September 14, 2020, 4:00 p.m.

Board of Commissioners Meeting 'j‘; Pi erceTra n s it

Meeting Location: Teleconference
Phone: 253-215-8782
Meeting I1D: 843 2441 4528

Virtual Meeting Participation Information:

Due to the COVID-19 Pandemic and the Governor Proclamation 20-28 that is in effect, a physical meeting location
will not be provided for this meeting. The public is welcome to attend the meeting by calling 253-215-8782 or
669-900-6833 and entering Meeting ID No. 843 2441 4528, or by accessing
https://us02web.zoom.us/j/84324414528.

Call to Order

Roll Call

Presentations

1. Community Transportation Advisory Sandy Paul
Group (CTAG) Quarterly Update CTAG Chair
2. 2" Quarter Financial Update Brett Freshwaters

Executive Director of Finance

Public Comment — Citizens wishing to provide comment will be given three minutes to comment
on any transit-related matters regardless of whether it is an agenda item or not. The Chair, at his or
her discretion, may reduce the comment time allowed to allow sufficient time for the Board to
conduct business.

Consent Agenda

(Items listed below were distributed to Commissioners in advance for reading and study and are
enacted with one motion. Item(s) may be moved to the Action Agenda at the request of a
Commissioner.)

1. Approval of Vouchers, August 1, 2020 through August 31, 2020

2. Approval of Minutes, August 10, 2020 Board Meeting

3. FS 2020-040, Authorizing Execution of Amendment No. 3 with Sound Transit to Extend
the Sound Transit Express Bus Service Operations and Maintenance Contract Through June
30, 2021 Sound Transit Contract Extension

4. FS 2020-041, Adoption of Revision No. 2 of the Pierce Transit Public Transportation
Agency Safety Plan
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September 14, 2020

Action Agenda

1.

FS 2020-042, Adoption of Transit Development

Plan 2020-2025

FS 2020-039, Selecting the Bus Rapid Transit

(BRT) System Name

FS 2020-043, Authority to Amend the 2020
Capital Budget and Execute Contract No. 1064
with Construct, Inc., to Provide Construction
Services for the Commerce Tunnel Refurbishment
Project

FS 2020-044, Authorizing Amendments to Section
2.02.010 of the Pierce Transit Bylaws to Address
Proportional Representation Pursuant to RCW
36.57A.050 and to Reflect the Change in the
Board Composition that was Authorized at the
Board Composition Review Committee Meeting
on July 22, 2020

Staff Updates/Discussion

1.

CEQO’s Report

Informational Board Items

1.

2.

3.

4.

Chair Report

Sound Transit Update

PSRC Transportation Policy Board Update

Commissioners’ Comments

Executive Session

Pursuant to RCW 42.30.110 (g), evaluate the performance
of a public employee

Adjournment

Duane Wakan
Principal Planner

Ryan Wheaton
E.D. of Planning & Community Dev.

Monica Adams
Sr. Project Manager

Deanne Jacobson
Clerk of the Board

CEO Dreier

Chair Woodards

Commissioners Keel, Dammeier or
Woodards

Commissioner Anderson

American Disability Act (ADA) accommodations are available with a 72-hour notice. Please contact the
Clerk’s office at 253-581-8066 for special accommodations.
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2020 Q2 Operating
Revenue

Revenue
collections
forecast to be
under budget

2020 Budget 2020 Actual

% of Budget

Sales Tax * $ 97,561,853 $ 39,473,353 40%
Sound Transit Reimbursement 57,277,321 27,016,059 47%
Fare Revenue 11,363,904 3,478,041 31%
Federal / State Funds 2,956,180 1,107,925 37%
Miscellaneous ** 1,676,414 730,320 44%
Advertising 340,000 170,000 50%

$ 171,175,672 $§ 71,975,698 42%

Highlights: Major Variances

Based on current economic conditions and impacts due to Covid-19,

major revenue categories of Sales Tax, Sound Transit Reimbursement,

and Fare Revenue have been negatively impacted

. Federal/State Funds - Timing of reimbursement

Miscellaneous - Gain on sale of assets and

. .
recoveries

Advertising - Contractual agreement received for

first half of year

2020 Actual Revenues

Sales Tax
54%

Advertising
<1%

) Federal / Fare Revenue
Miscellaneous /[ State Funds 7%
1% 2%

* Actual collections are preliminary accruals based. Not updated for actuals.

** Miscellaneous includes: Combined Communication Network,
interest on investment, and miscellaneous non-transportation.

Sound Transit
Reimbursement
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Sales Tax
Summary

Sales tax
collections are
impacted by
Covid-19

2018

2019

2020

January $ 6,286644 $ 6,661,763 $ 6,855,621

February 6,186,256 6,123,214 6,092,111

March 7,618,846 7,966,546 5,994,922

April 6,856,361 7,164,339 6,291,754

May 7,279,348 7,673,750 8,019,580

June 7,826,817 8,178,012 8,456,153

$ 42,054272 $ 43,767,624 _$ 41,710,141

Actual Sales Tax Collections by Month
m2018  m=2019 2020
Millions
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$8 -
$7 |
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Sales tax revenue collections have two month gap between tax collection
and payment to Pierce Transit.

Source: Pierce Transit sales tax report
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2020 Q2 Operating

Expense by
Category
2020 Budget 2020 Actual % of Budget
Wages & Benefits $ 105,789,739 § 46,816,398 44%
Maintenance & Operating 49,373,668 22,149,502 45%
Total $ 155,163,407 $ 68,965,900 44%

expenditures

are under
budget.

Wages &
benefits are
69% of total

expenditures.

Highlights: Major Variances

Current financial forecasts project Operating Expenditures to be
approximately $10 -$15 million under budget.

Wages & Benefits - Service reductions; furloughs, layoffs

Maintenance & Operating - Essential spending for service

2020
Actual Expenditures

Wages & Benefits
68%

Maintenance & Operating
32%
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2020 Q2
Self Insurance
Expenditures

2020 Budget 2020 Actual % of Budget

Workers' Comp. Insurance $ 2,741,330 $ 792,231 29%
Unemployment Insurance 150,000 19,035 13%
Self-Insurance $ 2,801,330 $ 811,265 28%
expenditures
are under
budget.
Highlight:

° Lower frequency and duration of workers compensation claims.

° Unemployment insurance expense has a lag in posting. Second
quarter billing is expected in August.
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PIERCE TRANSIT

Board Payments Over $50,000
Payments From: Aug 1, 2020 to Aug 31, 2020
Cash and Investment Balance: $118,611,519.00

Payment Numbers CK 00374311 through CK 00374495
Wire Numbers EFT 00005060 through EFT 00005303

No Advance Travel Checks
Total $7,047,870.57

Payments in Excess of $50,000 are as follows:

