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Emergency Prevention & Action Plan
Approved: 7/10/03
Rev: 11/16/2006
Purpose:  The purpose of the Emergency Prevention and Action Plan is to provide immediate instruction to staff and Board Members on how best to avoid and respond to major emergencies.  By doing so, TCTD can be better prepared to save lives, prevent injuries, and protect property.
Responsibilities:  All TCTD staff will comply with the Emergency Prevention and Action Plan and consult their supervisor whenever there are any questions regarding their safety.  In all emergencies remain calm and use your best judgment.  Management will train all new employees regarding the requirements of this action plan, and each supervisor will effectively enforce the compliance of this plan including the use of corrective disciplinary action when necessary.  The General Manager and all supervisors will obtain medical first aid for any employees who become injured, and attempt to rescue employees that become trapped or disoriented.
Chain of command in the event of an emergency:

1) General Manager

2) Transit Supervisor

3) Lead Dispatcher

4) Board Chair (or other Board Member if Chair is unavailable)
I. Coordination:  It is essential that in the event an emergency occurs that proper coordination occur between TCTD personnel and various emergency personnel.  After any major emergency, the General Manager will ascertain the condition and availability of District assets and contact the Emergency Operations Center (EOC).  The situation following any emergency should be monitored by listening to FM Channel 16.

II. Notification, Posting Requirements, and Communication:  All employees and Board Members will be given a copy of this Emergency Preparedness & Action Plan and are expected to keep the information in an easy to find location.  Office personnel should keep theirs at their desk and drivers should keep their copy in their driver book.  A copy will also be posted in the staff training room/lunchroom, in the maintenance building and in all District vehicles.

Communication:  Communication is essential in an emergency.  If electricity is lost, the General Manager, dispatch, and sub cell phones will be used to communicate with drivers and emergency personnel.  If cell phone service should be lost, drivers will contact the dispatch office when possible using pay phones and our (800) phone number.  911 and the Emergency Operations Center must have work, home, and cell phone numbers for the General Manager and the Transit Supervisor.  In the event an emergency should occur, drivers may give on board announcements to passengers via the personal address systems.  However, discretion and judgment should be used to avoid panic.
Notification:  The Board Chair, or in his/her absence the Vice-Chair will be notified of emergencies affecting TCTD as soon as possible.  All Boards members will be notified of emergencies; however, responding to the emergency will have priority.  Refer to Appendix D.
III. Fire & Accident Prevention:  Fire and accident prevention is the responsibility of all employees.

a. The Transit Supervisor will be in charge of annually inspecting and the charging of all fire extinguishers, maintaining heat producing equipment posing a fire hazard, and monthly facility inspections to identify possible fire risks.  
b. Smoking is only permitted outside of the facility and District vehicles; containers have been placed in approved smoking area.  County ordinance requires that smoking be prohibited within 10 feet of a public building entrance.
c. Circuit breakers will be well labeled to allow employees to easily cut off power in the event an electrical fire should occur. 
d. Only approved fire extinguishers will be used in workplaces, and they must be kept in good operating condition.  The type of fire extinguisher necessary in this facility is the ABC type.  Locations of all extinguishers in the building are diagrammed on Appendix B.

e. Good housekeeping practices are necessary to minimize potential fire hazards.  Always keep flammable liquids in approved storage containers when not in use.  Clean all liquid spills immediately upon discovery.  Place all oily rags in a fireproof container.
f. Each exit to be used in a fire emergency will be clearly marked with exit signs.  Exit routes from buildings will be clearly visible and free of obstructions.

g. Copies of Material Safety Data Sheets (MSDS) for all hazardous chemicals to which employees of TCTD may be exposed will be kept in the Maintenance Building Office and the Dispatch Office.  MSDS will be available for all employees to review.  If a MSDS for a product is not on hand, contact the Transit Supervisor immediately.
IV. Earthquake Response:  The Oregon Coast experiences a noticeable earthquake every few years and could suffer a major earthquake at anytime due to its proximity to tectonic plate activity just off the coast.
General Response:

1. The most important thing is to remain calm in the event an earthquake.
2. Remember to Drop, Cover, and Hold!
a. Drop:  Drop to the floor and sit with your back against an interior wall.  Stay away from windows, bookcases, material storage racks and other objects that can fall.

b. Cover:  Get under a sturdy table or desk or other structure.  If unavailable, move to an interior wall and away from anything that could topple over.  Protect your head and neck with your arms.

c. Hold:  Hold onto the sturdy item you found to take cover under; be prepared to move with it.  Hold this position until the shaking stops and it’s safe to move.

