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General Emergency Protocols
What RFTA department is in charge?  (Who gets called)

******** First responding supervisor takes charge until relieved by personnel from 
            Police / Fire / EMS or appropriate RFTA department – then assists as directed*********

OPS - Traffic Accidents / Incidents involving public / WC injury in Dept 
Fleet Maintenance –Accident Retrieval / Vehicle Breakdown Retrieval / Environmental cleanup from breakdown, accident or spill / WC injury in Dept 

Facilities Maintenance – Facility fires / Facility spills / Facility Environmental cleanup / WC injury in Dept
Admin – Medical Emergencies in office / Facility Emergencies / WC injury in Dept
Basic System Shutdown Protocol  ---  see Checklist “F”  
•
Police / Fire / EMS / Road Supe / Dispatch determine if shutdown is necessary
*RFTA SUPERVISORY STAFF DETERMINE EXTENT OF SHUTDOWN and issue appropriate instruction*
•
Dispatch notifies Ops Manager (gives approximate duration if possible)

=Also notifies other department leads, managers and/or directors as appropriate

•
Ops Manager notifies Ops Director (gives approximate duration if possible)
•
Ops Director notifies CEO & COO (gives approximate duration if possible)
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Operator

•
Operator responsible for his/her safety as well as passenger safety

•
Operator responsible for notifying or reporting event to Dispatch

•
Operator takes direction from Dispatch / Road Supe

•
Operator communicates calmly with Dispatch & Road Supe

•
Operator will obey all directions of Incident Command staff and report such directions to RFTA 

•
“Under Investigation” - refers public and press to senior staff

Dispatch

•
Dispatch notified – begins log of event & maintains it for entire incident

•
Dispatch consults w/ Road Supe/Authorities to determine HOW MUCH SHUTDOWN necessary

•
Dispatch notifies and coordinates with Vehicle Maintenance and/or Facilities Maintenance Leads as necessary - Communicates Details

•
Dispatch calls EMS, Police or Fire as necessary-notifies of type of incident and type of vehicle (Diesel unless otherwise marked)
•
Dispatch notifies Ops Manager or Director if RFTA is involved in death, serious injury or very serious property damage

•
Coordinate RFTA response to serious incidents such as mass casualty incidents, natural disasters, serious facility damage, etc. w/ICS personnel - notify Ops Manager or Director 

•
Dispatch may be relieved of some/all of these responsibilities by Ops Director or Manager

•
“Under Investigation” - Refer public and press to senior staff

Road Supervisor

•
Road Supervisor to scene if at all possible- responsible for his/her safety as well as passenger/staff safety - Ensures all RFTA personnel wear Safety Vest at accident/breakdown scenes

•
Road Supe consults w/Dispatch/Authorities to determine HOW MUCH SHUTDOWN necessary

•
Determines if Drug/Alcohol Tests are necessary – transports employee to test site

•
Road Supe to Scene/Dispatch/Rubey/IC Center as necessary

•
Keeps log of own actions as well as all other actions taken

•
“Under Investigation” – Refer public and press to senior staff

Operations Director / Manager   

•
Respond to serious accidents such as death, serious injury or very serious property damage involving Ops Department – notify Safety & Risk Managers as necessary

•
Respond to serious incidents such as serious injury or death, mass casualty incidents, natural disasters, serious facility damage, etc. as needed - notify Safety & Risk Managers as necessary

•
Notify CEO, COO & Attorney as necessary

•
Brief press if assigned by CEO 
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Mechanic/Hostler
•
Mechanic responsible for his/her safety 

•
Mechanic responsible for notifying or reporting event to Lead Mechanic and/or Dispatch

•
Mechanic takes direction from shift supervisors / Leads

•
Mechanic uses best judgment & calls tow company as necessary. Notifies Lead
•
Mechanic uses best judgment & calls for environmental cleanup as necessary. Notifies Lead
•
Mechanic may take direction from Incident Command staff and report such directions to Lead and/or Dispatch

•
“Under Investigation” – Refer public and press to senior staff

Vehicle Maintenance Lead/Ops Supervisor
•
Lead responsible for his/her safety as well as staff and public
•
Lead coordinates with Dispatch/Ops Supervisor as necessary

•
Lead determines if D&A Testing is required if Maintenance employee involved – transports employee to test site

