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I. INTRODUCTION

System Safety is the application of operating, technical, and management techniques and principles to the safety aspects of a system throughout its life to reduce hazards, and the potential for hazards, to the lowest level possible through the most effective use of available resources. This Plan complies with local, state and federal regulations.
Tillamook County Transportation District (“TCTD the WAVE”) integrates safety and loss prevention into every phase of its operations.  Safety and the responsibility for human lives are the first consideration and a responsibility of each TCTD employee.  TCTD is committed to promoting a safe operating environment.  As such, all departments are included in the dissemination of safety information.

The success of the safety program depends on the support and cooperation of all employees.

TCTD's System Safety Plan is available in the Administration Offices.

II. PURPOSE

The purpose of the System Safety Plan is to unify and effectively coordinate TCTD’s safety efforts.  The System Safety Plan is the focal point for guidance in achieving effective safety and loss control performance.  This Plan exists as a commitment by TCTD to reduce the potential for accidents, costs associated with accidents, and to provide the public with safe and efficient public transportation.

III. SCOPE
All facets of the TCTD organization play a role in implementing the System Safety Plan.  Specific safety and loss control duties are the responsibility of every employee of TCTD.  Such responsibilities include the following:

The Transit Supervisor is responsible for providing the necessary input to the General Manager/CEO for controlling and monitoring the loss exposure of TCTD. 

The General Manager/CEO oversees all departments, including Maintenance, and Operations.  By providing the safest and highest quality transit service to local citizens, costs are reduced with respect to both the citizens and TCTD.  Federal assistance is maximized, which in turn provides money for further training and development programs.

The Transit Supervisor is responsible for the System Safety program.  The Safety Department communicates with all employees stressing the need for safety in all aspects of transit, job, and property throughout TCTD.  As technical audits are continually being made and service standards are improved, TCTD will become increasingly known for its record of dependability and safety in public transportation.

The Maintenance Manager oversees the entire Maintenance facility and is responsible for safety-related maintenance procedures and rules.  Well-maintained equipment and facilities will result in a reduction in potential hazards.  Specific responsibilities of the Maintenance Manager include identifying all equipment and locations, which require maintenance; monitoring maintenance frequency; and overseeing reports made with regard to maintenance, maintenance-related flow, and maintenance personnel (particularly, work schedules and responsibilities).  The Maintenance Manager is also responsible for dealing with all maintenance union-related issues, including discipline, hiring, and termination of department employees.

The Operations Manager is responsible for the Operations Supervisors, Operators, and Security personnel.  The Operations Manager ensures that all operations personnel are safety conscious and that the Operators carry out pre- and post-trip inspections.  The Operations Manager is also primarily responsible for handling operations union-related issues, including discipline, hiring, and termination of operations department employees.

IV. GOALS & OBJECTIVES

TEN YEAR SAFETY PLAN FOR TCTD

The safety goal for 2010 through 20120 is to reduce accident frequency in the following areas of potential loss: Vehicular, Employee, Public, Property, and Miscellaneous.   The specific objectives of the Ten Year Safety Plan include the following:

A.
Vehicular Accident Reduction

· Ongoing MVR (Motor Vehicle Record) Program for hiring and ongoing monitoring of all employees who are required to have a CDL.  Background checks on all job applicants.

· We monitor vehicle accidents on an ongoing basis.  All Operators and Maintenance employees receive retraining after any preventable accident.

· We continue to improve facilities to facilitate maintenance of buses.

B.
Employee Accident Reduction

· We have an Accident Investigation program for occupational injuries.

· Maintenance has a Self-Inspection program to check for hazards.

· Incentive programs may be implemented annually at the discretion of management to reduce lost time occupational injuries and lost time accidents.

· The Safety Committee meets monthly.  The committee consists of employees from Operations, Maintenance, and Administration Departments. 

· The Safety Department will hold yearly training sessions for all Operations’ employees as well as yearly training for all Maintenance employees.  The Operations and Maintenance Managers meet continually to keep communication open between departments.

C.
Public Accident and Incident Reduction

· We continue to improve overall facilities and facilitate maintenance of buses.

· Operators and mechanics receive retraining after preventable accidents or incidents.

D.
General

· Safety is an integral part of all TCTD operations.  All departments are included in one or more of the following safety-oriented activities, i.e., Workplace Violence Workshops, Drug & Alcohol Awareness, Safety Awareness, or Defensive Driving classes. 

V. TRANSIT SAFETY

OCCUPATIONAL SAFETY

A.
Training

Training is a powerful influence and motivator in workplace safety.  Training should be both on-the-job and specific, and should supply both knowledge and motivation.

1.
New Employee Orientation

· All new employees receive training in Alcohol and Substance Abuse, Blood Borne Pathogens, ADA, Fire Extinguisher Use, and Avoiding Slips, Trips and Falls.  All new Maintenance employees also receive training in Hazard Communication, Right to Know, Spill Cleanup, and Forklift Safety.

· All new Operators receive extensive training in bus maneuvering, customer relations and emergency procedures using DOT guidelines provided through the Transportation Safety Institute.  

· TCTD complies with ADA rules and regulations and all Operators are fully trained in the use of wheelchair lifts on the buses and the restraining of wheelchairs.  All Operators receive sensitivity training concerning issues dealing with the elderly, disabled, and special needs passengers.

2.
Instructions and Training

All management has the responsibility to instruct new employees along the following lines:

· General rules and regulations that apply specifically to his/her department.

· The hazards of the particular job, such as mechanical hazards, lifting or handling heavy objects, eye hazards, and personal protective equipment.  This includes OSHA compliance training.

· The details of the job and any special precautions needed.

· Foremen/supervisors monitor the performance of all new employees and potential unsafe conditions. Any unsafe conditions are communicated to management for investigation and corrective action. 
B.
Accident Investigation

Accident Investigation-Overview

“Why investigate?”

To prevent further accidents in the future.

“Who investigates?”

Management. 

“When should accidents be investigated?”

As soon as possible.  The accident investigation should begin the moment an accident has occurred.

“How To Investigate.”

Maintenance Supervisor will provide training sessions and investigation materials.  These materials are made available to all Supervisors/Foremen.

VI. ACCIDENT INVESTIGATION PROCEDURES

A.
Employee On-The-Job Injury

Few accidents are caused by mechanical failure or unsafe conditions of the equipment.  The great majority of accidents occur because of the manner in which an employee or other driver on the road operates their equipment.  In any event, it is necessary to determine why the accident occurred if prevention is the ultimate goal.

An accident is always an indication that something went wrong.  An investigation is essential in order to stop the accident from happening again.

· An investigation, if possible, should be made of all accidents where first-aid care or doctor care is required and where property damage is sustained.
· The Supervisor of the injured employee should make the investigation.  

· The Supervisor must report the results of the investigation on a Report of Accident Investigation form and immediately forward it to the General Manager.  In completing the form, the Supervisor must name the specific act that led to the accident and avoid any phrases containing accusations of fault or performance.