3. After the shaking has stopped, emerge from your position of cover.  Remember to use caution when doing so as there may be debris.
4. Be prepared for aftershocks, and plan to take cover when these occur.

5. Check yourself for injuries.

6. Check those who were near you when the earthquake began; be aware of where the first aid kit is located in case someone is injured.

7. Because buildings offer protection from aftershocks, in the event of an earthquake, we would not evacuate unless management determined that it was necessary and safe to do so.

8. Prepare for the possibility of a tsunami.
V. Tsunami Response:  A tsunami is a series of sea waves usually caused by an undersea earthquake.  Tsunami waves travel up to 600 miles per hour in open water.  As they enter shallow water near land, they increase in height and can cause great loss of life and property damage where they come ashore.
Experts believe that a tsunami caused by an undersea earthquake near the Oregon coast could strike the coastline 5 to 30 minutes after the earthquake.  Not all areas of the coast have tsunami sirens; therefore, the earthquake may be the only warning of an approaching tsunami.  People in low-lying areas of the beach and near the mouths of rivers draining into the ocean are in the greatest danger.

General Response:

1. The TCTD facility is not in an inundation zone, therefore, the safest place for staff to be is to stay inside the building.  Be aware that Tillamook does not have tsunami sirens and that the earthquake itself will be the warning.  Distant tsunamis caused by earthquakes thousands of miles into or across the Pacific Ocean will not be as severe and there will be warnings by radio, television, and emergency management.
2. Drivers in District vehicles upon hearing a tsunami siren will need to immediately, but at a safe speed, head for the highest ground reachable.  There are sirens in the following areas:  Neahkahnie Beach, Manzanita, Nedonna Beach, Rockaway Beach (3), Cape Meares, Oceanside, Netarts, Tierra Del Mar, Cape Kiwanda, Pacific City, and Neskowin.  Do not stop to call 911 or the dispatch office, but proceed directly to high ground.  Once high ground is reached, all drivers must attempt to check in with TCTD dispatch.

3. In the unlikely event that a tsunami does hit our section of coast, the District expects that staff will want to secure their own family and property.  Staff will then be needed as directed by the County Emergency Operations Center to assist with evacuation and emergency transportation needs.  The General Manager will be the liaison with the EOC.
4. At absolutely no time is anyone to put themselves or others in personal danger in order to carry out a directive contained in this procedure.
VI. Bomb Threat Procedures:  Notification of a bomb threat against our facilities or fleet may be received by telephone, mail, or message at any time.  Telephone threats may be received at the TCTD office or home phone numbers of staff or TCTD Board Members.
General Response:

1. The General Manager or next ranking staff member available will contact 911 when a bomb threat is received, determine if immediate site evacuation is warranted, monitor the situation, and coordinate with local authorities.  All building tenants will be notified at this time.
2. The Bomb Threat Call Check List:  personnel receiving a telephone bomb threat should use the Check List (Appendix A) to obtain as many details as possible about the caller, the alleged bomb, and its location.  An accurate analysis of the telephone threat can provide police with many valuable clues.  If possible, another staff member should be listening in on all bomb threat calls.

3. If a letter threat is received, it should be preserved for the police investigator.  To preserve fingerprints, it should not be handled once the letter is opened.

4. If a threat is made upon a vehicle in service, the driver will evacuate passengers and follow the instructions of police and fire officials.  If suspicious objects or packages are found, they should be reported immediately to management.  The object should not be touched or moved.
5. The General Manager or next ranking staff member, in cooperation with police and fire officials at the scene, will determine the necessity of searching and/or evacuating the TCTD facility.  If the decision is made to evacuate, all personnel should report to the assembly area identified on Appendix B (Evacuation Plan).  The staff person in charge will make a head count to verify that all personnel have reached the assembly area safely.

