Functional Checklist

Emergency Response

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)
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Functional Checklist

Emergency Response

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
	

	
	
	

	
	
	

	
	
	

	
	
	


