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The procedures and checklists contained within this document were compiled to assist transit drivers in responding to emergencies.  Not all possible situations are addressed, but the information is intended to guide emergency preparation and response activities. 

October 2012
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1.  Emergency Equipment

Recommended on board emergency equipment:

· First aid kit
· Biohazard kit

· Fire extinguisher

· Safety triangles

· Webbing cutter (to cut seat belts or wheelchair securement straps)
· Flashlight (check batteries frequently)
· Reflective vest (to reduce risk to drivers during outside vehicle emergency response)
Optional or seasonal emergency items:

· Wheel chocks to prevent a rollaway when parked on a grade.

· Tire chains (to improve traction in ice / snow)

· Screwdrivers, pliers, wrenches, or tensioning tool to install chains, adjust mirrors, etc. (as your system permits)
· Sand / salt: used to improve traction in snow / ice or to free a stuck vehicle.  (Salt should be stored in a waterproof container).

· Shovel: May be needed for snow removal
· Blankets: useful in all climates (particularly for injury or shock victims).

· Bottled water: especially important in arid / dry areas.

Emergency equipment should be stored and secured for easy access without presenting a safety hazard to passengers.
2.  Six Basic Emergency Procedures for Bus Drivers
1) Assess the Situation 

2) Notify Dispatcher / Request Aid

3) Protect Yourself and Passengers

4) Secure the Vehicle

5) Reassure and Assist Passengers

6) Get Information for Accident/Incident Report 
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1 — Assess the Situation

· Identify hazardous conditions or threats to life safety

· Are you or passengers threatened, injured or incapacitated?
· Is vehicle safe to operate, or is it damaged or disabled?
· Initiate call to dispatcher if help is needed
2 — Notify Dispatcher / Request Aid
· Identify yourself (route, run or ID#), and vehicle number

· Location / Street and cross-street and direction headed; or facility name and address
· Brief description of incident or hazardous situation
· Type of help needed from 911 responders — police, fire, and emergency medical services 

· Number and severity of any injuries, number of passengers and number using mobility aids
· Vehicle status: Are you blocking traffic and can the vehicle be moved safely?
· Monitor the radio and provide updates for dispatcher and 911 responders
3 — Protect Yourself and Passengers

· If exposed to a threat to life safety and it is unsafe to remain where you are, then move vehicle to a safer location 

· Shelter in Place: If safe, keep passengers on board for their protection

· Evacuate as a last resort, only if unable to move to move the vehicle and staying on the vehicle is a threat to life safety (See Vehicle Evacuation)
4 — Secure the Vehicle
· Stop at a safe location; or remain stopped if involved in a collision
· If on a grade, turn the front wheels against the curb to prevent rollaway 
· Turn on four-way flashers 

· Put gear selector in Park or Neutral, set parking brake, and shut off engine
Note: You may need to turn the ignition or master control to On or Run to operate the doors, wheelchair lift, or bus radio
· If parked on roadway, set safety (reflective) triangles to warn approaching motorists (See Safety Triangles)
· Other actions to consider if leaving the vehicle:

· Open or release doors (if air-operated, release dump valve)

· Close windows

· Check vehicle for any personal items left behind
· Use wheel chock (if available) to block the rear wheels
5 — Reassure and Assist Passengers

· Act as on-scene Incident Commander until relieved by a police or fire responder, transit supervisor or qualified transit official
· Provide assistance to any injured passengers based on company policy and training/skill level; enlist help from other passengers if possible 
· Keep passengers comfortable and protect from extreme temperatures
(See Disabled / Stranded Vehicle)
· Keep passengers informed and give frequent updates:

· The nature of the delay / problem
· How long the delay is expected to last

· What is being done to respond or correct the problem
6 — Get Information for Accident/Incident Report

Use accident kit (courtesy cards) to gather incident information:
· Take notes — list times and response actions you or others took