6. The General Manager or next ranking staff member will authorize re-entry into the facility, vehicle, or building after being cleared to do so by the police and fire officials at the scene.

7. At absolutely no time is anyone to put themselves or others in personal danger in order to carry out a directive contained in this procedure.
VII. Fire/Explosion Response:  Building occupants must be prepared at all times to respond to the fire alarm system or to verbal alarms in the event of a potential fire/explosion emergency.  Vehicle operators will be in charge of evacuating their vehicle and contacting 911 in the event of smoke, fire, or explosion.  Fire drills for the facility should be conducted annually.
General Response:

1. The first person spotting a fire should:

a. Determine if the fire can be extinguished immediately, (wastepaper basket size or smaller) using fire extinguishers available close at hand.

b. Direct someone to contact the Fire Department by calling 911.

c. Small or isolated fires should be extinguished, if possible.  Personnel without fire extinguisher knowledge should evacuate the area.

2. Upon hearing the fire alarm or upon being given verbal instructions to evacuate, personnel will evacuate the site to the appropriate assembly area identified on the evacuation plan (Appendix B).  All personnel will exit the facility out the nearest fire exit door in a calm fashion, even if the fire alarm should stop.
3. If possible, every attempt should be made to de-energize electrically charged equipment before evacuation.

4. Supervisors will check their work areas to ensure that all persons have taken appropriate actions.

5. The ranking staff person present will take a head count at the assembly area, and will be the person responsible for authorizing re-entry into the facility.  The all clear notice will be given to all personnel at the assembly area.

6. Any questions concerning the fire safety procedure should be directed to the employee’s supervisor.  At absolutely no time is anyone to put themselves or others in personal danger in order to carry out a directive contained in this procedure.

VIII. Extreme Violence, Sabotage, Terrorism, and Civil Disturbance Procedures:  Extreme violence, sabotage, terrorism, and civil disturbance cover a wide range of possible situations and will require the General Manager or ranking staff person present to monitor conditions and determine the appropriate response.  The type of protective actions taken will depend upon a variety of factors including the size, type, and location of the disturbance and the level of violence and property destruction involved.  In the event that this does happen, all actions will be coordinated with local authorities, and assistance from law enforcement will be requested as deemed necessary.
General Response:

1. Notification of a major civil disturbance or possible act of terrorism affecting District property may be received from the local police department, telephone, commercial radio, and television.  Their supervisor on what additional security steps will be taken will instruct employees.

2. Upon notification of an internal severe violence situation such as an individual with a firearm on-site, a hostage situation, major sabotage, or any other act of extreme violence, either imminent or in progress, local authorities will be contacted immediately by calling 911 (by any available personnel).  It is the policy of this District that employees are not to attempt to intervene, but instead will immediately evacuate to a safe area and notify authorities.

3. Personnel may be released early as deemed appropriate by the General Manager or ranking staff person on site.  On-site operations may be minimized or curtailed as necessary.
4. If conditions do not warrant or allow the early release of personnel, all points of entry into the site will be secured and access limited to those persons conducting legitimate business.  Assistance from law enforcement personnel will be requested as deemed necessary to prevent unauthorized access onto the site.

5. At absolutely no time is anyone to put themselves or others in personal danger in order to carry out a directive contained in this procedure.

Bus Hijacks:  In the very unlikely event a TCTD bus should be hijacked drivers are advised to use a calm voice and slow movements when dealing with an armed hijacker.  If possible activate the memory button on your cell phone to reach 911 and give clues as to who you are and your location without alerting a hijacker.  If possible, suggest evacuating your passengers.
IX. Evacuation Procedures:  Appendix B is a diagram of the TCTD facility, the location of all exits, and the location of all fire extinguishers and fire alarm pulls.  In the event of an emergency that requires evacuation, employees should follow the evacuation plan outlined in Appendix B.  Staff will remain at the assembly point until the ranking staff member gives an all-clear notice.
Building Evacuation: All building personnel will exit calmly by their nearest exit and proceed to the assembly area in the parking lot.  See Appendix B.
Vehicle Evacuation: The TCTD new driver training program gives specific instruction on how to handle on the road emergencies and passenger evacuations.  Drivers will direct passengers to the safest exit of their vehicle.  The driver is responsible for grouping all passengers at a location safe from other traffic, fire, or explosion hazards.
X. Major Accident Response:  Major accidents can occur on any roadway, but weather, slides and driving conditions on the Wilson River Highway (Hwy 6) are especially dangerous.  Communications with dispatch and emergency services are more difficult on this roadway.  All major accidents involving TCTD staff and/or vehicles must be reported to the US Coast Guard National Response Center at (800) 424-8802 and the Federal Transportation Administration’s Emergency Coordinator at (202) 366-1863, or (202) 549-8865 (mobile).
General Response:

