2012 Safety and Security Reporting Manual

Safety and Security Reporting Forms
Safety and Security Setup form (S&S-10)

Overview

At the beginning of the calendar year, each transit agency, except those with an approved Small Systems
Waiver, Natural Disaster Waiver, Planning Grants Waiver or Capital Grants Waiver, must complete the Safety
and Security Setup form (S&S-10). You use this form to identify the modes and type of service (TOS) your
transit agency operates. The system generates one Security Configuration form (S&S-30) for each mode
entered on the S&S-10 form and populates the drop-down boxes on both the Major Incident Report form (S&S-
40) and the Safety Monthly Summary Report form (S&S-50) with these modes/TOS. You must submit the S&S-
10 before you can begin safety and security reporting.

Before completing the S&S-10 form, you may want to check with other departments of your agency to determine
the correct modes and TOS operated by your agency. However, after you submit the form, you can modify it if
you made a mistake, or if your agency adds or discontinues a mode.

e Line 06 of the B-10 Form on the Annual Tab lists the modes and TOS your agency operates.

R
Form Name: Safety and Security Setup Form (5&5-10) Close Form
Check all boxes that apply.

Vehicles Operated by Mode and Types of Service

Line a b

Directly Purchased
Operated Transportation

01 Aerial Tramway (TR) I I

02 Alaska railroad (AR) I I

03 Automated guideway (AG) I I

04 Bus (MB) [l [l

05 Cable car (CC) I I

06 Demandresponse (DR) I I

07 Commuter rail (CR) I I

03 Ferryboat (FB) I I

09 Heawy rail (HR) I I

10 Inclined plane (IP) I I

11 Jitney (JT) [l [l

12 Light rail (LR} [l [l

13 Monaorail (MQ) I I

14 Publico (PB) [l [l

15 Trolleybus (TB) I I

16 Vanpool (VP) I I

17 Other (OR) [l [l

18 Demandresponse Taxi (OT) [l

Close | Submit | print |
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What Has Changed from Prior Year

1. Hybrid Rail (YR), Street Car Rail (SR), Commuter Bus (CB), and Bus Rapid Transit (RB) modes have been
added as choices.

2. Monorail (MO) and Automated Guideway (AG) have been combined into one mode, Monorail/Automated
Guideway (MG).

Step-by-step Instructions

Completing the Safety and Security Setup form (S&S-10)
1. Click on the Safety & Security tab.

2. Click on the blue Safety and Security Setup form (S&S-10) link to open the form.

3. Check the boxes next to each mode and type of service that your transit agency is operating at the
beginning of the calendar year that you are reporting.

e A mode is a system for carrying transit passengers described by specific right-of-way, technology and
operational features.

o Type of service (TOS) refers to how public transportation services are provided by a transit agency:
directly operated (DO) or purchased transportation (PT), also known as contracted services.

4. Scroll to the bottom of the form and click on the Submit button.

e When you first open the S&S-10, the only buttons available to you at the bottom of the screen are
Close, Submit, and Print. After you Submit the form, your button options change to Close, Add /
Delete Mode / Type of Service, and Print. At this point, you can add, discontinue or delete
modes/TOS by clicking on the Add / Delete Mode / Type of Service button (see editing instructions
below).

5. Click on the Close button to exit the form.

e Check the S&S-30 forms (Security Configuration) generated by the system after you submit the S&S-10.
Do they accurately portray the correct modes and TOS for your agency? If not, you need to edit the
S&S-10 form.

Editing the S&S-10

Often agencies start a new mode of service at some point in the calendar year, or stop providing a mode of
service that has been in operation during the year. These changes need to be recorded in Safety and Security
data reporting. If this occurs for your agency, you need to update the S&S-10 form.

Also, if you made a mistake when you initially completed the S&S-10 form and reported a wrong mode/TOS,
you must edit the S&S-10 so the system generates the correct reporting forms.