· Other driver/vehicle information (driver’s license #, vehicle plate #, year, make, model, color, insurance company and policy number)

· Passenger and witness information (names, addresses, phone numbers)

· Unit # or badge # / names of police, firefighters, ambulance, supervisory, maintenance, or other personnel responding

· Description of perpetrators/suspects (for criminal incidents)

· Incident scene do’s and don’ts:

· Do not discuss the incident with bystanders, passengers, the media, etc.
· Don’t accept responsibility or blame others
· Don’t speculate on causes, extent of injuries, or damage
· Do cooperate with transit or public safety officers conducting an official investigation
· Do insist that investigative interviews are conducted in private

· Do refer any questions or inquiries from anyone during or after the incident to transit management
3.  Vehicle Collision or Breakdown

Damaged in a Collision

If a vehicle collision or personal injury accident occurs, follow the six Basic Emergency Procedures and:
· DO NOT move your vehicle unless: 

· Instructed to do so by police, fire, or transit official
· The vehicle is exposed to danger (hazmat leak or threat of fire, or being hit by another vehicle) 
If your vehicle is leaking fuel

· Shut off engine and secure the vehicle
· Evacuate passengers a safe distance away (See Vehicle Evacuation)
· If trained to do so, open battery access and shut off  (disconnect) battery
Vehicle Fire
· Indicators of fire: Gray or black smoke, or smell of burning oil or rubber
Note: White steam may indicate an overheated engine, rather than a fire
· Shut off engine and secure the vehicle
· Evacuate passengers a safe distance away (See Vehicle Evacuation)
· Use fire extinguisher if needed to help escape, not to fight the fire
· Do not open hood or engine compartment if smoke is evident

· Dry chemical extinguishers used on buses can smother fires by cutting off the air supply.  However, a small extinguisher only provides 8 to 15 seconds of chemical stream to fight the fire.
· PASS method to use a fire extinguisher:

· Pull the pin

· Aim at the base of the fire

· Squeeze the trigger

· Sweep from side to side

· Be ready to retreat to safety if the fire fighting attempt fails
· Do not use water; it will spread and intensify burning fuel
Disabled / Stranded Vehicle

· Choose a safe location, if possible:

· Off the roadway or out of the flow of traffic
· With good line of sight, not blocked by a curve or crest of a hill

· Allows for access by emergency response or service vehicles

· Has space for passengers using mobility devices to get off the vehicle
· Is close to support services (street lighting or retail establishments)
· Secure the vehicle
· Stay with the vehicle and keep passengers on the vehicle 

· Re-start the engine (if operable) and run the heater or air conditioning 10 or 15 minutes each hour if needed for passenger comfort
Transferring Passengers from One Vehicle to Another

· Ensure there is a clear path between the vehicles.

· If it is dark, use your vehicle’s headlights to light a path and get the flashlight from the emergency kit, if available
· Announce that changing to another vehicle is necessary; use voice and hand gestures to show and tell passengers where to go after leaving the vehicle
· Stand at the door to assist passengers.  Offer an apology for the delay.
(Also see Vehicle Evacuation)
Vehicle Evacuation 

Evacuate the vehicle only if fire or explosion risk is present, or if the vehicle is in danger of being struck by oncoming traffic and cannot be moved:
· Hang the radio handset out the window so you can reach it from the outside and/or take (personal or agency) cell phone with you
· Identify a safe refuge location for evacuated passengers
Note: For a suspected explosive device, it should be 500 feet or more away; for a fire or hazardous material on the bus, move upwind and/or uphill
· Announce that evacuation is necessary; use PA system or loud voice and hand gestures to show and tell passengers where to gather after leaving the vehicle
· Ask able passengers to help those who need assistance (elderly or children)
· Evacuate ambulatory passengers first, then those using mobility devices

· When evacuating non-ambulatory passengers:

· If necessary, use a web cutter to cut through all securement straps.

