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Purpose:
The purpose of the Emergency Response Plan is to identify policies and procedures necessary to protect transit employees, passengers and property. System security, driver/employee selection, driver/employee training, vehicle maintenance and safety data acquisition/analysis are the core safety program elements. At a minimum, these are the elements that have been identified by the Federal Transit Administration (FTA) as critical to safe transit operation. 

This plan further identifies individuals within the organization that will be assigned specific tasks prior to, during and following the event of a disaster, terrorist attack or emergency. This plan will also identify specific tasks that must be completed daily and during specific conditions as outlined in the plan. 

The success of any organization must begin with its employees and the quality of those employees. In addition, these individuals are the building blocks and basis for ensuring safety and an effective response in emergency situations therefore; the basis for recruitment and training has been outlined in the Emergency Response Plan and may also be found in the organizations policies on hiring and on-going training programs. 

Data analysis and acquisition are critical to determining an organizations risks and weaknesses. This information will help the organization to identify problem areas and make necessary corrections to help limit the organizations liability under normal operations and effectiveness during an emergency. 
Vehicles inspections, perimeter checks and regular systems checks have now become a necessary daily function for the safety and security of the system, its employees and the community. The Emergency Response Plan further outlines the minimum and maximum levels of security that must be performed during the different levels of the nation’s terrorist alert system. 

Scope
The residents of ______________ County face the threat of emergencies and disasters, recognizing this threat, _____________ Transit’s response and support of its community has come together to maintain the overall health, safety, and general welfare of the citizens.

In order to establish an effective response countywide, and to minimize loss of life and property, the _____________ Transit Emergency Management Plan has been developed.

With assistance from the agencies/departments identified as Primary Coordinating Agency and/or Support Agency, _____________ Transit shall perform the following functions:

· Develop procedures for the protection of personnel, equipment, supplies and critical public records from the effects of emergencies/disasters.  

· Develop procedures to ensure the continuity of transit services and other essential services that may be needed during and after an emergency or disaster. 

· Develop, attend and conduct regular emergency management related training and exercises.

· Establish policy and develop standard operating procedures to carry out the provisions of the _____________ Transit’s Emergency Management Plan.  

· Identify safety and emergency experts that will be critical in the response to and support of operations related to managing emergencies or disasters that would directly affect the citizens of _____________ County.

· Carry out the tasks/activities identified in the ______________ Transits Emergency Management Plan.

The ____________ Transit shall be responsible for the preparation, coordination, and continuous efforts in updating the Emergency Management Plan and will ensure that this plan is consistent with County, State, Federal, and other County plans.

Letter of Agreement for Mutual Aid

The ______________ Transit Emergency Management Plan establishes the basis for providing assistance to the residents of _____________ County and to the city of ________ that may be impacted by an emergency or disaster.  This plan covers all four phases of emergency management: mitigation, preparedness, response, and recovery.  

This plan is in a checklist format that requires _________ Transit to also develop and implement standard operating procedures and guides in conjunction with other County agencies.

This plan uses the concept of emergency support functions that are found in the State of Indiana’s Comprehensive Emergency Management Plan and the Federal Response Plan.  Agencies with similar functions, resources, and training are grouped into emergency support functions.  For example, __________ County agencies with evacuation responsibilities are grouped into the Evacuation Emergency Support Function.   In addition, each emergency support function has an agency assigned as the Primary Coordinating Agency with other agencies as the Support Agency.

The following departments and agencies agree to support the provisions of the plan and to carry out their assigned functional responsibilities.   Each agency also agrees to implement planning efforts and participate in __________ County exercise activities to maintain their overall response capability.
This plan also serves as an agreement between ____________ Transit and transit organizations in the surrounding area. In the event of an emergency where current manpower and equipment are not sufficient these organizations agree to provide aid. 


______________ Transit


______________, Director



______________ County School Corporation

______________, Administrator



______________County Emergency Management


______________, Director



______________ Red Cross

______________, Director

______________ County Sheriffs Department

______________, Sheriff
______________ County Highway Department
______________, Director
______________ Transit 

______________ Director
_________________________________
______________ Transit 


______________ Director

______________ Transit 


______________ Director
_________________________________
INTRODUCTION 

To Mutual Aid

Mission: To coordinate all emergency management activities to protect the people, property, economy, and environment of _______________ County.

Purpose: To establish the ___________ Transit Emergency Management functions and responsibilities and coordinate with other County agencies, commissions, boards, and councils.  The ____________ Transit Emergency Management Plan will serve as a tool for countywide mitigation, preparedness, response, and recovery activities.  

Scope: This plan considers the emergencies and disasters likely to occur in _________ County and:

Provides for the coordination of transit resources with the local government, private sector and volunteer resources. Outlines the roles and responsibilities of Transit in relation to the____________ County Emergency Management Ordinance, and State and Federal laws, as deemed appropriate. The Infrastructure Support Section which includes four emergency support functions: Public Works and Engineering, Energy, Damage Assessment and Transportation.

Assignment of Responsibilities:
This plan presents the functional responsibilities accepted by ___________ transit and their organizations that have direct roles in managing emergencies and disasters within the community.  Emergency support functions are established for these organizations to designate mitigation, preparedness, response, and recovery activities. There is one agency with primary responsibilities for coordinating each emergency support function while other agencies are tasked with support roles.  

Limitations:

_________ Transit will make every reasonable effort to respond in the event of an emergency or disaster.  However, transit resources and systems may be overwhelmed.  The responsibilities and principles outlined in this plan will be fulfilled only if the situation, information exchange, extent of actual system capabilities, and resources are available at the time. There is no guarantee implied by this plan that a perfect response to an emergency or disaster will be practical or possible.

Phases of Emergency Management:
The Emergency Management Plan is concerned with many types of hazards that ___________ Transit may be exposed to.  Therefore, four phases of emergency management are considered:
Mitigation:

Mitigation actions eliminate or reduce the probability of some disaster occurrences and also include long-term activities that lessen the undesirable effects of unavoidable hazards or reduce the degree of hazard risk.  Some mitigation examples include regular vehicle inspections, and public education programs.  Mitigation seeks to prevent disaster and to reduce the vulnerability of transit to disasters that may strike.  Hazard mitigation should follow all disasters.

Preparedness:

Preparedness activities develop emergency response capabilities.  Planning, exercising, training, mitigation, developing public information programs, alerting and warning are among the activities conducted under this phase of emergency management to ensure the most effective and efficient response in a disaster.  Preparedness seeks to establish capabilities to protect people from the effects of disasters in order to save the maximum number of lives, minimize injuries, reduce damage, and protect property.  Procedures and agreements to obtain emergency supplies, material, equipment and people are developed.
Response:

Response is the actual provision of emergency services during a disaster.  These activities can reduce casualties, limit damage, and help to speed recovery.  Response activities include directing emergency operations, evacuation, and other protective measures.

