THE Southeast Alabama Regional Planning & Development Commission

Disaster Response & Evacuation Policy 

1: Purpose – To establish guidelines, policies and procedures for the safe and immediate response, by this agency, to disasters and events which threaten Commission employees or property. 

2: Proponency – The Executive Director, Southeast Alabama Regional Planning & Development Commission (SEARP&DC) is the proponent authority for this policy with technical advice and assistance provided by the Houston County Emergency Management Center, and the Dothan Police and Fire Departments and Houston County administrative and emergency response personnel.

3: Applicability – This policy is applicable to all employees of the SEARP&DC.

4: Responsibilities – Listed below are the key individuals in this process and their specific responsibilities.  Other responsibilities may be defined or stipulated in associated checklists or other agency’s polices.

4.1: Executive Director, SEARP&DC:
4.1.1: Appoint a staff member with primary responsibility for the implementation of this plan.

4.1.2: Insure that all employees of the agency are informed of their responsibilities in responding to crisis within the community

4.1.3: Insure that all members of management are trained in their responsibilities

4.2: Manager, Wiregrass Transit Authority:  

4.2.1: Insure that all employees of the agency are informed of their responsibilities in responding to crisis within the community.

4.2.2: Insure that a member of management is always available to respond to calls from the EMA or from Police dispatch (E911).

4.2.3: Insure that all members of management are trained in their responsibilities (as defined in this agency’s Emergency Response Functional Checklist).

4.2.4: Insure that all drivers are trained in their responsibilities (as defined in this agency’s Emergency Response Functional Checklist)

4.2.5: Effect necessary and required coordination for logistical support.

4.2.6: Participate in all Emergency Response drills, exercises and planning sessions.

4.3: Operations Manager, Wiregrass Transit Authority:

4.3.1: Assume duties of Manager, Wiregrass Transit Authority in his absence.

4.3.2: During Emergency Response situations, man transit base and provide support and coordination as required.

4.3.3: Insure that all members of support staff are trained in their responsibilities (as defined in this agency’s Emergency Response Functional Checklist).

4.3.4: Maintain current driver roster with current telephone or contact numbers.

4.3.5: Maintain current vehicle status roster.

4.4: Drivers, Wiregrass Transit Authority:

4.4.1: Ensure that transit management has an accurate and current telephone number or contact number for notification purposes.

4.4.2: Respond as necessary to “call outs” to support an Emergency Evacuation.

4.4.3: Inform management if unwilling to participate in Emergency situations.

4.5: Support Staff – Southeast Alabama Regional Planning & Development Commission

4.5.1: Assist, Operations Manager, Wiregrass Transit Authority in manning transit base, as requested.

4.5.2: Provide logistical and administrative support as needed 

5: General Situations – During the normal course of events, the community (or a portion of it) may suffer from a natural or man made disaster requiring an immediate response.  This agency will respond to requests for assistance from competent authority.  This support will normally consist of assistance in providing evacuation of individuals from a threatened location to a shelter or other safe haven.  Upon request, we may also provide this assistance to other communities or jurisdictions within our region.  Listed below are some general examples of situations where we may respond:

5.1: Tornado

5.2: Hurricane

5.3: Flood

5.4: Chemical leak/spill

5.5: Vehicle accident involving hazardous materials

5.6: Fire involving hazardous materials

5.7: Fire in a health care facility

5.8: Evacuation of a health care facility

5.9: Aircraft accident

5.10: Nuclear power plant emergency

5.11: Industrial accident

5.12: Act of Terror

5.13: Other similar situation

6: Immediate Action – When we are notified of an incident that requires our participation, management will immediately begin notifying drivers and coordinating the provision of support.

6.1: Management must immediately determine the risk, the required response and the appropriate number of vehicles and personnel required.  Drivers will then be notified, provided with a location to report and provided with as much factual information as is available.

6.2: Drivers will report to the designated area and stand by for a safety briefing, an operational update and for specific instructions on where and how to proceed.

6.3: Management will report to incident command when all of this agency’s assets are in place

6.4: Transit base will notify contract agencies of changes to scheduled service as necessary.  On command, base will activate logistical support agreements.

7: Evacuation – Once this plan is activated this agency will provide evacuation and transportation support to incident command and to those parts of the community affected by the disaster.

7.1: General:  

7.1.1: Drivers will initiate separate log sheets and “track” their time, mileage and passengers throughout the course of the response.