· Use the ramp or lift, if possible.  Manual operation may be required.

· Alternate: Lower the lift halfway down to use as a stair step to roll conventional wheelchairs out or carry non-ambulatory passengers out. 
· If the lift cannot be used, drag or carry non-ambulatory passengers through the door, leaving their mobility devices behind.
· If normal exits are blocked, drag or carry non-ambulatory passengers through emergency exit windows, with assistance from outside and inside the vehicle.

· Once passengers are clear of the vehicle, guide passengers to the designated safe area and assess their condition

· Update dispatcher and confirm that emergency responders are en route; report on status of passengers and if there are any injuries
Safety Triangles 
Once parked, set safety (reflective) triangles.  Placement will depend on the road, traffic, and visibility, but the following general guidelines apply:

Two-lane road

· One triangle 100 feet behind the vehicle in the center of the obstructed lane

· Second triangle 10’ behind and along the left side of the vehicle
· Third triangle 100’ ahead of the vehicle in the center of the lane
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Divided highway

· One triangle 200’ behind near the right edge of the obstructed lane

· Second triangle 100’ behind in the center of the obstructed lane

· Third triangle 10’ behind and near the left side of the vehicle
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On a curve or hill

· Place safety triangles to warn oncoming and overtaking traffic, consistent with examples above
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4.  Blood-borne Pathogens/Bio-hazards
Bodily fluids – blood, or vomit, urine, excrement, and saliva that might contain blood – can transmit blood-borne pathogens such as Hepatitis B, HIV and others. 

· Contact dispatcher and describe the situation.

· Avoid touching, stepping in or splattering the spill (yourself or others)
· If there is a biohazard kit on your vehicle:
· Put on the disposable gloves.  

· Cover the spill area with the absorbent powder.

· Use the scoop to place contaminated material in the biohazard bag.

· Apply disinfectant to the spill area (if available).

· Pick up broken glass or sharp objects only with tongs or other tools.

· Dispose of “sharps” in the puncture and leak proof “sharps” container.

· Discard all cleanup materials, including gloves, in the biohazard bag.

· Double bag the biohazard bag to prevent a possible rupture.

· Thoroughly wash hands with soap and hot running water as soon as possible.

· Ensure that all biohazard materials are placed in the appropriate depository upon return to the yard.

5.  Natural and Technological Disasters
Earthquake

Earthquakes occur without warning and can range from a minor tremor to a catastrophe.  Protect yourself and others when an earthquake is felt.
Indoors

· Drop – Drop to the floor to prevent being thrown down
· Cover – Take cover under a desk or other sturdy object.  Avoid items that may fall or topple over.  Stay away from windows or other glass. 
· Hold On – Hang on with one hand, and cover your head with the other
Outdoors

· Move away from trees, buildings, walls, light poles, and power lines
· Drop – Drop to the ground to prevent being thrown down
· Cover – Get into a fetal position, clasp your hands behind your neck and cover your head with your arms for protection
· Hold On – Remain in position until shaking has stopped
On vehicle

· Slow down
· Pull over and stop at a safe location
· Do not stop on or under overpasses or bridges
· Avoid stopping near tall trees, tall buildings, walls, power poles, etc. 

· Set parking brake, shift to Park or Neutral and shut off engine

· Stay in your seat and keep the seat belt fastened until the shaking stops
If widespread damage is seen
· Be alert for:

· Structural damage to buildings and facilities

· Indicators of ruptured water, sewer, or natural gas lines 

· Downed power poles or utility lines

· Mudslides and rockslides

· Do not drive further unless you are sure it is safe to do so.

· Do not drive over or under any bridges or overpasses until authorities have conducted a damage assessment and confirm it is safe to do so.