Recovery:

Recovery is both a short-term and a long-term process to restore the jurisdiction to normal conditions in the aftermath of any emergency or disaster involving extensive damage.  Short-term operations assess damages, restore vital services to the community, and provide for basic needs to the public.  Long-term recovery focuses on restoring transit operations to its normal or to an improved state of affairs.  Examples of recovery actions are the restoration of service to areas that are no longer affected by the incident, and on-going assistance in damaged areas as needed.

Alert and Notification:

____________ transit may receive notification of a disaster or                    impending emergency from multiple sources.  Depending upon the time and day, the sequence would be as follows:

During normal staffing, ___________ transit would be alerted to the disaster or emergency situation by local jurisdictions, the local 911 Center, Indiana State Police, and/or other responding County/State agencies.  Depending upon the severity of the incident, the Transportation Director/Operations Officer would initiate all or part of the Emergency Management Plan.

If the emergency occurs during off duty hours, the Transit Manager is notified of the situation via the ______________________ or the agency answering service.  Based upon the severity of the incident, the Transportation Manager will initiate further notification and/or activation (partial or full) of the Emergency Management Plan.

Activation and Deployment:
Activation of the Emergency Management Plan is dependent on a variety of circumstances.  Generalized assumptions are as follows:

The Emergency Management Plan will be utilized to address particular requirements of a given disaster or emergency situation.  Selected emergency support functions will be activated based upon the nature and scope of the event and the level of support needed to respond.

Based upon the requirements of the situation, _________ Transit will notify appropriate departments, staff and agencies regarding activation of some or all of the functional emergency support functions and other structures of the Emergency Management Plan.  

 Recovery and Deactivation:
Deactivation of an emergency operation is dependent on a wide range of variables that must be satisfied before such an event may occur.  Some basic principles that should be followed are:

· Ensure that all health and safety issues are resolved prior to full deactivation;

· That all vital services and facilities are re-established and operational;

· Partial deactivation of the Emergency Management Plan, and in particular, functional emergency support functions (may occur only when all issues within the specific function are resolved);

· Recovery operations may be initiated during response operations;

· Deactivation of the response operation may be followed by the recovery operation; and

· Final deactivation of all operational activities will only occur with authority from the executive board and in coordination between appropriate local, State, and Federal governments.

Evacuation

Emergency Support Function 

Primary Coordinating Agency:
 ________ Transit

Support Agencies:

· Local School Corporations

· American Red Cross

· Churches

· ______ County Highway Department

· ______ County Sheriff’s Department

Evacuation is responsible for establishing clear and detailed procedures for carrying out partial or complete evacuation of people from the jurisdiction.  This emergency support function focuses on defining areas likely to be evacuated, determining destinations, and outlining the approach for traffic control while considering special populations such as schools, hospitals, nursing homes and those with physical and mental impairments.

Evacuation

	(
	Mitigation Task
	Resource

	1
	Identify critical facilities that are vulnerable to hazards, evaluate that vulnerability, and determine what actions can be taken to prevent or reduce that vulnerability.
	________ County Emergency Management Agency & Transportation Emergency Support Function

	2
	Identify potential funding sources that are available to mitigate hazards.
	________ County Emergency Management Agency

	3
	Identify areas where mutual aid agreements and memorandums of understanding are needed with support agencies and ancillary or contract support services.
	________ County Emergency Management Agency

	4
	Identify areas where public education programs involving evacuation information are needed.
	________ County Emergency Management Agency, Public Information Emergency Support Function, Local Schools, & American Red Cross

	5
	Identify emergency support function supervisors and their shift change and staffing procedures for the Emergency Operations Center activation and field operations.
	All Support Agencies

	6
	Identify sources of hazard-specific needs, resources, and equipment.
	________ County Emergency Management Agency 

	7
	Identify requirements for emergency support function specific standard operating procedures, plans and checklists for lead and support agencies.
	________ County Emergency Management Agency & All Support Agencies

	8
	Identify emergency support function training on evacuation issues.
	________ County Emergency Management Agency & All Support Agencies

	9
	Identify and mark designated evacuation routes
	________ County Emergency Management Agency & _________ County Highway Department

	10
	Designate assembly areas for people requiring transportation assistance in an evacuation.
	______County Emergency Management Agency & _________County Highway Department


Evacuation
	(
	Preparedness Task
	Resource

	1
	Develop and maintain sections in standard operating procedures/guidelines and other plans and procedures necessary for the emergency support function and its support agencies to operate efficiently.
	________ County Emergency Management Agency & All Support Agencies

	2
	Develop and maintain a roster of emergency support function supervisors, including shift change and staffing procedures for Emergency Operations Center activation and field operations.
	________County Emergency Management Agency& All Support Agencies

	3
	Develop and maintain an emergency support function manpower list, delineating specialized skills of personnel.
	________ County Emergency Management Agency & All Support Agencies

	4
	Develop and maintain mutual aid agreements and memoranda of understanding as needed.
	________ County Emergency Management Agency

	5
	Develop and maintain copies of hazardous material evacuation procedures to all appropriate agencies.
	________ County Emergency Management Agency & Local Emergency Planning Committee

	6
	Develop public education programs involving evacuation.
	Local Fire Departments

	7
	Develop and maintain contact notification lists, including emergency contact information such as, address, phone, cell, facsimile numbers and email.
	Resource Support Emergency Support Function & All Support Agencies 

	8
	Obtain detailed maps of the county.
	All Support Agencies & Information and Planning Emergency Support Functions

	9
	Ensure that copies of all necessary emergency support function-specific emergency manuals, plans, procedures and other reference materials are located at the respective emergency support function station in the County Emergency Operations Center.
	________ County Emergency Management Agency & All Support Agencies

	10
	Develop and maintain lists of hazard-specific resources and equipment.
	Resource Support Emergency Support Function & All Support Agencies

	11
	Ensure that agency representatives can access their respective agencies’ network, if available, while in the Emergency Operations Center.
	________ County Emergency Management Agency & Communications and Warning Emergency Support Function

	12
	Consult with critical facilities (hospitals, jails, etc.) to determine appropriate evacuation procedures.
	Hospitals, Law Enforcement, ________ County Emergency Management Agency

	13
	Identify resource requirements for evacuating individuals with special needs.
	American Red Cross, ________ County Emergency Management Agency, Health and Medical Emergency Support Function

	14
	Provide information to pet and livestock owners on the evacuation procedures for animals.
	________County Emergency Management Agency & Animal Health Emergencies Emergency Support Function


Evacuation
	(
	Response Task
	Resource

	1
	Obtain status report on ______ County activities once in Emergency Operations Center.
	________ County Emergency Management Agency

	2
	Identify and coordinate additional resources, as needed, in support of local field operations.
	________ County Emergency Management Agency, Resource Support Emergency Support Function & All Support Agencies

	3
	Evaluate the need for an evacuation and coordinate with the appropriate officials in the effected jurisdiction, if time is permits.
	________ County Emergency Management Agency & All Support Agencies

