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How to Complete the Bus Accident Form

Who uses this procedure? Pupil Transportation Directors
This procedure lists the steps on completing a bus accident record in the Bus Accidents module.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Tronsportation

System Name: [gurke County - 617 v] vear: [2012

Data Collection: [Select a Data Collection v] Status: New

3. Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Accidents from the Data Collection drop-down list.

The Bus Accidents page appears.

& Pupil Transportation

System Name:  Gwinnett County - 667 v Year: 2012 v

Data Collecton:  pus Accidents Y

Bus Accident Search 2 =

Status: | Select Status A

Accident Month: Accident Date: v

Bus Number: Design Capacity:

4. Click the Create New Bus Accident link.

The Bus Accidents form appears.
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@ Pupil Transporiation
System Name! | Gwinnett County - 667 v Year: 2012 v
Data Collecton: | gus Accidents v Status: New
‘Data Collection)
Search)(Bus Accidents )y Audt Trail)
| Save | Submit | Primt |
Bus Accident Date Desagn Capacity Bus Number

Bus Accidents

The Bus Accident form shall be submitted by the local school system to the Georgia Department of Educabion i accordance with State Board Rule 160-5-3-
[08. The form shall be submitted within 45 days of the accident. An acodent i a sequence of events whch produces unntended injury, death or property
damage. Any school bus incident that: (1) generates a pokce accident or incident report; (2) involves any amount of property damage; (3) nvolves
oparation of the bus which causes personal injury or fatalkty to occupants in the bus, in other vehicles or pedestnans should be reported via the method
prescribed by the Department, This form is used to montor statewsde trends 50 3 more affective safety program can be presented n order to reduce
preventable accidents.

Bus Information -

Bus Design Capacity Bus Number Year Model of Bus
v v
Chassis Manufacturer Body Company Number of Chidren on Bus

5. Read the statement in the Bus Accidents section.
6. Fill out the Bus Information section:
a. Select Bus Design Capacity.

The Pupil Transportation application populates the Bus Number field.
b. Select Bus Number.

The Pupil Transportation application populates several fields: Year Model of Bus,
Chassis Manufacturer, and Body Company.

c. Enter the Number of Children on Bus.
d. Selectthe Bus Driver's Name.

The Pupil Transportation application populates several fields: Bus Driver's First name,
Bus Driver's Last Name, Bus Driver's Age, Bus Driver's Sex, and Years of Driving
Experience. Note: If the name is not listed, fill in the Bus Driver information manually.

Enter the Estimated Bus Pre-Crash Travel Speed.
Enter the Estimated Impact Speed.

e ~ o

Select the Bus Towed from Accident Location.
h. Click the Save button.
7. Fill out the Accident Information section:

Georgia Department of Education
Dr. John D. Barge, State School Superintendent Page 4



Accident Information L

Date of Accident Tme of Accident Weather Condition

| [(3:[H
Accident Reported to what Law Enforcement Case Number Assigned by Agency Reported To Accdent Involved School Bus and
Agency?

[ other vehicle
[OJFixed Object

[pedestrian
Accident Occurred on Roadway Surface Composition Road on Which Accident Occurred
| I —— &
City in Which Accident Occurred State in Which Accident Occurred Accident Severity
GA ¥ v
a. Enter the Date of Accident.
b. Select the Time of Accident.
c. Select the Weather Condition.
d. Enter the agency name in the Accident Reported to what Law Enforcement Agency?

field.
Enter the Case Number by Agency Reported to.

o

Check the option(s) for the Accident Involved School Bus and field.
Note: There can be more than one.

g. Select an option for the Accident Occurred on field.
h. Select a Roadway Surface Composition.

i. Enter the Road on Which Accident Occurred.

j-  Enter the City in Which Accident Occurred.

k. Select the State in Which Accident Occurred.

I.  Select the Accident Severity.
Tip: Hover your mouse over the severity types in the drop-down area to get an
explanation.

m. Click the Save button.
8. Fill out the Other Vehicle Information section:

Other Vehicle Information

Vehicle Type Estimated Vehicle Pre-Crash Travel Speed Other Vehicle Towed from Accident Location? Edit Delete

Note: You must save the Bus Information and Accident Information before adding the Other
Vehicle Information.

a. Selecta Vehicle Type
b. Enter the Estimated Vehicle Pre-Crash Travel Speed.

c. Select Yes, No, or Not Applicable for the Other Vehicle Towed from Accident
Locations? field.

d. Click Add.
e. Click the Save button.
f. Repeat step 8 for all other vehicles involved with the accident.

Note: You can click the Delete link to delete the Vehicle record.
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9. Fill out the Injuries/Fatalities section:

Injuries/Fatalities

ou will need to enter ALL injunies/fatalities that apply to the apphcable Injured Party category.

Injured Parties Treated by EMS & released | Treated by Dr & released  Hospitalized Fatalitios  Total Injuries  Edit  Delete

v Add

Note: You must save the Bus Information and Accident Information before adding
Injuries/Fatalities.

a. Select an option for the Injured Parties field

Enter the number of people that were Treated by EMS & released.
Enter the number of people that were Treated by a Doctor & released.
Enter the number of people that were Hospitalized.

