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1. ABOUT THE DATABASE 
 
1.1  Introduction  
 
Bus operators are required to report bus incidents, as a condition of their accreditation, to 
the Director-General of NSW Transport and Infrastructure and the Office of Transport 
Safety Investigations (OTSI).  In addition, operators may also have to provide reports to 
the Police Assistance Line (PAL).  
 
To streamline these reporting requirements, NSW Transport and Infrastructure has 
developed an �on-line� bus incident reporting facility, the Bus Incident Management 
Database.  The Database has been developed by NSW Transport and Infrastructure in 
consultation with the bus industry, OTSI and the NSW Police Force. 
 
Bus operators can use the Bus Incident Management Database to report bus incidents to 
NSW Transport and Infrastructure, OTSI and PAL simultaneously without having to 
complete different forms with the same information.  In addition, the Database provides 
bus operators with the ability to update and review all incidents that they have reported. 
 
The Bus Incident Management Database will also be used by: 
 

• The Independent Transport Safety and Reliability Regulator (ITSRR) 
• The Office of Transport Safety Investigations (OTSI) 
• The NSW Police Force  

 
This manual provides operators with information on:  
 

• What is the Bus Incident Management Database; 
• Why do I need to report an incident; 
• What is a reportable incident;  
• Who should I report an incident to; and 
• How to use the Bus Incident Management Database. 

 
1.2  What is the Bus Incident Management Database? 
 
The database is an online reporting system where operators can electronically report a 
bus incident directly to NSW Transport and Infrastructure, OTSI and PAL, replacing the 
existing manual reporting of a bus incident. 
 
Using the database will save you time and also:  
 

• Increase the accuracy of reporting by bus operators; 
• Standardise and simplify the collection of statistical information; 
• Reduce the bus operator�s requirement for multiple reporting; 
• Provide consistency of information across agencies;  
• Allow the Police Force to develop intelligence and counter measure strategies; and 
• Provide a reporting management database for bus operators. 
 

Each bus operator will be able to: 
 

• Create, update, search and view their own bus incident reports; 
• Create reports; and 
• Forward reports to OTSI and PAL. 
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The benefit for everyone is that there will be a centralised database of information which 
can be used to target resources, establish trends and validate response actions for the bus 
industry. The NSW Police Force will receive daily reports from the database. This 
information will enable the Police Force to develop intelligence and allocate appropriate 
resources to priority tasks.  
  
1.3  Getting Started on the Bus Incident Management Database 
 
To access the Bus Incident Management Database you must register with                   
NSW Transport and Infrastructure and be issued with a username and password.                                   
The registration form is at Appendix 3 or can be downloaded from 
https://appln.transport.nsw.gov.au/busincidents/doc/registration_form.pdf� by clicking on 
the �Help� menu item from the global menu. 
 
If you need any help in registering please contact the Online Applications Support Officer 
on (02) 8836 3145 or via email at busincident@transport.nsw.gov.au  
 
1.4  What if a Bus Operator Does Not Have a Computer or Internet 

Access? 
 

Every operator is required under the Passenger Transport Regulation 2007 to report an 
accident or incident to NSW Transport and Infrastructure even if they do not have a 
computer or internet access.  
 
The �Bus Incident Report� form at Appendix 4 must be used by operators who do not have 
internet access.   The completed form will need to be faxed to (02) 9891 8999 or mailed to: 
 

NSW Transport and Infrastructure 
Transport Operations Division 
Policy & Reporting 
Locked Bag 5085 
PARRAMATTA  NSW 2124 

 

If you need any help with completing the form please refer to the Report Guide at page 80 
of this Manual for explanations of fields or contact the Transport Operation�s Division on  
02 98918918 or 02 9891 8938. 
 

1.5  Privacy  
 

The personal information that you provide to NSW Transport and Infrastructure via this 
database is required for the purposes of clause 88 of the Passenger Transport Regulation 
2007. An operator who fails to comply with the requirements of this clause may commit an 
offence.  Personal information collected by this site may be forwarded to OTSI, NSW 
Police Force and ITSRR for the purpose of investigation or analysis. 
 
