System Safety Program Plan Resource Manual

Table of Contents

** Core Elements

[#]Original 26 Elements

The underlined titles are links to the documents.  To access a document, click on the title.

01 [1-5] General Safety Plan Management

 
1 – Safety Policy and Authority Statement
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Resolutions

Resolution for Implementation of Safety Plans [Letterhead]
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Relationship between System Safety and System Operations




Safety Definitions
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System Safety Functions Action Plan
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Safety Goals
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4 – Objectives



Operational Policies – List




System Safety Objectives



5 – System Description and Organizational Structure



Organizational Flow Chart




Organizational Structure – Example




System Description – Example
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02 [6] Plan Control and Update Procedures


Safety Policy & Procedure Revision

SPP Revision Index – Blank




SPP Revision Index – Example
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Annual Management Review
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03 [7] Hazard Identification – Resolution Process


Safety Concern Forms



Employee Report of Unsafe Condition
Vehicle Operator Safety Concern Form 
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Hazard Analysis

Hazard Assessment Matrix
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Hazard Resolution Methods



Potential Work Site Hazards Identification






04 [8] Accident – Incident Reporting & Investigation


Accident & Incident Policies



Accident – Incident Reporting Policy




Policy 1





Policy 2




Accident Response and Reporting Policy



Accident & Incident Reports



Accident Forms
Accident Report Form 1





Accident Report Form 2





Accident Report Form 3

Backing Accident Information




Accident or Incident Forms
Accident – Incident Report Form 1





Accident – Incident Report Form 2





Accident – Incident Report Form 3





Accident - Incident Report Form 4
Incident Forms



Incident Report Form 1





Incident Report Form 2



Incident Report Form 3
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Security Incident Recording Form


Accident & Incident Response



Accident and Injury Response Procedures
Dispatcher Emergency Notification Sheet 1
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Accident & Incident Review



Incident Investigation



Incident Investigation Form





Incident Investigation Policy and Procedures






Preventability



Accident-Incident Review to Determine Preventability
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Interview Questions to Determine Preventability




Preventable Accident Analysis Form





Preventable Accidents – Injuries




Corrective Action Identification and Tracking




Employee Review of On-the-Job Accident – Incident 1




Employee Review of On-the-Job Accident – Incident 2




Employee’s Statement of Incident




Sample Post Accident Questions




Supervisor Review of On-the-Job Accident – Incident



Passenger-Client Involved



Client Incident Report
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Passenger Accident – Incident Report



Passenger I.D. Form




Passenger Injury Form




Passenger Injury or Witness Form




Passenger Injury or Witness Report of Accident 



Record of Injured Passenger


Safety Committee Meetings


Committee


Organizing a Safety and Accident Review Committee



 

Safety and Accident Review Committee Guidelines



Safety Committee Minutes
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Safety Committee

Vehicle Accident Prevention Committee Policy


Meetings



Monthly Safety Meeting Report
Safety Meeting Checklist
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Supervisor’s Worksheet for Planning a Safety Meeting
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Incident Log



Refusal of Treatment and Transportation
05 [9] Facilities Inspections


Fire & Safety Inspections
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Facility Audit and Security Check


Facility Inspection Checklist




Facility Self – Inspection Form

Safety Inspections



Facility Safety Inspection Sheet 1


Facility Safety Inspection Sheet 2
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06 [10] Maintenance Audits – Inspections

     
Vehicle Maintenance**


Daily Inspections



Daily Vehicle Inspection Sheets




Daily Vehicle Inspection and Defect Report 
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Daily Vehicle Inspection Sheet 1





Daily Vehicle Inspection Sheet 2



 HYPERLINK "06_MAI~1\\VEHICL~1\\DAILY~1\\INSPEC~1\\SHEET~3.XLS" 

Daily Vehicle Inspections Sheet 3





Post-Trip

Post – Trip Inspection Sheet






Post – Trip Vehicle Defect Sheet 1




Post – Trip Vehicle Defect Sheet 2






Post – Trip Vehicle Defect Sheet 3



Pre-Trip





Pre – Trip Inspection Sheet 1






Pre – Trip Inspection Sheet 2




Pre – Trip Inspection Sheet 3






Pre – Trip Inspection Sheet 4






Pre – Trip Inspection Sheet 5






Pre – Trip Inspection Sheet 6




Pre – Trip Inspection Sheet 7





Pre- & Post- Trip Inspection Sheet


Maintenance Records
Maintenance Records



 HYPERLINK "06_MAI~1\\VEHICL~1\\MAINTE~1\\RECORD~1.DOC" 

Vehicle Maintenance Master Record



 HYPERLINK "06_MAI~1\\VEHICL~1\\MAINTE~1\\WORK_O~1.DOC" 

Vehicle Maintenance Work Order




Periodic Maintenance & Inspections
Annual Vehicle Inspection 



 HYPERLINK "06_MAI~1\\VEHICL~1\\PERIOD~1\\24K_MIL~1.XLS" 