Enter the number of people that were Fatalities.

Total Injuries auto populates.

Click Add.

Click the Save button.

Repeat step 9 for all other vehicles involved with the accident.

Se ™o oo CT

Note: You can click the Delete link to delete an Injuries/Fatalities record.
10. Fill out the Accident Causation Factors:

Accident Causation Factors - —
Cause of Accident Who was Charged?

I 9 9

a. Select a Cause of Accident.
b. Select Who was Charged.
c. Click the Save button.

11. In the Statement section enter a statement describing the accident and give the location, causes,
and consequences.

Statement 2

Make a bnef statement descnbing the accident and give the location, causes, and consequences.

Click the Save button.

Notes:

e A Bus Accidents record is created in the table on the Search page. You can open the
record from the Search page to edit it.

e Once you have finalized a bus accident record for a system, you should submit it.
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How to Edit a Bus Accident Record

Who uses this procedure? Pupil Transportation Directors

This procedure lists the steps on editing a bus accident record in the Bus Accidents module.
1. Log into MyGaDOE.
2. Select Application from the Pupil Transportation main menu.
The Pupil Transportation page appears.

& Pupil Transportation

System Name: [Burke County - 617

~

vl

3. Enter the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
C.

vear: [2012
Data Collection: [Select a Data Collection

Status: New

Select Bus Accidents from the Data Collection drop-down list

The Bus Accidents page appears.

Welcome to MYGODOE

System Name: | Gunnett County - 667

[

z & Pupil Transportation
£

H

i

s

Year: 2012
Data Colecticn: | gus Accdents M
‘Data Collection)

Search

Create New Bus Accdant

Bus Accident Ssorch 3

Status: | New

Accident Moath: | ap Accdent Date: |
Bus Number: | ap

Desgn Capacity: Ay

Accident Date

Design Capacity

01/02/2012 2:15:00 PM

Bus Number Status
21-33 22166

fomcr Polcy | Ismacfuse | SteRsqumements | fsediack

Cooynght € 3005-200% Gecrga Cepartment of feumation

4. Click the Select link to edit the record.
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The form above the table displays the bus accident record.

Welcome to MYGO DOE

»
g @ Pupil Tronsportation Aa
7 System Name: | Gwinnatt County - 667 v Year: 2012 ~
2 Data Collection: | gus Accidents v Status:  New
(Bata Collection)
[Search) (Bus Accidents)Audit Trad)
] Save | Subeit | Print ]
Bus Accident Date Design Capacity Bus Number
12720122 15 PM [21.33 2166
ous acidomts
The Bus Accident form shall be submitted by the local school system to the Georgia Department of Education in accordance with State Board Rule 160-§-3-,08
Thae form shall e submatted within 45 days of the acadent. An acoident is 3 sequence of avents which produces unintended n)ury dnm of property damage.
Any school bus incdent that: (1) generates a police accident or ncident report; (2) invoives any amount of property d. 5 (3) ope of the bu
whech causes personal injury or fatality too«mnwm,novaswmmMvalodmmmmmm by the
Departmant. Thes form 15 usad to MONItor statewide trands 50 a more affective safety program can ba prasentad in order o reduce praventable accsdants,
Bus Design Capacity Bus Number Year Model of Bus
21-33 ¥ [22166 ¥ 1999
Chasss Manufacturer Body Company Number of Chddren on Bus
‘Guc ™O
Bus Driver’s Name 2ohn Doe v
Bus Driver's First Name Bus Drives’s Last Name Bus Driver's Age &
Boyery oty | Yermeofing | Soe Bsgwcements | fsedbedk Copynght © 20052009 Gaorga Department if Educsten

5. Edit the record.

6. Click the Save button. The bus accident record is updated in the table on the Search page.

Note: Once you have finalized a bus accident record for a system, you should submit it.

Georgia Department of Education
Dr. John D. Barge, State School Superintendent Page 8



How to Submit a Bus Accident Record

Who uses this procedure? Pupil Transportation Directors
Prerequisite: Creating a Bus Accident Record

This procedure lists the steps to submit a set of bus accident records in the Bus Accidents module.

1. Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Tronsportation
System Name: [Burke County - 617 |

Data Collection: [Select a Data Collection v]

vear: (2012

Status: New

3. Complete the fields at the top of the Pupil Transportation page:

a. Select a System Name.
b. Selecta Year.

c. Select Bus Accidents from the Data Collection drop-down list.

The Bus Accidents page appears.