· The Supervisor must remember that the function of the investigation is not to fix blame, but rather to insure that the accident will not re-occur.

· Normally, the investigation will proceed as follows:

a.
Discuss the accident with the injured employee.  Complete a First Report of Injury form.

b.
Question other employees, if any, who may have witnessed the accident.

c.
Examine equipment or facilities alleged to have been defective.

d.
Determine the corrective action most feasible.

e.
Consider the following:

What was the employee doing just before and during the time of the accident?

Did the injury occur during his/her regular duties?

Was the employee properly trained to perform the job?

Was the employee following proper procedures?

Was the injured employee being provided any accommodation under ADA?

Were any other employees directly involved in the accident?

Was the machinery properly guarded?  All guards in place?

Was the equipment appropriate for the job that it was being used for?

Was the work area adequately lighted?  

Was the area free of obstructions?

Do other employees do the same work in a similar manner?  In what ways is it done differently?

Was the injured employee mentally alert and prepared for work when he/she reported for work on the day of the accident?

· Near accidents must be reported to a Supervisor or Foreman.  When a near accident occurs, even though no one is injured, it should be investigated thoroughly to determine the cause in order to prevent similar mishaps.  If facts such as those outlines above have been determined, it should not be difficult to determine what action will be necessary to prevent recurrences of the injury or potential for injury.  In all cases of investigations, the objective is to prevent the same and similar types of accidents from occurring.

· Distribution of Accident Investigation Report - A copy of the final determination of preventability should be forwarded to the Operations Manager, Maintenance Manager, and the employee in question.  The original accident investigation report should be given to Human Resources.  Safety & Training keeps records of all Operations and Maintenance employees’ vehicle accidents.  All occupational injury information is filed in Human Resources.

B.
Vehicle Accident

The Police, as well as TCTD personnel, may investigate accidents involving a TCTD vehicle.

Upon report of an accident, the Transit Supervisor is notified and proceeds to the accident scene unless it is a minor accident (broken mirror, etc.).  Operations’ Supervisors can investigate minor vehicle accidents.  If the accident involves significant property damage or injuries, the Transit Supervisor must be called to the scene.

After investigation of the accident, it will be determined whether the Operator will need to submit to Alcohol and Substance Abuse testing, per FTA regulations.

If the accident is determined to be preventable, the Operator (or Maintenance employee) will be issued discipline and will be required to report for re-training.

All Maintenance employees are trained annually in OSHA Compliance and all Operators receive refresher training annually. 

C.
Incident

If an incident occurs, (anything out of the ordinary other than an accident), the Operator completes an Incident Report and forwards it to the Transit Supervisor for further investigation.
VII. SAFETY COMMITTEE

POLICY

It is the policy of TCTD to minimize the potential for accidents and loss to employees, the public, and property.

PURPOSE

The Safety Committee is a means by which TCTD seeks to achieve its stated Safety Plan.  Members, representative of each department, should meet at least monthly to solve problems, discuss safety issues, and review the safety inspection of each area of the company.  These meetings enable the Committee to be proactive in preventing accidents or exposure to accidents.

The Safety Committee is intended to be a team effort, non-adversarial.  Suggestions and input regarding safety are sought from all levels of employees. 

SCOPE

All employees have access to contact information on representatives of the Safety Committee.  Names of Safety Committee members are posted in the Driver’s Room.

INSPECTION COMMITTEES

· Monthly meetings.  Set schedule including date, time, and place.
· Conduct informal daily visual inspections to ensure the property is safe and free from workplace hazards.

· Conduct formal monthly inspections of each area of TCTD’s property.

· Forward written results of monthly inspections to the General Manager and all committee members and maintenance.  Members on the committee are responsible for insuring that safety issues are corrected in their particular areas.

· Make recommendations and recommend compliance measures.

· Indicate training needs to the Transit Supervisor.

· Evaluate preventive measures for accidents and recommend appropriate action to the Safety Manager.

· Encourage safety and input from all employees.

VIII. SAFETY RULES

Maintenance Department

GENERAL

The following are general safety rules.  Unique operations require specifically tailored safety rules.  The general safety rules are developed and enforced by management.  The Maintenance Manager works on all activities involving changes in operational procedures from a safety standpoint.

GENERAL SAFETY RULES

The Maintenance Manager will issue safety violation citations to any employee found disregarding the standards and rules set forth in this System Safety Plan.  (A copy of any such citation will be given to Human Resources.)

The following TCTD safety rules are to be uniformly enforced by management:

· The Safety Committee will carry out a formal monthly inspection of the maintenance area.

· The Maintenance Manager should perform informal visual safety inspections daily.

· Employees must not endanger themselves or the safety of a fellow employee by horseplay or by engaging in reckless behavior – even when intended to be lighthearted.

· Employees must wear prescribed safety equipment or apparel designed for their operations (whether work is performed on or off site, e.g., safety shoes, safety glasses).  Employees must perform their job in a safe manner so as not to endanger themselves or other employees.

· Employees must not remove guards or any other protective devices from machinery or equipment without the specific permission of authorized personnel.

· Employees must neither cause nor tolerate the existence of poor housekeeping conditions.

· Employees must not remove or tamper with safety signs, notices or equipment.

· Running, skipping, jumping in a manner that might endanger oneself or another employee is prohibited.

· Employees will be required to obey instructions given by authorized personnel, i.e. Foremen, Supervisors, and Managers.

· Employees must not operate mechanical equipment in a manner to endanger one's self or other employees.

· Employees should report any safety hazard to the Safety Department as soon as possible.

The following requirements and prohibitions should be observed to prevent injury to personnel and/or damage to property:

· All operating machinery must be guarded or used to manufacturer’s specifications so as not to cause injury from misuse.

· All aisles and walkways must be kept clean and well swept.

· All debris must be kept off floors.

· All electrical control boxes must have covers on them.

· Any spilled liquids must be cleaned from floors as soon as possible.

· No one performs any kind of work on machinery (e.g., repairs or cleaning/adjusting of machines) until such machines have been placed in (MS) zero mechanical state.  The electrical disconnects must be pulled and the machines must be inspected for other energy sources (e.g., hydraulic fluids under pressure, compressed air energy stored in springs or potential energy from suspended parts).

· All cases, boxes, or any other stacked materials must be stored in a neat, orderly manner.

· Appropriate personnel must assure that the area is clear before the start-up of any machinery.

· Any area, which constitutes a fire hazard or explosive area, must be clearly marked at the entrance.

· Any personnel operating moving equipment must give proper warning when approaching aisles and navigating doorways.

· Safety equipment and glasses must be worn when working around or handling known hazards (e.g., dangerous chemicals and hot objects).

· Only authorized personnel shall perform electrical work.