1. Click on the blue Safety and Security Setup Form (S&S-10) link to open the form.

2. To add and/or delete modes, click on the Add / Delete Mode / Type of Service button at the bottom of the
S&S-10 form.

3. The system generates a new screen.
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<) NTD Internet Reporting -

Logout
NTD ID: 0000 Agency Name:Transit Agency
w o [p—
Form Name: Safety and Security Setup Form (S&S-10) Close Form

[The mode(s) and service(s) operated by your agency: -

To Add a Mode | Type of Service to the 5&5-10, click on the Add Mode | Type of Service Button (Click and add as many modes as necessary.)

Add Mode | Type of Service |
a b c
Mode Type of Service New Service Start Month
Make Selection hs Make Selection hd Make Selection v

To Remove a Mode | Type of Service to the $&S-10, click on the Delete Mode | Type of Service Button (Click and remove as many modes as necessary.)

Delete Mode | Type of Servica
a b C
Mode Type of Service Out of Service Month
Make Selaction v Make Selaction v Make Selection v

_swe | clese |

4. Click on the Add Mode / Type of Service button to add a mode.
5. Select the Mode and Type of Service from the drop-down menus.

6. Select the New Service Start Month from the drop-down menu.

e If you are adding a mode that you forgot to enter on the S&S-10 at the beginning of the Calendar Year,
check January as the New Service Start Month. The Safety & Security reporting module is closed at the
end of each calendar year and a new module is opened at the beginning of a new calendar year, thus
for a mode that was operated in the previous year, January will always be the New Service Start Month.

e If your agency begins providing new service during the year, select the month that the service started.
7. Click on the Delete Mode / Type of Service button to delete a mode
8. Select the Mode and Type of service from the drop-down menus.

9. Select the Out of Service Month.

e This month is the first full month that service ceased. For example, if your agency stopped operating
DR/DO on July 20, you would choose August as the Out of Service Month. Please note, when you
discontinue a mode be careful to select the correct Out of Service month because the system deletes all
reports dated after that month.

e If you are deleting a mode/TOS that you entered in error at the beginning of the calendar year when
you first filled out the S&S-10, select January as the Out of Service Month.

10. Click on the Save button. The system returns you to the original S&S-10 screen.

e When you discontinue a mode during the year for which data was reported, the S&S-10 form still
displays check marks in the mode and TOS boxes, but the system will no longer allow you to enter
reports for that mode.

11. Click on the Close button to return to the Safety & Security Tab screen.
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e If you add a mode, the system generates an S&S-30 form for that mode and you must complete this
S&S-30 before you can enter any new safety and security reports.

In January

City Transit directly operates bus (MB) service and purchases demand response (DR) service. City Transit enters the Safety and
Security Module for the first time at the beginning of the year by clicking on the Safety and Security tab to complete the Safety
and Security Setup form (S&S-10) and reports:

MB / DO

DR/PT

In August the Agency Adds a New Service

City Transit begins directly operating light rail (LR) service. City Transit again clicks on the Safety and Security tab and revises
its existing Safety and Security Setup form (S&S-10):

Click on the Add / Delete Mode / Type of Service button (opens a new screen with separate Add or Delete buttons)

Click on Add Mode / Type of Service button and select light rail (LR) / DO

Enter the new service start date: August

Click on the Save button to return to the S&S-10 form. Click on the Close button to return to the Safety & Security tab screen.

An S&S-30 form for LR / DO is now listed under the Security Configuration Category. Click on the expand symbol to view
and complete this S&S-30 form. You will not be able to enter any incident reports until you submit this S&S-30.

On October 24th the Agency Discontinues a Motor Bus Directly Operated Service
Click on the Add / Delete Mode / Type of Service button (opens a new screen with separate Add or Delete buttons)
Click on the Delete Mode / Type of Service button and select: MB / DO
Enter the out of service date: November (first full month that service ceased)
Click on the Save button to return to the S&S-10 form

You are no longer required to submit S&S-50 forms for MB / DO. If an S&S-50 for November was submitted prior to removing the
mode, that report was deleted from the system.
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