7.1.2: At the direction of incident command or transit base, drivers will pick up evacuees from specifically designated locations and transport them to designated shelters or secure locations.

7.1.3: To the maximum extent possible, drivers will “track” where special needs passengers are delivered.

7.2: Transit Manager:

7.2.1: Report to incident command

7.2.2: Provide drivers with assembly point and conduct briefing

7.2.3: Determine location of all shelters and logistical support

7.2.4: Communicate this information to transit base and to supporting busses

7.2.5: As directed by Incident Command, respond to changing requirements for transportation and evacuation support

7.2.6: Identify support facilities for drivers

7.2.7: Execute check list attached (Emergency Response Functional Checklist)

7.3: Transit Base:

7.3.1: Establish communications and provide support to Manager and Incident Command as requested

7.3.2: Notify supported social service and contract agencies of disruption and/or cancellation of service

7.3.3: Activate “in place” maintenance and support agreements as directed by Manager, Wiregrass Transit

7.3.4: Sustain some level of routine operations if possible

7.3.5: Begin contingency planning for driver replacement, rest and recycling

7.3.6: Execute Transit Operations portion of checklist attached (Emergency Response Functional Checklist)

7.4: Bus Drivers:

7.4.1: Communicate with Transit Manager

7.4.2: Follow guidance provided by transit manager and Incident Command

7.4.3: DO NOT take risks that place driver, passenger or vehicle at significant risk

7.4.4: Provide assistance, as required, in getting on or off of the bus to individuals with visual, hearing or mobility impairments.

7.4.5: Rest, refuel and eat when possible.  If fatigue becomes an issue, notify management immediately.

8: Recovery & Retrograde – Once the disaster/emergency has been contained or dealt with, all of the individuals who were evacuated must be returned from the shelters to their destinations.  This will be a hectic activity and extremely fluid and flexible.

8.1: Shelters:

8.1.1: Where possible try to load individuals from the same basic geographic area (neighborhood) onto the same bus.  As practicable, deliver individuals to the curb in front of their homes.

8.1.2: Special needs passengers must be taken to either their domicile or to a family members domicile.  Do not unload and leave these individuals on the curb.  Ensure that a responsible individual has positive control of your special needs passenger before you depart.  If you have questions, contact management immediately.

8.1.3: Children not accompanied by parents or guardians must be taken to either their domicile or to a family members domicile.  Do not unload and leave these individuals on the curb.  Ensure that a responsible individual has positive control of the child before you depart.  If you have questions, contact management immediately.

8.1.4: Provide assistance to individuals with visual or mobility impairments to get off of the bus and to get to their front doors.  Under no circumstances should any driver enter an individual's house.

8.1.5: Prior to accepting orders, directives or taskings from shelter personnel, check with base or management to verify that these instructions are valid and that they should be followed.

8.1.6: For any abnormal or non-standard occurrence, driver will notify base about the situation.

8.2: Health Care Facility Passengers:  All of the rules for evacuating the shelters apply equally to individuals being returned to a health care facility.  These individuals must, however, be transported with a health care provider on the bus.  This is essential given the frail nature of these passengers and the degree of assistance that they require.

8.3: Relocated Individuals:  Some individuals who were evacuated may have had their homes destroyed or made uninhabitable.  They will probably require consolidation and transportation to a long-term shelter.  Make every effort to transport these individuals together and not with individuals returning home.  Drivers should be prepared to deal with significant expressions of grief and sorrow when transporting these persons.  Patience and compassion will be required in large doses.

8.4: First Responders and Volunteers:  By the end of the response numerous fire fighters, paramedics, Red Cross Volunteers and others will have been relocated from their original locations.  These individuals may well require transportation to their initial locations or to their personnel vehicles.  These individuals should be transported separately from evacuees returning home from shelters.

8.5: Stand down and Maintenance Recovery (Drivers & operational staff):

8.5.1: Refuel vehicle and check all fluids.

8.5.2: Close out log sheets and turn in vehicle logs and time sheets

8.5.3: Perform operator level maintenance checks and identify any maintenance discrepancies or faults on the vehicle

8.5.4: Clean interior of vehicle and outside if possible

8.5.5: Either resume normal operations or verify when to report back to work

8.6: Aftermath (Management)

8.6.1: Collect and consolidate all vehicle log sheets.