Operating Fund

Check Vendor Iltem/Service Amount
CHK 00374339 PIERCE COUNTY BUDGET & FINANCE 08/2020 Policing Services 301,909.00
CHK 00374413 VOYAGER FLEET SYSTEMS INC FUEL VANPOOL 07/01/20 76,719.91
CHK 00374494 WA ST DEPT OF L&l - ELEVATOR SELF INS RPT Q220 40,548.00
EFT 00005065 ASSOCIATED PETROLEUM DIESEL USAGE 85,132.91
EFT 00005069 CITY TREASURER - TPU RFD CUST VP PP 2020 230,820.03
EFT 00005110 SOUND TRANSIT 2020-2Q-023 ORCA 2,332.37
EFT 00005129 US BANK CORPORATE PAYMENT SYST MISC BUSN EXPENSES 48,090.73
EFT 00005141 FIRST TRANSIT FAREBOX RECOVERY 06/20 357,020.32
EFT 00005180 GREAT WEST RETIREMENT PP 17 2020 Empower 53,883.33
EFT 00005181 ICMA RETIREMENT PP 17 2020 ICMA 169,688.15
EFT 00005186 AWC EMPLOYEE BENEFIT TRUST AWC Cobra May-Aug 2020 156,194.39
EFT 00005187 AWC AWC BGLI Aug 20 1,135,198.46
EFT 00005195 CERIUM NETWORKS Skype for Business Online 105,917.00
EFT 00005211 LYTXINC DRIVECAM SUBSCRIPTION 196,256.70
EFT 00005229 SOUND TRANSIT ST Farebox Revenue July 20 52,730.71
EFT 00005255 GREAT WEST RETIREMENT PP 18 2020 Empower 53,182.93
EFT 00005256 ICMA RETIREMENT PP 18 2020 ICMA 167,364.64
EFT 00005262 ASSOCIATED PETROLEUM DIESEL USAGE 50,290.48
EFT 00005264 BRIDGESTONE AMERICA DAMAGED TIRES 5377 07/20 61,197.45
EFT 00005267 COST MANAGEMENT SERVICES INC CNG USAGE 07/20 70,568.48
EFT 00005290 SOUND TRANSIT 2020-2Q-025 ORCA 38,870.81
EFT 00005293 SUMMIT PUBLIC SCHOOLS RFD COVID 05/20 ADMIN FEES 63,847.40
EFT 00005300 JEANNETTE TWITTY BUS CLEAN BELLV 07/25-07/31/20 52,069.02
Payments for Fund 1 Total 3,569,833.22
Self Insurance Fund

Check Vendor Iltem/Service Amount
CHK 00374447 EMPLOYMENT SECURITY DEPT WASHI UNEMPLOYMENT Q220 267,650.66
CHK 00374494 WA ST DEPT OF L&I - ELEVATOR SELF INS RPT Q220 77,675.84
Payments for Fund 4 Total 345,326.50
Capital Fund

Check Vendor Iltem/Service Amount
CHK 00374385 HULTZ BHU ENGINEERS INC. DESIGN COMM 05/25-06/24/20 66,927.71
EFT 00005080 HUITT-ZOLLARS INC. PROF SVC BMP PARK 06/27/20 122,718.62
EFT 00005110 SOUND TRANSIT ngORCA ILA Capital 20-020 193,079.66
EFT 00005129 US BANK CORPORATE PAYMENT SYST MISC BUSN EXPENSES 10,800.11
EFT 00005206 GRANITE CONSTRUCTION COMPANY PRECON SVC BRT 06/20 73,771.79
EFT 00005260 ABSHER CONSTRUCTION COMPANY Civil Work BMP 07/20 728,313.09
EFT 00005275 HUITT-ZOLLARS INC. PROF SVC FUEL/WASH 06/27/20 391,831.93
EFT 00005290 SOUND TRANSIT ngORCA Capital 20-028 14,266.19
Payments for Fund 9 Total 1,601,709.10
Total Payments in Excess of $50,000.00 5,516,868.82

Sep 2,2020 10:14:21 AM
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Pierce Transit
Payment Certification for Aug 31, 2020
Payments Aug 1, 2020 to Aug 31, 2020

Payment Numbers CK 00374311 through CK 00374495
Wire Numbers EFT 00005060 through EFT 00005303