Accident Dote Design Capacity
01/02/2012 2:15:00 PM 21-33

22166

I Welcome to MYGODOE
Mals - Ouciet | Onlne Dacymentative
_—
3
g & Pupil Transportation
z System Name: | Guinnett County - 667 v Year: 2012
E Data Cobection: |gus Accidents v
‘Data Collaction)
Search )
Create New Bus Accdant
Bus Accident Svoarch .
Status: | New ~
Accident Moath: | an v Accdent Date: |
Bus Number: | an v Desgn Capacity: | an v

s Poloy | Iomacfuse | SteRequraments | fesdiack Capprght © 20052008 Gacrge Department of éucation

4. Click the Select link to open the record to be submitted.
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The form above the table displays that bus accident record.

||

Welcome to MYGO DOE

»
i @ Pupil Tronsportation 4]
F System Name: | Guinnatt County - 667 - Year: 2012 ~
2 Data Collection: | gus Accidents . Status:  New
(Bata Collection)
Search) (Bus Accidents)Audt Trad)
| Save | Subeit | Print ]
Bus Accident Date Design Capacity Bus Number
1272012215 PM 21.33 22166

Bus Accidents s

The Bus Accident form shall be submitted by the local school system to the Georgia Department of Education in accordance with State Board Rule 160-5-3- .08
The form shall be submutted within 45 days of the acadent. An accxdent is 3 SEQUENCe o’cvmuwhchwmnumwmdnm dumovpfopor!ycuugt
Any school bus dent that: (1) g a police ident or mcident report; (2) invoives any amount of property d 3 (3) op of the bu
nr-:ncm;peranevnmw to occupants = the bus, in other vehicles oc pedestrians should be rw!ﬁm!’nmmwnmbodby the
Departmant., This form 15 usad to MONItor statewide trands 50 a more effective safety program can ba presented in order 1o reduce praventable accsdants,

Bus Design Capacity Bus Number Year Model of Bus

2133 ¥ 22166 ¥ 1999

Chasss Manufacturer Body Company Number of Chedren on Bus

‘Guc ™O

Bus Driver’s Name 2ohn Doe v

Bus Driver's First Name Bus Driver's Last Name Bus Driver's Age &
Povety Pebcy | Jermeofing | Soe Ssgucements | feediedk Copynght © 2005-2209 Gaorga Depanment uf Educsten

5. Click the Submit button.
e The Submit button disappears.
e The fields on the form become uneditable.
e The table in the Audit Trail tab indicates the records were submitted.
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How to View a Bus Accident Record

Who uses this procedure? Pupil Transportation Directors, Superintendents, Program Managers, and
Helpdesk

This procedure lists the steps on viewing a bus accident record in the Bus Accidents module.

1. Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Transportation
System Name: [Burke County - 617 v] vear: [2012 ]

Data Collection: [Select a Data Collection vJ Status: New

3. Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Accidents from the Data Collection drop-down list.

The Bus Accidents page appears.

& Pupil Transportation

System Name:  Gwinnett County - 667 v Year: 2012 v
Data Collecbon:  pus Accidents &
Data Colection)
"~ Search

Mew Bus Accdent

Bus Accident Search o
Status: | Select Status v
Accident Month: Accident Date: v
Bus Number: Design Capacity:

4. Click the Status drop-down and select a status.

Note: Filtering can be done by:
Accident Month

Accident Date

Bus Number

Design Capacity
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The Accident record appears.

:

Welcome to MYGCI DOE

@ Pupil Transportation
System Name: | Ginnett County - 667

re—

Data Collection: [Bus Accidents
ﬁu Cﬂlnuen]

Create New Bus AcCidant

Status: | New v
Accident Meath: | ap v
Bus Number: |an v

Accident Date

foecr Polcy | Termacfise | SteRequrements | fesdusck

Design Capacity

01/02/2012 2:15:00 PM 21-33

v‘ Year: 2012 v

Bus Accident Seorch

Accudent Date: |

Oesgn Capacity:  an v

Bus Number

22166 New Salect

Cooynght € 2005-200% Gecrga Department of foucation

5. Click the Select link to view the record. The record appears.

Welcome 10 MyGaDOE

»
g @ Pupil Tronsportation
! System Name: | Gwinnatt County - 667

Data Collection: | gus Accidents
m
[m\mﬁm

Bus Accident Date Design Capacity

122012215 PM ] [21:33

The form shall be submitted within 45 days of

Poyery Pobcy | Termeofuss | Soe Seguesmerss | fesdheck

Any school bus incsdent that: (1) generates a poko ac:ident orncuknt uooﬂ (2) nvoives any amount of property damage;
which causes personal injury of fataity to occupants  the bus, in other vehiches oc pedestrians shoukd be reported via the method prescrbed by the
Departmant. This form 15 used to MONLor statewide trands 50 a more effective safety program can be presentad in order 1O raduce praventable accsdants,

Bus Informotion >

Bus Design Capacity Bus Number
21-33 ¥ [22166
Chassis Manufacturer Body Company
‘G ™O
Bus Driver's Name 2ohn Doe v
Bus Driver's First Name Bus Driver's Last Name

NS
v Year: 2012 ~
v Status:  New
] Save I Submit | Print 1
Bus Number
22166

TN&SM:M’WMNIMRMWWN‘KMIH{GH tounmoowntovtmamnxcumommsnuooacm 160-5-3- .08

of avants which produces unintended injury, death or property damage.
{3) nvolves operation of the bu

Year Model of Bus
1999
Number of Chidren on Bus

Bus Driver's Age

Copyright © 20052009 Gaorga Depariment if Educsten

6. View the bus accident form.
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