•
Lead takes over any vehicular vehicle recovery or spills cleanup responsibilities

•
Lead uses best judgment & calls tow company as necessary

•
Lead uses best judgment & calls for environmental cleanup as necessary

•
Lead notifies Manager or Director as necessary

•
Lead directs Maintenance staff to respond to serious incidents such as mass casualty incidents, natural disasters, serious facility damage, etc. - notify Manager or Director and Dispatch as necessary

•
“Under Investigation” – Refer public and press to senior staff

Vehicle Maintenance Director / Foreman
•
Respond to serious accidents such as death, serious injury or very serious property damage for instances involving their department - notify Safety & Risk Managers as necessary

•
Respond to serious incidents such as serious injury or death, mass casualty incidents, natural disasters, serious facility damage, etc. as needed - notify Safety & Risk Managers, CEO, COO & Attorney as necessary

•
Determines who should be D&A tested if previous maintenance work may be contributory to accident/incident
•
Brief press if assigned by CEO
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Facilities Maintenance Staff

•
Facilities maintenance staff responsible for his/her safety

•
Facilities maintenance staff responsible for notifying or reporting event to Facilities Lead and/or Dispatch

•
Facilities maintenance staff take direction from shift supervisors / Leads

•
Facilities maintenance staff may take direction from Incident Command staff and report such directions to Lead and/or Dispatch 

•
“Under Investigation” - Refer public and press to senior staff

Facilities Maintenance Lead

•
Lead responsible for his/her safety as well as staff and public

•
Lead coordinates with Dispatch

•
Lead takes over facilities responsibilities

•
Lead notifies Manager or Director if necessary

•
Respond to serious incidents such as mass casualty incidents, natural disasters, serious facility damage, etc. - notify Manager or Director 

•
Lead assesses safety of facility and notifies Dispatch of necessary actions

•
“Under Investigation” - Refer public and press to senior staff

Facilities Maintenance Director / Manager
•
Respond to serious accidents such as death, serious injury or serious property damage involving their department - notify Safety & Risk Managers as necessary

•
Respond to serious incidents such as serious injury or death, mass casualty incidents, natural disasters, serious facility damage, etc as needed - notify Safety & Risk Managers as necessary 

•
Notify CEO, COO & Attorney if necessary

•
Brief press if assigned by CEO
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Administrative/Office Staffs
•
Administrative staff responsible for his/her safety

•
Administrative staff responsible for notifying or reporting event to Dispatch and/or Facilities Lead

•
Assist various departments as needed

•
Refer press to senior staff

Administrative Manager / Supervisor

•
Manager/Supervisor responsible for his/her safety as well as staff and public

•
Manager/Supervisor coordinates with Dispatch and or First Responders

•
Manager/Supervisor notifies Director as necessary

•
“Under Investigation” - Refer public and press to senior staff

Administrative Director
•
Respond to serious accidents such as death, serious injury or serious property damage involving their department - notify Safety & Risk Managers as necessary

•
Respond to serious incidents such as serious injury or death, mass casualty incidents, natural disasters, serious facility damage, etc as needed - notify Safety & Risk Managers as necessary 

•
Notify CEO, COO & Attorney if necessary

•
Brief press if assigned by CEO

COO

•
Assumes CEO duties during CEO absences

•
Other duties as assigned by CEO

CEO 

•
Delegates duties to various Directors and Managers if incident is serious enough to warrant his being called

•
Determines who the press link for incident is
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SAFETY, SECURITY AND EMERGENCY PREPAREDNESS PROTOCOLS (CHECKLISTS) TC "SAFETY, SECURITY AND EMERGENCY PREPAREDNESS PROTOCOLS" \f C \l "2" 
This Appendix contains safety, security and emergency preparedness protocols for Roaring Fork Transportation Authority.  The specific protocols contained herein appear as checklists:
A. SERIOUS TRANSIT VEHICLE ACCIDENT/INCIDENT

B. TRANSIT VEHICLE FIRE

C. FACILITY FIRE

D. DANGEROUS PERSON(S) ON TRANSIT VEHICLE

E. DANGEROUS PERSON(S) ON TRANSIT PROPERTY

F. TRANSIT SYSTEM SHUTDOWN
G. COMMUNITY EVACUATION
H. SUSPICIOUS ITEM ON TRANSIT VEHICLE

I. SUSPICIOUS ITEM ON OR NEAR TRANSIT FACILITY
J. SHOOTER OR HOSTAGE SITUATION ON TRANSIT VEHICLE

K. CONTRACTOR SERIOUS ACCIDENT/INCIDENT

L. SPILLS

M. BOMB THREATS

A. SERIOUS TRANSIT VEHICLE ACCIDENT/INCIDENT
 TC "SERIOUS TRANSIT VEHICLE ACCIDENT/INCIDENT" \f C \l "3" 
· 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 – Notifies Maintenance.  

