Emergency Response Checklist
(After Normal Operating Hours)

1. Initial contact will be made by [insert] using the First Responder List.

2. The first person contacted by [insert] will be the [name of transit agency] Emergency Response Coordinator (ERC). The ERC must provide to [insert ] a telephone number or other means by which they will remain available to communication from [insert ].

3. The ERC will begin to call persons listed on the Employee Phone List informing them that [name of transit agency] is responding to a Community Emergency. During this stage, the ERC must:

a.  Coordinate the opening of the garage or other facility where [name of transit agency] vehicles are located,

b.  Assign additional personnel to make initial call-out phone calls dividing the employee phone list to more quickly mobilize personnel,

c.  Establish a [name of transit agency] Command Post at the Authority’s Maintenance Facility or other available location as circumstances may dictate,

d. Complete the Mobilization Check-off List to accurately account for resources available to [insert ].

4. The ERC will remain in charge of all [name of transit agency] Emergency Response activities throughout the emergency unless relieved by personnel higher on the First Responder List.

5. The ERC will have the authority to allocate all [name of transit agency] personnel and equipment as necessary to respond to the emergency at hand.

6. The ERC shall have the emergency authority to procure parts, fuel and other essentials necessary to continue and sustain [name of transit agency] Emergency Response activities.

7. The ERC shall continue to make efforts to contact all [name of transit agency] personnel as well as [name of transit agency] Board Members (to inform them of our participation) as time and response efforts may permit.

8. The ERC shall provide personnel and resources in the quantities requested and to various locations as may be directed by [insert ]. 
9. The ERC shall remain on-duty in an active status until relieved or directed to stand down by[insert ]. 
