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Emergency Response Checklist

(During Normal Operating Hours)

Checklist to use when contacted by Emergency Management/First Responders

1.    Ask for the Contacting Official’s name and telephone number. Write them    down here:

2.  
Assign someone to begin calling off-duty Drivers, Mechanics and Managers in to work during the emergency – the phone list is  [insert where]

3.   Contact any Drivers on Duty and give instructions that they are to drop off their passengers at a safe, warm location (there is a list [insert where]

4.   Tell all Drivers on duty where they are to go to help in the disaster

5.    Make sure someone is assigned to open the garage

6.    Make sure a phone line is open for 911 to contact you

7.   Write down each Driver, the vehicle they are using and when they will start working

8.   Take some time to think and calm down

9.   Read through this packet one step at a time to make sure you covered everything
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