	4
	Assist in the development of the incident action plan.
	________ County Emergency Management Agency & Information and Planning Emergency Support Function

	5
	Systematically notify residents in affected area.  List addresses notified and mark homes with chalk or tape to prevent duplications.
	________ County Emergency Management Agency & All Support Agencies

	6
	Provide technical assistance, as requested
	________ County Emergency Management Agency

	7
	Support other emergency support functions, as needed.
	________ County Emergency Management Agency

	8
	Provide situation reports of emergency support function activities to Emergency Operations Center supervisor, as required.
	________ County Emergency Management Agency & All Support Agencies

	9
	Attend briefings for periodic situation updates.
	________ County Emergency Management Agency & All Support Agencies

	10
	Document incoming and outgoing communications.
	________ County Emergency Management Agency, Communications and Warning Emergency Support Function, & All Support Agencies

	11
	Maintain record of actions taken.
	________ County Emergency Management Agency & All Support Agencies

	12
	If Joint Operations Center is activated, send an emergency support function representative to that location, if appropriate.
	Public Information Emergency Support Function

	13
	Request State/Federal resources, as needed.
	________ County Emergency Management Agency & Resource Support Emergency Support Function

	14
	Coordinate with the Law Enforcement emergency support function in assisting with building evacuations, as needed.
	All Support Agencies

	15
	Coordinate with local jurisdictions for the acquisition of transportation resources, as needed, in the event of the evacuation of jails.
	Transportation & Law Enforcement Emergency Support Functions

	16
	Provide transportation assistance for the evacuation of persons with special needs throughout the County, as needed.
	Transportation, Shelter and Mass Care, & Health and Medical Emergency Support Functions


Evacuation
	(
	Recovery Task
	Resource

	1
	Coordinate with the Law Enforcement emergency support function to assist local authorities in establishing checkpoints for re-entry to evacuated areas.
	Transportation Emergency Support Function

	2
	Coordinate with the Resource Support emergency support function on resource accountability.
	________ County Emergency Management Agency

	3
	Ensure all staff are properly debriefed to include mental health debriefings, if appropriate.
	Health and Medical Emergency Support Function & American Red Cross

	4
	Prepare appropriate After-Action Reports.
	________ County Emergency Management Agency & All Support Agencies


EMPLOYEE SELECTION

INTRODUCTION

Employee selection is critical to safe transit operations.  The driver of a transit vehicle is directly responsible for the safety of their passengers and other motorists that share the road with the transit buses.  The transit agency should have a clear definition of driver qualifications and background.  This applies to all safety-critical employees, both paid and volunteer.  The employee selection criteria must address specific, safety-related items. Employees or job categories included in employee selection are as follows.
Safety sensitive positions

· Anyone who may cause movement of a vehicle, either directly or indirectly or affects public safety

· All positions identified in Part 655 of the FTA Drug and Alcohol Regulations

(Operators, Maintenance workers, Dispatchers and Supervisors / CEOs)
The job description should clearly state the functions of the position and include specific information about the candidate’s age, abilities and driving record. 
	Minimum
	“Enhanced” (additional as applicable)

	· 21 years

· Literacy / Communication

· English proficiency adequate to perform job

· Valid driver license

· Acceptable driving record

· Ability to operate all types of equipment
	· Customer service oriented 

· Alert / Foresighted to maintain safety 

· Team player 

· Non risk-taker 

· Punctual and reliable

· Follows directions 

· Honesty 



Applications should include the basic information (i.e. SSN, DOB, education, previous employment) as well as the following: 
· Contains language stating, “willful misstatement will result in termination.”

· Has a release giving permission for transportation agency to conduct background checks/information searches (e.g., fingerprints, credit checks, identity verification [Federal I-9 form], other)

· Asks if the candidate is aware of anything that would preclude obtaining a CDL (e.g., child support delinquency, license suspension)

· Require references (minimum) 1 personal, 1 professional

All applicants will have a driving record and criminal history check done on them prior to being offered a position. Applicants will be disqualified if they have more than two moving violation convictions in the past 3 years or if they have a pattern of aggressive driving. In addition, a criminal records check will also be performed on all applicants. Anyone who has been convicted of a felony for crime of violence, sexual assault, child abuse or a felony drug conviction will not be considered for the position. 
Applicants applying for safety sensitive positions must comply with drug and alcohol testing requirements as outlined in the agency drug and alcohol policy. Any applicant applying for a position requiring a PPC or CDL must produce a valid DOT physical. 
	Minimum
	“Enhanced” (additional as applicable)

	· Screen driving record (consider overall driving pattern, including accident reports)

	· In-state (past 5 years)
	· Multi-state (preferred) 

	· Criminal record (background check)
	

	· Multi-level criminal check (Federal, state and local data)
	· Misdemeanours further evaluated 

	· Medical and Functionality Physical
	

	· DOT Medical Standards or State Equivalent

· Drug & Alcohol test
	· Road test in personal vehicle 


EMPLOYEE TRAINING

INTRODUCTION

Once qualified candidates are identified and hired, initial and on-going training is critical to insure proper operations and adherence to the transit agency rules and regulations.  Proper qualification of operating and maintenance personnel is a vital part of a safe transit environment.  Operator training should address specific safety-related issues appropriate to the type of vehicle and driving assignment including fitness for duty. The following job categories have been identified as critical to safe transit operation:
· Operators

· Others (service support personnel)

· Dispatchers

· Supervisors

· Maintenance (including hostlers)

· Upper management / Administration 

Employees falling into the categories identified above will be required to receive training in the following areas:
Vehicle Operations
· Vehicle orientation (pre-trip and post-trip)

· Equipment types and procedures (lifts, securement, safety features, fire prevention)
· Defensive driving (including preventability)

· Service area orientation (routes, schedules, environment)
· CDL if necessary 

Agency policy and procedures

· Rule books / Handbooks / HR procedures
· Drug & Alcohol Program 
· Communication procedures 

· Diversity (ADA) / Harassment / Work Place Violence

· System safety policy 

Health and safety

· Blood Borne Pathogens

· Fitness for Duty 

· Emergency procedures 

· Security awareness training
Drug & Alcohol Testing

Substance Abuse Awareness and testing is a necessary requirement of all safety sensitive employees who could affect public safety and the success of the organization. The drug and alcohol testing program is intended to detect and deter the use of illegal substances and misuse of alcohol in the transit industry and is required by the Federal Transit Administration for recipients of 5311 funds. This program requires testing for the five main drug categories including: Marijuana, PCP (phencyclidine), Cocaine, Opiates and Amphetamines.
The regulations for this program are 49 CFR Part 655 Prevention of Alcohol Misuse and Prohibited Drug Use in Transit Operations and 49 CFR Part 40 Procedures for Transportation Workplace Drug and Alcohol Testing Programs as amended. Because substance abuse and alcohol misuse has a direct affect on safety education of the dangers associated with drug abuse and alcohol misuse is critical to supervisors and employees alike. The regulations clearly indicate the required training for both supervisors and employees as:
· Covered employees must receive at least 60 minutes of training on the effects and consequences of prohibited drug use on personal health, safety, and the work environment, and on the signs and symptoms that may indicate prohibited drug use.