24,000 Miles Inspection Report
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Monthly Vehicle Maintenance Performance Report

Monthly Vehicle Preventative Maintenance Check
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3,000 Miles Inspection Report





Seat Maintenance



Vehicle Cleanliness Inspection – Task Sheet





Vehicle Exterior Inspection



Vehicle Maintenance Inspection
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Vehicle Wash Sheet



Preventive Maintenance



Inspection Sheet







Preventative Maintenance Guide and Checklist




Preventive Maintenance and Inspection Sheet




Preventive Maintenance Inspection Report


 
Wheelchair Lift




Wheelchair Lift Preventative Maintenance Schedule 1




Wheelchair Lift Preventative Maintenance Schedule 2
Preventative Maintenance Schedule
Preventive Maintenance Standards


Safety



Emergency Equipment on Vehicles and Usage



General Safety Inspection – Van



Onboard Safety Equipment



Preparing Vehicles for Max Safe Performance



Required Vehicle Equipment and Devices
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07 [11] Rules – Procedures Review


Safety Policy & Procedure Revision



SPP Revision Index - Blank


SPP Revision Index - Example
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Annual Management Review
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08 [12] Training and Certification Review – Audit


Driver – Employee Selection**



Background Check
Motor Vehicle Background Check
MVR Driver Evaluation Form




Medical Exam



Examination to Determine Physical Condition of Driver



Physical Examination for Public Transit Driver
Procedures

Employment Process
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Initial Hire Procedures for Drivers

Selecting a Safe Driver – Procedures 

Application Authorization to Release Information


Minimum Driver Eligibility Criteria


Pre-Employment Driver Evaluation

Driver – Employee Training**



Awards Program



Driver-of-the-Year Criteria


Evaluation Tools



 Performance Evaluations




Driver Performance Evaluation Form Criteria 

Driver Performance Evaluation Form 1




Driver Performance Evaluation Form 2




Driver Performance Evaluation Form 3




Driver Performance Evaluation Form 4
Driver Performance Review
General Performance Evaluation Form





 
Performance Evaluation Policy
Ride Checks




Paratransit Driver Ride Check Form


Ride Check 1
Ride Check 2




Ride Check 3
General Policies





Child Safety




Child Safety Policy 1


Child Safety Policy 2

Employee Conduct




Causes for Disciplinary Action




Employee Conduct Policy






Malicious Destruction of Property Policy



Passenger Behavior


Passenger Behavior Policy 1


Passenger Behavior Policy 2
Motor Vehicle Safety Policy



Safety and Industrial Hygiene Rules
Operating Procedures


General


Computer Data Entry Procedures


Office Safety Procedures


Safe Lifting Procedures

Vehicle




Backing Procedures
Crossing Railroad Tracks


Dealing with Brake Failure – Procedures
En Route Procedures




Helping Passengers with Personal Assistive Devices


Night Time Driving Procedures


Securing an Occupied Wheelchair




Transportation of Nursing, Rest, Domiciliary and Family Care




Transportation Out-of-County, Non-Emergency Policy




Transportation To-From In-Out County Medical Facilities Policy


Transporting Children Procedures


Transporting Elderly Passengers


Using Lighting Procedures






Wheelchair Boarding Methods


Wheelchair Lift and Securement Procedures
Testing Tools

Commercial Vehicles Examination and Road Test
Non-commercial Vehicles Examination and Road Test
Road Test 1

Road Test 2
Training Procedures

Behind the Wheel Training
Defensive Driving Training Procedures
Driver Preparation Procedures
Initial Training Procedures
Ongoing Supervision & Training of Drivers
Procedures for Using a Fire Extinguisher
PTD Suggested List of Driver Training Topics
Violence in the Workplace Training Guidelines
Training Tools



Driver Orientation Checklist



Driver Training Schedule 1



Driver Training Schedule 2



Emergency Evacuation and Fire Prevention Plan Training
Employee Training - Hazard Communication Program



Employee Training - Hazard Communication Standard



Employee Training Log





Employee Training Record



Employee Training – Certification Chart



Portable Fire Extinguisher Training
Training – Certification Policy


Training – Orientation Checklist

Fitness for Duty



Fitness for Duty Policy
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09 [13] Emergency Response Planning, Coordination & Training


Emergency Notification


Dispatcher Emergency Notification Sheet 1


Dispatcher Emergency Notification Sheet 2

Emergency Planning


Checklist for Emergency Procedures


Checklists for Emergency Response Planning and System Security


Emergency Equipment on Vehicles and Usage


External Emergency Plan




Internal Emergency Plan


System Safety Functions Action Plan

Emergency Response


Field Emergency Response Procedures




Practical Security and Emergency Response Advise from New York and 

Washington, D.C.