1.
Any driver involved in, or coming upon, a major accident should contact 911 immediately and offer any assistance possible.  A soon as possible, the driver should notify the General Manager of the situation.

2.
Offer first aid to passengers and other motorists.  All fleet vehicles are equipped with first aid, body fluid kits, blankets, hazard triangles, and flashlights.  Always secure your vehicle from further hazards before rendering assistance to injured passengers/motorists.

3.
When emergency personnel have arrived and your assistance is no longer needed drivers may proceed on route.  Alternatively, if involved in the accident, drivers must begin filling out the accident response worksheets and take pictures of the scene.  Follow the directions outlined in the accident response packs.
XI. Hazardous Material and Fuel Spills:  Approximately half of all hazardous materials are transported by trucks along highways every day.  There is also the potential for fuel spills when vehicle accidents occur.  If you witness a hazardous material accident, spill, or leakage, call 911 immediately.  Then contact TCTD dispatch.  If you cannot get your vehicle away from the spill or accident, then evacuate your passengers and lead them to safety.  Be aware that not all hazardous materials can be seen or smelled.
XII. Floods and Road Closure Procedures:  Flooding is an annual emergency in Tillamook County and nationwide claims an average of 263 lives every year.  Floodwaters only one foot deep can sweep you off your feet.
General Response:

1. Read all watches and warnings posted from the department of Emergency Management.  These will be posted in the staff lunchroom.
2. Report all unexpected water over roadways to dispatch.  Police barricades are there for your protection, never drive around them.

3. Follow all detour instructions from dispatch.

4. Never walk in floodwaters, however, if your vehicle should stall in rapidly rising water, abandon it immediately, and help your passengers climb to higher ground.

5. Staff who is concerned about being able to reach their home before floodwaters close roads, or who are unable to report for work due to closed roads may claim unpaid or vacation leave.  
6. Public transportation is an essential service that must remain in operation unless conditions are unsafe.  Detours and delays are to be expected during flooding and will be reported on KTIL and posted at the central transfer station in Tillamook (2nd & Laurel).
XIII. Bio-Hazards:  Blood borne pathogens are viruses or other infectious agents carried by the blood.  These pathogens include, but are not limited to, Hepatitis B virus (HBV) and human immunodeficiency virus (HIV).  Knowledge of, and compliance with Occupational Safety and Health Administration (OSHA) regulation 1910.1030 is the best way to protect yourself, your family, employer and passengers from infection.  Under normal circumstances, a person with AIDS does not endanger you or other passengers.
a. All TCTD drivers must receive training on blood borne pathogen risks and proper use of a body fluid kit before concluding their driver training and being placed on-duty.  There must be at least two people who regularly work in the District office trained in blood borne pathogen risks and proper use of a body fluid kit.

b. All TCTD vehicles must carry a body fluid kit, and all kits must be inspected monthly.  Drivers must report whenever a body fluid kit has been used and the kit refilled immediately.

c. Assume that all blood or other body fluids are infected in order to ensure all care and precaution is taken.  The AIDS virus has been shown to live for only 24 hours in dried blood, but Hepatitis B is highly resilient and can survive for a least a week in dried blood.
d. All used Biohazard bags or sharps containers must be taken to Tillamook County General Hospital for proper destruction as soon as possible.