This information will be stored on the database held by NSW Transport and Infrastructure.  
Any request for a correction to this information may be made in writing to NSW Transport 
and Infrastructure at: 
 

NSW Transport and Infrastructure 
Transport Operations Division 
Policy & Reporting 
Locked Bag 5085 
Parramatta  NSW 2124 
 

For further information on privacy issues as they relate to this site, please click on the 
following link New South Wales Privacy and Personal Information Protection Act 1998 



 

Page 7 of 87 

2.  OPERATOR REPORTING REQUIREMENTS 
 
Bus operators have a legal obligation to report certain incidents to NSW Transport and 
Infrastructure, OTSI and the NSW Police Force.  This part of the Manual outlines these 
requirements. 
 
2.1  NSW Transport and Infrastructure Reporting Requirements 
 
Bus operators are required under Clause 88 of the Passenger Transport Regulation 2007 
to notify NSW Transport and Infrastructure when they become aware that a bus being 
used to provide the service has been involved in an accident or incident that resulted in a 
person being injured, or prevented the bus from continuing its journey, or is, in the 
reasonable opinion of the operator of the service, otherwise likely to arouse serious public 
concern. Appendix 1 outlines the regulatory provisions relating to incident reporting. 
 
2.2  OTSI Reporting Requirements 
 
OTSI is an independent statutory office whose purpose is to improve the safety of NSW 
public transport.  It operates across the rail, bus and ferry industries.  OTSI does not 
belong to any Government Department, nor is it part of any regulatory body.  The Chief 
Investigator reports directly to the NSW Minister for Transport.  OTSI investigates transport 
accidents and incidents that could impact on the safety of rail, bus and ferry operations.  It 
can also require operators to carry out investigations and report their findings to OTSI, and 
to provide OTSI with information about incidents that it investigates. 
 
The reporting requirements to OTSI are also found in clause 88 of the Passenger 
Transport Regulation 2007.  Bus operators must notify OTSI of all occurrences involving: 
 

• Death or serious injury of a person in an incident relating to the operation of a 
bus.  Incidents where death or hospitalisation results from a medical condition 
unrelated to the operation of the bus do not have to be reported to OTSI. 

• Loss of control of a bus due to a component failure or due to the manner in 
which the bus is operated. 

• Onboard explosion or fire, unless the fire is known to have been deliberately lit 
and was easily extinguished.  

• A driver being, or alleged to have been, impaired by medication, drugs or 
alcohol. 

• A passenger being trapped by the door of a bus and dragged. 

• A �runaway� bus, i.e. the bus moves without being controlled by a driver. 

• Damage to a bus while in service, to the extent that the bus has to be 
immediately taken out of service. 

• Anything that is likely to generate significant public or media interest. 

 
OTSI must be informed immediately of the incidents listed above, by calling OTSI�s Duty 
Officer on 1800 677 766 at any time, day or night.  Operators should not delay contacting 
OTSI due to lack of a complete understanding of the circumstances of an occurrence.  If 
you are in doubt as to whether a matter should be reported to OTSI, report it. 
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A written '72 Hour Bus Incident Investigation Report' may also be required by OTSI 
following the telephone notification. If required this can now be lodged via the Bus Incident 
Management Database. 
 
All incidents reported to OTSI must also be reported to NSW Transport and Infrastructure 
within three days of the operator becoming aware of the incident. 
 
 

 
 
 
2.3 Police and PAL Reporting Requirements 
 
Operators should call emergency services immediately on �000� to report bus incidents 
involving a life threatening or time critical emergency.  Please refer to �Who should I report 
an incident to?� at Appendix 2 (page 66) for more information. 
 
Operators should contact PAL via the database or by calling �131444� for bus incidents 
(other than life threatening or time critical emergency situations).   Please refer to �Who 
should I report an incident to?� at Appendix 2 (page 66) for more information. 
 
Part of the rationale behind the Bus Incident Management Database is to assist bus 
operators to meet their various reporting requirements and to allow NSW Transport and 
Infrastructure, OTSI and the Police Force to share incident data. 
 