Bank ID Check Numbe  Check Date Amount Vendor Name
01 CHK 00374311  08/06/2020 50.76 AT&T
01 CHK 00374312  08/06/2020 27.99 AT&T
01 CHK 00374313  08/06/2020 80.08 AT&T
01 CHK 00374314  08/06/2020 2,875.95 AT&T
01 CHK 00374315  08/06/2020 146.99 AUTO PLUS PARTS
01 CHK 00374316  08/06/2020 13.95 AUTO PLUS PARTS
01 CHK 00374317  08/06/2020 60.00 BRIAN CARTWRIGHT
01 CHK 00374318  08/06/2020 2,974.58 CITY OF GIG HARBOR
01 CHK 00374319  08/06/2020 1,195.00 CITY TREASURER - TPU
01 CHK 00374320  08/06/2020 624.06 CLF WAREHOUSE
01 CHK 00374321 08/06/2020 741.75 CLINICAL REFERENCE LABORATORY
01 CHK 00374322  08/06/2020 150.24 COMCAST
01 CHK 00374323  08/06/2020 395.59 COMCAST
01 CHK 00374324 08/06/2020 908.25 CONSOLIDATED ELECTRICAL DIST
01 CHK 00374325  08/06/2020 228.66 CORNWELL TOOL
01 CHK 00374326  08/06/2020 135.00 DARIUS JOHNSON-WILSON
01 CHK 00374327 08/06/2020 189.59 FRUITLAND MUTUAL WATER COMPANY
01 CHK 00374328  08/06/2020 1,326.14 GENES TOWING CORP
01 CHK 00374329  08/06/2020 85.61 GILCHRIST CHEVROLET
01 CHK 00374330  08/06/2020 512.27 HAUGEN GRAPHICS
01 CHK 00374331 08/06/2020 49.37 HOME DEPOT CREDIT SERVICES
01 CHK 00374332  08/06/2020 79.61 INSTRUMENTS SALES & SVC INC
01 CHK 00374333  08/06/2020 3,771.25 KING COUNTY FINANCE
01 CHK 00374334  08/06/2020 303.71 LOWE'S COMPANIES INC
01 CHK 00374335  08/06/2020 16,297.08 MACHINISTS HEALTH &
01 CHK 00374336 08/06/2020 2,267.98 NORTHWEST IAM BENEFIT TRUST
01 CHK 00374337  08/06/2020 61.59 OFFICE DEPOT CORP
01 CHK 00374338  08/06/2020 2,014.48 PACIFIC TORQUE
01 CHK 00374339  08/06/2020 301,909.00 PIERCE COUNTY BUDGET & FINANCE
01 CHK 00374340 08/06/2020 307.91 PURCELL TIRE & RUBBER COMPANY
01 CHK 00374341  08/06/2020 27.48 RAINIER SUPPLY
01 CHK 00374342  08/06/2020 32.97 REX PEGG FABRICS INC
01 CHK 00374343  08/06/2020 20.00 RICHARD KOHN
01 CHK 00374344  08/06/2020 25.79 ROBERT GLANS
01 CHK 00374345  08/06/2020 228.06 SHERWIN-WILLIAMS (S TAC WAY)
01 CHK 00374346  08/06/2020 3,250.00 SIMON AND COMPANY INC
01 CHK 00374347 08/06/2020 3,267.74 SMITH FIRE SYSTEMS INC
01 CHK 00374348  08/06/2020 378.27 SNIDER ENERGY
01 CHK 00374349  08/06/2020 373.36 SONITROL PACIFIC
01 CHK 00374350 08/06/2020 11,093.23 SM STEMPER ARCHITECTS PLLC
01 CHK 00374351 08/06/2020 134.53 TACOMA DAILY INDEX
01 CHK 00374352 08/06/2020 4,689.62 TACOMA MALL PARTNERSHIP
01 CHK 00374353 08/06/2020 2,350.00 TACOMA PIERCE COUNTY CHAMBER
01 CHK 00374354 08/06/2020 651.61 UNITED SITE SERVICES (Everson)
01 CHK 00374355  08/06/2020 1,860.93 WALTER E NELSON CO.
01 CHK 00374356  08/06/2020 1,860.00 WESTROCK
01 CHK 00374357  08/07/2020 1,177.38 JAMES L WHITE JR
01 CHK 00374358  08/07/2020 1,177.37 JAQWADRE MARKS
01 CHK 00374359  08/07/2020 1,177.37 JENAI PRICE
01 CHK 00374360  08/13/2020 1,400.00 ATU LOCAL 758 CORP
01 CHK 00374361 08/13/2020 329.86 BEN'S CLEANER SALES INC
01 CHK 00374362 08/13/2020 37.50 CALIFORNIA STATE DISBURSEMENT
01 CHK 00374363  08/13/2020 62.98 CENTURY LINK
01 CHK 00374364  08/13/2020 74.99 CENTURY LINK
01 CHK 00374365  08/13/2020 617.62 CENTURY LINK
01 CHK 00374366 08/13/2020 1,191.30 CHAPTER 13 TRUSTEE
01 CHK 00374367 08/13/2020 21,146.80 CITY OF FEDERAL WAY
01 CHK 00374368 08/13/2020 3,916.07 CITY TREASURER - TPU
01 CHK 00374369  08/13/2020 239.25 CITY TREASURER - TPU
01 CHK 00374370  08/13/2020 4,706.31 COLONIAL SUPPLEMENTAL LIFE
01 CHK 00374371  08/13/2020 150.18 COMCAST
01 CHK 00374372  08/13/2020 140.24 COMCAST
01 CHK 00374373  08/13/2020 155.18 COMCAST
01 CHK 00374374  08/13/2020 171.84 COMCAST
01 CHK 00374375  08/13/2020 43.34 COMM ON POLITICAL EDUCATION
01 CHK 00374376  08/13/2020 223.60 CREATIVE BUS SALES
01 CHK 00374377  08/13/2020 417.60 DAILY JOURNAL OF COMMERCE INC
01 CHK 00374378  08/13/2020 1,024.36 DM RECYCLING CO INC
01 CHK 00374379  08/13/2020 128.00 DONALD L ANDERSON
01 CHK 00374380  08/13/2020 75.00 DSHS
01 CHK 00374381  08/13/2020 50.00 EMPLOYMENT SECURITY DEPA
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991.99 GENES TOWING CORP
6,883.36 HAROLD LEMAY ENTERPRISES
19,342.41 HOERBIGER SERVICE INC
66,927.71 HULTZ BHU ENGINEERS INC.
804.75 1AM & AW
220.00 INTERNAL REVENUE SERVICE
128.00 KENT KEEL
39,801.57 LAKEVIEW LIGHT & POWER CO
122.60 LEMAY MOBILE SHREDDING
708.85 LEVEL 3 (CENTURY LINK)
4,768.70 LEVEL 3 (CENTURY LINK)
1,140.00 MICHAEL G MALAIER
167.50 MISSOURI FAMILY SUPPORT PAYMEN
1,356.00 MULTICARE HEALTH SYSTEM
136.40 NH DEPT OF H & HS
435.21 NYS CHILD SUPPORT PROCESSING
653.33 OFFICE DEPOT CORP
96.66 PACIFIC TORQUE
334.60 PENINSULA LIGHT
5,401.43 PIERCE COUNTY BUDGET & FINANCE
6,250.00 PREMIER MEDIA GROUP
432.29 SHERWIN-WILLIAMS (LKWD, CEDR)
68.14 SIXROBBLEES INC
3,823.33 SNIDER ENERGY
2,083.34 SOUTH SOUND TOGETHER
1,500.00 SWARNER COMMUNICATIONS
223.78 TACOMA DAILY INDEX
105.79 TERMINIX COMMERCIAL
105.79 TERMINIX COMMERCIAL
293.35 TX CHILD SUPPORT SDU
816.17 UNITED WAY OF PIERCE COUNTY
76,719.91 VOYAGER FLEET SYSTEMS INC
71.34 AT&T
29.01 AT&T
15.00 BRIAN CARTWRIGHT
11.86 BUNCE RENTALS INC
7,519.23 CENTURY LINK
21,718.96 CITY OF FEDERAL WAY
2,967.31 CITY TREASURER - TPU
150.18 COMCAST
150.24 COMCAST
69.00 DARIN KEYS
75.00 DIANE ALLEN
94.01 DISH
50.00 FORMFOX, INC.
842.77 GENES TOWING CORP
1,382.01 GILCHRIST CHEVROLET
6,500.00 JAMES WEBBER
91.33 JOHNSON CONTROLS
128.00 KENT KEEL
5,914.71 KPFF CONSULTING ENGINEERS
3,366.94 LEVEL 3 (CENTURY LINK)
275.00 MATTHEW HUDGEL
15.00 MIKE SMITH
62.09 OFFICE DEPOT CORP
642.93 PACIFIC FITNESS PRODUCTS
876.55 PACIFIC TORQUE
1,608.52 PIERCE COUNTY BUDGET & FINANCE
780.62 PURCELL TIRE & RUBBER COMPANY
11.00 ROBERT GLANS
2,271.16 SHERWIN-WILLIAMS (LKWD, CEDR)
148.58 SHERWIN-WILLIAMS (S TAC WAY)
500.00 SOURCE PANEL
6,750.00 SM STEMPER ARCHITECTS PLLC
806.51 UNITED SITE SERVICES (Everson)
267,650.66 EMPLOYMENT SECURITY DEPT WASHI
46,287.60 ATU LOCAL 758 CORP
66.13 BRYAN SHANNON
37.50 CALIFORNIA STATE DISBURSEMENT
1,191.30 CHAPTER 13 TRUSTEE
1,029.54 CITY TREASURER - TPU
150.18 COMCAST
150.24 COMCAST
632.80 COPIERS NORTHWEST INC
465.06 CREATIVE BUS SALES
672.59 CUMMINS-ALLISON CORP
16.78 DEBORAH E BROWN
75.00 DSHS
50.00 EMPLOYMENT SECURITY DEPA
15,638.77 FLEET MOBILE LUBE-WASH INC
1,454.48 GENES TOWING CORP
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08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020
08/06/2020