· Determine if there are injuries, and assist injured as per company policy and training/skill level
Tsunami – Coastal Areas after an Earthquake

A Tsunami Watch means a tsunami is possible.  A Tsunami Warning means the waves are coming and coastal areas must be evacuated.  To be safe, you need to be at least 100 feet above sea level or more than 1.5 miles inland.  Rivers and bodies of water near the coast are vulnerable to a tsunami surge.  There may be advance warning of a tsunami caused by an earthquake far away, or very little warning if the event was nearby.
Tsunami Warning Checklist

· Be alert for updates or instructions from your dispatcher in response to a tsunami warning.  This could include suspending service, route detours, or deploying buses to support community evacuation.
· If not in contact with your dispatcher:

· If driving in a posted tsunami zone and hearing warning sirens, follow the posted evacuation route (if known) or best route to higher ground.
· If NOT in the tsunami zone and hearing warning sirens, stay out of low-lying areas en route.  Stop while in a safe area or detour to safer, higher ground if necessary. 
· Try to make contact with, and follow instructions of law enforcement or fire and rescue personnel if they are on scene. 
· Monitor the radio and respond to calls and instructions from your dispatcher.  Initiate calls only if you or your passengers need assistance, or to report an emergency.  Keep radio traffic to a minimum.

· Do not enter or re-enter the inundation zone unless ordered or authorized to do so, or an “all clear” order is confirmed.
Hurricane or Tropical Storm

A tropical storm or hurricane watch means that severe weather conditions are possible in the specified area.  A tropical storm or hurricane warning means the storm is imminent and residents in the affected area must seek shelter.  An extreme wind warning means that sustained winds of 115 mph or greater are expected.
Fortunately, tropical storms are predictable, so there is time to complete storm preparations.  Hurricane and tropical storm hazards include:
· Storm surge and storm tide
· Rip currents / dangerous waves
· Heavy rainfall and inland flooding
· High winds
· Thunderstorms and tornadoes in rain bands far from the center of the storm
Tornado

A Tornado Watch means that severe thunderstorms are likely to produce tornadoes.  A Tornado Warning means that weather radar has detected funnel clouds forming, and residents in the affected area need to seek shelter.  Large, dark, low-lying clouds, thunder and lightning, heavy rainfall with large hail, and strong winds may indicate that a tornado is approaching.
Severe Storm Warnings / High Winds Checklist
· Be alert for updates and instructions from your dispatcher in response to a storm watch or warning.
· Under a hurricane or tornado watch or warning you may be directed to suspend service and have passengers leave the vehicle and seek a substantial structure for shelter (See Vehicle Evacuation)
· You may be directed by your dispatcher to assist in community-wide evacuation of vulnerable citizens to specified shelter locations.

· Initiate calls only if you or your passengers need assistance, or to report an actual tornado sighting or other life safety hazard.
· Buses are easily lifted and tossed by hurricane force winds or tornadoes; winds over 40 mph may overturn a vehicle. 

· Do not try to outrun a tornado in a vehicle. 
· If a tornado is in the area and no structure is available for you to seek refuge in, lay flat in a ditch or low-lying area.  Get into a fetal position, clasp your hands behind your neck and cover your head with your arms for protection.
If sheltering inside a building:

· Move away from windows and glass doorways
· Go to the innermost part of the building on the lowest possible floor
· Do not use elevators because the power may fail
· Crouch down or get into a fetal position and clasp your hands behind your neck and cover your head with your arms for protection
· Heavy rain or sustained rainfall — be alert for signs of flooding
· Initiate calls only if you or your passengers need assistance, or to report an emergency.  Keep radio traffic to a minimum.

· In a lightning storm, stay inside (a building) or on the vehicle.  Avoid contact with structures or devices that may conduct an electrical charge. 

Winter Storms / Rain / Fog / Snow / Sleet / Ice / Blizzard

Weather events can create hazardous operating conditions.  These can include:

· Reduced visibility from rain, snow or fog or from windshields that are frosted or covered with ice or snow

· The first few moments of rain, when the road gets wet and before surface oil is washed away, can be particularly dangerous.  
· Wet leaves and loose gravel on the road

· Blizzards or fog that cause “white out,” and extremely limited visibility.