The categories of incidents reportable via the database are described in the next section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
IMPORTANT NOTE: 

 
THE USE OF THE BUS INCIDENT MANAGEMENT DATABASE DOES 
NOT REPLACE THE NEED FOR BUS OPERATORS TO IMMEDIATELY 

NOTIFY OTSI BY TELEPHONE WHEN ONE OF THE INCIDENTS 
LISTED ABOVE OCCURS 
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3.  INCIDENT REPORTING AND THE BUS INCIDENT 
DATABASE 

3.1  Reportable Incidents  

Bus operators are required to report incidents that fall in the categories listed in Table 1 
(�Reportable Incidents�).  These categories are: 

• Assault and Offensive Behaviour 

• Bus Doors (incident that does not result in a collision) 

• Collision  

• Fire on Bus (incident that does not result in a collision) 

• Medical Incident (incident that does not result in a collision) 

• Projectiles 

• Runaway Bus 

• Security Threat 

• Slips, Trips and Falls 

• Threatening/Intimidating Behaviour 

• Vandalism 

You should refer to the definitions in section 3.2 (page 12) �Bus Incident Management 
Database Definitions� to understand what types of incident fall into these categories.   

For example, the database requires you to report all �collisions�.  However, minor 
accidents involving losing a side mirror, for example, do not need to be reported.  Hence 
the database defines a collision as an �incident where the bus comes into contact with 
another vehicle, structure or person which results in injury to any person, or the bus being 
unable to continue its journey or which may lead to serious public concern.�  Any collision 
in this category would need to be reported. 

After examining the definitions of incident categories, if bus operators are in doubt as to 
whether an incident should be reported to NSW Transport and Infrastructure, report it. 

If an incident occurs which you may consider reportable under Clause 88 of the Passenger 
Transport Regulation 2007 but is not listed under the incident categories, please contact 
us in writing or email at busincident@transport.nsw.gov.au. 
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Table 1: Reportable Incidents 
 

INCIDENT CATEGORIES 
Incident  Incident Description Incident Cause 

Assault and Offensive Behaviour   Sexual Assault on the Driver   
  Sexual Assault by the Driver   
  Sexual Assault between Passengers   
  Physical Assault on the Driver   
  Physical Assault by the Driver   
  Physical Assault between Passengers   
  Indecent Exposure by the Driver   
  Indecent Exposure by a Passenger   
  Robbery    
      
Bus Doors (incident that does not result in a collision) Passenger or luggage trapped or caught in doors Driver Error 
  Passenger caught in doors and dragged Pedestrian Behaviour 
    Mechanism malfunction 
      
Collision Another vehicle Driver Behaviour 
  Building / structure Driver Drug or Alcohol Related 
  Cyclist Driver Health 
  Pedestrian - Adult Other Driver at Fault 
  Pedestrian - Child Pedestrian Behaviour 
  Other Road Condition 
    Vehicle Brake Failure 
    Vehicle Steering Failure 
    Vehicle Suspension/Tyre or Wheel Failure 
    Weather Condition 
  Other 
   
     
Fire on bus  (incident that does not result in a collision)   Electrical 
    Mechanical 
    Passenger Behaviour 
Medical Incident (incident that does not result in a collision) Driver Health   
  Passenger Health   
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Projectiles Rock / Bricks / Bottles etc.   
  Unknown   
      
Runaway bus   Brake failure 
    Driver Action 
    Steering failure 
    Other Mechanical failure 
      
Security Threat Bomb threat   
  Hijacked   
  Hoax   
  Suspicious package / object   
  Other   
      
Slips, Trips and Falls Slip/Trip/Fall on bus Bus braked suddenly 
  Slip/Trip/Fall while alighting Driver Behaviour 
  Slip/Trip/Fall while boarding Passenger Behaviour 
    Other 
      
Threatening / Intimidating Behaviour  Physical Threat or Intimidation against the Driver   
  Physical Threat or Intimidation by the Driver   

  
Physical Threat or Intimidation between 
Passengers   

  Fare Evasion   
  Verbal Assault against the Driver   
  Verbal Assault by the Driver   
  Verbal Assault between Passengers   
      

Vandalism Damage to fixtures or fittings   
  Graffiti   
  Other   
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3.2  Bus Incident Management Database Definitions 
 

The following definitions will assist the bus operator to understand the meaning of terms 
used in this document. 

