
SAFETY, SECURITY AND EMERGENCY PREPAREDNESS PROTOCOLS
The specific protocols contained herein are:

· SERIOUS TRANSIT VEHICLE ACCIDENT/INCIDENT

· TRANSIT VEHICLE FIRE

· SUSPICIOUS ITEM ON TRANSIT VEHICLE

· SUSPICIOUS ITEM ON OR NEAR TRANSIT FACILITY

· DANGEROUS PERSON(S) ON TRANSIT VEHICLE

· DANGEROUS PERSON(S) ON TRANSIT PROPERTY

· SHOOTER OR HOSTAGE SITUATION ON TRANSIT VEHICLE

· COMMUNITY EVACUATION

· TRANSIT SYSTEM SHUTDOWN

SERIOUS TRANSIT VEHICLE ACCIDENT/INCIDENT

· Driver - notify Dispatch of accident/incident, including location and number of injured people. 

· Driver - respond to accident/incident scene by assisting passengers and reporting to law enforcement when they arrive, if Driver is capable.  

· Dispatch - receives notification of accident/incident.  

· Dispatch - contact First Responders if they’re not already on the scene.

· Dispatch - send on-duty Supervisor to the scene. 

· Dispatch - contact Management using “transit emergency call down list”.

· Supervisor – go to the scene and check in with Driver and law enforcement to assess the situation and assist passengers as required. 
· Supervisor – conduct on-site accident investigation
· Supervisor - report to Dispatch with assessment of accident/incident. 
· Supervisor – takes Driver for drug and alcohol test if accident meets threshold.
· Dispatch - reroute service on affected route, as may be appropriate.  

· Dispatch - send backup vehicle to the scene to transport uninjured passengers to their destination.   

· Management - notify key officials and stakeholders.

· Management - notify family of Driver about accident/incident, and, if Driver is injured, the location of medical treatment facility. 

· Management – do not do not go to hospital; do not make any public/on the record statements without legal consult.

· Management – participate in preparation of a media strategy including time and content of public information statement. 

· Supervisor and Driver - complete required documentation including post-accident investigation.  

· Dispatch - resume normal service delivery on affected route when appropriate. 

· Management – debrief key officials and stakeholders.  

· Management - ensure counseling is available for employee victims.  
TRANSIT VEHICLE FIRE

· Driver sees/smells smoke, or sees flames.

· Driver - immediately bring vehicle power down. (Electrical system in engine compartment at back of vehicle?)

· Driver - evacuate the vehicle, immediately.

· Driver - evacuate passengers well away from the vehicle to minimize risk and behind a safe barrier if possible.

· Driver - use whatever means necessary to notify Dispatch of the fire situation.  Information relayed must include location of vehicle and number of injured passengers, if any.

· Dispatch - tell Driver to immediately evacuate vehicle if Driver has not already done so.

· Dispatch - contact first responders about situation (location, number of injured passengers).

· Dispatch - send on-duty Supervisor to the scene.

· Dispatch - contact Management using “transit emergency call down list”.

· Supervisor - go to the scene and check in with Driver and law enforcement to assess the situation and assist passengers as required. 
· Supervisor – conduct on-site accident investigation
· Supervisor - report to dispatch with assessment of accident.

· Dispatch - reroute service on affected route, as may be appropriate.

· Dispatch - send backup vehicle to the scene to transport uninjured passengers to their destination. 

· Management - notify key officials and stakeholders. 

· Management - notify family of Driver about accident and if Driver is injured, location of medical treatment facility.

· Management – participate in preparation of a media strategy including time and content of public information statement. 

· Supervisor and Driver - complete required documentation including post-accident investigation.  . 

· Dispatch - resume normal service delivery on affected route when appropriate. 

· Management - debrief key officials and stakeholders. 

· Management - ensure counseling is available for employee victims.
SUSPICIOUS ITEM ON TRANSIT VEHICLE 
· Driver – observe suspicious device/item (as defined through previous training) on vehicle.

· Driver – evacuate vehicle well away and if possible behind a firm barrier following pre-proscribed emergency procedures; do not use radio or cell phone within 300 feet of suspicious item/device.

· Driver – notify Dispatch (not using radio or cell phone within 300 feet of suspicious item/device) as to vehicle location and give a description of item/device; inform about evacuation.

· Dispatch – upon notification from Driver, if based on protocol or Driver indecision, Driver has not already evacuated vehicle instruct Driver to do so immediately. 

· Dispatch – call First Responders – notify them of situation, including location of vehicle and description of item or device.

· Dispatch – notify Management of situation, including location of vehicle and description of item or device.

· Management – instruct Dispatch, as appropriate, to have all drivers pull off the roadway in a safe location, search their vehicles for any suspicious item/device and report back with search results.