· Dispatch - contact First Responders. if they’re not already on the scene - notifies type of vehicle (“Diesel unless otherwise marked”)
· Dispatch - send on-duty Supervisor to the scene. 

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

· 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/incident investigation

· Supervisor - report to Dispatch with assessment of accident/incident. 

· Maintenance – assists Responders in vehicle retrieval and cleanup. 

· 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.   

· Maintenance – cordons off bus when it returns to facility for further investigation.
· 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 – coordinate hospital visits - 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. 

OVER
· Dispatch/Supervisor/Driver - complete required documentation including post-accident investigation.  

· Maintenance – Assemble vehicle history

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

· Management – debrief key officials and stakeholders.  

· Management - ensure counseling is offered to employee victims.
B. TRANSIT VEHICLE FIRE
 TC "TRANSIT VEHICLE FIRE" \f C \l "3" 
· Driver - sees/smells smoke, or sees flames – Pull over - Notify Dispatch as pulling over
· Driver - immediately bring vehicle power down. 

· Driver - evacuate the vehicle immediately, taking fire extinguisher.

· 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 - GIVE DTAILS.

· Driver - evacuate passengers well away from the vehicle to minimize risk and behind a safe barrier if possible
· Driver - After getting others to safety use extinguisher to fight fire - ONLY if it is safe
· Dispatch - tell Driver to immediately evacuate if not already done. 
· Dispatch – Notify Maintenance – GIVE DETAILS

· Dispatch - contact first responders about situation (location, number of injured passengers, type of equipment (“Diesel unless otherwise marked”)
· Dispatch - send on-duty Supervisor to the scene.

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

· Supervisor - go to the scene and check in with Driver Fire and law enforcement to assess the situation and assist passengers as required. 

· Supervisor – conduct on-site accident/incident investigation

· Maintenance – assist in vehicle retrieval and isolation
· Supervisor - report to dispatch with assessment of accident/incident.

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

OVER

· Management – participate in preparation of a media strategy including time and content of public information statement - notify key officials and stakeholders
· Supervisor/Driver/Maintenance - complete required documentation including post-accident investigation.  
· Dispatch - resume normal service delivery on affected route when appropriate. 

· Management - debrief key officials and stakeholders - ensure counseling is offered for employee victims.
C.     

   FACILITY FIRE/EVACUATION TC "TRANSIT VEHICLE FIRE" \f C \l "3" 
· Staff - sees/smells smoke, or sees flames. use extinguisher to fight fire - ONLY if it is safe

· Staff – If extinguisher does not control fire - Sound alarm – call 911. 

· Staff - evacuate facility immediately - take fire extinguisher and evacuation map.

· Staff - evacuate occupants well away from the facility to assembly area designated on evacuation maps - behind a safe barrier if possible

· Supervisor/Staff – After getting others to safety use extinguisher to fight fire - ONLY if it is safe

· Supervisor/Staff - use whatever means necessary to notify Dispatch of the fire situation.
· Supervisor/Staff - Use phone #s on evacuation map to notify appropriate management  

· Dispatch/Staff - tell staff to immediately evacuate if not already done.

· 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 Staff, Fire and Police to assess the situation and assist as required. 

· Supervisor – conduct on-site accident/incident investigation

· Supervisor - report to dispatch with assessment of accident/incident.

· Supervisor/Dispatch - reroute service and procedures, as appropriate.

· Dispatch - send backup vehicles to the scene to assist if necessary. 

· Management - notify family(ies) staff  if injured, location of medical treatment facility.

· Management – plan and execute long term service continuation and recovery plans
· Management – participate in preparation of a media strategy including time and content of public information statement - notify key officials and stakeholders

· Supervisor/Staff - complete required documentation including post-accident investigation.  