72.98 GILCHRIST CHEVROLET
220.00 INTERNAL REVENUE SERVICE
1,059.41 JEFFERSON CAPITAL SYSTEMS, LLC
159.63 JOHNSTONE SUPPLY
147.00 KAREN GODBAY
202.69 LAKEVIEW LIGHT & POWER CO
6,365.77 LAKEWOOD WATER DISTRICT
36.25 MICHAEL ANTHONY RICKEY
1,140.00 MICHAEL G MALAIER
167.50 MISSOURI FAMILY SUPPORT PAYMEN
1,865.00 MULTICARE HEALTH SYSTEM
136.40 NH DEPT OF H & HS
435.21 NYS CHILD SUPPORT PROCESSING
699.80 PACIFIC TORQUE
246.72 PARKLAND LIGHT & WATER CO
508.07 PENINSULA LIGHT
766.35 PIERCE COUNTY BUDGET & FINANCE
1,147.07 PUGET SOUND ENERGY
32.84 RAINIER SUPPLY
25.57 REX PEGG FABRICS INC
1,015.12 RPAI US MANAGEMENT LLC
420.00 T-MOBILE USA, INC
17.63 TACOMA RUBBER STAMP & MARKING
293.35 TX CHILD SUPPORT SDU
1,112.05 UNITED SITE SERVICES (Everson)
816.17 UNITED WAY OF PIERCE COUNTY
914.95 VERIZON WIRELESS
2,610.69 VERIZON WIRELESS
13,114.54 VERIZON WIRELESS
7,383.50 VERIZON WIRELESS
55.00 WA ST DEPT OF ECOLOGY
118,223.84 WA ST DEPT OF L&l - ELEVATOR
89.57 WALTER E NELSON CO.
3,108.28 A & E IMAGING
30,237.60 ABSHER CONSTRUCTION COMPANY
29,603.00 ACI CUSTODIAL INC
3,215.68 ADVANCED TRAFFIC PRODUCTS INC
10,543.81 ALLIED BODY WORKS INC
85,132.91 ASSOCIATED PETROLEUM
10,524.19 ATWORK! COMMERCIAL ENTERPRISES
1,240.29 BATTERY SYSTEMS
39,744.06 BRIDGESTONE AMERICA
230,820.03 CITY TREASURER - TPU
34.73 COMMERCIAL BRAKE & CLUTCH
21,386.88 COMMONSTREET CONSULTING LLC
250.00 CYBERSOURCE CORP.
200.00 DRUG FREE BUSINESS
1,512.67 ELTEC SYSTEMS LLC
2,517.40 FINISHMASTER, INC
2,228.79 GTT COMMUNICATIONS
26,713.62 GILLIG LLC
5,500.00 GORDON THOMAS HONEYWELL
4,901.78 GRAINGER
122,718.62 HUITT-ZOLLARS INC.
2,476.12 IWG TOWERS ASSETS I LLC
14,584.77 JENCO DEVELOPMENT
745.47 KORUM FORD
639.64 LARSCO INC
600.05 LARSEN SIGN COMPANY
3,073.89 LUMINATOR MASS TRANSIT LLC
1,322.66 MALLORY SAFETY & SUPPLY LLC
674.70 MERITOR INC
2,332.40 MOHAWK MFG & SUPPLY
100.32 MOOD MEDIA
366.84 MUNCIE RECLAMATION & SUPPLY CO
1,445.00 NAVIA BENEFIT SOLUTIONS
332.34 NEOPART TRANSIT LLC
161.31 ELEMENT 14
54.11 NORTHWEST STEEL & PIPE CO
4,410.00 OPEN SQUARE
571.87 PACIFIC AIR CONTROL INC
7,854.91 PACIFIC POWER PRODUCTS
136.37 PACIFIC WELDING SUPPLY INC
15,622.62 PARAMETRIX ENGINEERING
72.80 PREVOST CAR (US), INC.
543.21 PRINT NW
919.89 PROTERRA INC
7,225.09 QBSI-XEROX
236.58 R E AUTO ELECTRIC
294.27 SAMBA HOLDINGS INC
94.66 SEATTLE AUTOMOTIVE DIST.
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08/06/2020
08/06/2020
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08/13/2020
08/13/2020
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08/13/2020
08/13/2020
08/13/2020
08/13/2020
08/13/2020
08/17/2020
08/20/2020

33,993.56 SHI INTERNATIONAL CORP
3,118.96 SOLARWINDS NORTH AMERICA INC
195,412.03 SOUND TRANSIT
5,001.70 SOUTH TACOMA GLASS
274.75 STANDARD PARTS CORP
339.84 STAPLES
19,226.29 STRATAGEN SYSTEMS, INC.
755.38 TACOMA DODGE CHRYSLER JEEP
840.92 TACOMA SCREW
11,340.60 TECHNICAL SECURITY INTEGRATION
24,565.42 THE AFTERMARKET PARTS CO LLC
2,708.54 THERMO KING NW INC
7,994.00 JEANNETTE TWITTY
36,635.67 TRAPEZE SOFTWARE GROUP
1,531.82 UNIFIRST CORPORATION
269.60 REDDAWAY
551.83 WAXIE SANITARY SUPPLY
581.80 WESTERN FLUID COMPONENTS
10,236.73 WESTERN PETERBILT
14.92 WILLIAMS OIL FILTER
5,062.50 CSCHED
58,890.84 US BANK CORPORATE PAYMENT SYST
1,530.00 A CUSTOMER'S POINT OF VIEW
80.58 AIRGAS-NOR PAC INC
1,574.30 ALLSTREAM
13,145.70 ATWORK! COMMERCIAL ENTERPRISES
3,984.64 CHEVRON PRODUCTS CO.
45.28 COMMERCIAL BRAKE & CLUTCH
32,076.40 CUMMINS INC
2,804.76 DIAMOND PARKING SERVICES LLC
1,153.92 DRIVELINES NW INC
2,995.00 ANA LABORATORIES INC
43.96 BETSCHART ELECTRIC CO.
357,020.32 FIRST TRANSIT
15,936.97 GILLIG LLC
980.45 GRAINGER
1,261.20 GREAT FLOORS COMMERCIAL SALES
1,980.74 GROENEVELD LUBRICATION SOLUTIO
16,518.54 LIBERTY MUTUAL GROUP INC
1,685.23 HERITAGE-CRYSTAL CLEAN LLC
168.15 INTELLICORP RECORDS INC
1,294.57 KORUM FORD
250.57 LARSCO INC
1,254.92 LEGACY TELECOMMUNICATIONS, INC
461.58 LYTXINC
260.59 MALLORY SAFETY & SUPPLY LLC
1,778.75 MAYES TESTING ENGINEERS INC
428.30 MCGUIRE BEARING CO
584.75 MOHAWK MFG & SUPPLY
603.13 MUNCIE RECLAMATION & SUPPLY CO
60.73 N C POWER SYSTEM CO.
256.00 NANCY HENDERSON
14,012.25 NORTHWEST PLASTICS, INC
11,724.70 PACIFIC POWER PRODUCTS
18.41 PACIFIC WELDING SUPPLY INC
611.94 PROTERRA INC
1,212.96 QUALITY PRESS
72.58 R E AUTO ELECTRIC
189.19 SEATTLE AUTOMOTIVE DIST.
18,570.23 SMS CLEANING INC
770.68 STANDARD PARTS CORP
20.87 STAPLES
767.76 TACOMA DODGE CHRYSLER JEEP
315.38 TACOMA SCREW
114.54 TECHNICAL SECURITY INTEGRATION
25,630.34 THE AFTERMARKET PARTS CO LLC
27,994.50 JEANNETTE TWITTY
3,334.79 UNIFIRST CORPORATION
189.51 VEHICLE MAINTENANCE PROGRAM
153.56 WESTERN FLUID COMPONENTS
8,383.88 WESTERN PETERBILT
4,411.69 XEROX FINANCIAL SERVICES
53,883.33 GREAT WEST RETIREMENT
169,688.15 ICMA RETIREMENT
15,167.90 NAVIA BENEFIT SOLUTIONS
6,949.27 TACOMA EMPLOYEES RETIREMENT SY
5,663.35 WA ST CHILD SUPPORT REGISTRY
15,529.17 GALLS LLC
156,194.39 AWC EMPLOYEE BENEFIT TRUST
1,135,198.46 AWC
205.47 A & E IMAGING
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486.62 ALLSTREAM
5,716.42 AMAZON.COM CORPORATE CREDIT
2,850.10 ANGI ENERGY SYSTEMS
27,545.14 ASSOCIATED PETROLEUM
339.83 BATTERY SYSTEMS
135.83 *DNU* USE 107087
105,917.00 CERIUM NETWORKS
141.70 COMMERCIAL BRAKE & CLUTCH
726.00 CUMMINS INC
150.00 DAVID BANHAM
44,678.81 DKS ASSOCIATES
333.98 DRIVELINES NW INC
7,706.52 ENVIROISSUES
32.96 FERGUSON
1,114.89 NORTHWEST CASCADE INC
11,335.14 GILLIG LLC
2,310.00 GRAINGER
73,771.79 GRANITE CONSTRUCTION COMPANY
4,720.00 HIGH LINE SOFTWARE INC
7,235.32 HOERBIGER SERVICE INC
1,072.00 IPKEYS TECHNOLOGIES LLC
3,989.37 JANEK CORPORATION
196,256.70 LYTX INC
2,165.00 MAYES TESTING ENGINEERS INC
1,137.40 MOHAWK MFG & SUPPLY
822.64 MUNCIE RECLAMATION & SUPPLY CO
128.00 NANCY HENDERSON
125.12 NORTHWEST PUMP & EQUIPMENT CO
33.06 NORTHWEST STEEL & PIPE CO
5,139.99 OPEN SQUARE
238.20 OUTFITTER SATELLITE INC
635.53 PACIFIC AIR CONTROL INC
1,774.39 PACIFIC POWER PRODUCTS
416.32 PRINT NW
125.00 PUBLIC SAFETY SELECTION, PC
2,114.49 R E AUTO ELECTRIC
128.00 ROBIN FARRIS
7,438.50 SCHNEIDER-SIMPSON SHEET METAL
4,225.67 SHI INTERNATIONAL CORP
649.00 SITECRAFTING INC.
52,730.71 SOUND TRANSIT
6,383.21 SOUND TRANSIT
200.00 MARK W MEROD
3,639.86 SOUTH TACOMA GLASS
112.42 STANDARD PARTS CORP
602.93 STAPLES
86.50 STERICYCLE
6,704.50 SUMMIT LAW GROUP PLLC
4,690.77 TACOMA COMMUNITY COLLEGE
240.53 TACOMA DODGE CHRYSLER JEEP
824.05 TACOMA SCREW
2,845.80 TECHNICAL SECURITY INTEGRATION
19,611.71 THE AFTERMARKET PARTS CO LLC
1,652.99 NEWS TRIBUNE, THE
339.59 THOMSON REUTERS-WEST
28,734.34 JEANNETTE TWITTY
348.31 UNIFIRST CORPORATION
2,678.31 VIX TECHNOLOGY USA INC
56.50 WA ST AUDITOR
11,126.43 WA ST TRANSIT INSURANCE POOL
950.70 WAXIE SANITARY SUPPLY
76.37 WESTERN FLUID COMPONENTS
1,172.05 WSP USA, INC.
11,572.47 ZONAR SYSTEMS INC
9,813.75 GALLS LLC
6,351.53 WA ST DEPT OF REVENUE
53,182.93 GREAT WEST RETIREMENT
167,364.64 ICMA RETIREMENT
15,002.53 NAVIA BENEFIT SOLUTIONS
7,110.29 TACOMA EMPLOYEES RETIREMENT SY
5,851.85 WA ST CHILD SUPPORT REGISTRY
728,313.09 ABSHER CONSTRUCTION COMPANY
237.38 ADRIAN JAFARI
50,290.48 ASSOCIATED PETROLEUM
319.81 BATTERY SYSTEMS
61,197.45 BRIDGESTONE AMERICA
1,950.00 COACHING SYSTEMS, LLC
951.78 COMMERCIAL BRAKE & CLUTCH
70,568.48 COST MANAGEMENT SERVICES INC
34,089.96 CUMMINS INC
2,406.81 CUSTOM EDGE, INC.