· Supervisors and/or company officers authorized by the employer to make reasonable suspicion determinations shall receive at least 60 minutes of training on the physical, behavioral, and performance indicators of probable drug use and at least 60 minutes of training on the physical, behavioral, speech, and performance indicators of probable alcohol misuse.

· Additional educational components should include display and distribution to every covered employee of: informational material and a community service hot-line telephone number for employee assistance, if available.
Employees subject to substance abuse testing are identified in the companies’ drug and alcohol testing policy, which is separate from the Emergency Response Plan. Please refer to the agency Substance Abuse Policy for a complete outline of the requirements for this program.
SAFETY AND SECURITY DATA ANALYSIS & ACQUISITION

INTRODUCTION

Understanding safety data is an important step toward allocating important and often scarce resources to implement safety program elements.  Safety data relative to transit provider operation can be used to determine safety trends in system operation.  These data include information gathered from within the system of safety-related events such as passenger injuries or claims, employee injuries, accidents and incidents. The data are useful in a formal hazard identification and resolution process to help identify hazards before they cause accidents. The data may also help improve system performance, not only in respect to safety, but also in overall delivery of service to the riding public. 

The following employees or job categories are included in safety data acquisition and analysis:
· Operators



Staff

· Management


Supervisors

· Maintenance


Customer service

The database of safety elements includes the following: 

	Minimum
	Additional as applicable

	· Who:  operator ID, passengers, others involved (pedestrians, drivers, cyclists)
	· Light / Visibility

· Collision diagram

	· What:  transit vehicle type, route #, incident type
	· Operator narrative 

· Roadway condition

	· When:  date, time
	

	· Where:  location, direction of travel
	


Data Collection/Forms

· Operator report

· Supervisor report 

· Police report Witness cards

· Customer complaint / Public comment 

· Trouble reports / Internal complaints 

· Video if available 
VEHICLE MAINTENANCE

INTRODUCTION

Proper maintenance of vehicles and equipment is critical to the continued safe operation of the transit system.  Unsafe vehicles present unnecessary hazards to the operator, passengers, and other vehicles on the road.  Basic vehicle maintenance practices must regularly address safety-related vehicle equipment to ensure that no unsafe vehicles are dispatched for service.

Employees or Job Categories Included in Vehicle Maintenance are as follows:
· Mechanics
· Supervisors (maintenance)

· Operators
Operators are required to complete daily pre and post trip inspections of their vehicles utilizing appropriate vehicle inspection forms. All inspection forms are to be turned in at the end of each shift. All deficiencies identified during inspection are to be reported on the form and to the supervisor. All deficiencies identified that could affect the safety of the vehicle or its passengers are to be reported immediately and the vehicle is not to be put into operation. Necessary repairs are to be scheduled and a back up vehicle will be utilized to continue service.
Both mechanics and drivers should inspect the vehicle through observations and check during routine servicing procedures. It is quite possible, for example, to perform a complete vehicle check while the oil is being drained. *Exhibit 4 (as listed in the Indiana Preventative Maintenance Manual, Feb. 2000) lists items that your agency should include in the mechanic’s inspection at service intervals.

Finally, your agency should hold drivers and mechanics accountable for filling out checklists via random paperwork inspections. In other words, if you are going to require it, check it.  

*Indiana Preventative Maintenance Manual is written by: Indiana Department of Transportation/Public Transit Section

in conjunction with the Indiana Rural Transportation Assistance Program
Emergency Staff List

In the event of an emergency the following employee’s agree to be called to duty as needed. These employees’s will first secure their own families then report as soon as possible to assist with evacuations and to open necessary facilities as needed. 
Name
__________________________________

Title
__________________________________
Address
__________________________________
__________________________________

Phone
__________________________________

Cell/pager________________________________
Name
__________________________________

Title
__________________________________
Address
__________________________________
__________________________________
Phone
__________________________________

Cell/pager________________________________
Name
__________________________________

Title
__________________________________

Address
__________________________________
__________________________________
Phone
__________________________________

Cell/pager________________________________
Name
__________________________________

Title
__________________________________
Address
__________________________________
__________________________________
Phone
__________________________________

Cell/pager_______________________________
_
Perimeter Checks


      

Date: __________________________
Daily while under orange alert & above
       

Alert Condition__________________

Time




Personnel



Signature



Notes
	7:00 AM
	
	
	

	8:00 AM
	
	
	

	9:00 AM
	
	
	

	10:00 AM
	
	
	

	11:00 AM
	
	
	

	MAIL PICKUP/INSPECTION
	
	
	

	12:00 PM
	
	
	

	1:00 PM
	
	
	

	2:00 PM
	
	
	

	3:00 PM
	
	
	

	4:00 PM
	
	
	


Additional Notes as Needed

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Threat Level/Attack/Recovery Systems Approach
The FTA National Transit Response Model supplements the existing HSAS Threat Condition model with Black and Purple designations to further define appropriate transit industry activities when an attack is in progress and during the post-event recovery of transit services and facilities.

	Color
	Condition

	Green
	Low threat level

	Blue
	General threat level

	Yellow
	Elevated threat level

	Orange
	High threat level

	Red
	Severe threat level

	Black
	Actual Attack

	Purple
	Recovery


The Black and Purple designations are interpreted as follows.

· Black indicates that an attack is underway against a specific transit agency or within the agency's immediate geographic area. The Black state is entered only when an attack has occurred. Black includes the immediate post-attack time period when the transit agency may be responding to casualties, assisting in evacuations, inspecting and securing transit facilities, or helping with other tasks directed by the local emergency management authority.


· Purple indicates the recovery of transit service after an attack has occurred. Purple includes restoration of levels of service, routes, and schedules, repairing or reopening facilities, adjustment of staff work schedules and duty assignments, responding to customer inquiries about services, and other activities necessary to restore transit service. The Purple state follows the Black state and may also exist for short time periods when the agency is transitioning from a higher threat condition to a lower threat condition (e.g., from Red to Orange). The Purple state will coexist with the prevailing threat condition. In other words, business recovery (Purple) will be accomplished while maintaining the prevailing readiness status (e.g., Orange protective measures).

FTA Recommended Transit Protective Measures:
 GREEN

Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Low Condition (Green)

This condition is declared when there is low risk of terrorist attacks.
 

· Measure 1. Refining and exercising as appropriate preplanned Protective Measures.

· Measure 2. Ensuring personnel receive proper training on the Homeland Security Advisory System and specific preplanned department or agency Protective Measures.

· Measure 3. Institutionalizing a process to assure that all facilities and regulated sectors are regularly assessed for vulnerabilities to terrorist attacks, and all reasonable measures are taken to mitigate these vulnerabilities.