8.6.2: Collect and consolidate all maintenance inspections sheets

8.6.3: Schedule vehicles for maintenance as required

8.6.4: Verify serviceability of tires and replace as necessary

8.6.5: Verify serviceability of brakes and replace as necessary

8.6.6: Compute personnel costs associated with emergency response

8.6.7: Compute vehicle and maintenance costs (to include fuel and oil) associated with emergency response

8.6.8: Determine who will pay for transit participation and submit invoice

8.6.9: Conduct an After Action Review as soon as possible immediately following the response

8.6.10: Collect data, conduct interviews and prepare formal after action report.  Submit internally and to Incident Command’s parent agency.  May also wish to submit to local political leaders.

9: Conclusion – This policy is based on common sense, teamwork and cooperation.  If everyone commits to the success of this agency’s participation then it will succeed.  The secret is to “keep cool”, respond as necessary and follow instructions.

Appendix A – Checklist

Emergency Notification and Deployment & Evacuation

	Status

X – completed
/ - pending
	Task
	comments/

remarks

	
	Receive notification
	

	
	Verify notification source?
	

	
	Determine nature of incident?
	

	
	Determine vehicle requirement?
	

	
	Establish report time for first resource/asset
	

	
	Verify location of Incident Command?
	

	
	Verify assembly area for busses?
	

	
	Initiate driver recall procedure?
	

	
	Notify other members of management?
	

	
	Brief everyone of the current situation?
	

	
	Identify assembly point for busses once drivers report?
	

	
	On-site transit management: arrive at event location
	

	
	Request/receive a current status briefing?
	

	
	Advise incident command of the arrival time, quantity and capacity of busses?
	


	
	Establish communications with busses and transit base station?
	

	
	Determine location of all currently known shelters or evacuation points?
	

	
	Verify number and category (special needs) of individuals to be evacuated?
	

	
	Transit base occupied and functioning
	

	
	Notify supported contract agencies that transit is responding to an emergency and that services will be eliminated, delayed, curtailed for some period of time.
	

	
	Notify/activate in-place maintenance and support agreements for the following items:

Fuel

Tires

Wrecker support

Maintenance Support
	

	
	Attempt to maintain some routine local service
	

	
	Determine if special safety equipment is required.  If so, require that incident commander provide the necessary safety equipment to appropriate transit personnel.  
	Filter masks

Special eye protection

Safety clothing

Safety boots

Fire retardant clothing

Rubber/surgical gloves

Masks

Vehicle decontamination

RAD Meters

Dosimeters

	
	Drivers maintain separate and unique log sheets for all evacuation activities.
	

	
	Determine location and number of special needs passengers for subsequent recovery and return.
	

	
	Ensure that health care providers accompany and ride in the transit vehicle if health care facility is evacuated
	

	
	Determine location of refueling point (if other than your normal refueling location)
	

	
	Determine location of other maintenance facilities
	

	
	Determine location of first aid station for drivers – if needed
	

	
	Determine location of rest area and feeding point for drivers
	

	
	Establish a rest and rotation schedule for drivers if evacuation last longer than a normal driver shift.
	

	
	Establish a feeding schedule for transit drivers
	

	
	Identify off-limits areas and danger zones and communicate these to all drivers – update as required
	

	
	Identify busses to incident commander that may be used by first responders as either rest points, warming stations (winter) or cooling stations (summer)
	

	
	
	

	
	
	

	
	
	


Recovery and Retrograde
	Status

X – completed
/ - pending
	Task
	comments/

remarks

	
	Cycle busses to shelters and evacuation points and begin transporting individuals back to their homes or other locations.
	

	
	Check the list of Special Needs passengers (that you have been maintaining internally) and ensure that all are accounted for and returned to a safe and secure environment.
	

	
	Assist incident command in relocating first responders and support personnel to appropriate destinations
	

	
	On-site transit manager remains with incident command until last bus is released.
	

	
	As they become free, release busses to either continue normal duties or go off shift.
	

	
	Collect all log sheets and begin to compile usage data from the support operation.
	

	
	Coordinate with incident command, or emergency operations center to submit costs for reimbursement.
	

	
	Cycle all busses through a maintenance check with emphasis on tires, exhaust systems, brakes and drive trains.  Include these costs with reimbursement request.
	

	
	Have all busses refueled and cleaned out.
	


	
	At earliest possible moment, resume normal operations.
	

	
	Begin collecting data and prepare after action report
	

	
	Conduct post incident critique
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