· Hard to see or covered up lane markings and dividing lines; you can lose your sense of position on the road.

· Compacted snow and black ice.
· Poor traction and increased stopping distance, especially in snow and ice.

· Difficulty getting traction uphill and difficulty stopping when going downhill.
· Other drivers who fail to adjust to conditions or create hazards
· Traffic obstructions, including stalled vehicles, accidents, and reduced road clearance from plowed roads

Adjusting to Adverse Weather Conditions
· Thoroughly clean windshield and make sure the defroster and windshield wipers and washers are working.

· Turn on your lights.  Use low beam headlights; high beams reflect off snow, rain, fog, or dust and tend to reduce visibility.
· Reduce speed — this is the primary defense.

· Increase following distance to double that of normal driving conditions.

· Avoid sudden stops, turns or rapid changes in speed.  Start, stop and steer smoothly and gradually.

· Bridges or overpasses can freeze more quickly than the roadway.

· Watch for drivers who are not driving safely in these conditions.

· Avoid stopping on or alongside the roadway in dense fog, smoke, or snow; this could result in a serious rear-end collision from traffic behind you.

· In severe weather, it may be necessary to pull over to wait until conditions improve, and call dispatcher for help.  (See Disabled / Stranded Vehicle)
Skid Prevention
Acceleration, braking, and steering control depend on rolling friction between the tires and road surface.  The contact patch on each tire — the part that rides on the road surface — is only about as large as the palm of your hand.

Tires rolling over snow, ice, water, wet leaves, loose material, hot road tar or oily patches can lose traction.  

A power skid occurs when heavy acceleration causes the drive wheels to spin free.  This usually results in “fishtailing,” with the rear of the vehicle sliding to the left or right.

A braking skid occurs when wheels lock up and slide instead of roll, usually on wet or slippery surfaces.  Since all four wheels are involved, braking skids can be unpredictable and hard to control.  The vehicle will continue in the direction its momentum carries it, and not respond to steering inputs unless rolling friction is re-established.  Braking skids are particularly hazardous on curves or downgrades in ice and snow.

Here are five ways to prevent skids:

· Slow down before entering curves or going downhill in slippery conditions.
· Brake gradually; let up and re-apply if you feel the brakes lock.  *
· Steer gradually; look and steer in the direction you want to go.
· Accelerate gently; let up on the accelerator if the drive wheels spin free.
· Look ahead and anticipate.  Create space so you have room to maneuver.

*Note: With anti-lock brakes, make one steady brake application and hold.  The anti-lock brakes will rapidly apply and release the brakes automatically, keeping the wheels rolling and preventing wheel lock.  Anti-lock brakes may not stop the vehicle in a shorter distance than conventional brakes, but will allow you to steer the vehicle while braking, and keep it under control. 

Downed or Damaged Utility/Power Lines

· Be alert for low hanging or downed trees, power poles or utility lines during major storms, snowy or icy conditions, or an earthquake
· Notify dispatcher to report any problems
· Assume downed utility or power lines are “hot” 
· If a power line contacts your vehicle, keep passengers in the vehicle and carefully drive or back away from contact with the line
· If unable to move safely away from contact with a utility line, stay on the vehicle until qualified help arrives (vehicle body could be energized)

Floods/ Flash Floods/ Storm Surge
A Flood Watch means flooding is possible.  A Flood Warning means flooding is imminent and you should move to (or stay on) higher ground.  In heavy rain, flash floods can strike with little or no warning.  Storm surges from tropical storms will impact coastal and inland waters areas.  Seasonal snow melting often causes flooding.  Be especially cautious at night because it is harder to see signs of flooding.

· Be alert for updates or instructions from your dispatcher in response to a flood watch or warning

· Monitor streams, storm drains, ditches, or culverts for signs of flooding
· If floodwaters are seen, stop and call the dispatcher.  Advise the dispatcher if you are blocked by flood conditions. 