13 of 495



01 EFT 00005270  08/27/2020 3,597.00 ELTEC SYSTEMS LLC

01 EFT 00005271  08/27/2020 147.83 ERICH SCHIMITSCHEK

01 EFT 00005272 08/27/2020 676.25 GARDA CL NORTHWEST INC

01 EFT 00005273  08/27/2020 15,934.84 GILLIG LLC

01 EFT 00005274  08/27/2020 4,818.97 GRAINGER

o1 EFT 00005275  08/27/2020 391,831.93 HUITT-ZOLLARS INC.

01 EFT 00005276  08/27/2020 124.54 JAMES E MOORE

01 EFT 00005277  08/27/2020 549.50 LEGACY TELECOMMUNICATIONS, INC
01 EFT 00005278  08/27/2020 9,546.59 MEDSTAR CABULANCE INC

01 EFT 00005279  08/27/2020 2,234.27 MERITOR INC

01 EFT 00005280  08/27/2020 1,650.96 MOHAWK MFG & SUPPLY

01 EFT 00005281  08/27/2020 284.97 MUNCIE RECLAMATION & SUPPLY CO
01 EFT 00005282  08/27/2020 883.62 NORTHWEST PUMP & EQUIPMENT CO
01 EFT 00005283  08/27/2020 353.06 NORTHWEST STEEL & PIPE CO

01 EFT 00005284  08/27/2020 1,480.42 OPEN SQUARE

01 EFT 00005285  08/27/2020 12,208.62 PACIFIC POWER PRODUCTS

01 EFT 00005286  08/27/2020 2,114.49 R E AUTO ELECTRIC

01 EFT 00005287  08/27/2020 238.43 SCHETKY NORTHWEST SALES INC
01 EFT 00005288  08/27/2020 48.69 SEATTLE AUTOMOTIVE DIST.

01 EFT 00005289  08/27/2020 4,891.65 SHI INTERNATIONAL CORP

01 EFT 00005290  08/27/2020 53,137.00 SOUND TRANSIT

01 EFT 00005291  08/27/2020 552.92 STANDARD PARTS CORP

01 EFT 00005292  08/27/2020 245.33 STAPLES

01 EFT 00005293  08/27/2020 63,847.40 SUMMIT PUBLIC SCHOOLS

01 EFT 00005294  08/27/2020 1,490.16 TACOMA DODGE CHRYSLER JEEP
01 EFT 00005295  08/27/2020 671.26 TACOMA SCREW

01 EFT 00005296  08/27/2020 174.44 TACOMA TROPHY

01 EFT 00005297  08/27/2020 27,881.17 THE AFTERMARKET PARTS CO LLC
01 EFT 00005298  08/27/2020 1,061.96 THERMO KING NW INC

01 EFT 00005299  08/27/2020 784.85 TITUS WILL FORD INC

01 EFT 00005300  08/27/2020 52,069.02 JEANNETTE TWITTY

01 EFT 00005301  08/27/2020 3,104.05 UNIFIRST CORPORATION

01 EFT 00005302  08/27/2020 5,000.00 WA ST TRANSIT INSURANCE POOL
01 EFT 00005303  08/27/2020 12,745.64 WESTERN PETERBILT

Total Payments $7,047,870.57
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PIERCE TRANSIT
BOARD OF COMMISSIONERS
REGULAR BOARD MEETING

MINUTES

August 10, 2020

CALL TO ORDER

Chair Woodards called the virtual Regular Board meeting to order at 4:04 p.m.
ROLL CALL

Commissioners present:
Victoria Woodards, Chair of the Board, Mayor of the City of Tacoma
Marty Campbell, Vice Chair of the Board, Pierce County Councilmember
Nancy Henderson, Town of Steilacoom Councilmember
(representing Auburn/Gig Harbor/Fircrest/Pacific/Ruston/Steilacoom)
Daryl Eidinger, City of Edgewood Mayor (representing Fife/Milton//Edgewood)
Bruce Dammeier, Pierce County Executive
Kent Keel, City of University Councilmember
Don Anderson, City of Lakewood Mayor
Robin Farris, Puyallup City Councilmember

Commissioners excused:
Conor McCarthy, City of Tacoma Councilmember

Staff present:
Sue Dreier, Chief Executive Officer
Deanne Jacobson, Clerk of the Board
Aaron Millstein, General Counsel from K&L Gates

Opening Remarks and Housekeeping ltems

Chair Woodards welcomed Board Members, staff and citizens to the virtual meeting and
provided instructions for participation to attendees.