· Management - if any other vehicle reports a suspicious item/device, all in-service vehicles must be immediately evacuated and First Responders informed of any other suspicious items/devices.

· Management - if multiple devices are found, all transit facilities should be searched for suspicious items/devices and evacuation of facilities initiated as may be required.

· Management – send Supervisor/other transit representatives to scene.

· Management – inform key officials and stakeholders of situation.

· Management – liaison with First Responders or Incident Commander and await further instructions.

· Management – once incident(s) has been addressed and direction is given that it is safe to resume service, give transit staff instructions for service resumption.

SUSPICIOUS ITEM IN OR NEAR TRANSIT FACILITY 

· Transit Staff – observe suspicious device/item (as defined through previous training) in or near a transit facility.

· Transit Staff – evacuate facility well away from building and if possible behind a firm barrier following pre-proscribed emergency procedures; do not use radio or cell phone within 300 feet of suspicious item/device.

· Ranking Staff Member – call First Responders – notify them of situation, including location and description of item or device.

· Ranking Staff Member – notify Management if not already present.

· Management – make decision whether or not to pull all vehicles out of service to search for suspicious items/devices.

· Management - if the decision is made for an all vehicle search, instruct staff as to appropriate mechanism to notify all vehicle Drivers to pull over and conduct a search for suspicious item/devices and report back.

· Management – if other items/devices are found within the system, immediately halt all service and evacuate all vehicles.

· Management – notify First Responders of situation, including locations and descriptions of items/devices.

· Management – inform City Manager and City Safety Officer of situation.

· Management – liaison with First Responders or Incident Commander and await further instructions.

· Management – once incident(s) has been addressed and direction is given that it is safe to resume service, give transit staff instructions for service resumption.

DANGEROUS PERSON ON TRANSIT VEHICLE

· Driver – notify Dispatch (only if safe to do so without risk to yourself) using 10 codes or verbal codes if required for safety purposes, that a dangerous person is on vehicle; if possible, include location of vehicle and description of individual(s).

· Driver – if safe to do so, pull vehicle off the road and open doors, preferably in a public and well-lit location.

· Driver – look for an opportunity to escape vehicle, and if safe to do so, assist other passengers in getting off vehicle.

· Driver – if unsafe to do any of above, try to remain calm, cooperate with dangerous individual(s) and await arrival of First Responders.

· Dispatch – receives notification of dangerous person on vehicle.

· Dispatch – contact First Responders with information on location of vehicle and description of dangerous person(s).

· Dispatch – if communication from Driver discontinues, do not repeatedly attempt to re-contact Driver or say anything over the radio that could further incite dangerous person(s).

· Dispatch – contact on-duty Supervisor.

· Dispatch – contact Management.

· Supervisor – locate the vehicle (if position not given by Driver - either by dispatch log, AVL, etc.).  Do not approach impacted vehicle.
· Supervisor – if situation on vehicle is ongoing and perceived as dangerous, do not approach vehicle, but contact First Responders and report back to Dispatch as to situation. 

· Management  –  decide if rerouting other vehicles away from affected vehicle on route.

· Management – once situation has been resolved by First Responders, instruct Dispatch to inform Drivers of return to normal route schedule.

· Management - including sending a back up vehicle or vehicle Driver to the impacted location.

· Management – assuming Driver is not injured in the incident, pull Driver out of service, complete appropriate documentation and ensure Driver received the opportunity for counseling.

· Management – debrief key officials and stakeholders on resolution of the incident.

DANGEROUS PERSON(S) ON TRANSIT PROPERTY
· Transit Staff – sees trespasser on transit facility and determines that trespasser may be dangerous.

· Transit Staff – attempt to safely get a good look at trespasser(s) for physical description of trespasser (weapons, if any), location and direction of their movement.

· Transit Staff – proceed to a safe location; without compromising personal safety call 911 if possible, providing all possible information about trespassers.

· Transit Staff - without compromising personal safety, notify Management if possible.

· Management – once notified of dangerous person on property, make a call to 911 even if call is duplicative

· Management – if First Responders haven’t arrived to direct scene, determine whether best response to protect the safety of all persons is to evacuate, relocate or shelter in place. 

· Management – give appropriate instructions to all impacted persons on whether to evacuate, relocate or shelter in place.

· Management – establish a command location outside the perimeter of the facility, well away from exposure to risk; attempt to stop all individuals/vehicles from entering the perimeter.

· Management – report in to First Responders and await instructions.

· Management – notify key officials and stakeholders; provide updates as appropriate.

