SAMPLE EMERGENCY RESPONSE PROTOCOL IN THE EVENT THAT EMERGENCY MANAGEMENT HAS REQUESTED TRANSIT ASSISTANCE WITH COMMUNITY EVACUATION

It is assumed that Management has disseminated the “transit staff emergency call-down list” to all key emergency management stakeholders.

Using the transit staff emergency call down list, emergency management/first responders have notified Management of the need for transit vehicles for evacuation purposes.

· Management - gather pertinent information from emergency management/first responders including:

·  number of vehicles required

·  number of Drivers required, if any, 

· time frame for staging

· staging location

· Management -call maintenance staff (if existent) to report for work (if not already in house) in order to prepare vehicles for use.

· Management - contact operations staff to begin calling in required Drivers using “employee volunteer emergency phone list” (if needed, and they are not already in house).

· Management - determine whether there is a need to shut down system-wide service if it is presently in operation.

· Dispatch - follow standard “shut down procedures” if decision to shut down service was made. 

· Maintenance staff - prepare vehicles for use in evacuation.

· Drivers or first responders - move vehicles to staging area and report to Incident Command.

· Management - report to staging area to act as liaison to Incident Commander.

· Drivers - upon completion of evacuation maneuvers, return vehicles to base.  
· Drivers/Supervisors/Management - complete required documentation.

· Management - if necessary, make decision on when and how to resume normal service.

· Management - communicate to all affected employees the decision on whether and when normal service will resume.

· Management - participate in post-incident debriefing with emergency management.

