COAST TRANSIT AUTHORITY

ESSENTIAL PERSONNEL POLICY FOR HURRICANE EVACUATIONS

AND OTHER EMERGENCY RESPONSE EVENTS

I.
COVERAGE

This policy applies to all positions determined by CTA management to be essential personnel for hurricane evacuations and other emergency response events.

II.
PURPOSE


This policy is intended to summarize the policies and procedures to ensure the presence of  adequate and appropriate personnel essential to carry out CTA's responsibilities for hurricane evacuations and other emergency response events. 
III.
GENERAL INFORMATION

A.
Essential Personnel are personnel in those job positions determined by CTA management to be essential to carry out CTA's responsibilities for hurricane evacuations and other emergency response events.  Job positions whose occupants are determined to be "essential personnel" will be designated from time to time by CTA management through a variety of means, including provisions in job descriptions, memoranda or other notifications.  It is not required that the job description contain an "essential personnel" designation for a particular job position to fall within the essential personnel designation(s).  Essential Personnel are subject to reassignment of department, shift, function, etc. as necessary to assist CTA in carrying out its responsibilities for a given Emergency Event, regardless of provisions in an employee's job description.

B.
Other Necessary Personnel -- Other employees are subject to reassignment (department, shift, function, etc.) to support CTA's responsibilities for a given Emergency Event, regardless of provisions in an employee's job description.

C.
Hurricane Evacuations may be more specifically addressed in CTA's Hurricane Procedures document or similarly titled documents.

D. 
Other Emergency Response Events may be more specifically identified and addressed in documents from time to time issued by CTA management.


E.
The term "Emergency Event" may be used in this Policy and elsewhere to refer to a Hurricane Evacuation and Other Emergency Response Events.

IV.
PROCEDURES


A.
When CTA management declares Hurricane Procedures or other Emergency Response Event Procedures to be in effect, all personnel designated as essential personnel or Other Necessary Personnel will be notified that the provisions of this Policy and other applicable procedures and policies are in effect.


B.
Essential Personnel notified by CTA management that they are being called to duty for an Emergency Event will be expected to comply with the following provisions, as well as the other directives issued or announced by CTA management for a given Emergency Event:



1.
Essential Personnel will be expected to report for duty and to remain on duty or be able to report for duty within 30 minutes of being notified for the duration of the Emergency Event.  Individual Essential Personnel will be advised of their particular schedules of on duty work time during an Emergency Event.


2.
a.
Essential Personnel will be expected to make such arrangements as are necessary for the care and protection of their families, pets, residences, personal and other property so that such personnel can report for and remain on duty or be available to report for duty within 30 minutes of notification for such period(s) of time as CTA management deems necessary for CTA to carry out its responsibilities for the Emergency Event in question.  It will not be possible for CTA to provide shelter or care for the dependents of essential personnel.



b.
There may be a natural reaction from some Essential Personnel to leave to check on their family, property, etc., or not to desire to report for duty because of concerns for their family, property, etc.; however, required staffing of essential personnel must be maintained in order to sustain the operations of CTA necessary to carry out its responsibilities for the Emergency Event in question.


C.
Essential Personnel notified they are being activated for duty for an Emergency Event will be expected to bring with them sufficient personal clothing, sleeping bag, blanket, toiletries and other personal needs items as necessary for the duration of the Emergency Event in question and to stay at such location(s) as designated by CTA management until otherwise notified.

D.
To the extent necessary for a given Emergency Event, Essential Personnel will be provided with shelter or will be advised of the location(s) of shelter for the duration of the Emergency Event in question.  Such arrangements may vary, depending on the nature and duration of the particular Emergency Event, weather and other conditions, and the type(s) of functions being performed by given Essential Personnel.

E.
Visitors, including dependents or other family members of Essential Personnel, will not be permitted during an Emergency Event except as determined by the Executive Director.


F.
Essential Personnel are expected to provide CTA management with current telephone, email, and other contact information and to be available to be readily contacted for the duration of the Emergency Event.
V.
OTHER PROVISIONS

A.
Essential Personnel and Other Necessary Employees who refuse to follow instructions, including reporting for work as instructed, or who fail to respond to telephone or other notifications are subject to discharge, or other disciplinary action.

B.
All questions should be directed to the Executive Director and such other members of CTA management as are designated by the Executive Director.
Approved by the CTA Board of Commissioners on September 18, 2008.
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