· Classes must be held annually to demonstrate the proper use of fire extinguishers, and the proper procedure in the event of an accident or a spill.

· Department supervisors must inspect all equipment and any unsafe condition must be reported immediately.

· Safety practices, rules, and company policies must be readily available to all employees. 

· All injuries, no matter how slight, must be reported to the supervisor immediately.

· All machinery that is being worked on, other than a quick adjustment, must be tagged with a safety tag.  No one will be allowed to operate said equipment until the tag is removed and the machine is marked safe.

· Do not operate equipment if it is considered by the Safety Department to be in an unsafe condition.

· Any employee found guilty of performing unsafe acts will be subject to disciplinary action.
HOUSEKEEPING (MAINTENANCE)
●
Passageways, service rooms, storage rooms, garage shops, work areas and walkways must be kept clean and orderly and in a sanitary condition.

●
All floors, stairways and steps must be maintained as clean and dry as possible.

●
Garage and pit areas must not have grease, dirt and oil accumulations, and must be maintained as clean as conditions permit.

●
All bays must have a four-inch bright yellow strip around their perimeters and be well lighted at all times.

●
Floor openings and stairwells must be guarded with railings or have openings covered.

●
Materials must be piled, racked, or stored in a safe manner.

●
Metal containers with self-closing lids must be provided and used for oily rags.

●
Flammable or combustible liquids are not to be stored in areas used for exits.  Stairways are normally used for the safe passage of people.  Such materials must never be stored on or around stairways.

●
Exits must be clearly visible and marked.

●
Permanent passageways and aisles must be appropriately marked.

●
Stairs in garage areas, which are subject to grease and oil build-up, must be provided with handrails, a no-slip step surface and cleaned daily.

●
Where storage is on a second floor, balcony, or other overhead area, the load limits shall be marked.

●
Work areas inside buildings shall have at least two exits.

FIRE SAFETY
●
“No Smoking” signs must be posted and smoking is prohibited wherever flammable materials are used or stored.

●
Fire extinguishers for the hazards present must be of the type, size, and number necessary to adequately protect the building, occupants, and the hazards contained therein.

●
Extinguishers shall be inspected monthly to determine whether they:

· Are in designated places;

· Have not been active or tampered with; or

· Show obvious physical damage, corrosion or other impairments.  Extinguishers showing defects must be given a complete maintenance check.

●
Extinguisher showing defects shall be given a complete maintenance check.

●
Extinguisher removed from the premises to be recharged shall be replaced with a spare extinguisher during the period they are gone.

●
Fire extinguishers must be visibly mounted at permanent stations.

●
If a fire extinguisher has been used or damaged, it is to be reported immediately to the supervisor in charge and lay it on its side by the Maintenance Foreman’s office.

●
Gasoline shall not be stored or transported in open or unmarked containers.

●
To prevent the overflow of fuel, leave space at the top of tanks and/or containers for expansion.

●
Gasoline is never to be used as a cleaning solvent.
●
When a fire is discovered at a TCTD building or elsewhere on TCTD property, such employee should:

· Alert fellow workers;

· Turn in an alarm; and

· Select and use proper fire fighting equipment.

●
In the event of a fire on a bus carrying passengers, the driver must:

· Pull the vehicle over to the curb or shoulder where passengers can disembark safely;

· Discharge passengers;

· Call Dispatcher and report bus number, fire and location; 

· Turn off motor and electrical switches; and

· Use fire extinguisher if fire can be controlled.

●
Smoking is prohibited when operating or performing physical maintenance on a TCTD vehicle.

VEHICLE SAFETY
●
TCTD Operators (and others who operate TCTD vehicles) have no special traffic rights.  Such individuals operating TCTD vehicles will obey all state and local traffic laws and agency policies regarding the safe operation of vehicles.

●
Operators must use headlights with low beams on at all times.   This makes that vehicle more visible to other drivers.

●
When operating a TCTD vehicle, employees must take extra precaution when approaching children, pedestrians, or bicyclists on the street or highway.

●
Should a company vehicle become inoperable on the street or highway, the Operator must protect the vehicle by turning on 4-way flashers and notifying the Dispatcher immediately.

●
Operator’s are responsible for immediately reporting all vehicle and equipment malfunctions and defective parts.

●
Special attention must be given to keeping windshields, headlamps, tail lamps, and signal lenses clean.

●
Damaged glass and lenses of vehicles shall be replaced as soon as practical.

●
While refueling vehicles turn off engine and smoking is prohibited.

●
While driving a company vehicle, seat belt shall be used at all times.

SHOP AND GARAGE 

●
Gasoline or diesel powered equipment must not be adjusted or repaired in a closed area without adequate ventilation for removing exhaust fumes.

●
While refueling vehicles and equipment:

· Turn off the engine;

· Keep nozzle or spout in direct contact with the tank;

· Do not smoke;

· Extinguish all open flames or burners; and

· Have at least a 20 lb. ABC fire extinguisher available.

●
Never reach, crawl, or work under any raised or suspended equipment without using curbing, solid blocks or approved safety devices to prevent the raised or suspended equipment or load from falling.

●
Spilled substances and materials that could cause slips and falls must be cleaned from floors and stairs immediately.
●
Tools must not be left lying around where employees are likely to trip or fall over them.

●
Used oil and paint rags must be placed in an approved metal container with a self-closing lid.

●
Compressed air used in shops for cleaning purposes must be limited to 30 psi and the nozzle  must be equipped with a chip guard.

●
Never check for hydraulic leaks with the hand while the system is under pressure.
●
Only grounded or double insulated electrically powered hand tools must be used.
●
Do not use faulty or frayed extension cords.

●
Before changing attachments, repairing, or adjusting electrically or pneumatically powered tools and/or equipment, equipment must be unplugged or disconnected.  Lock and tag electrical breaker box if directly connected.

●
When operating electric power saws, drills, grinders, lathes and similar type equipment, be certain:

· All guards are in place; and

· Protective eye gear is used.

●
Employees who become aware of defective equipment or tools are responsible for  reporting the defect to the Supervisor in charge.

●
Tools must only be used for their intended purpose.

●
Faulty, damaged, or broken tools must not be used.

●
When operating rotating equipment, employees must not wear loose fitting clothing that may burn or become entangled.

●
Equipment and power tools must not be left unattended while running, i.e., forklifts, etc.

●
Machines, presses, grinders, saws and fans, lathes and other types of permanent equipment are to be inspected prior to use to assure that guarding is adequate to protect employees from: nip points, rotating parts, and flying chips and sparks.

●
Abrasive wheels should be inspected for cracks and defects, shaft security, proper adjustment between wheel surface to tool rest (1/8”), and proper angle exposure of the mounted type wheel (maximum should not exceed 90 degrees).

LADDERS
●
Wood ladders that are cracked, split or have missing rungs must not be used.

●
Never use metallic ladders when making electrical repairs or when working near electrical lines and power sources.