· Do not drive through water more than six inches deep, or if depth of water is unknown.  Moving water can sweep a vehicle away.  The underlying road surface may be washed away.

· Do not drive across flooded bridges — they may be washed out or have structural damage. 

· If driving through standing water on the roadway, slow down and proceed with caution.  Plowing through water at high speed can cause loss of control. 
· If the vehicle stalls or is trapped due to high water, evacuate and seek higher ground, if possible, or call dispatcher for fire and rescue assistance.
Mudslide / Rockslide / Landslide / Avalanche
Areas likely to experience landslides, mudslides, or avalanche: 

· Where fires or excavation have destroyed vegetation
· Where landslides, mudslides, or avalanches have occurred before
· Slopes of 30% grade or more and areas at the bottom of slopes
· Slopes that have been altered for constructing buildings or roads
· Channels along streams or rivers
· Slopes covered with heavy or drifting snow (avalanche)
Indicators of a landslide or debris flow: 

· Any sudden increase or decrease in water flow in a stream or creek.  A decrease in flow could be caused by debris that dams a creek, creating conditions for a sudden debris flow. 

· Look for tilted trees, telephone poles, damaged fences or walls and new bare spots on hillsides. 

If a landslide, mudslide, or avalanche occurs:

· Drive away from the immediate path of danger and debris flow.

· Evacuation is a last resort.  Only evacuate your vehicle if it is trapped in the path of a slide.

· Be on the lookout for injured or trapped people in the area. 

· Report damaged utility lines, pipelines, sewer lines, etc. to your dispatcher so the authorities can be notified. 
Power Outage / Communications Failure

If you notice widespread electrical power outage:

· Notify dispatcher
· Treat non-operating traffic signals as four-way stops

· Proceed with caution

If you lose communication with dispatcher:

· Check radio equipment when vehicle is fully stopped and secured

· Notify dispatcher by cell phone or land line phone if feasible
· Barring other hazards or threats, continue en route as assigned

Forest Fire / Wildfire

If threatened by wildfire:

· Be alert for updates or instructions from your dispatcher in response to a wildfire in your area; service may be discontinued or re-routed

· Turn around or detour away from wildfire area if blocked or threatened, and report to dispatcher
· Fire spreads most rapidly uphill and downwind, so never operate vehicle along a roadway above an active wildfire

· Your agency may be asked to assist in evacuation of individuals at risk if requested by fire and rescue services or emergency management 
Hazardous Materials

A variety of toxic industrial chemicals (TIC) and hazardous materials are moved by truck and rail.  Some can be dangerous if touched or inhaled, and could be released due to an accident, or intentionally as a terrorist attack.  If a spill or release occurs, situational assessment is critical. 

Signs of a Toxic Chemical Release

· A cloud, vapor, mist, fog, fine powder, dust, or liquid with or without an odor or explainable source 

· Two or more people experiencing difficulty breathing, irritated eyes, skin, or throat, coughing, nausea or stomach cramps, headache, blurred vision, disorientation, or seizure
· Birds or small animals that appear to be in distress (i.e., canaries in the mineshaft as an early warning)

Chemical release outside your vehicle

· Stay inside the vehicle

· Shut vehicle windows, turn off vents, heat, or air conditioning
· If the vehicle can be moved safely, drive upwind and/or uphill from the source
· Immediately report events and locations to your dispatcher, so police and fire departments can be notified
· If you observe someone who has been overcome with toxic vapors, your first job is to make sure that you and your passengers do not become victims.  If you remain in a dangerous area and become ill or unconscious, you cannot help yourself or others. 
If an area needs to be evacuated, be alert for instructions from dispatch to suspend service, take detour routes, or go to a staging area or community shelter
Chemical release inside your vehicle