PRESENTATIONS

1. Q1/Q2 Award Recipients
Larry Delgado recognized the Pierce Transit employees who received 1% and 2" Quarter
2020 awards for their work and contributions to Pierce Transit and detailed their efforts.
The recipients were as follows:

15t Quarter 2020 Recipients:

e Christopher Peters — Effectiveness and Efficiency Award
e Reggie Reese and Jason Hovde — Excellence in Safety Team Award

. . .. f
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2"d Quarter 2020 Recipients:

Schedule/IT Team — Effectiveness and Efficiency Award
e Lindsey Sehmel

Lonnie Salzberg

Sam Timbers

John Perez

Jim Paske

Liem Hong

Enoka Fatuesi — Effectiveness and Efficiency Award
Jana Blackburn — Employee of the Quarter

PUBLIC COMMENT
No members of the public registered to speak during public comment.

PUBLIC HEARING
2020-2025 Transit Development Plan (TDP)

Senior Planner Duane Wakan gave an overview of the Plan, noting that it outlines Pierce Transit’s
intermediate operating and capital plans for the period from 2020 through 2025 and adoption of
the Plan is required each year. The TDP is based upon the 2020 budget adopted by the Board of
Commissioners on December 9, 2019. members of the public registered to speak during the public
hearing.

This year’s TDP was reformatted to comply with new content guidelines provided by WSDOT in
late April; it continues to provide a general outline of services and facility changes anticipated for
the 2020-2025 horizon; includes financial elements (both operating and capital) budgeted for 2020
and projections through 2025; better conveys performance measures and timelines outlining how
Pierce Transit intends to comply with Statewide Transportation goals and policies; includes local
key performance indicators important to the agency; provides a briefer accounting of agency
activities and accomplishments in 2019; and acknowledges COVID-19 and its high-level impacts
to the agency.

A short discussion ensued about whether Title VI requirements should be included in the Transit
Development Plans, with staff indicating that the Agency is required to follow those requirements
and the purpose of the TDP is to serve more as a report card and road map of the Agency.
Adoption of the TDP is scheduled for September 14, 2020.

The Public Hearing was opened and closed with nobody signing up to speak.

CONSENT AGENDA

(Items listed below were distributed to Commissioners in advance for reading and study and are
enacted with one motion. Item(s) may be moved to the Action Agenda at the request of a
Commissioner.)

. . .. f
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Commissioners Campbell and Eidinger moved and seconded to approve the consent agenda as
presented.

Motion carried, 8-0.

1. Approval of Vouchers, July 1, 2020 to July 31, 2020
Operating Fund #10
Self-Insurance Fund #40
Capital Fund #90
Payment Nos. 374098 through 374310
Wire Nos. 4770 through 5059
No Advance Travel Checks
Total $12,036,901.80

2. Minutes: July 13, 2020 regular meeting.

ACTION AGENDA

1. FS 2020-037, Lakeland Hills Agreement

Senior Planner of Scheduling Lindsey Sehmel presented on the proposed agreement, noting
that the partnership agreement has been in service since 2008. She reviewed the Service
Map for the proposed agreement and reviewed the contractual elements/costs of the
contract.

Commissioners Campbell and Anderson moved and seconded to authorize the Chief
Executive Officer to enter into and execute a five year Transit Service Financial Funding
Agreement with the City of Auburn and King County Metro for the Operation of the Route
497 Lakeland Hills Connector in an amount not to exceed $2,834,725.36.

Motion carried, 8-0.

STAFF UPDATES/DISCUSSION

CEQ’s Report — CEO Dreier reported on the following items:

e Pierce Transit received $500,000 of CARES Monies from Pierce County and thanked
Commissioners Anderson, Dammeier and Campbell for their assistance in helping Piece
Transit to receive the funds.

e Provided a recap of the July 22, 2020 Board Composition Review Meeting and detailed
the next steps for transitioning to the new composition.

e Furloughed operators will be returning to accommodate a 90 percent service level.

. . .. f
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INFORMATIONAL BOARD ITEMS

Chair Report

Chair Woodards congratulated CEO Dreier for her five years of service with Pierce Transit and
detailed her significant accomplishments.

Various members of the Board expressed their thanks and gratitude for her service and strong
leadership during times that have been turbulent such as building back from the Great Recession,
COVID-19, and for her emphasis on Safety.

Sound Transit Update

Commissioner Keel reported that Sound Transit is going through a realignment process due to
COVID-19 which will extend into 2021 and will have a short-term plan to continue with capital
projects. Sound Transit is also looking at its operations/service agreements that it has with other
transit agencies who operate service on their behalf, noting that there could be impacts to Pierce
Transit.

PSRC Transportation Policy Board Update

Commissioner Anderson reported that there was no meeting in August and noted that he believes
that the belief that PSRC funds are not being distributed in an equitable fashion is gaining traction
amongst other elected officials.

Commissioner Comments

Commissioner Farris talked about the concept of large businesses such as Amazon/Google
setting up local satellite offices along the train route and how to get these large businesses to

invest in the community.

EXECUTIVE SESSION

At 5:00 p.m., the regular meeting was recessed into Executive Session for 45 minutes to discuss
the performance of a public employee pursuant to RCW 42.30.110 (g). She noted that it is
anticipated that the Board will take formal action in open session.

[Commissioner Dammeier left the Executive Session at approximately 5:10 p.m.]
At 5:45 p.m., the meeting was extended approximately 15 minutes. Staff was unable to
announce the extension due to technology difficulties; however, there were no members of the

public in attendance of the virtual meeting.]

RECONVENE

The regular meeting was reconvened into open session at 6:05 p.m. Chair Woodards noted that
the Board will postpone taking any action on this matter until the September 14, 2020 Board
meeting. [Members remaining present: RF, DA, MC, KK, VW, DE, NH]

. . .. f
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ADJOURNMENT

Commissioners Campbell and Anderson moved and seconded to adjourn the meeting at 6:06 p.m.

Motion carried, 7-0.

Deanne Jacobson Victoria Woodards, Chair
Clerk of the Board Board of Commissioners

. . .. f
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Board of Commissioners
Fact Sheet No.: 2020-040

s Pi e rCETra n S it Date: September 14, 2020

TITLE: Authorizing Execution of Amendment No. 3 with DIVISION: Service Delivery & Support

Sound Transit to Extend the Sound Transit Express Bus

Service Operations and Maintenance Contract Through June SUBMITTED BY: Mike Griffus, Executive Director, Service
30, 2021 Delivery and Support

RELATED ACTION:  Resolution No 15-038, Sound Transit Express Bus Service Operating and Maintenance Agreement

Resolution No. 18-046, Authorized the Execution of Amendment No. 1 to Extend the Sound Transit (ST) Express Bus
Service Operations And Maintenance Contract For One-Year Through December 31, 2019 Which Includes a Revised Cost
Allocation Model (CAM)

Resolution No. 19-034, Authorized the Chief Executive Officer to Execute Amendment No. 2 to Extend the Sound Transit
Express Bus Service Operations and Maintenance Contract Through December 31, 2020.