●
Always face a ladder when climbing up or down the ladder.

●
When using a ladder, place bottom of ladder out from the surface on which such ladder leans.  The appropriate distance should be equal to approximately one-fourth (¼) the length of the ladder.

●
All straight ladders must be equipped with safety “shoes” or spikes.

●
All straight ladders must be placed so that they extend three feet above landing or loft.

●
Never climb a ladder while carrying tools or materials in the hands.

PERSONAL PROTECTIVE EQUIPMENT
●
Employees must wear adequate face protection when working in an area of operations where potential eye or face injury from physical or chemical agents is present.

●
Employees shall be provided adequate protection to limit noise exposure.

●
Adequate facilities designed for flushing of eyes or body must be located in areas where danger from contact with chemical agents exists.

●
Eye protection such as safety glasses, goggles, or other appropriate face protection must be worn by employees when machines or operation present potential hazards from physical or chemical agents including, but not necessarily limited to, the following: grinders, drill presses, lathes, sanders, power saws, welding equipment, sandblasting equipment, compressed air for cleaning equipment underneath which an employee is working, wet cell batteries, and other chemicals, strong acids or bases.

●
Other personal protective equipment as necessary and appropriate to protect the health and safety of employees must be worn and utilized as determined by TCTD or the Supervisor in charge.

MATERIAL HANDLING AND STORAGE

●
All materials must be stored in such a manner to prevent sliding, falling, or collapsing.


●
Do not stand beneath a load being lifted by power equipment or hoists.


●
Areas where supplies are loaded or unloaded shall be well lighted.

●
Only experienced or trained high lift equipment operators must operate such equipment.


●
High forklifts must have overhead guards and a working horn.

●
Aisles where forklifts operate must be clear of obstructions.

●
Forklifts must have load limits posted visible to the operator.  Operators must observe the posted limits.

GAS CYLINDERS
●
when power vehicles transport gas cylinders, they must be secured in a vertical position.

●
A cylinder truck or other steadying device must be used to keep cylinders upright and prevent their being knocked over while in use.

●
Cylinders must not be kept in unventilated enclosures.

●
Cylinders must be stored separately (according to their chemical composition) in an upright position with cap on, valves closed, and restrained.

●
If a leak should be discovered in a tank, the cylinders must be tagged and immediately removed from the work area.

●
When a special wrench is required to open valve on a cylinder, it must be left in place for quick shut-off.

●
When gas cylinder is not in use, cylinder valve should be turned to “off” position and hose should be vented.

LIQUID FUEL STORAGE
●
Only approved containers and portable tanks shall be used.

●
Flammable liquids will be stored in U.L. approved flammable liquid storage cabinets.

●
Quantities in excess of three full “storage cabinets” are to be stored in a “storage room.”  A “storage room” shall be so constructed to meet the fire resistance rating for its contents.

●
Rooms in which flammable liquids are stored or loaded by pumps shall have exit facilities to prevent occupants from being trapped in the event of a fire.

●
When storing liquid fuel outdoors, it shall not be stored nearer than 20 feet from a building.

●
All underground storage tanks must meet or exceed the City, County, and State requirements.

ELECTRICAL
●
Used or abandoned electric receptacles must be plate covered.

●
Electrical equipment and controls must not be used in areas where flammable combustible liquids, vapors, gases, or mists are present (unless such equipment has been specifically manufactured for operating under such hazardous conditions).

●
Electrical equipment such as steam generators or floor scrubbers, which are designed to operate under wet conditions, must not be operated until the electrical equipment, cord, and plug is inspected and found to be in good condition.

●
Areas in which electrical equipment, tools, controls, or switches are located must be clean and dry.

●
Electrical panel boxes must have circuits identified.  Yellow stripes must be painted three feet around them as well.

●
Electrical panel boxes must be unobstructed and kept closed.

●
A positive “lock-out system” must be provided to render those machines operated by electric motors inoperative while repairs or adjustments are being made.

●
Drag cords, trouble lights, and extension cords must be of the three-wire rubber coated, three prong type.

●
Only electrical cords, which are rubber coated and without breaks or repairs, must be used in wet areas.

IX. PROPERTY CONSERVATION PROGRAM

RESPONSIBILITIES

SAFETY DEPARTMENT
· Develop policies and procedures necessary to protect employees and property and to insure the continuity of operations in an emergency.

· The Maintenance Manager will provide input for design of remodeling or repair of existing properties to maximize property conservation.

· The Maintenance Manager conducts regular (minimum annual) audits of the property self-inspection programs to assure its purpose of identification and correcting deficiencies if necessary.

· The Maintenance Manager will maintain an up-to-date library of codes and standards applicable to the operations.

EMPLOYEES

· Should contribute to good housekeeping both on buses and at TCTD facilities.

· Should know the locations of exits on buses and at TCTD facilities.

· Should use the correct cleaning solvents for the job.  Flammable or combustible liquids must not be used unless proper protection is provided.

· Should consult supervisors or the Safety Department if questions arise.

INSPECTIONS

Management conducts informal visual inspections of the TCTD property on a daily basis.  If potential hazards are present, such hazards are reported to the Transit Supervisor.

EQUIPMENT SELECTION

The Safety Department, if applicable, should review for comment the proposals for purchase or lease of equipment and materials.

The fire exposures of such equipment and materials must be weighed against the human safety exposures and cost effectiveness.

For example, acetone may be considered for a cleaning solvent to replace methylene chloride.  With respect to employees, the exposure risk is high for methylene chloride due to high toxicity of the solvent; expensive exhaust system and other controls may be needed to continue its use.  However, the use of acetone presents a severe fire exposure.  The cost of construction and maintenance of proper storage and handling for fire protection may exceed the controls required for methylene chloride, and acetone can be toxic.

Coordination of Maintenance with Safety input can minimize the “catch-up” controls that add to waste and ineffectiveness.

HOUSEKEEPING

A clean operation minimizes fires and other potential hazards.  
The following are minimum requirements:

· All combustible waste and soiled rags must be stored in metal containers with self-closing lids.

· All combustible waste must be removed from premises daily or stored in a proper container until it can be removed.

· The use of flammable or combustible liquids is prohibited as a cleaning solvent useless proper protection is provided per NFPA 30.

· Dumpsters must be located outside buildings and detached at least 50 feet from buildings.  Where space restricts the 50 feet space requirements, dumpsters must be located against blank wall (no windows, etc.) of building.

BUSINESS INTERRUPTION

Proper backup facilities should be established for every conceivable power loss.

BUSES AND PARTS

The availability of buses and parts should be determined and audited annually.  Sources should include bus manufacturers, private charter bus services, and public bus systems.

PAYROLL

Duplicate records and backup computer facilities should be available and agreements for their use in effect.

ACCOUNTS RECEIVABLE

Duplicate records and backup computer facilities should be available and agreements for their use in effect.