� Accreditation Number:  A unique 3 to 5 digit number. 

� Bomb Threat:  A threat to detonate an explosive device that results in the discovery 
of a device or in an explosion  

� Bus Doors: Where a person is injured from being trapped and/or dragged while 
entering or exiting from the bus.   

 
� Cancelled Trip:   Where the bus did not depart because of the accident or incident 

reported. 
 

� Charter Service:   A bus which is pre-booked for an agreed fee and not operating to 
a regular route and timetable. 

 
� Collision:  Incidents where the bus comes into contact with another vehicle, 

structure or person which results in injury to any person or the bus being unable to 
continue its journey or which may result in serious public concern. 

 
Incidents where a bus slides off the road into a table drain but does not sustain 
damage should be included in this category. 

 
� Depot Location: The depot the bus belongs to regardless of where the incident took 

place.  
 
� Driver:  The person driving the bus at the time of the accident or incident. 

� Driver Authority Number:  The unique number listed on the driver authority card of 
the driver involved in the accident or incident e.g. AB1234 

� Driver Behaviour:  Driver behaviour which leads to a reportable accident or incident, 
e.g. sudden acceleration or heavy braking which leads to an injury.  

� Driver Health:  A medical condition which impacts on the driver�s fitness to drive a 
public passenger vehicle e.g. driver suffering a heart attack or epileptic fit while 
driving the bus.  

Note: A non reportable incident may include a bus service being late or cancelled 
due to the driver suffering from a common, low level, transitory illness, e.g. 
headache, cold or flu. 
 

� Employee:  An employee includes any persons driving or carrying out bus safety 
work for a bus operator irrespective of whether they are paid, contractor or 
volunteer, and regardless of whether they hold a driver authority. 

 
� Event Number: The number provided to the operator either by Police or PAL (Police 

Assistance Line) to identify a reported incident.   
 

Note:  Police will provide an event number when an accident or incident is 
reported to them or when the Police attend the scene of an incident or accident.   
An Event Number starts with an �E� (uppercase) followed by numbers. e.g. E1234 
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� Fire on Bus:  A fire on a bus caused by an electrical or mechanical malfunction, or 
passenger behaviour.    

 
Note:  All fires on bus incidents must be reported whether or not the incident 
resulted in any person or persons being injured or the journey being cancelled, 
not able to be completed, being diverted, running late or being replaced. 
 

� Hoax:   A threat to threat to detonate an explosive device that proves to be false. 
 
� Incident Date and Time: The date and time when the incident or accident occurred. 

 
� Incident Location:  The place where the incident or accident occurred. 

 
� Incomplete Trip: Where only part of the journey was completed.  
 
� Indecent Exposure:  An individual exposing sexual body parts to another person. 

 
� Long-distance service:  A public passenger service conducted according to one or 

more regular routes, in which each passenger is carried for a distance of not less 
than 40 kilometres. 

 
� Nearest Intersection/other identifier: The nearest cross road where the incident or 

accident occurred.  This field is free text and may include any landmarks (e.g. 
�opposite McDonalds�, �next to the Shell Service Station�, �opposite a public school�) 
which assist in identifying the location where the incident or accident occurred.  

� Medical Incident:    

Driver Health:  An incident (that does not involve a collision) that results from the 
driver having a medical condition that may impact on their fitness to drive a public 
passenger vehicle.  An example of this type of incident could be where the driver 
suffers a heart attack behind the wheel but no collision results  

(Where a collision results, the incident would be classified as a �Collision� with 
�Driver health� being the cause of the incident.  See definition of Collision 
above. 

Note:  A non reportable �medical incident� may include a bus service being late or 
cancelled due to the driver suffering from a common, low level, transitory illness, 
e.g. headache, cold or flu. 
 