· Measure 4. All contractors and visitors must check or sign in and out of designated facilities or areas within the facility that are considered key command, control or communications centers or areas.

· Measure 5. Ensure existing security measures are in place and functioning such as fencing, locks, camera surveillance, intruder alarms, and lighting. Identify those additional security measures and resources that can enhance the security at the higher Threat Condition levels, e.g., increased surveillance.

· Measure 6. Establish local, regional and system-wide threat and warning dissemination process, emergency communications capability, and contact information with law enforcement and security officials, including local FBI Field Offices, first responders, regional and district US DOT and FTA representatives. Emergency communications should have redundancy in both hardware and means to contact security officials, law enforcement agencies, and mobile field command centers.

· Measure 7. Develop terrorist and security awareness and provide information and educate employees on security standards and procedures. Caution employees not to talk with outsiders concerning their facility or related issues.

· Measure 8. Advise all personnel at each facility to report the presence of unknown personnel, unidentified vehicles, vehicles operated out of the ordinary, abandoned parcels or packages, and other suspicious activities.

· Measure 9. Develop procedures for shutting down and evacuation of the facility. Facilities located near critical community assets should be especially vigilant of security measures.

· Measure 10. Incorporate security awareness and information into public education programs and notifications to emergency response organizations.

· Measure 11. Survey surrounding areas to determine those activities that might increase the security risks that could affect the facility, e.g., airports, government buildings, industrial facilities, pipelines, etc.

· Measure 12. Ensure contingency and business continuity plans are current and include a response to terrorist threats.
· Measure 13. Develop and implement hardware, software, and communications security for computer based operational systems.

FTA Recommended Transit Protective Measures: 
BLUE

Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Guarded Condition (Blue)

This condition is declared when there is a general risk of terrorist attacks.
 

· Measure 14. Establish liaison with each station or facility served to coordinate measures that may be necessary if the Threat Condition increases.

· Measure 15. Ensure that a response can be mobilized and review facility security plans and procedures including bomb threat, chemical, biological or radiological threat and evacuation procedures. Ensure plans incorporate EOD and tactical teams as necessary, including accessibility to explosive detection capabilities such as K-9 teams or electronic sniffers.

· Measure 16. Inspect perimeter fencing and repair all fence breakdowns. In addition, review all outstanding maintenance and capital project work that could affect the security of facilities.

· Measure 17. Review all operations plans, personnel details, and logistics requirements that pertain to implementing higher Threat Condition levels.

· Measure 18. Inspect all CCTV/Video Camera/VCR equipment and intercom systems where applicable to ensure equipment is operational.

· Measure 19. Review and ensure adequacy of personnel and ID issuance and control procedures.

· Measure 20. Require each visitor to check in at designated facilities or areas within the facility that are consider key command, control or communications centers or areas and verify their identification - be especially alert to repeat visitors or outsiders who have no apparent business at the facility and are asking questions about the facility or related issues including the facility's personnel. Be familiar with vendors who service the facility and investigate changes in vendor personnel.

· Measure 21. Inspect emergency supplies to ensure equipment is in good working order.

· Measure 22. Provide the public with any information that would strengthen its ability to act appropriately.

· Measure 23. At regular intervals, remind all personnel to be suspicious and inquisitive about strangers, particularly those carrying suitcases or other containers. Watch for unidentified vehicles on or in the vicinity of facilities. Watch for abandoned parcels or suitcases and any unusual activity.

FTA Recommended Transit Protective Measures: 
YELLOW
 Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Elevated Condition (Yellow)

This condition is declared when there is a general risk of terrorist attacks.
· Measure 24. Inform all law enforcement and security officials with an operational need to know of the increased threat. Communicate this information to agency employees who have an operational need to know. Reinforce awareness of responsibilities with employees.

· Measure 25. Test security and emergency communications procedures and protocols. Post Security Alert if appropriate. Check communications with designated emergency response or command locations.

· Measure 26. Secure all buildings and storage areas not in regular use. Increase frequency of inspection and patrols within the facility including the interior of buildings and along the facility perimeter. Increase surveillance in areas considered key command, control or communications centers and areas such as truck docks, taxi lanes, parking lots, bridges, tunnels, and interlocking, as applicable.

· Measure 27. Check designated unmanned and remote sites at more frequent intervals for signs of unauthorized entry, suspicious packages, or unusual activities.

· Measure 28. Reduce the number of access points for vehicles and personnel to minimum levels and periodically spot check the contents of vehicles at the access points. Be alert to vehicles parked for an unusual length of time in or near a facility.

· Measure 29. Inspect all mail and packages coming into a facility. Do not open suspicious packages. Review the USPS "Suspicious Mail Alert" and the "Bombs by Mail" publications with all personnel involved in receiving mail and packages.

· Measure 30. Network with local law enforcement intelligence units, i.e. FBI field offices, and liaison, as appropriate, with other departments.

· Measure 31. Ensure that personnel with access to building plans and area evacuation plans be available at all times. Personnel should be able to seal off an area immediately. The Director of Safety and Security and staff required to implement security plans should be on call and readily available.

· Measure 32. Increase security spot checks of vehicles and persons entering facilities.

· Measure 33. Review and implement security measures for high-risk personnel, as appropriate.

· Measure 34. Increase the frequency of warnings by Low Condition (Green) and Guarded Condition (Blue) and inform personnel of additional threat information as available. Implement procedures to provide periodic updates on security measures being implemented.

· Measure 35. Ensure that a company or facility response can be mobilized appropriate for the increased security level. Review communications procedures and back-up plans with all concerned.

· Measure 36. Review with all facility employees the operations plans, personnel safety, security details, and logistics requirements that pertain to implementing increased security levels. Review notification/recall lists.

· Measure 37. Confirm availability of security resources that can assist with 24/7 coverage as applicable.

· Measure 38. Step up routine checks of unattended vehicles, scrutiny of packages and vehicles, and monitor critical facilities and key infrastructure (e.g., directed patrol checks of hatches, traction power substations, signal equipment, tracks, switches, rail yards and shops, rights-of-way, parking lots, etc.) are properly secured.

· Measure 39. Limit visitor access to key security areas and confirm that the visitor has a need to be and is expected. All unknown visitors should be escorted while in these areas.

· Measure 40. Advise local police agencies that the facility is at Elevated Condition (Yellow) and advise the measures being employed. Coordinate emergency plans as appropriate with nearby jurisdictions.

· Measure 41. Resurvey the surrounding area to determine if activities near the facility could create emergencies and other incidents that could affect the facility, e.g., airports, government buildings, industrial facilities, railroads, other pipelines, etc.

· Measure 42. Instruct employees working alone at remote locations or on the ROW to check-in on a periodic basis.

· Measure 43. Check to ensure all emergency telephone, radio, intercom, and satellite communication devices are in place and they are operational.