DUPLICATE INFORMATION

Duplicates should be made and stored at separate locations from originals of vital records.

X. VEHICULAR SAFETY

DRIVER TRAINING

Bus Operator training is the responsibility of the Transit Supervisor.  Various safety courses will be provided to new Operators to complete their formal training.

· Bus evacuation procedures in the event of an emergency.

· Vehicle Pre-trip/Post-trip Inspection Program.

· Vehicle Accident Accountability Program.

RETRAINING

Retraining is required of Operators as outlined in the Employee Handbook.

Retraining deemed necessary by Operations or Maintenance management and/or the Safety Department after an accident investigation must be provided.

The Safety Department is responsible for all retraining.  Management is responsible for notifying the Safety & Training Manager of any Operator driving problems that may need review.

SUPERVISOR TRAINING

Specific training in accident investigation may be given by the Safety Department to Operations Supervisors on performing vehicular accident investigation.

GUIDE FOR OPERATIONS SUPERVISOR’S REPORT OF ACCIDENT INVESTIGATION

Reports must contain the following:

A. Time

· Month, day, and year of the accident.

· Day of the week.

· Hour – Specify AM or PM.

B. Location

· Name of the street on which the accident occurred.

· Speed Limit - The posted speed limit for the street where the accident occurred.

· Intersection Street - If the accident occurred at an intersection, give the intersecting street.  

· Speed Limit - The posted speed of the intersecting street, if this accident occurred at an intersection.

· Nearest intersecting street or highway.  Indicate and give approximate distance so the accident location can be properly located later.  Pictures must be taken at the scene of the accident.

C. TCTD Vehicle

· Operator’s name.
· Employee number.
· Line and run number.
· Year and model of vehicle.
· Make of vehicle (e.g., Flexible, Chance, Goshen, MCI, or Gillig).
· Number of passengers on vehicle and where seated on the vehicle.
· Speed of the vehicle before accident.
· Vehicle number.
· Status of the Operator - Was the Operator involved in training?
· Direction headed.
· Street or highway name or number.
· Approximate amount of vehicle damage.

· Location of damage.
· Was vehicle left in service or towed to garage?
D.
Other Vehicle

· Driver’s name.

· Name of passengers in vehicle.
· Telephone number including home, work, and cellular.
· Address - Indicate street, city, state, and zip code.
· Owner’s name, if different from driver.
· Year, make, and model of vehicle.
· Body type and color.
· License tag number.
· Speed - Indicate approximate speed the vehicle was traveling at the time of the accident.

· Street vehicle was on before the accident occurred.

· Approximate amount vehicle damage.

E. Damage to Property Other Than Vehicles

· Indicate any damage done to other property (e.g., signs, trees, other vegetation, sewers, building, and telephone poles).

· Indicate if a witness, passenger, or pedestrian was killed or injured

· Indicate names and addresses of all witnesses and passengers/pedestrians.  Indicate an address where they can be reached.  Indicate if they were injured, what hospital they were they taken to, and a home, work, or cellular phone number.

· Indicate anything unusual - driver drinking, ill, etc.  

· Indicate condition of other vehicle driver.

· Indicate if either driver had vision obstructed and by what.

· Contributing circumstances - TCTD vehicle only.  Indicate any factor determined by your investigation that contributed to the accident (e.g., TCTD bus “Failed to yield right of way.”

· Indicate traffic control - (e.g., stoplights, stop sign, yield sign).

· Indicate weather, road surface, road type (e.g., curve, straight).

· Draw traffic diagram.
SUPERVISOR’S STATEMENT

Complete the report in black pen so it can be copied well.  Report must contain the following:

· Indicate Operator’s views on the accident.

· Indicate Supervisor’s views on accident based on his/her investigation.

· Indicate any information obtained from witnesses (include names of individuals).

· Provide any additional information to fully answer questions on report.

· Indicate if pictures were taken - Policeman’s name and badge number, car number, ambulance number, and attendants’ names.

· Sign and date the report.

Forward the completed report to the Transit Supervisor.
XI. DISASTER PLAN
The development and maintenance of an efficient emergency organization with procedures to cover emergency conditions is essential for the safety of TCTD employees.  The purpose of this Plan is to provide the knowledge and assistance to employees to reduce workplace hazards.  The format has been designed as simply as possible to allow maximum flexibility and ease of understanding.

This manual has been prepared for use with TCTD’s Administration Building, the Maintenance Building, and the Tillamook Transit Center.  It contains procedures applicable to emergencies, such as fires, bomb threats, tornadoes, civil disorders, civil defense emergencies, and medical emergencies.

ORGANIZATION

A basic emergency plan is in place for the Administration building.
In order to ensure the safety of all personnel, Dispatchers will assist with the emergency procedures described in the Plan.  

The Administration is responsible for maintaining and implementing this plan.

CONTROLLING WORKPLACE HAZARDS

Administration Building

The Safety Committee will perform routine housekeeping and emergency equipment inspections.  Fire safety is serious business and has utmost importance to every employee.  

Full cooperation in understanding the emergency procedures is everyone’s responsibility.  

Employees shall maintain good housekeeping and identify any special hazards to management during their inspections.

DRILLS

Each employee will receive a copy of TCTD’s emergency procedures.  Each employee will also be required to participate in emergency and/or evacuation drills.  This will provide knowledge of the safety procedures and responsibilities should an emergency occur.  

EMERGENCY ALARM

The Fire Alarm system will notify all personnel by the fire alarm.  A fire alarm is located in the administration and maintenance buildings.
EVACUATION DIAGRAM

 An evacuation diagram includes the location and route to emergency equipment and exits.  The diagrams are located in:  


Administration Building:  by the restrooms & in tenant’s offices.


Maintenance Building:  main floor by the records room & upstairs by the stairwell.

Tillamook Transit Center: by the office door in lobby.

BUILDING WARDEN

The Building Warden supervises and assists with emergency measures for the safety and welfare of employees in their building.
· Administration Building:   one Admin. Person

· Maintenance Building:  Transit Supervisor
· Tillamook Transit Center:  Any driver present or City of Tillamook staff
RESPONSIBILITIES

●
Maintains a current roster of all employees.

●
Alerts employees of potential emergencies.

●
Periodically reviews emergency procedures with their employees.

●
Insures that special emergency procedures are implemented and followed on assigned floor for vital records, EDP equipment, and suggested fire procedures for cash handling.

●
Pre-plans the egress handling of handicapped and/or physically disabled personnel.

●
Evacuates personnel.

●
Maintains communication with key personnel (Dispatch office and the Transit Supervisor) within their building during time of emergencies.

JOB REQUIREMENTS

Know details of emergency preparedness procedures.

Know location of all exits in building.

Know location of all fire equipment in building.

Know location of all ABC fire extinguishers.

Able to operate fire equipment.

Know location of all light switches.

Instruct personnel to form single lines into the outside doors and to meet in the parking lot at the far southern side.