· Pull over and secure the vehicle at a safe location, preferably away from people, and open all doors
· Evacuate passengers, and move upwind and/or uphill from the vehicle (See vehicle evacuation)
· Call dispatcher by cell phone (vehicle radio not available)

· Tell passers-by to stay away from the vehicle

· When requesting or waiting for assistance, do not reenter the vehicle. 
6.  Violence / Crime / Terrorism

Dangerous Passenger on Bus
Violence cannot always be predicted, and may escalate suddenly and without much warning.  The perpetrator may be a stranger committing a crime of opportunity, like theft, who resorts to violence to overcome resistance or to escape.  An argument or conflict between passengers, or between the bus driver and a passenger, could spin out of control.  Be alert to these warning signs of escalating violence:

· Visibly increased agitation, sudden movements 

· Threatening body posture and clenched jaw, closed fists or heavy breathing 

· Hostile facial expression, intense eye contact and violating personal space

· Raised voice, shouting and inability to control anger

· Threatens to kill or hurt others

· Suggestion or evidence of a weapon 

· Drug or alcohol abuse

· History of violent behavior (if person is known) 

Threatened by a person who is violent, or possibly armed and dangerous

· If possible, notify dispatcher using a coded distress signal: “Vehicle #____ calling for location check.  Time check is ___ (current time) traveling _________ (location and direction), copy?”

· Do not board new passengers 

· If a weapon is suggested or evident make no sudden, threatening movements.  If it is concealed, act as if the weapon was not noticed.  Do not over-react.

· If possible, park the vehicle in a well-lit, public place and open the doors.
· If possible, try to separate yourself from the suspect.  For example, make an excuse for leaving the vehicle (restroom break, mechanical problem, etc.)

· Allow or encourage the dangerous person to leave the vehicle – if the perpetrator leaves, do not pursue.
· Drive away a safe distance if the perpetrator chooses to exit the vehicle.
· When approaching or making contact with police, keep your hands up and clearly visible so you are not mistaken for a suspect.

Assault/Altercation/Fight on Vehicle

· Pull the vehicle over at a safe location, stop, and open the doors.  The goal is to get the violent person(s) off the vehicle. 

· If violence is directed at a passenger, immediately contact dispatcher or 911.

· Drivers who are assaulted can lawfully defend themselves, but can only use enough force to discourage the assailant and stop the assault. 

· Do not try to keep perpetrators on the vehicle.  Do not pursue off the vehicle.

· If appropriate, tell perpetrator(s) that police have been called and are on their way, so they can leave if they so choose — the door is open.
· When approaching or making contact with police, keep your hands up and clearly visible so you are not mistaken for a suspect.

Commandeered or Hijacked Vehicle/Robbery

If vehicle is hijacked by an armed and dangerous person: 

· Stay calm and follow instructions of the perpetrator. 

· If a weapon is shown, do not try to grab it or make any sudden movements.

· If possible, notify dispatcher using silent alarm or a distress code (based on agency radio system and radio protocol).
· Try to keep talking with the hijacker to help defuse the situation.  Cooperate to the extent you can, but be clear about what you can and cannot do.

· If the vehicle is still parked, try to keep doors open to give passengers a chance to exit.  If appropriate, ask if it is OK for passengers to de-board.

· If driving, let the perpetrator know verbally each move being made, such as turns, lane changes, stops, etc.

· If robbery is involved, do not resist giving up cash or valuables.  The objective is to prevent use of deadly force.

· Only as a last resort, look for a way to escape, especially if alone with a hijacker and driving towards a remote area. 

· If the perpetrator leaves, call dispatcher (or 911).  Tell dispatcher which direction the suspect went and give a description. 

· When approaching or making contact with police, keep your hands up and clearly visible so you are not mistaken for a suspect.
Crime Reporting Information

· Try to seal off the area around the crime scene. 

· Do not touch anything the perpetrator may have touched. 