· Dispatch - resume normal service delivery when appropriate. 

· Management - debrief key officials and stakeholders - ensure counseling is available for employee victims.

D.     
DANGEROUS PERSON(S) ON TRANSIT VEHICLE TC "DANGEROUS PERSON ON TRANSIT VEHICLE" \f C \l "3" 
· 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), type of vehicle (“Diesel unless otherwise marked”)
· 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.)

· 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. 

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

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

· Management - send a back up vehicle and/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.
    E.     
DANGEROUS PERSON(S) ON TRANSIT PROPERTY TC "DANGEROUS PERSON(S) ON TRANSIT PROPERTY" \f C \l "3" 
· 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.

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

· Ranking Staff – 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. 

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

· Ranking Staff – 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.

· Ranking Staff – report in to First Responders and await instructions.

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

F.


    TRANSIT SYSTEM SHUTDOWN TC "TRANSIT SYSTEM SHUTDOWN" \f C \l "3" 
RFTA has thresholds and triggers based on weather and other risks to determine when system or partial system shutdown is necessary.  RFTA also adheres to shut down instructions from local authorities
RFTA has pre-established emergency drop-off points within the service area:
DESIGNATED  DROP  POINTS:    Aspen - Rubey Park/Buttermilk,  Basalt - Downtown,   El Jebel - P&R, Carbondale - Subway/ Downtown,  Glenwood Springs - Downtown/RFMP,  Newcastle - Convenience Stores, Silt - Downtown,  Rifle - Metro Park 

 Drops at other locations with phone, facilities, food & water may be used if necessary 

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

· Dispatch/Maintenance – inform Management of partial or total system shutdown.

· Dispatch – inform impacted Drivers that system shutdown has been directed and Drivers should take passengers to Dispatch designated drop off points and stage in assigned area(s).

· Drivers – go out of service; take passengers on board vehicle to Dispatch designated drop-off points 

· 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, of alternate assignments
· Drivers – secure vehicles upon arrival at designated area(s) check with Dispatch for further instructions
· Dispatch – 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.
G.     


COMMUNITY EVACUATION TC "COMMUNITY EVACUATION" \f C \l "3" 
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 Dispatch of the need for transit vehicles for evacuation purposes.

DESIGNATED  DROP  POINTS:    Aspen - Rubey Park/Buttermilk,  Basalt - Downtown,   El Jebel - P&R, Carbondale - Subway/ Downtown,  Glenwood Springs - Downtown/RFMP,  Newcastle - Convenience Stores, Silt - Downtown,  Rifle - Metro Park 
Drops at other locations with phone, facilities, food & water may be used if necessary 

· Dispatch - 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

· Dispatch -call maintenance staff  in order to prepare vehicles for use.

· Dispatch - begin calling in required Drivers using “employee volunteer emergency phone list” (if needed, and they are not already in house).

· Dispatch/Road Supe - determine whether there is a need to shut down system-wide service 

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

· Maintenance staff - prepare vehicles for use in evacuation.

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

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

· Drivers - upon completion of evacuation maneuvers, notify Dispatch for further assignment(s).  
· Drivers/Supervisors/Management - complete required documentation.

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

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

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

H.     

SUSPICIOUS ITEM ON TRANSIT VEHICLE TC "SUSPICIOUS ITEM ON TRANSIT VEHICLE" \f C \l "3"  

· Transit Staff – observe suspicious device/item (as defined through previous training) on vehicle.

· Transit Staff – 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.

· Transit Staff – 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 Driver has not already evacuated vehicle instruct Driver to do so immediately. 

· Dispatch – call First Responders – notify them of situation, including location of vehicle, type of vehicle (“Diesel unless otherwise marked”) and description of item or device.

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

· Dispatch/Supervisor/Management – as appropriate 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.

· Dispatch/Supervisor/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.

· Dispatch/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.

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

· Management – inform key officials and stakeholders of situation.

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

· Dispatch/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.

I.     
 SUSPICIOUS ITEM IN OR NEAR TRANSIT FACILITY TC "SUSPICIOUS ITEM IN OR NEAR TRANSIT FACILITY" \f C \l "3"  

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

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

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

· Ranking Staff Member – 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.