ATTACHMENTS: RELATION TO STRATEGIC PLAN: Financial

Proposed Amendment No 3.

BACKGROUND:

Pierce Transit (PT) operates and maintains a significant portion of Sound Transit's regional bus fleet in accordance with
the terms of the Interagency Agreement for ST Express Bus Service Operations and Maintenance that extends through
December 31, 2020. Accommodating both local and regional transit operations needs are important and deemed to
be within the public interest. Pierce Transit and Sound Transit have maintained an interagency agreement for the
operation of Regional Express Bus Operations and Maintenance for many years. Staff from Pierce Transit and Sound
Transit have negotiated a fair and reasonable service agreement that ensure high quality service and an equitable
compensation plan for the operations of Sound Transit Express Bus Service Operations and Maintenance. The proposed
Amendment will extend the Agreement to expire June 30, 2021. The estimated revenue is approximately $28 million
for 2021.

Both parties have mutually agreed to the terms of the attached Exhibit A. The Amendment was approved at the Sound
Transit Board meeting on July 23, 2020.  Negotiations for the next five (5) year contract for Sound Transit Express Bus
Service Operations and Maintenance is currently in negotiations.

STAFF RECOMMENDATION:

Recommendation by staff is to approve the Resolution Authorizing the Chief Executive Officer to enter into an
Amendment to extend the Sound Transit Express Bus Service Operating and Maintenance contract for six (6) months
through June 30, 2021. The expected revenue is an estimated $28million for the first (6) months of 2021.
ALTERNATIVES:

Do not authorize the CEO to enter into the Amendment to extend the ST Express Bus Operations and Maintenance
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Contract. The result of this would-be termination of the existing contract that expires on December 31, 2020. Pierce
Transit would be operating Sound Transit services without a current Express Bus Operating and Maintenance
contract.

PROPOSED MOTION:

Move to: Authorize the Chief Executive Officer to enter into and execute Amendment No. 3 with Sound Transit
extending the Sound Transit Express Bus Operation and Maintenance Contract to June 30, 2021.
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AMENDMENT NO. 3
TO THE INTERAGENCY AGREEMENT
BETWEEN PIERCE TRANSIT AND SOUND TRANSIT
FOR ST EXPRESS BUS SERVICE OPERATIONS AND MAINTENANCE

WHEREAS, on July 6, 2015, Pierce County Public Transportation Benefit Area
Corporation (hereinafter referred to as “Pierce Transit”) and Central Puget Sound Regional Transit
Authority (hereinafter referred to as “Sound Transit”) entered into the ST Express Bus Service
Operations and Maintenance Agreement (the “Agreement”) to define the operations and
maintenance services to be provided by Pierce Transit for the Operations of Sound Transit’s
Express Bus Services and to address the associated maintenance costs and the basis for allocation;
and

WHEREAS, on November 27, 2018, the parties entered into Amendment No. 1 to the
Agreement, which amendment included a Revised Cost Allocation Model (CAM) and extended
the Agreement through December 31, 2019; and

WHEREAS, on September 13, 2019, the parties entered into Amendment No. 2 to the
Agreement, which amendment included a Revised Cost Allocation Model (CAM) and extended
the Agreement through December 31, 2020; and

WHEREAS, Sound Transit has requested an extension of the current Agreement for an
additional six (6) month period to allow time to complete a Regional Bus Survey in an effort to
determine its future service needs, and Pierce Transit has agreed to said six (6) month extension;

NOW, THEREFORE, the parties agree as follows:

Term: The parties agree to extend the term of the Agreement to June 30, 2021.

All other terms and conditions of the Agreement and any prior Amendments thereto remain
unchanged during this extended term.

The Parties have executed Amendment No. 3 to the ST Express Bus Service Operations and
Maintenance Agreement as of the day and year set forth below their signatures.

PIERCE COUNTY PUBLIC CENTRAL PUGET SOUND REGIONAL
TRANSPORTATION BENEFIT AREA TRANSIT AUTHORITY
CORPORATION

Susan Dreier Peter Rogoff

Chief Executive Officer Chief Executive Officer
Date: Date:

Approved as to form: Approved as to form:

ST Express Bus Service Operations and Maintenance Agreement — Amendment No 3 — 2020
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Pierce Transit Legal Counsel

Sound Transit Legal Counsel

ST Express Bus Service Operations and Maintenance Agreement — Amendment No 3 — 2020
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Board of Commissioners

B gy = — Fact Sheet No.: 2020-041
A‘ PlerCETra ns It Date: September 14, 2020

TITLE: Adoption of Revision No. 2 of the Pierce Transit DIVISION: Service Delivery & Support

Public Transportation Agency Safety Plan
SUBMITTED BY: Mike Griffus, Executive Director of Service
Support and Delivery

RELATED ACTION:

Resolution No. 17-034, adopting the Pierce Transit Public Transportation Agency Safety Plan.
Resolution No. 19-033, adoption of Revision No. 1 of the Pierce Transit Public Transportation Agency Safety Plan

ATTACHMENTS: RELATION TO STRATEGIC PLAN: Financial

Proposed Resolution BUDGET INFORMATION: N/A
Exhibit A, Pierce Transit Public Transit Agency Safety Plan
With Revisions

BACKGROUND:

The Public Transportation Agency Safety Plan (PTASP) final rule (49 C.F.R. Part 673) requires certain operators of public
transportation systems that are recipients or sub-recipients of FTA grant funds to develop safety plans that include the
processes and procedures necessary for implementing Safety Management Systems (SMS). The final rule became
effective July 19, 2019.

Each transit operator was required to certify that it has a safety plan meeting the requirements of the rule by July 20,
2020. The rule applied to:

e Recipients or sub-recipients of financial assistance under 49 U.S.C. § 5307 that operate a public transportation
system.
e Operators of rail systems subject to FTA's State Safety Oversight Program.

On September 11, 2017 the Board of Commissioners adopted the Pierce Transit Public Transportation Agency Safety
Plan by Resolution No. 2017-034, which served as a high-level overview of the Agency’s Safety Program. The plan
was revised on September 9, 2019, which were adopted by the Board of Commissioners on September 9, 2019 by
Resolution No. 2019-033.

Since that time, the Safety Department has revised this document to fully meet the requirements of 49 C.F.R. Part 673
and greatly enhanced this document by creating a clear road map on how the Agency will meet its safety targets and
how it responds to national pandemics. The Federal Transportation Administration requires that the PTASP and future
amendments be approved by the Pierce Transit Board. The below table illustrates the amendments proposed in
Revision 2 of the PTASP and includes the following components below:
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Nature of revision

Cover — Adjusted to include address per FTA requirement and reformatted cover.

Revision Record — Moved to 19 Appendix N and adjusted for easier identification of changes.

Revision Summary added after Cover.

Acronym Glossary — Removed SSPP.

Executive Summary — Added Federal Way.

- Added the paragraph - “Recipients or sub-recipients of financial assistance under 49 U.S.C. § 5307
that operate a public transportation system. Pierce Transit as it is known today is a Public
Transportation Benefit Area Corporation, incorporated under authority of Chapter 36.75A of the
Revised Code of Washington State. Serving Washington’s second largest county, Pierce Transit
provides four types of service: fixed route, specialized transportation (SHUTTLE) services for the
disabled, Vanpool ridesharing transportation services for long distance commuters, and seasonal
trolley services. Today the agency’s service area covers 292 square miles of Pierce County. the agency
only receives .006% (or 6/10 of 1 percent) of the maximum .009% in local sales and use taxes allowed
under the Washington State Department of Revenue.”