· Suspect’s physical characteristics 

· Overall appearance – height, weight, and gender; thin, medium, or heavy set

· Head – eyes, ears, hair and facial hair, mouth, nose, forehead, cheeks, chin, complexion, jewelry, hat 

· Body – neck, arms, chest, stomach, shirt 

· Legs – slacks, skirt, belt, feet, socks, shoes 

· Any packages, accessories, surveillance tools, etc.

· Unique characteristics such as scars, tattoos, birthmarks or other permanent features

· Type of weapon(s) used or seen

· Vehicle Characteristics

· License plate number / state

· Any company logo, vehicle number or identifier (usually on a truck)

· Make and model / color

· Unique features / previous body damage / rust / bumper stickers

· Any items being carried (type of freight)

· Note direction of travel or describe vehicle activity

· The perpetrator’s actions and statements from the moments leading up to the crime to the point where the perpetrator made his/her escape or was taken into custody. 

· Your actions, whether directly involved or as a witness. 

· Keep incident events in chronological order.  It is best to write down all the facts you can while events are fresh in your memory.
· State facts and describe behavior (things that you can see, hear, or measure).  Do not embellish with opinions or speculation.

Terrorism

The threat of terrorism raises concerns about domestic security.  While terrorist attacks are rare, transit employees need to be alert for possible “warning signs.”

What to look for – 7 Signs of Terrorism

These are activities that may precede a terrorist attack, similar to a criminal staking out a location before attempting a robbery.
· Surveillance – Photographing or monitoring daily activities

· Obtaining Information – by mail, fax, internet, telephone, or in person

· Running Security Tests – attempts to enter secure or “employees only” areas

· Acquiring Weapons or Supplies – purchasing or stealing weapons, explosives, chemicals, electrical components, uniforms, ID’s

· Suspicious Persons – people who don’t seem to belong in the area

· Conducting a “Dry Run” – rehearsals or test runs of the plan

· Deploying Assets – moving people, vehicles, weapons or devices into position

Suspicious Packages: H-O-T Items

Transit employees must distinguish lost and found items from a potential terrorist weapon — like an improvised explosive device (IED) planted on a vehicle.  Use the “HOT” test to make a threat assessment:
· Is it Hidden?

· Obvious attempt was made to hide or conceal the item?

· Found in an inconvenient or unusual area, or not within easy reach?
· Abandoned by someone who was seen leaving the area?

· Is it Obviously suspicious?

· Strange odor, stains, leaks, oily or powdery residue?
· Threatening message attached?
· Visible wires, battery, tanks, or bottles?
· Clock, cell phone, or timer attached or wired?
· Ticking, buzzing, or sloshing sound?
· Is it Typical for the environment?

· The type of item you would expect passengers to carry?

· Does anyone claim ownership of item?

· Is there an identification tag on the item?

· Is it explainable for the time, place, and clientele?

If a suspicious item fails the “HOT” test: 

· Do not touch, move or cover the suspected device 

· If the device is on the vehicle, evacuate the vehicle and the surrounding area (300 feet or more)
· Call dispatcher or 911  – use a cell phone if away from the vehicle radio  – give a description of the suspected device and its location 
Note: Try not to use a radio or cell phone when near the suspected device

· Attempt to isolate the area and keep others away
· Do not re-enter the vehicle (or area) once you have evacuated everyone 

· Await direction from dispatcher, supervisor or emergency responders
Suicide Bomber

The suspect may be carrying a bomb or other deadly weapon.  Before the weapon detonates, there is a chance to escape from the perpetrator and call for help.
· If the suspect is non-threatening and the suspected bomb remains concealed, follow guidelines previously provided under Threatened by a person who is violent, or possibly armed and dangerous, with emphasis on trying to escape and make notification
· If the suspect reveals the bomb and is threatening to use it, follow guidelines previously provided for Commandeered or Hijacked Vehicle/Robbery, with emphasis on trying to escape and make notification
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