Supervise evacuation flow while exhibiting and encouraging calmness of all personnel.

Remain at the exit until all personnel have cleared the building.
Designate searchers - or is responsible for checking all rooms, rest rooms, conference rooms, and any remote areas.

Evacuate non-employees found in area - specifically check reception area, bathrooms, and quiet room next to the driver’s break room.

Advise all personnel to proceed to the nearest emergency exit.  Remember, remaining calm can defuse fear and panic.

Building Wardens coordinate in the evacuation of personnel with physical disabilities who require special assistance.

XII. FIRE PROCEDURES
Should you become aware of fire in your vicinity, see smoke, or smell smoke, you have several options.

The following instructions shall be reviewed with all employees to insure their understanding and performance:

●
If you should smell smoke, but cannot see any smoke, immediately notify the Building Warden, who will in turn notify and investigate the possible origin with the Maintenance Department, keeping you informed of possible action.

●
If the fire is minor in nature, use the portable ABC fire extinguishers located on the floor.  Immediately notify the Building Warden.  If you elect to fight a small fire, do not fight it alone – get help!  Keep alert – small fires can often spread rapidly.

●
If you see smoke or, if in your opinion, the fire has reached problematic proportions:

1)
Call the Fire Department (Dial 9-911).

2)
Advise Building Warden and Administration of your actions; and

3)
Assemble with your Building Warden and prepare for evacuation.

Under the third condition, there should be no hesitation to do the above and evacuate immediately.

Once the Tulsa Fire Department arrives on the scene, they assume full responsibility for fire suppression.  Any TCTD employees involved in fire suppression should relinquish their duties to the City of Tillamook Fire Department.

Obviously, if you set your wastebasket on fire, this should be extinguished by use of one of the A,B,C fire extinguishers located on each floor.  Building personnel may safely handle other instances of small fires in the same manner.

If a fire extinguisher is used, report this to the Maintenance Department to have it recharged.  Even though the fire is small, smoke may enter the air handling systems, so it is most important that you immediately contact the Building Warden or the Safety Department.  In addition, you or one of your co-workers must immediately call the dispatchers so that other areas and personnel can be notified of this occurrence.  This action will also bring aid from Maintenance personnel.

Your prompt action will relieve the tensions of personnel in other parts of the building, just as you would want to know if it happens in your building.

The number one problem of any fire may not be the fire itself but the smoke that is generated.  Not only can the fire and or smoke deplete the oxygen in the air; it also contaminates the air with toxic materials.

In an enclosed building, all air is supplied by air handling systems.  Smoke can overload the system rather quickly.  Thus, in most cases, all personnel should exit the affected building except those who are directly involved in the emergency.  However, at the point that the building is unsafe, personnel directly involved with the emergency should also evacuate to avoid smoke inhalation.  Where smoke is localized, (only affects one area) personnel may be evacuated outside.

If caught in smoke, take short breaths, breathe through your nose, and crawl to escape.  The air is purer near the floor.  Touch all doors with your hand before opening.  If it is hot, do not open.  If it is cool, open the door slowly and stay behind the door.  If heat or pressure comes through the door, slam it shut and seek another exit.

Employees should refrain from opening or breaking windows for ventilation if a fire is suspected.  Ventilation often fuels the fire.

XIII. EVACUATION PROCEDURES
ADMINISTRATION BUILDING (Third Street)
A decision as to whether to evacuate TCTD Administration Building will be made by:

Fire Department

Building Warden

Transit Supervisor
General Manager

In the event of an emergency and evacuation, the communications center and command post will be the ground floor Dispatch office.  When an evacuation is ordered, floor personnel may be informed by word-of-mouth  to begin the evacuation.

In case of fire, the Building Wardens will direct the calm and orderly evacuation of all personnel and visitors.  All personnel will assemble on the far South side of the parking lot.  In case of fire, all personnel will be in an area that will not obstruct the Fire Department when they enter the facility.

In case of heavy weather, all personnel and visitors will meet in the hallway by the restrooms.  The Dispatch office should also move to the hallway away from the windows and bring portable radios and phones with them.

PHYSICALLY DISABLED PERSONS

When evacuating, two reasonably strong assigned people will assist disabled persons in wheelchairs or on crutches.  Wheelchairs should be left behind if they become a hindrance.

PROTECTION OF VALUABLES

Employees should take their purses with them on evacuation.

All employees will lock their desks (if possible and if time permits) after securing official papers and documents.  An administration employee will ensure the fire safe and the cash room is locked before leaving the office.  If time permits, employees should also take their coats/jackets with them.

MAINTENANCE BUILDING 

Maintenance will follow much the same procedures and assemble on the South side of the parking lot– except that an Emergency Team (designated by the Maintenance Manager) will be established to handle such emergencies until the Fire Department arrives.  Take portable radios and phones along.  The Maintenance Manager shall report to the Dispatch office when all personnel have been evacuated.

In case of heavy weather, all personnel and visitors will meet in the parts room in the garage.  The Maintenance Manager will notify Dispatch after accounting for all personnel.  Take portable radios and phones along.

The Maintenance Manager will designate personnel to assist in ensuring that all personnel have left the building.  All areas will be checked i.e., paint booth and paint supply room, Safety & Training office, engine rebuilds room, body shop, restrooms, storeroom (including mezzanine), all offices, and the Fare Box rebuild room.

Designated persons from both buildings will ensure that all personnel have been accounted for.

TILLAMOOK TRANSIT CENTER
The Tillamook Transit Center is located at 205 Laurel Avenue.  The Center is open from 5:15 a.m. until 8:30 p.m. on weekdays and Saturday and from 3:45 a.m. to 4:00 p.m. on Sundays.  The City of Tillamook has keys to all doors including the electrical power panels at the outside south side of the building.
If a driver or Supervisor happens to be at the Center then they will check all restrooms and lobby area to ensure that everyone has been evacuated from the building.  Supervisory personnel will evacuate the building – but station themselves in such a manner as to be able to observe doors on either side of the building to ensure that no one re-enters the building until it is safe to do so.

In case of severe weather, all passengers will be instructed to go across the street and take shelter in the Tillamook City Hall or in the Tillamook County Courthouse.  Take portable radios and phones along.

XIV. BOMB THREAT PROCEDURES:  FIXED ROUTE SERVICE
When Dispatch receives information concerning a bomb threat on a bus, Dispatch will secure all necessary information concerning the presence of a bomb.  Dispatch will then communicate the following announcement to all buses involved:
“While we have no reason to believe that the bomb threat reported is valid, we are taking all necessary precautions to ensure the safety and security of our employees and passengers.  This is the safety plan for today: At the nearest safe location, stop your bus and do a visual inspection of the interior, looking for any unattended packages.  If you see any suspicious article, DO NOT TOUCH IT.  Call Dispatch by telephone at (503) 815-8283 for further instructions.  NOTE:  DO NOT transmit over any radio frequencies near a suspicious package.  Radio signals may detonate a bomb.  An Operator finding a suspicious package should report his/her exact location, evacuate bus, and get all passengers at least 200 yards away from bus.  Dispatch will then contact the Tillamook Police Department at 911 and the Tillamook County Sherriff’s Office.  Operators and passengers should not go near the bus until the Tillamook Police Department clears them to do so if a suspicious package is found.”