· Measure 44. Direct all personal, company, and contractor vehicles at the facility are secured by locking the vehicles. Remind Bus drivers to lock vehicles and check vehicles before entering or driving.

· Measure 45. Interface with vendors and contractors to heighten awareness and report suspicious activity. Post signs or make routine public announcements that emphasize the need for all passengers to closely control baggage and packages to avoid transporting items without their knowledge.

· Measure 46. Assign canines to visible patrols in stations where applicable.

· Measure 47. Alert bus and helicopter units, if applicable.

· Measure 48. Increase special foot patrols, bicycle patrol, and bus and train boarding’s as appropriate. Use canine patrols if available.

· Measure 49. Develop and implement a schedule for increasing the frequency of inspection including specific areas and item such as: telephone booths, garbage containers, and all public areas.

· Measure 50. Assessing whether the precise characteristics of the threat require that further refinement of preplanned Protective Measures.

· Measure 51. Implementing, as appropriate, contingency and emergency response plans.

· Measure 52. Keep all personnel involved in implementing antiterrorist contingency plans on call.

· Measure 53. Secure and regularly inspect all buildings, rooms, and storage areas not in regular use.

· Measure 54. At the beginning and end of each workday and at other regular and frequent intervals, inspect the interior and exterior of buildings in regular use for suspicious packages.

· Measure 55. Examine mail (above the regular examination process) for letter or parcel bombs.

· Measure 56. Check all deliveries to facility and loading docks.

· Measure 57. Make staff and dependents aware of the general situation in order to stop rumors and prevent unnecessary alarm.
· Measure 58. At an early stage, inform members of local security committees of actions being taken. Explain reasons for actions.

· Measure 59. Operate random patrols to check vehicles, people, and buildings.

· Measure 60. Implement additional security measures for high-risk personnel as appropriate.
FTA Recommended Transit Protective Measures:
 ORANGE
 Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
High Condition (Orange)

This condition is declared when there is a high risk of terrorist attacks.
· Measure 61. Move cars and objects (e.g., crates, trash containers) at least 25 meters from buildings (Where possible) particularly highly populated, mission related, or high profile buildings. Consider centralized parking. Move automobiles and other non-stationary items from station and terminal perimeters and other sensitive buildings or areas. Identify areas where explosive devices could be hidden.

· Measure 62. Close and lock gates and barriers except those needed for immediate entry and egress. Inspect perimeter fences on a regular basis. Ensure that other security systems are functioning and are available.

· Measure 63. Increase security manpower for additional surveillance, to act as a deterrent and prevent unauthorized access to secure areas, deploy specialty/technical resources, and enact local tactical plans, if applicable. The areas recommended for additional patrols should include railroad terminals, on trains and busses, at bus stops, parking areas, loading docks, ticket counters, secure areas, bridges, tunnels and interlockings. Increasing surveillance of critical locations.

· Measure 64. Arrange for and deploy plainclothes law enforcement or security officials for surveillance in terminals, stations and other location as appropriate.

· Measure 65. Physically inspect visitors and randomly inspect their suitcases, parcels, and other containers.

· Measure 66. Continue Low, Guarded and Elevated measures or introduce those that have not already been implemented.

· Measure 67. Activate emergency response plans.

· Measure 68. Reduce facility access points to the absolute minimum necessary for continued operation. Restrict threatened facility access to essential personnel only.

· Measure 69. Advise local police agencies that the facility is at a High Condition (Orange) and advise the measures being employed.

· Measure 70. Consult with local authorities about control of public roads and accesses that might make the facility more vulnerable to terrorist attack if they were to remain open. Take additional precautions at public events and possibly consider alternative venues or even cancellation.

· Measure 71. Erect barriers and obstacles to control direction of traffic flow and protect that terminal, station or other key area/facility from an attack by a parked or moving vehicle - company vehicles may be used for this purpose. Implement centralized parking and shuttle bus service where feasible.

· Measure 72. Schedule more frequent visits to remote sites and other locations that are potentially impacted.

· Measure 73. Increase the frequency of call-ins from remote locations. Employees should not work alone in remote areas.

· Measure 74. Check all security systems such as lighting and intruder alarms to ensure they are functioning. Install additional, temporary lighting if necessary to adequately light all suspect areas or decrease lighting to detract from the area.

· Measure 75. Identify the owner of all vehicles parked at key command, control, or communications areas or other critical areas/facilities/ and have all vehicles removed which are not identified.

· Measure 76. Strictly enforce control of entry. Inspect all vehicles entering key areas/facilities including the vehicle's cargo areas, undercarriage, glove boxes, and other areas where dangerous items could be concealed.

· Measure 77. Limit access to designated facilities to those personnel who have a legitimate and verifiable need to enter the facility. Implement positive identification of all personnel - no exceptions. Evacuate all non-essential personnel.

· Measure 78. Implement frequent inspection of key areas or facilities including the exterior and roof of all buildings and parking areas. Increase patrolling at night and ensure all vulnerable critical points are fully illuminated and secure.

· Measure 79. If threat is region specific, alert connecting region(s) of potential need for additional manpower and/or equipment; commanding officers of connecting region(s).

· Measure 80. Review procedures and make necessary preparations to establish Command Center(s) where applicable; make necessary preparations to dispatch Mobile Command Centers and/or Air Wings in the event of an actual emergency; prepare to initiate an incident command system or similar incident management structure for organizing the response to emergencies. Prepare to execute contingency procedures, such as moving to an alternate site or dispersing the workforce.

· Measure 81. Disable all baggage lockers where applicable.

· Measure 82. Restrict access to boarding areas to ticketed passengers only.

· Measure 83. Coordinate necessary security efforts with Federal, State, and local law enforcement agencies or any National Guard or other appropriate armed forces organizations.

· Measure 84. Keep all personnel responsible for implementing antiterrorist plans on call.

· Measure 85. Enforce centralized parking of vehicles away from buildings.

· Measure 86. Increase patrolling of the facilities.

· Measure 87. Protect all designated vulnerable points.

FTA Recommended Transit Protective Measures:
 RED
 Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Severe Condition (Red)

This condition is declared when there is a severe risk of terrorist attacks.
· Measure 88. Increase security patrol activity to the maximum level sustainable. Increase perimeter patrols and inspections of facility.

· Measure 89. Cancel or delay all non-vital facility work conducted by contractors, or continuously monitor their work with company personnel as applicable.

· Measure 90. Continue all Low, Guarded, Elevated and High Condition measures or introduce those that have not already been implemented.

· Measure 91. Implement emergency and continuity plans as appropriate. Reduce restricted area access points to an operational minimum.

· Measure 92. Augment security forces to ensure absolute control of key command, control or communications centers or areas and other potential target areas. Establish surveillance points and reporting criteria and procedures.

· Measure 93. Limit schedule or routing.

· Measure 94. Remove unattended, unauthorized vehicles parked within 300 feet of a terminal building or station where passengers load or unload.

· Measure 95. Increase or redirect personnel to address critical emergency needs.

