail traffic is stopped both Network Rail and British Transport Police must be contacted and 
furnished with the following information: 
 

• Bridge number (available on a plate on the bridge), 
• Between which railway stations the bridge is located, 
• Road name, 
• Which face of the bridge has been struck, 
• Full details of all vehicles involved (including owners details), 

 
Telephone Numbers 
• Network Rail 0121 643 6368 
• British Transport Police (New Street) 0121 643 8785 

 
32.2 Should a similar incident involve a Motorway overbridge, the Central Motorway Police Group 

Regional Control Centre at Quinton must be informed so that they can notify the appropriate 
Maintenance Area Contractor and the Highways Agency. The most effective way is to switch 
an OASIS log to Motorway Control. 

 
 
33. HAZARDOUS CHEMICALS and DANGEROUS SUBSTANCES. 
 
33.1 Additional instructions apply. Force Procedure D2 applies. An extract is repeated here – 

 
33.2 Initial Action. On arrival at an incident involving dangerous substances, information must be 

passed immediately to CMC either direct or through the LPU Contact Centre, for the call out of 
essential services. The substance and method of dealing with it should be identified, if 
possible, using the codes displayed on any packaging or storeroom, or of any vehicle or 
detailed within a company’s or driver’s records. 

 No one should approach the scene to search for casualties until the substance carried has 
been properly identified and its dangers fully understood. 
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33.3 Hazchem Consultative Officer. A Police Hazchem Consultative Officer will be requested to 

attend the scene as soon as possible. These are police officers trained to enforce and attend 
chemical incidents. They possess reference material to enable quick identification of chemical 
substances. They will act as an advisory resource to the Senior Officer attending the scene 
and are aware of Fire Service procedure. The full address of any premises or exact location of 
an incident scene should be passed to the en-route Consultative Officer.  
 
(NB – Hazchem “Consultative” is a searchable skill on Command and Control MDIS). 
 

33.4 Scene Responsibility. The question “Who is in charge?” should more properly be phrased as 
“Who is in charge of what?” The police are at all times responsible for overall control of a scene 
but the Fire and Rescue Service are responsible for dealing with fires, rescue and hazardous 
substances. They will hand over their responsibility for the scene to the Police when they 
declare it safe. 

 
33.5 Action by Contact Management Centre (CMC). The Duty Officer, CMC will instigate procedures 

laid down for such incidents. 
 
  

34.  FIXED PENALTY TICKETS and VEHICLE DEFECT RECTIFICATION SCHEME (VDRS). 
  

34.1 Fixed Penalty Notices may be issued to drivers involved in RTCs, unless the defect or 
relevant offence was a precipitating or contributory factor in the collision. 
 
  

35. OUT OF FORCE ENQUIRIES 
  

35.1 As a last resort LPU officers will deal with enquiries from other LPUs or Forces. Before 
utilising this option, however, consideration should be given to completion of these enquiries 
by reporting officers rather than passing on those enquiries to neighbouring LPUs or forces. 
This will avoid unnecessary paperwork trails between LPUs and between forces, thereby 
reducing Court appearances by enquiring officers to an essential minimum. Given that 
drivers involved in collisions usually make the same journey on a frequent basis through 
particular LPUs or areas consideration should be given to inviting drivers who reside on 
other LPUs or force areas to visit the reporting officer when they are next in the locality. 
Officers from other LPUs or forces making ‘out of town’ enquiries should be encouraged to 
exhaust similar options prior to enquiries being allocated for local resolution. 
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                                  APPENDIX 1.

 
     

 
This matter has been recorded electronically by West Midlands Police under 
reference number: 
 
LOG Number: Dated: 
 
PLEASE RECORD THIS NUMBER AND DATE FOR FUTURE REFERENCE. 
 
If you are not contacted, by the Police, within four weeks from the date of this letter this 
report will be filed. Should you have any further information please let us know. Any 
developments that could identify the other party involved will be investigated and you will 
be advised accordingly. 
 
If you have any enquiries concerning this matter do not hesitate in contacting the Road 
Traffic Collision Clerks on Tel ????????? quoting above reference number. 
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                                  APPENDIX 2.

 
         

  Officer of the West Midlands Police 
  

           Any Police Station 
  
To Potential Defendant.            
Full Address 
  
  
  
On, “date”, your vehicle “make/model/VRM” was recovered by West Midlands Police 
following a road traffic collision at “location”. 
   
The vehicle has now been examined by (or on behalf of) West Midlands Police and attached 
to this letter is a result of their findings. The examination concluded that there were no 
mechanical defects that would have contributed to the collision. 
  
You are invited to take up the opportunity to have this vehicle independently examined (at 
your own expense or as part of your legal expenses – please seek advice from your 
solicitor) whilst it remains in police possession. 
  
If you wish to have the above vehicle examined please respond in writing within 56 days of 
the date of this letter expressing this option.  Once you have replied with your request to 
have your vehicle examined you will have 90 days from the date of reply to make the 
necessary arrangements.  Please note that you will need to notify the police of the time and 
date so that an officer can be available to observe the examination. 
  
If you are in agreement with the conclusions of the police examination in relation to the 
mechanical condition of the vehicle at the time of the accident, you can decline the offer of 
an independent examination in writing and returning it to the above address.  
  
Where you have declined the offer of examination it will be the policy of West Midlands Police 
to arrange the release of the vehicle in question, unless you request its further retention. 
  
Failure to request the further retention of the vehicle pending an independent 
examination following notice of your right to do so may prejudice your opportunity to 
challenge the prosecution evidence on the basis that a mechanical defect in the 
vehicle may have contributed to the collision. 
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                                  APPENDIX 3.

            FORMS.    
   
 
   

 
 MG/NCRF National Collision Reporting Form 
  
 MG/NSRF National Statistical Recording Form 
 MG/NSRF/A (injury to driver/persons – see section 7.1 for category). 
 MG/NSRF/B (four or more vehicles involved). 
 MG/NSRF/C (four or more persons involved) 
 
 WT898 Self-Reporting form (minor damage/injury). 
 
 WT967 Witness Questionnaire 
 
 V23 Notification of loss/potential total loss of vehicle. 
 
 WT800 Notice of Intended Prosecution 
 
 WT802 Application for Name and Address of Driver 
 
 WT972 LPU collision records – statistical weekly return 
  
 ASU54 Hospital form  
 
 WT807 Reporting of police vehicle in RTC (on-line) 
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Version History  
 
 
 

Version Date Reason for Change Amended/Agreed by. 
    
1.0 2004 Initial document  
2.0 1/06/2010 Fully revised document 

to bring it up to date and 
also reflect recent force 
(paragon) changes.    

Inspector 3952 Westwood. 
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