Passengers may question Supervisors or Operators during bus inspections.  If this occurs, passengers are to be told that there is a safety issue with the bus.  Avoid unnecessarily alarming passengers by discussing the bomb threat.

NOTE:  Operators should immediately locate a safe and relatively unpopulated area to stop the bus.  Locating such an area will make it easier for emergency personnel to locate the bus in question, as well as, minimize the danger to the surrounding population.   

Upon arrival, TCTD’s Supervisory personnel, Maintenance personnel, and/or Tillamook Police Officers will do a further inspection of the vehicle.  Supervisors may conduct a visual inspection of the exterior and interior of the bus (Maintenance personnel will inspect the engine compartment).  If no suspicious items are found, the Supervisor will contact Dispatch with the bus number and an indication that no problems were found.  (Dispatch will keep record of all buses checked.)  Dispatch will log all reported information and work with Maintenance to ensure that all specified vehicles have been checked.  Dispatch will cross-reference all information and when all specified vehicles have been checked.  Dispatch will notify the General Manager, who will then decide if further checks are necessary.

XV. BOMB THREAT PROCEDURES:

ADMINISTRATION & MAINTENANCE FACILITIES

Upon receiving a bomb threat, ask: WHERE?  WHEN?  WHY?  & WHAT?

WHERE?

Where is the bomb located?

Which building?  The exact location within that building.

WHEN?

When is the bomb set to detonate?

WHY?

Why did you place the bomb?  Endanger innocent people?

WHAT?

What type of bomb?  How is it to be detonated?  What does it look like?

Upon hanging up, call the Police at 911.

Call Dispatch, Operations Manager, and Maintenance Manager.

Fill out the Bomb Threat Checklist.

Information concerning the presence of a bomb usually will be received by telephone from an anonymous caller or be a letter, note or postcard on occasion.  Generally, it is the intent of the caller to cause the building to be evacuated, thereby disrupting normal business.  However, EVERY BOMB THREAT MUST BE CONSIDERED AS GENUINE AND INVESTIGATED WHEN IT IS ORIGINALLY RECEIVED!
Normally, the call will be of short duration.  The recipients of the call should try to notice and remember as much as possible while the caller is on the line.  The above words are the important ones.  While engaging the caller in as lengthy a conversation as possible 

ASK: WHERE?  WHEN?  WHY?  WHAT?

All information should be reported to the Operations Manager, Maintenance Manager or their designees.  Please use a “confidential” manner of communication to reduce the possibility of panic.

Maintenance and Administrative personnel will meet with the Police and a search will be conducted as thoroughly as possible.  If the Tillamook Police Department deems it necessary to evacuate any portion of the buildings or the whole building, it shall be done via word of mouth or by phone.  If the Operations Manager or the Maintenance Manager feels it is necessary to evacuate your premises, it is imperative to notify the Building Wardens in case of evacuation of Administration or Maintenance Building).  Employees should not congregate in the main lobby, block entrance, or exit doors.

The General Manager or his designee will advise when the search has been completed and will have “all clear” announced to the building personnel.  Any subsequent reoccupation of the building will be done at the direction of the Police Department.

Explosives may be concealed in a paper sack, small package, shopping bag, a can, or an attaché case.  Searchers should be alert for such containers left in any unusual location.  Any suspected explosive must be considered extremely dangerous and left untouched pending the arrival of the Tillamook Police.

Remember that all bomb threats must be considered real until investigated to ensure the safety of the building occupants.
TELEPHONE BOMB THREAT CHECKLIST

KEEP CALM:   Do not get excited or excite others.

TIME:
  Call received __________________ Call ended _________________________

EXACT WORDS of caller: ________________________________________________________________________

________________________________________________________________________

(Delay, ask caller to repeat.) ________________________________________________________________________

QUESTIONS TO BE ASKED:

Time when bomb is set to explode? ________________________________________________________________________

Where is it located?  Which floor? ________________________________________________________________________

What kind of bomb? ________________________________________________________________________

Description? ________________________________________________________________________

Why kill or injure innocent people? ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

DESCRIPTION OF VOICE:

Male_____    Female_____    Calm_____    Nervous_____    Young_____    Old_____

Middle-aged_____    Rough_____    Refined_____    Accent_____

Speech Impediment (describe): _______________________________________________________________________

Unusual Phrases: _______________________________________________________________________

Recognize voice?  If so, whom do you think it was? _______________________________________________________________________

BACKGROUD NOISE:

Music__________       Running motor (type) __________        Traffic__________

Whistles__________   Bell__________    Horns__________    Aircraft__________

Tape Recorder__________    Machinery__________    Other__________

ADDITIONAL INFORMATION:

Did caller indicate knowledge of the facility?  Yes_____    No_____

How? ________________________________________________________________________

What line did call come in on? ________________________________________________________________________

Is this a listed or unlisted number? ________________________________________________________________________

Is this a night number?  If so, whose? ________________________________________________________________________

XVI. EMERGENCY PROCEDURE FOR SUSPICIOUS PACKAGES

With today’s climate for serious happenings across the country, TCTD will need to implement the following procedures for on bus emergencies.

It will be necessary for all of our Operators to assist us by being vigilant in observing possible hazardous items that are either carried on the bus or abandoned on the bus.  It is not possible to list all of the potential hazards that may be abandoned on the bus.  We have no reason to believe that TCTD would be considered as a potential target; however, we all need to be observant for potential hazards.

If an Operator becomes aware of a package abandoned on his/her bus, he/she should perform his/her duties much as he/she has in the past; however, we ask that the Operator check the appearance of the package and if it appears suspicious to him/her, he/she should follow the below listed procedures.  Look at the package and see if he/she can determine who left the package, or if the package contains items that are not readily identifiable, he/she should notify the Dispatcher.  Notification to the Dispatcher would be by giving his/her bus number, run and route numbers, and exact location followed by 10-35.  The Operator would then ask all of his/her passengers to deboard the bus.  The only explanation that should be given to the passengers is that there is a safety issue with the bus and that a Supervisor is en route to clear up the situation.  As passengers deboard the bus, they should take all of their belongings (one of them might take the package) and this might eliminate the concern.

The Dispatcher and responding Supervisor will have the discretion of determining the next action that should be taken to alleviate any further concerns involving the suspicious package.