· Measure 96. Assign emergency response personnel and pre-position and mobilize specially trained teams or resources.

· Measure 97. Monitor, redirect, or constrain transportation systems.

· Measure 98. Close public and government facilities.

· Measure 99. Identify all vehicles within operational or mission support areas.

· Measure 100. Search all vehicles and their contents before allowing entrance to facilities.

· Measure 101. Control access and implement positive identification of all personnel.

· Measure 102. Search all suitcases, briefcases, packages, etc., brought into the facility.

· Measure 103. Frequent checks of building exteriors and parking areas.

· Measure 104. Minimize all administrative journeys and visits.

· Measure 105. Coordinate the possible closing of public roads and facilities with local authorities.
FTA Recommended Transit Activities: 
BLACK

Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Attack Condition (Black)
This condition means that a terrorist attack had occurred.
· Measure 106. Activate Immediate Action Drills (IAD) and Emergency Responses to a Terrorist Attack (there are 10 essential IAD's)

· Measure 107. Report the attack immediately to all emergency response organizations

· Measure 108. Provide for security of the site and other transit system assets during the emergency and be alert to possible secondary attacks.

· Measure 109. Assist response to any Casualties

· Measure 110. Activate measures to Mitigate the effects of the Attack

· Measure 111. Assess immediately impact of the attack on transit service and facilities and adjust or terminate services as required.

· Measure 112. Advise FTA and FBI immediately of all known information regarding the nature of the attack so that FTA, FBI and others may immediately disseminate that information to other transit properties nationwide.
· Measure 113. Provide Internal and Public Information ASAP
· Measure 114. Designate the Incident Commander and Activate Transit Emergency Response (or Operations) Center and/or dispatch representatives to appropriate Emergency Operations Centers

· Measure 115. Mobilize and provide transit assets (communications links, equipment, facilities and personnel) in support of the overall incident response effort.

· Measure 116. Identify Attackers for Responders if witnesses and/or surveillance can provide timely and relevant information

· Measure 117. Activate "on-call" external contractors or other special support as required

FTA Recommended Transit Activities:
 PURPLE
Check FTA website http://transit-safety.volpe.dot.gov for conditional level at 7:00 am, 12:00 pm, and 3:00 pm.
Recovery Condition (Purple)
This condition designates business recover activities after an attack. 

· Measure 118. Activate (or hastily develop) Business Recovery Plan

· Measure 119. Restore Transit System capabilities

· Measure 120. Restore the Scene of Attack to functionality

· Measure 121. Guard against secondary Attacks

· Measure 122. Evaluate why Attack succeeded and update Threat and Vulnerability Analysis

· Measure 123. Identify and implement corrective measures

· Measure 124. Restore Public confidence by announcing new measures

· Measure 125. Return to an appropriate preventative level of GREEN thru RED

· Measure 126. Coordinate funding and other needs for transit system restoration with FTA

· Measure 127. Identify Short and Long Term Capital replacement needs, develop plans and detailed designs

· Measure 128. Complete an After Action report

Bomb Threats
Policy:
To provide for the safety of the staff and passengers in the event of a bomb threat. In the event that a bomb threat is received, via phone or otherwise, at the facility or on a transit vehicle following procedure is to be implemented.

Procedure:


A. Receipt of warning: When a threatening phone call is received, the person receiving the call should attempt to remain calm and jot down as much information as possible. Either during the conversation or after terminating it, the same person should get the attention of other staff to begin evacuation. A supervisor should be found or called to direct the appropriate reaction. This supervisor will immediately notify the police department and the transit manager or appropriate company official. A checklist should be completed immediately by the person who received the call. These forms are kept by supervisors and drivers. 

B. Evacuations: As soon as possible, staff or the effected driver should indicate the need for evacuating the building or vehicle and proceed to a designated location. Be sure to direct everyone to exits leading directly out the nearest doors to the designated evacuation site. All available emergency information should be taken to the evacuation site.
C. The staff person, driver, or dispatcher will call “911” immediately and appropriate management personnel.

D. Search Procedure: After the basic details are provided by the person receiving the threat phone call, the supervisor or designee should make all necessary decisions, issue orders, and prepare for the arrival of the police. This will include having an emergency evacuation plan map of the facility or a copy of the emergency evacuation plan for the vehicle and master keys available for the police. When the police arrive, they should be put in complete charge and all possible consideration be given to them. 

If what appears to be a bomb is found, DO NOT touch it. Immediately clear the area and obtain professional assistance.

All personnel should remain calm and alert. Personnel should not unduly alarm passenger or the public by divulging that a bomb threat has been received. In the event the passenger or the public do learn what is taking place, they should be reassured that everything is under control. The personnel involved should also keep the Supervisor aware of all significant developments.

E. Staff will cooperate fully with any requests form the emergency personnel and will under no circumstances re-enter the building or vehicle until an all clear is received form authorities.

F. All news media should be referred to management for any comments or statements. A “no comment” position needs to be taken by all other staff members and participants. To preserve participant confidentiality, staff should discourage the media’s picture taking of any participants.

Bomb Threat Checklist

Keep Calm:
Do not get excited or excite others. 

Time:

Call received_________ am/pm
Terminated_________ am/pm

Exact Words of Caller: ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

Delay:
Ask caller to repeat.

Questions you should ask:
A. Time bomb is set to explode? _____________________________

B. Where located?
______________________________________

C. Kind of bomb?
______________________________________
D. Description?
______________________________________

E. Why did you place the bomb? _____________________________

F. Where are you calling from?    _____________________________

Voice Description:

Male_____________

Female____________

Calm_____________

Nervous_____________

Young_____________
Old_____________

Middle-Aged_____________

Rough_____________
Refined____________


Accent Yes_____________
No_____________

Describe_____________

Background Noise:

Music____________

Running Motor (type) _____________

Traffic____________

Whistles_____________
Bells______________

Horns____________

Aircraft______________
Tape Recorder____________

Machinery_____________

Other___________________________________________________________________

Additional Information:

A. Did the caller indicate knowledge of the facility? If so, how? In what way?

_________________________________________________________
B. What line did the call come in on? _______________________________

C. Is number listed?
Yes___ No___ Private Number___ Whose? ________

Signature: _______________________________
Date: ____________________

Guidelines for Chemical Attack

(Shelter in Place)

In the event of a chemical or biological attack, you may be told to shelter in place. 

This means staying where you are and making yourself as safe as possible until the emergency passes or you are told to evacuate.

In this situation it is safer to remain indoors than to go outside where the air is unsafe to breathe.