e. Any employee thought to have been exposed to a Blood borne pathogen (i.e. blood-to-blood transfer or blood to eye membrane transfer) must be examined and tested by a physician.  Record of the examination and any scheduled testing must be kept on record in a secure file, not the employee’s personnel file.
XIV.Security:  Since the tragedy of September 11, 2001, the world has focused on terrorism and the need for a heightened level of security for public transportation.  TCTD’s facility was designed with security in mind, but all staff needs to be committed to the goal of maintaining secure areas.
Secure Areas & Signage: All bus storage and maintenance areas and all spaces past the TCTD suite door in customer service are secure.  See appendix C – map of secure areas.  Only TCTD personnel and Board Directors or guests escorted by TCTD personnel may be in secure areas.  Secure areas will be clearly marked with the appropriate signage to notify the public.
Visible Identification:  All TCTD staff and Board members must wear photo identification while on the job.  The Administrative Assistant issues photo ID.  If staff/director identification is lost it must reported to the Administrative Assistant.  If staff/director ID is stolen, please contact the General Manager immediately.
Key Control:  All master and spare keys are the responsibility of the Transit Supervisor who will issue and receive all returned keys.  The Transit Supervisor will also change all electronic key codes as needed for security reasons.  A log will be kept in a secure location of all code changes and keys issued.  The General Manager will audit these records at least annually.
Personal Safety & Awareness:  Staff is encouraged to be safe and aware at all times while on the job.  If concerned about their personal safety and alone, the staff person is to call 911 or not allow a person who is perceived as a threat onboard their vehicle.  If other staff are nearby you should call out for help or assistance.
Criminal Background Checks:  All prospective employees, before a job offer becomes final, must complete a criminal background check.  This entails being fingerprinted and having the prints run through the FBI and Oregon State Police files.  Please see TCTD’s Criminal Background Check Policy.

Appendix A

BOMB THREAT CALL CHECKLIST

Questions to Ask
Exact Wording of the Threat
1. When is the bomb going to explode? ___________________________________________
2. Where is it right now? _______________________________________________________
3. What does it look like? ______________________________________________________
4. What kind of bomb is it? _____________________________________________________
5. What will cause it to explode? ________________________________________________
6. Did you place the bomb? ____________________________________________________
7. Why? ____________________________________________________________________
8. What is your address? _______________________________________________________
9. What is your name? ________________________________________________________
Sex of caller:    M   or   F
Age ______
Race ___________
Length of call ____________
CALLER’S VOICE:

_____ Calm
_____ Laughing
_____ Lisp
_____ Disguised

_____ Angry
_____ Crying
_____ Raspy
_____ Accent

_____ Excited
_____ Normal
_____ Deep
_____ Familiar

_____ Slow
_____ Distinct
_____ Ragged
_____ Soft

_____ Nasal
_____ Deep breathing
_____ Loud
_____ Stutter

_____ Cracking voice

If voice is familiar,

_____Rapid
_____Slurred
_____Clearing throat

Whom did it sound like? _________________________________________________________

BACKGROUND SOUNDS:

_____ Street noises
_____ House noises
_____ Machinery
_____ Local

_____ Crockery
_____ Motor
_____ Animal noises
_____ Long Distance

_____ Voices
_____ Office
_____ Clear
_____ Booth

_____ PA System
_____ Music
_____ Static
__________ Other

THREAT LANGUAGE:

_____ Well spoken
_____ Foul
_____ Incoherent

Message read by

_______ (educated)
_____ Irrational
_____ Taped
_______ threat maker

REMARKS: __________________________________________________________________

______________________________________________________________________________

Report immediately to local authorities by calling 911

Fill out completely, immediately after bomb threat.
Date ____/___/______
Name _______________________________________________________________________

Please Print

Appendix B

Diagram of the TCTD facility, the location of all exits, and the location of all fire extinguishers and fire alarm pulls
Appendix C

Map of secure area: Transit Office
Appendix C

Map of secure area: Bus garages
Appendix D

Emergency Contacts

Emergency Medical, Fire, and Police
911

Emergency Operations Center 911 (back door line)

County Emergency Management

[Insert Transit and other important contacts below]

TILLAMOOK COUNTY TRANPORTATION DISTRICT’S

EMERGENCY ACTION ORIENTATION PLAN

I acknowledge that I have been informed of the Emergency Prevention & Action Plan and have been given a copy of the fire and other relevant emergency procedures.  I have read and understood these procedures, and I accept the plan and procedure as working documents, which I will support and follow in my daily work at Tillamook County Transportation District.

__________________________
___________________________________________

Date
Employee Signature
___________________________________________

Please print name
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