DISPATCHER RESPONSIBILITIES
When the Dispatcher receives a 10-35 from an Operator, he/she should respond with a 10-4 and then notify the nearest Supervisor of the location of the bus.  While the Dispatcher is waiting for clearance from the assigned Supervisor, he/she should list all of the available information so that if it becomes necessary to notify emergency responders, all of the needed information is available.

The Dispatcher should consider the location of the bus and the possibility of needing to “send in” another bus for this particular route. If the Supervisor notifies the Dispatcher that emergency responders are needed, the Dispatcher will call 911.  If it is necessary to call 911, the Dispatcher will send another bus to relieve the original bus involved.

The Dispatcher will also need to consider the possible detours needed if emergency responders are called to the scene.  The assigned Supervisor will assist the Dispatcher with the needed detours.

SUPERVISOR RESPONSIBILITIES

The assigned Supervisor will proceed immediately to the scene of the 10-35, and notify the Dispatcher of his findings by cell phone.

Upon arriving at the scene, the Supervisor will examine the package without disturbing it.  If the package appears to be a possible hazardous package, the Supervisor will assist the Dispatcher in securing the bus and setting up possible detours, if needed.

If the bus is located on a city street, it will be moved off the street, if possible, and secured until it is cleared by emergency personnel.  If the bus is located at the Tillamook Transit Center, it will be moved to the old Safeway parking lot north of the Center and secured.  .

GENERAL STATEMENT

TCTD is always concerned with the safety and well being of its employees and passengers.  TCTD appreciates the professional conduct of its Operators.  We ask our Operators to assist us in this time of possible dangerous acts of a few individuals in our City and Country.  TCTD asks the Operators to not overreact on just any package that they might encounter.  We also ask that they use safety and caution in not reacting when it becomes necessary.  We need to remember that our concern is to safely and efficiently transport our passengers.

INFORMATION FOR 10-35 PROCEDURE

LOCATION OF BUS: ________________________________________________________________________

TIME OF INITIAL 10-35: ________________________________________________________________________

RUN #: ________________________________________________________________________

Bus #: ________________________________________________________________________

ROUTE #: ________________________________________________________________________

SUPERVISOR ASSIGNED:
________________________________________________________________________

TIME OF DETERMINATION: ________________________________________________________________________

POLICE NOTIFIED? ________________________________________________________________________

TIME OF NOTIFICATION: ________________________________________________________________________

NEW BUS SENT IN? ________________________________________________________________________

FIXED ROUTE MODIFICATION NOTICE? ________________________________________________________________________

TIME CLEARED BY SUPERVISOR: ________________________________________________________________________

After completion of 10-35 form, attach all related reports and forward copies to Transit Supervisor and General Manager.

XVII. TCTD SECURITY PROGRAM

TCTD believes that our customers have the right to expect a safe and secure transit system.  We do our utmost to ensure that the atmosphere of our system is a safe one.

Our attitude regarding our employees is one of instilling confidence in their ability to deal with situations they face.

Cell phone procedures have been established which enable the Operator to notify Dispatch of emergencies on his/her bus.  Upon notification by an Operator of an emergency on the bus, Supervisors and/or Police are immediately dispatched.

TILLAMOOK TRANSIT CENTER
The Tillamook Transit Center is located at 205 Laurel Avenue.  The Center is open from 5:15 a.m. until 8:30 p.m. on weekdays and Saturday and from 3:45 a.m. to 4:00 p.m. on Sundays.  The City of Tillamook has keys to all doors including the electrical power panels at the outside south side of the building.
The City of Tillamook Parking Enforcement Officer is on duty weekdays from 7:00 a.m. to 3:00 p.m.  The officer makes rounds hourly in downtown Tillamook and stops by the Transit Center routinely every hour.  After closing, the center is monitored by Tillamook Police.

Any passing driver or supervisor will check all restrooms and Lobby area to ensure that everyone has been evacuated from the building.  Supervisory personnel will evacuate the building – but station themselves in such a manner as to be able to observe doors on either side of the building to ensure that no one re-enters the building until it is safe to do so.

In case of severe weather, all passengers will be instructed to go across the street and take shelter in the Tillamook City Hall or in the Tillamook County Courthouse.  Take portable radios and phones along.

OPERATORS

The major distinguishing quality of a professional Operator is his/her ability to deal with the public in a pleasant manner.  All TCTD Operators are trained to show everyone the same consideration and courtesy that they would expect to be shown.  Courtesy is essential to a good transit system.  Operators encounter a diverse population on a daily basis.  Oftentimes, situations arise that are not in the best interests of our passengers (i.e., fight on the bus, passenger’s disregard to bus rules, etc.).  When responding to these situations, Operators are trained to remember that their safety and the safety of their customers always come first.  
In extreme situations, the Operator may refuse transportation to an individual (i.e., severely intoxicated or violent individuals).  Dispatch is always notified when someone is requested to leave the bus or is “passed up.”

Operators are trained not to detain or attempt to detain anyone under any circumstances.

Operators are trained to use the following guidelines to avoid situations that may escalate into confrontations.

1. Remain seated if possible.  The customer can see an Operator leaving his/her seat as aggressive under some circumstances.

2. When appropriate, use bus PA system.  Be calm and polite.

3. If the situation requires stopping the bus, open both doors so that the individual is not “trapped”.

4. If you are alone on the bus, do not approach a customer who appears to be under the influence of drugs or alcohol, unless he/she is a regular customer with whom you feel comfortable.

5. If you observe suspicious behavior by customers on another bus, speak to the Operator (if at Transit Center) or notify Dispatch as soon as possible.

6.
When using these guidelines never risk your safety or that of your customers.  If in doubt as to how to proceed, contact Dispatch or the  Transit Supervisor for advice.

Following are a few suggestions that may help operators be less vulnerable to theft of personal property while on duty:

· Never leave personal property unattended on the bus.

· Avoid wearing excessive jewelry or expensive designer type sunglasses.

· Do not carry valuable items (such as gold pens or pencils) in your shirt pocket.

· Do not carry valuable items if you do not need them while on duty.  This especially includes credit cards and more than a few dollars in cash.

· Do not open your wallet or purse in front of customers.

· Place your personal bag on the left side of your seat if possible.  Remember to take it when leaving the bus.

Firearms are not allowed on TCTD buses.  Law enforcement officers (Tillamook Police and Tillamook County Sherriff’s Deputies), not Supervisors, will investigate every instance of firearm possession.  Operators are encouraged to allow bicycles on the buses, but only when space allows, and when doing so will not jeopardize customers’ safety.  Operators receive training in conflict resolution.

ADMINISTRATION & MAINTENANCE

The Administration and Maintenance facilities are to be locked each evening and have push button security locks on doors at either end of the building.  The dispatch is trained in bomb threat procedures and in dealing with difficult people.  They can call for assistance easily from the nearby Transit Supervisor’s office if need be.  Dispatchers, before they leave the property each evening, secure the building.  Only designated TCTD personnel are provided with security codes.

* * * * * * *
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