IF YOU ARE TOLD TO SHELTER IN PLACE

· CLOSE ALL THE WINDOWS IN YOUR PLACE.
· TURN OFF ALL FANS, HEATING AND AIR CONIDITIONG SYSTEMS.
· IF POSSIBLE, GO TO AN ABOVE GROUND ROOM WITH THE FEWEST WINDOWS AND DOORS.
· IF YOU ARE ON A VEHICLE CONTACT DISPATCH IMMEDIATELY WITH YOUR LOCATION AND HOW MANY PASSENGERS ARE ON BOARD.
· WET SOME TOWELS AND JAM THEM IN THE CRACKS UNDER THE DOORS. TAPE AROUND DOORS, WINDOWS, EXHAUST FANS AND VENTS. DO NOT COVER WINDOWS WITH PLASTIC BARBAGE BAGS.
· IF YOU ARE TOLD THERE IS A DANGER OF EXPLOSION, CLOSE WINDOW SHADES, BLINDS OR CURTAINS. TO AVOID INJURY, STAY AWAY FROM ALL WINDOWS.
· STAY IN THE ROOM AND LISTEN TO A RADIO UNTIL YOU ARE TOLD ALL IS SAFE OR YOU ARE TOLD TO EVACUATE. THIS MAY TAKE SOME TIME. STAY CALM.
Fire Safety
Policy: 
To provide for the safety of the staff and passengers in the event of a fire. In the event that a fire danger exists, at the facility or on a transit vehicle following procedure is to be implemented.
Procedure:
Drivers should inform dispatch immediately if safe to do so and find a safe place to pull over and evacuate their passengers. If the threat of fire exists within the transit facility the nearest manual alarm is to be activated and the fire department notified immediately though the safest mean possible. 


The emergency should be announced verbally or though the intercom immediately and evacuation should be initiated. Clear all employees and consumers form the facility as quickly and safely as possible. Attempt to put out the fire with the nearest fire extinguisher, if feasible. Do not jeopardize safety to fight the fire.

Transit employees upon receipt of the alert shall supervise the evacuation by checking rest rooms, training rooms and assisting disabled persons with the evacuation. 

Personnel shall follow safety guidelines as follows:

· Do not panic; listen for instructions

· Evacuate the building when instructed to do so, using the assigned exit

· Touch doors before opening. Do not open hot doors. Do not break windows

· Close doors behind you as you exit to help contain the fire

· If an individual cannot exit the area stuff a rug, coat, etc., under the door and over air vents to prevent entry of smoke. Stay low

· Exit quickly

· Do not try and assist fire fighting personnel unless asked to do so

· Do not attempt to salvage items or to retrieve coats, purses, etc.

· Secure head count as soon as possible following evacuation

· Do not return to the building unless instructed to do so by emergency personnel

Staff and passengers will congregate in designated area until the Fire Department has determined that it is safe to return to the building or the vehicle. In the event that it is not safe to return staff and passengers are to remain in the designated area until transportation arrives to transport individuals home. 

Flood and Tornado Safety

              Policy:
To provide for the safety of the staff and passengers in the event of a flood or tornado. In the event that conditions are right for flooding or a tornado to impact on operations of the facility or transit vehicles while in route, the following procedures will be implemented.

Procedure: 
When a flood or tornado watch or warning is issued the dispatcher will alert drivers and staff of the threatening weather conditions. Staff members who are located in a building that offers adequate protection from flooding and/or tornadoes should remain in that building. 


Drivers will keep radio traffic to a minimum so that all emergency updates may be heard.


If vehicles are equipped with am/fm radios they should be tuned to a local channel that airs weather updates. 


In the event an evacuation of a vehicle is necessary, drivers will assist passengers to a safe location.

The Dispatcher will instruct drivers to follow the safety guidelines out lined below.


FLOOD WATCHES AND WARNINGS


Watch: flash flooding is possible in or close to the watch area.


Warning: flooding is actually occurring or is imminent in the     .

                                         warning area

·  Do not panic; listen for further instructions

·  If a Flood Watch is issued and evacuation is required, return to base as soon as possible, making every effort to protect yourself and your passengers. 

· If a Flood Warning is issued, dispatch will advise you to return to base immediately, if safe to do so. 
· If there is no time or safe route to return to base, move to higher ground away from rivers, streams, creeks and storm drains.

· Do not drive around barricades.

· Do not attempt to drive through floodwaters; 2 feet of water can float a bus.

· If your vehicle stalls in rising water, abandon it immediately and climb to higher ground. Make every effort to protect yourself and your passengers. 

TORNADO WATCHES AND WARNINGS

Watch: conditions are conducive to the development of tornadoes in and close to the watch area.

Warning: a tornado has actually been sighted or indicated on radar and is occurring or imminent in the warning area.

· When a Tornado Watch is issued, stay tuned to local radio stations and keep in touch with the dispatcher.

· Be alert to any changing weather conditions.

· When a Tornado Warning is issued:

a. Go to the lowest floor at the nearest inside shelter, if possible. If there is no basement, go to the center hallway, away from windows or into a bathroom.

b. Do Not stay in the vehicle. During tornadoes, your vehicle is one of the worse places you could be. If you cannot get to a shelter, go to a low-lying area and lie flat. Assist passengers in a calm manner. Instruct them to cover their heads with coats, hands or whatever they may have available.

· After the storm is over, watch out for fallen power lines and stay out of damaged areas. 

· Establish communication with base for further instructions.

Earthquake Safety

Policy:
To provide for the safety of the staff and passengers in the event of an Earthquake.  The chances of a major earthquake happening in Indiana are small. However, there are two Seismic Zones that do affect our state. They are the New Madrid and the Wabash Valley Seismic Zones. With this in mind, the following procedures have been implemented. 

Procedure: 
Advanced warning is not currently an option when it comes to Earthquakes. In the event an Earthquake occurs it is extremely important that all employees have a clear understanding of the safety precautions to be taken. 

· The most important thing you can do during an earthquake is to remain calm. By doing this, you will be in a better position to assess your situation and instill confidence in those around you. Think through the consequences of any action you take. Try to calm and reassure others.
· If indoors, stay there. Get under a table or desk: in a corner away from windows. Watch for falling plaster, bricks, light fixtures and other objects. Watch out for high bookcases, filing cabinets, shelves, and other furniture or appliances which might fall or topple. Do Not run outdoors – you may be hit by falling debris or electrical wires.

· If in a high-rise office building, move away from windows and outside walls. Get under a desk or table. Do not dash for exits, wait for the shaking to stop and await safety instructions. Do Not use the elevators until they are inspected by a qualified technician.
· If in a crowded area, do not rush for a doorway. If possible, duck under a fixture or other item that will help protect you from falling debris.
· If outside, avoid buildings, walls, power poles and other objects which could fall during the earthquake. If possible, move to an open area away from all hazards. 
· If in a vehicle, pull to the side of the road and stop in the safest place available. Avoid bridges, overpasses, and power lines. Remain inside you vehicle until the shaking is over. Turn on your radio for news and information.
· Check the condition of your surrounding areas. Is your office/vehicle safe to continue using, if so begin assisting your co-workers and/or passengers.
· Establish communication with base operations for further instructions.
·  Drivers – Do Not unload your passengers if there is any doubt 
about the continued safety of those passengers in doing so. 
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