Passenger Health: A passenger medical incident may include a passenger 
requiring medical attention  
 

� Positive Alcohol Test:  A confirmatory breath analysis performed by NSW Police 
e.g. not the initial breath test which confirms PCA of 0.02 (or higher).   

Or, a blood analysis undertaken by a medical practitioner which confirms the 
presence of PCA. 

� Positive Drug Test:  A laboratory test confirming the presence of a drug e.g. not an 
on-site screening test.  

   
Or, a blood analysis undertaken by a medical practitioner which confirms the 
presence of a drug. 
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� Offensive Behaviour:  Includes matters of sexual or physical assault, matters of 
indecent exposure and robbery.   

� Operator Address: The address contained on the Bus Operator�s Certificate of 
Accreditation issued by NSW Transport and Infrastructure (previously known as the 
Ministry of Transport).  

� Operator:  The person or business accredited under the Passenger Transport Act 
1990 to operate a public passenger service. 

Note:   The operator may or may not be the driver of the bus. 

� OTSI:  Office of Transport Safety Investigations.   
 
� OTSI 72 hour report:  An OTSI investigation report requested by OTSI which should 

be submitted within 72 hours. 
 
� PAL (Police Assistance Line):  An incident or accident reported to PAL via the Bus 

Incident Database, by phone or fax.  
 

� Passenger:  Persons who have paid or been issued with an authority to travel on the 
bus or are entering or alighting from the bus. 

 
� Passenger Health:  May include a passenger requiring medical attention. 

 
� Pedestrian:  A person who is sitting, standing or moving on a road or road related 

area. 
 

� Physical Assault:  An act of violent contact between two individuals, usually against 
the victim�s will.  This can involve hitting, pushing, kicking, biting, or even spitting.  

� Physical Threat:  A threat of violence towards another person. 

� Projectiles:  Object/s thrown or attempted to be thrown at a bus. 
 

Note:  All incidents where a projectile is thrown at a bus, irrespective of whether 
or not they strike the bus or whether they caused injury to a person or damage to 
the bus, must be reported to NSW Transport and Infrastructure and should be 
reported to Police/PAL.  

 
� Property Name (within the PAL Report):  Refers to the bus.   
 
� Public:  Persons other than �passengers�, �employees�, or �pedestrian� e.g. the 

driver or passenger of another motor vehicle. 
 
� Rail Replacement Service:  A bus service which is provided to replace a passenger 

rail service pursuant to Clause 28K of the Passenger Transport Act 1990 No 39. 
 

� Region: The contract area for holders of a Metropolitan Bus System Contracts 
(MBCS), Outer Metropolitan Bus System Contracts (OMBSC), Rural and Regional 
Bus Contract A or Contract B.   

 
� Route (regular passenger service):  A public passenger service conducted 

according to regular routes and timetables, but does not include a tourist service or a 
long-distance service. 
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� Runaway Bus: Any movement of a bus which occurs when the driver is not in 

control.  
 

Note: All Runaway Bus incidents must be reported to NSW Transport and 
Infrastructure and OTSI. 

 
� School Children:   A person who attends infant, primary or secondary school who is 

travelling to or from the school or a school-related activity. 
 

� Security Threat:  A direct or indirect threat to the safety or the security of a bus by a 
passenger or any person, either directly or indirectly (telephone threat).  

 
Example: a suspicious package on the bus, hijacking of the bus, a bomb hoax 
(refer to definition) or where a person on the bus threatens to blow up a bomb. 

 
� Service Diverted:  Where a trip was completed via a different route other than the 

contracted route or intended route. 
 
� Service Impact:  The impact that an accident or incident caused to the on time 

running of that service (or journey) in relation to the incident that occurred. 
 

� Service Replaced:  Where the bus was replaced with another bus to continue with 
the journey. 

� Service Type: The type of service the bus was engaged in at the time when the 
incident or accident occurred e.g. a  Regular Passenger Service  

� Sexual Assault: Any assault of a sexual nature on another person. 
 