Emergency Situations


Criminal



Bomb Threats




Bomb Threat Checklist


Bomb Threat Plan 1




Bomb Threat Plan 2



Crime in Progress – Civil Disturbance Procedures
Hold Up & Robbery Procedures



Hostage Situation Plan




Evacuation



Emergency Evacuation Plan



Evacuation Plan Elements


Fire



Chemical & Fire




Chemical Safety & Fire Prevention Procedures



Evacuation & Fire




Emergency Evacuation and Fire Prevention Plan Training




Emergency Evacuation and Fire Prevention Plans





Fire & Flood




Fire and Flood Procedures



Fire Prevention




Fire Prevention Plan - Ignition Sources




Fire Prevention Plan - Waste and Residue Control Procedures




Fire Prevention Plan - Contact Information




Fire Prevention Plan - List of Major Fire Hazards





Fire Protection




Fire Fighting Procedures




Fire Protection Policy






Portable Fire Extinguisher Hydrostatic Testing Schedule




Portable Fire Extinguisher Training

Procedures for Using a Fire Extinguisher


Medical



Handling Injury Shock



Helping a Passenger Who Has a Seizure


Natural



Inclement Weather Contingency Plan Policy



Inclement Weather Policy



Natural Disaster Procedures



Severe Weather Plan



Winter Weather Readiness


Vehicle



Dealing with Brake Failure
Driving in Inclement Weather
Tire Blowout Procedures
Vehicle Breakdown and Unavoidable Stops



Vehicle Evacuation Plan



Vehicle Evacuation Procedures



Vehicle Fire & Evacuation Procedures



Winter Hazards – Black Ice





Winter Weather Driving Procedures


Explosions, Aircraft Crash or Train Derailment


Utility Failures
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10 [14] System Modification Review – Approval Process


Chapter/Element Description
11 [15] Safety Data Acquisition & Analysis**


Data Collection
Employee Development and Driver Training Courses
Employee Development and Driver Training Reporting Instructions
Employee Development and Driver Training Spreadsheets
Incident Reporting Instructions
Incident Independent Spreadsheet 

Memorandum – NCDOT Reporting Requirements
Safety Data Collection and Reporting
1_Outline Safety Data Acquisition and Analysis Jan 2003
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Falsification of Information Policy



Safety Data Definitions



12 [16] Interdepartmental – Interagency Coordination
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Emergency Response Agreement

Inter-Agency Coordination Agreement



MOU with Local Law Enforcement

MOU with Local Public Safety Agency
13 [17] Configuration Management
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14 [18] Employee Safety Program


 Awards


Safe Driving Award Program – Award Schedule


Safe Driving Awards


Safety Incentive Program(s)

Discrimination-Sexual Harassment


Discrimination-Sexual Harassment Policy 1


Discrimination-Sexual Harassment Policy 2

Health

Bloodborne Pathogens Exposure Control Plan


Hepatitis B Vaccine Declination

Violence
Fighting or Horseplay Policy 1


Fighting or Horseplay Policy 2


Violence in the Workplace Policy and Procedures


Violence in the Workplace Policy


Violence in the Workplace Training Guidelines


Workplace Violence Policy 1
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Workplace Violence Policy 2
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Employee Safety Agreement
Promoting Safe Employee Conduct
15 [19] Hazardous Materials Program


Material Safety Data Sheets


MSDS Fax Request Form 



MSDS Request
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Hazard Communication Program Contact Info



 HYPERLINK "15_HAZ~1\\EMP_TR~1.DOC" 

Hazard Communication Program Employee Training

Hazard Communication Program Policy
Hazard Communication Program Standard – Employee Training

Hazardous Materials Listing
16 [20] Drug & Alcohol Abuse Programs**


Forms and Logs
Form – Log Key


Master Forms


Master Logs



Policies


Drug & Alcohol Testing



Drug and Alcohol Testing Policy 1



Drug and Alcohol Testing Policy 2



XYZ Model Policy 2002




Substance Abuse




Substance Abuse Policy – Short
Drug and Alcohol Policy



 HYPERLINK "16_DRU~1\\POLICI~1\\DRUG_P~1.DOC" 

Drug Policy Outline
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Drug & Alcohol Compliance Checklist
17 [21] Contractor Safety Coordination


Chapter/Element Description



 HYPERLINK "17_CON~1\\CONTRA~1.DOC" 

Contract for Transportation Services

18 [22] Procurement


Vehicle Acquisition



Vehicle Folder Checklist
Chapter/Element Description
Procurement Policy
19 [23] Alternate Fuels & Safety


Chapter/Element Description
20 [24] Operating Environment & Passenger Facility Management


Dedicated Busway or Roadway Inspection & Maintenance
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21 [25] Security**
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FTA Top 20 Security Program Action items for Transit Agencies

ODOT Security Plan Template

Security Incident Reporting Form

Workplace Security Assessment Form
22 [26] Internal Safety Audit Process
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Semi-Annual System Safety Audit Form

System Safety Program On-Site Audit Form
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