J.   SHOOTER OR HOSTAGE SITUATION ON TRANSIT VEHICLE TC "SHOOTER OR HOSTAGE SITUATION ON TRANSIT VEHICLE" \f C \l "3" 
· 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 and type of vehicle (“Diesel unless otherwise marked”)
· 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.)

· 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.

K.      
CONTRACTOR SERIOUS ACCIDENT/INCIDENT TC "CONTRACTOR SERIOUS ACCIDENT/INCIDENT" \f C \l "3" 
· Management – receives notification of accident/incident from Contractor

· Management – notify First Responders even if Contractor has already called them.

· Management – contact key officials and stakeholders.

· Management – go to the scene if it is still active to gather information.

· Management – ensure Contractor takes employee for drug and alcohol test if accident meets threshold.

· Management – ensure that Contractor training records and vehicle maintenance records are put under lock and key.

· Management – 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. 

· Management - complete required documentation; do required incident follow-up as appropriate

· Management – conduct an internal investigation of contractor to ensure proper safety procedures were followed.

L.                         


SPILLS

· Staff  - Outdoor Facility Spill - assess material involved - notify Vehicle Maintenance/Facility Lead immediately 

· Staff -  Indoor Facility Spill - > 5 gallons oil or diesel - assess material involved - notify Vehicle Maintenance/Facility Lead immediately 

· Staff -  Indoor Facility Spill - > 1 gallons gas or other hazardous fluid - assess material involved - notify Vehicle Maintenance/Facility Lead immediately 
· Staff  - If spill is at AMF and > than 25 gallons, Oil / Sand Separator Shut-Off switch must be closed immediately to prevent the spill from entering the sewer system

· Staff - Any hazardous spill that enters a floor drain at any RFTA - notify Facilities Manager immediately

· Road Supe/Dispatch/Staff – Spills Off Property – Notify Vehicle Maintenance Lead immediately

· Maintenance/Facility Lead – Assign cleanup when notified

· Staff  - Transport kit to the spill site if possible

· Staff  - Contain spill to keep from spreading

· Staff  - Place absorbent material(s) on spill

· Staff  - Place used materials inside disposal bags and place in yellow salvage barrels at shops

· Staff  - Document spill, cleanup and materials used before end of shift
· Maintenance/Facility Lead  - Document and submit to Dept Director/Manager, Facilities Manager & Safety Manager before end of shift
M.



BOMB THREAT CHECKLIST  TC "BOMB THREAT CHECKLIST AND PROCEDURES" \f C \l "2" 
Exact time and date of call:  ________________________________________________

Exact words of caller: _____________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

	Voice
	Accent
	Manner
	Background Noise

	
	
	
	

	____ Loud
	____ Local
	____ Calm
	____Factory Machines

	____ High Pitched
	____ Foreign
	____ Rational
	____ Bedlam

	____ Raspy
	____ Race
	____ Coherent
	____ Music

	____ Intoxicated
	____ Not Local
	____ Deliberate
	____ Office Machines

	____ Soft
	____ Region
	____ Righteous
	____ Mixed

	____ Deep
	____ Other
	____ Angry
	____ Street Traffic

	____ Pleasant
	
	____ Irrational
	____Trains

	____ Other
	
	____ Incoherent
	____ Animals

	
	
	____ Emotional
	____ Quiet

	
	
	____ Laughing
	____ Voices

	
	
	____ Other
	____ Airplanes

	
	
	
	____ Party Atmosphere

	
	
	
	____ Other___________











     ____________________
	Language
	Speech
	Familiarity with Threatened Facility

	
	
	

	____ Excellent
	____ Fast
	____ Much

	____ Fair
	____ Distinct
	____ Some

	____ Foul
	____ Stutter
	____ Little

	____ Good
	____ Slurred
	

	____ Poor
	____ Slow
	

	____ Other
	____ Distorted
	

	
	____ Nasal
	

	
	____ Lisp
	

	
	____ Other
	


Questions to Ask the Caller

When is the bomb going to explode?

Where is the bomb?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Did you place the bomb?

Why did you place the bomb?

Where are you calling from?

What is your address?

What is your name?

Observations

If the voice is familiar, whom did it sound like?

Telephone number call received at:

Person receiving call:

Any additional remarks: ___________________________________________________

_______________________________________________________________________

_______________________________________________________________________
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