� Slips, Trips and Falls:   An incident where a person slips, trips or falls while on the 
bus, alighting or boarding the bus.  
 

� Transported by Ambulance:  Ambulance attended and the person involved in the 
accident or incident was taken away by an Ambulance. 
 

� Transported by other means:  A person who is involved in the accident or incident 
is conveyed by other than an ambulance, e.g. police vehicle etc. 

� Threatening/Intimidating Behaviour: Threatening, abusive or insulting words or 
behaviour against another person. 

� Tourist service: A public passenger service being: 
 

(a)  a pre-booked service designed for the carriage of tourists to destinations 
listed on a publicly available tour itinerary, or 

 
(b)  a service designed for the carriage of tourists where all passengers� journeys 

have a common origin or a common destination, or both. 
 

� Treated at the Scene:  First Aid or some other form of medical treatment performed 
at the scene by a medical officer which did not involve person/s being transported in 
an ambulance. 
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� Vandalism:  Incidents of intentional defacement or damage to a bus e.g. spray 
painting and/or graffiti to the interior or exterior of the bus, slashing of seats etc. 

 
� Vehicle Fault:  Includes a failure of any brake, steering or suspension system, or 

wheels or tyres which results in the bus not being able to commence or complete its 
journey.  This includes a tyre blow-out or a wheel falling off a bus, but does not 
include a puncture, flat tyre or broken fan belt, etc.   

 
� Vehicle Make:  Refers to the vehicle chassis. 

 
� Verbal Assault:  Where physical violence is threatened against a person or the 

person feels threatened or intimidated by the language. 
 
� Year Vehicle Manufactured:  The date listed on the vehicle's registration papers.  
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4.  USING THE BUS INCIDENT DATABASE 
 
4.1 Introduction 
 
When an incident occurs on a bus the operator has a duty to report that incident to NSW 
Transport and Infrastructure and possibly to OTSI and the NSW Police Force � depending 
on the type of incident.   
 
The Bus Incident Database assists operators to comply with these requirements. In 
particular, the Bus Incident Database allows the operator to: 
 

• Create an incident report 
• Submit the incident report to NSW Transport and Infrastructure 
• Send a 72 hour report to OTSI (when requested by OTSI) 
• Send a PAL report to the NSW Police Force  
 

If additional facts or information are obtained at a later stage regarding an existing incident, 
bus operators will be required to update the database. E.g. if an injury results in a fatality. 

 
The database also allows the operator to organise incidents reported into various categories 
(e.g. �collisions�) and to print off such reports. 
 
 
 

 
 

The Bus Incident Management Process 
 
 
 

 
 

 
 

STEP 1 
Log onto 

Bus Incident 
Management 

STEP 2 
Create 

incident 
(new) 

STEP 2 
Search  
(existing 

incidents) 

STEP 2 
Check for 

messages to 
contact police  
 

STEP 3 
Create/submit 
a PAL report  
(if required) 

 

STEP 3 
Create/submit 
a PAL report  
(if required) 

 

STEP 3 
Action any 

pending 
incidents 

STEP 3 
Create/submit 
an OTSI report  

(if required) 
 

STEP 3 
Create/submit 
an OTSI report  

(if required) 
 

STEP 3 
Edit Incident 
(if required) 
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4.2  Bus Incident Database Process 
 
The process of reporting a bus incident in the Bus Incident Database is outlined in the Table 
above and involves: 
 

1. Logging onto the Bus Incident Management Application. 
2. Creating (enter) the Bus Incident into the application. (Save a Draft or Complete � 

depending on the level of detail known � if saved as draft then go back to the incident 
when all details are known and complete the incident). 

3. From the Search Page, find the incident and create and submit an OTSI Report (if 
required). 

4. From the Search Page, find the incident and create and submit a PAL Report (if 
required). Action any further PAL requirements (if any). 

 
The instructions below describe how an operator can do each of these things.  In addition, a 
Quick Guide document to using the Bus Incident Database is included as Appendix 5.  