SHOOTER OR HOSTAGE SITUATION ON TRANSIT VEHICLE

· Driver – notify Dispatch (only if safe to do so without risk to yourself) using 10 codes or verbal codes if required for safety purposes, that a shooter/and or hostage taking situation is on vehicle; if possible, include location of vehicle and description of individual(s).

· Driver – if safe to do so, pull vehicle off the road and open doors, preferably in a public and well-lit location.  Look for an opportunity to escape vehicle.

· Driver – if unsafe to do any of above, try to remain calm, cooperate with dangerous individual(s), follow instructions of perpetrator, and await arrival of First Responders.

· Driver – use empathy to establish a relationship with Perpetrator and attempt to engage person in dialogue, if safe to do so, including offering the Perpetrator the opportunity to get off the vehicle and escape at any time.

· Dispatch – receives notification of situation on vehicle.

· Dispatch – contact First Responders with information on location of vehicle and any other information provided by Driver.

· Dispatch – if communication from Driver discontinues, do not repeatedly attempt to re-contact Driver or say anything over the radio that could further incite dangerous person(s).

· Dispatch – contact on-duty Supervisor/Management.

· Supervisor – locate the vehicle (if position not given by Driver - either by dispatch log, AVL, etc.)  Do not approach impacted vehicle.
· Management – get someone to help Dispatch answer phones. 

· Dispatch – reroute other vehicles away from affected route.

· Management – contact key officials and stakeholders.

· Management – participate in preparation of a media strategy including time and content of public information statement.

· Management – contact family of Driver.

· Management – once situation has been resolved by First Responders, instruct Dispatch to inform Drivers of return to normal route schedule.  Send a back up vehicle or vehicle Driver to the impacted location.

· Management – assuming Driver is not injured in the incident, pull Driver out of service, complete appropriate documentation and ensure Driver received the opportunity for counseling.

· Management – debrief key officials and stakeholders on resolution of the incident.

COMMUNITY EVACUATION

It is assumed that Management has disseminated the “transit staff emergency call-down list” to all key emergency management stakeholders.
Using the transit staff emergency call down list, emergency management/first responders have notified Management of the need for transit vehicles for evacuation purposes.

· Management - gather pertinent information from emergency management/first responders including:

·  number of vehicles required

·  number of Drivers required, if any, 

· time frame for staging

· staging location

· Management -call maintenance staff (if existent) to report for work (if not already in house) in order to prepare vehicles for use.

· Management - contact operations staff to begin calling in required Drivers using “employee volunteer emergency phone list” (if needed, and they are not already in house).
· Management - determine whether there is a need to shut down system-wide service if it is presently in operation.

· Dispatch - follow standard “shut down procedures” if decision to shut down service was made. 

· Maintenance staff - prepare vehicles for use in evacuation.

· Drivers or first responders - move vehicles to staging area and report to Incident Command.

· Management - report to staging area to act as liaison to Incident Commander.

· Drivers - upon completion of evacuation maneuvers, return vehicles to base.  
· Drivers/Supervisors/Management - complete required documentation.

· Management - if necessary, make decision on when and how to resume normal service.

· Management - communicate to all affected employees the decision on whether and when normal service will resume.

· Management - participate in post-incident debriefing with emergency management.

TRANSIT SYSTEM SHUTDOWN

Management has pre-established thresholds and triggers based on weather and other risks to determine when system shutdown is necessary.

Management has pre-established and coordinated for emergency drop-off points within the service.

· Management – based on direction from the city or the meeting of pre-established thresholds/triggers, determine that partial or total system shutdown is required.

· Management – inform Dispatch to initiate partial or total system shutdown.

· Dispatch – inform impacted Drivers that system shutdown has been directed and Drivers should take passengers to pre-designated drop off points and return to base.

· Drivers – go out of service; take passengers on board vehicle to pre-designated drop-off points and return to base.

· Management – contact appropriate officials to inform media about service discontinuance in order to get information out to the public.

· Dispatch – use call down list to notify all employees not already on duty, to not report for work until notified to do so.

· Drivers – secure vehicles upon return to base, and either go off duty or stay on duty in a stand-by status until further service determinations are made.

· Management – monitor situation to determine when and if regular or special service will be reinstated.

· Management – notify key officials and stakeholders that partial or total service has been discontinued; remain on call.

· Management – on instruction from key officials and stakeholders or based on pre-established thresholds/triggers, determine that service should be reinstated.

· Management – direct appropriate staff as to the time of service reinstatement and initiates notification process.

· Management – notify key officials and stakeholders as to time of service reinstatement.

· Dispatch – notify Drivers using the call down list as to time of service reinstatement and when to report for duty.

· Drivers and Maintenance – report for duty, prep vehicles, and put system back in service following AM pull out procedures.

· All hands – system renews normal operations
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