4.3  Bus Operator User Log in 
 
To use the Bus Incident Database you must first be registered as a User via a registration 
form submitted to NSW Transport and Infrastructure.   A copy of the registration form is 
included as Appendix 3. 
 
Once registered, you may log on to the Bus Incident Database.  The URL for the Bus 
Incidents application is: https://appln.transport.nsw.gov.au/busincidents/.  To log on to the 
database: 
 

1. Type in the URL in the address field of the Internet Browser. 

 

 

2. The Home Page of Bus Incidents is displayed. Click on the �Log in� button.  

 

 

 

3. The Log in screen is displayed. Enter the Username and Password and click on 
the Login button (or hit the Enter key on the keyboard). 
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Note: Bus Operators will need to register with NSW Transport and Infrastructure to obtain their 
username and password.  

 

 

Note: Usernames and Passwords are case sensitive. This means care has to be taken 
with upper and lower case letters. They have to be typed exactly. 

 

 

 

4. The Bus Incidents Global Menu is displayed. The user is now logged on. 

 

 
 

4.4 Logging out of Bus Incidents 
 
The application can be exited at any time by clicking on the  button located in the top 
right hand corner. 
 

 

Note: The system will automatically log users out when inactive for 3 hours. 
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4.5  Create (Enter) Bus Incident 
 
This functionality allows users to create (enter) a new bus incident.  
   

1. Click on the �Create Incident� menu item from the global menu at the top of 
the screen.  

 

 
 

 
The following screen is displayed: 

 

 
 
 
 

Note: The page opens on the �Operator� tab. Data in all tabs has to be entered before an 
incident can be �Completed�. 

 
1. All fields (except Internal Reference and Drug Testing results) are mandatory. Data has 

to be entered into them before an incident can be �Completed�. If a user tries to 
�Complete� an incident where all fields have not been populated (or are incorrectly 

populated) the application will reject that action and prompt the user to enter all required 
data. 

 
2. An incident can be saved as draft at any time � without completing all fields. Use the 

�Save Draft and Exit� option to do this. 
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Additional Information 

 
 

a) The system will assign an incident number to each new incident. (This 
happens when the �Create� menu item is selected). It is a sequential number 
and can be searched on later on.  

b) The Status of the incident will remain as �Draft� until all the details are entered 
and the user can save the incident as �Complete�. When the incident is in Draft 
it can be saved many times without all fields being populated. 

c) The version of the Incident will remain at 0 while the Incident is in �Draft�. As 
soon as it is �Completed� the version number will change to 1. It will then be 
incremented by 1 each time the incident is modified while its status is 
�Complete�. 

 
 

2. Complete the �Operator� Tab as follows: 
 

Operator Name 
Type ahead functionality applies to this field with a candidate list of Operators 
displayed and refined as each new character is typed. Type the first few 
characters of the Operator name until the correct operator appears in the list. 
Select the Operator from the list. Bus Operators will have this field 
automatically populated with their name.  

  
Operator Address / Accreditation Number 
Will automatically be populated once the operator is selected. In some cases 
(where an operator has two or more accreditation numbers) there will be a 
choice. Users will need to select the correct accreditation number. 

 
 Operators Internal reference 

Enter the reference number/code/sequence � if any. This field is not 
mandatory and can be left blank if operators do not use a reference. 
 

 Region 
 Select the applicable region from the drop down box. 
 
 Driver Authority Number of Driver Involved 

Enter the driver authority number. Note, it must be two letters followed by four 
digits.  Tick the �Not Applicable� box if the incident did not involve a driver. 
 
Service Type 
Select the service type for the operator from the drop down box. 
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3. Click on the “Incident’ tab or ‘Next’ button and complete the fields as follows: 

 

 
     

Incident Date and Time 
This is the date on which the incident occurred. Date format is dd/mm/yyyy. 
The calendar next to the field can be used to select a date. Using the calendar 
icon will always enter the correct date format. Click on the calendar icon and 
select the correct date. The time is selected by using the drop down buttons. 
First drop down is the hour, the second is the minutes and the third indicates 
AM/PM. 
 
 

 