- Added the sentence - “Pierce Transit’s Agency Safety Plan addresses all applicable requirements
and standards as set forth in FTA’s PTASP and the National Public Transportation Safety Plan.”

- Added the following paragraph under Policy Statement — “Accountable Executive means a single,
identifiable person who has ultimate responsibility for carrying out the Public Transportation Agency
Safety Plan of a public transportation agency; responsibility for carrying out the agency's Transit Asset
Management Plan; and control or direction over the human and capital resources needed to develop
and maintain both the agency's Public Transportation Agency Safety Plan, in accordance with 49
U.S.C. 5329(d), and the agency's Transit Asset Management Plan in accordance with 49 U.S.C. 5326.”

2.5.3 — Removed SSPP.

2.5.4 and 2.5.5 - Added clarifying information as to the responsibilities of Executive Directors,
Managers and Supervisors — including ensuring employees are familiar with and comply with the
plan.

2.5.6 — Added “Ensure that they are familiar and comply with safety processes/procedures and
reporting contained within this document.”

2.5.7 — Removed “See SSPP.”

2.6 No. 1 — Added Situational Report (SIT Rep).

2.6 No. 2 — Added Emergency Management Coordinator and Emergency Plans (Pandemic Flu Response
Plan, COVID-19 Prevention Plan, Private Medication Center Plan)

2.6 No. 3 — Added planned date to update the SSEPP by and refresher training.
- Added “Base Master Plan includes CPTED planning for existing upgrades and new facility designs.”

2.6 No. 4 — Added “(in 2020 the plan is to integrate this information into the COOP, which is in
development).”

2.8 — Added audit information I, Il, and I1l.

- Added the following to the first paragraph — “Changes, updates or additions to the PTASP might be
prompted by such occurrences as change in trends, policy or process change, organizational structure
or recommendations by qualified internal/external reviewing entities. Major substantive changes to
the PTASP will be presented annually on or around the 2nd quarter meeting to the Board of Directors
for approval after being reviewed, accepted and signed by the CEO (Accountable Executive). This
document will be maintained for 3 years after creation and be made available upon request by the
FTA or other regulatory entities.”

3.1.3 — Added Safety Suggestion QR code under No. 7.
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3.1.6 through 3.1.8 — Moved down to accommodate addition of Conflict and Assault Prevention
Program.

4.1.1 — Updated data to reflect 2019 figures and adjusted targets to reflect 2020 projected targets
and moved to 20 Appendix O per recommendation.

Added the following language - This data is also used to determine opportunities to tailor training to
the trends observed. For example, data analysis determined there was a higher frequency of
preventable accidents in employees with 2 years of tenure or less over any other tenure. Right-side
clearance was determined to be the most common preventable accident type in employees with this
same tenure as well. With this data, additional training for employees within this tenure has been
created along with a new cone course designed to provide practice maintaining right-side clearance
while maneuvering.

4.1.6 — Adjusted verbiage to clarify the Safety Department will review all findings. Removed Risk
Department and the Safety Committee.

5.2.5 — Added clarifying language that the Safety Department will determine which safety-related
comments and concerns will be discussed and addressed at the Safety Committee Meeting. Also,
added the Safety Suggestion QR code as another means for employees to share safety ideas and
concerns.

5.2.6 — Changed “Good Driver” to “Distinguished Driver” to accurately reflect our awards.
8-Appendix C — Changed “Good Driver” to “Distinguished Driver” and replaced sample with correct
award.

10-Appendix E — Exchanged sample inspection sheets to reflect samples of the current sheets being
used.

15-Appendix J — Replaced with example of new Corrective Action Log pulled from Tracklt.
17-Appendix L — Replaced with updated list of Safety classes as of 6/2/2020.

20-Appendix O — Added NTD Goals to PSRC.

21-Appendix P — Added draft of Conflict and Assault Prevention Program as of 6/9/2020.

STAFF RECOMMENDATION:

Staff recommends approval of the amendments proposed in Revision 2 of thePublic Transportation Agency Safety Plan
(PTASP) as presented.

ALTERNATIVES:

Do not approve the amendments proposed in Revision 2 as presented and direct staff to make certain identifiable edits
to the Plan.

PROPOSED MOTION:

Move to: Approve Resolution No. 2020-016, adopting Revision No. 2 of the Pierce Transit Public Transportation Agency
Safety Plan as presented in Exhibit A.
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RESOLUTION NO. 2020-016

A RESOLUTION of the Board of Commissioners of Pierce Transit Adopting Revision No. 2 of the Pierce Transit
Public Transportation Agency Safety Plan

WHEREAS, the Public Transportation Agency Safety Plan (PTASP) final rule (49 C.ER. Part 673) requires
certain operators of public transportation systems that are recipients or sub-recipients of FTA grant funds to
develop safety plans that include the processes and procedures necessary forimplementing Safety Management
Systems (SMS); and

WHEREAS, the final rule became effective on July 19, 2019; and

WHEREAS, each transit operator is required to certify that it has a safety plan meeting the requirements
of the rule by July 20, 2020; and

WHEREAS, On September 11, 2017, the Board of Commissioners adopted the PTASP by Resolution No.
2017-034; and

WHEREAS, the Board of Commissioners on September 9, 2019 approved Resolution No. 2019-033,
adopting Revision No. 1 to the PTASP and

WHEREAS, Revision No. 1 was implemented to fully meet the requirements of 49 C.FR. Part 673 and
created a road map for how the Agency will meet its safety targets; and

WHEREAS, Revision No. 2 amendments fully meet the requirements of 49 C.ER. Part 673 and creates a
clear road map on how the Agency will meet its safety targets and response to the national pandemic.

WHEREAS, the Federal Transportation Administration requires that the PTASP and future amendments
be approved by the Pierce Transit Board.

NOW THEREFORE, BE IT RESOLVED by the Board of Commissioners of Pierce Transit as follows:

Section 1. The Board of Commissioners adopts Revision 2 of the Pierce Transit Public Transportation
Agency Safety Plan in substantially the same form as Exhibit A, attached hereto.

ADOPTED by the Board of Commissioners of Pierce Transit at their regular meeting thereof held on
the 14th day of September 2020.

PIERCE TRANSIT

Victoria Woodards, Chair
Board of Commissioners
ATTEST/AUTHENTICATED

Deanne Jacobson, CMC
Clerk of the Board
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Revision Summary

Version Date Approved By - Version Date Approved By -
Number Number

090117 9/1/2017 Sue Dreier

072319 7/23/2019 | Sue Dreier /The Pierce

(Rev. 1) Transit Board

102519 10/25/2019 | Safety Department

112519 11/25/2019 | Safety Department

062620 06/26/2020 | Sue Dreier

(Rev. 2)
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1 Acronym Glossary

Acronym
APP
BS&T
CBA
CDL
CEO
CAPP
CPA
CSO
DC
DCC

EIR
EOC
EWS
FTA
HD
IPT
IWRP
JBSC
JHA
KPIs
LMS
NTD
OB
OPS

Definition

Accident Prevention Plan

Bus Safety & Training

Collective Bargaining Agreement
Commercial Driver License

Chief Executive Officer

Conflict and Assault Prevention Program
Corrective and Preventable Actions
Chief Safety Department Officer
DriveCam

DriveCam Coordinator
Emergency Alarm

Enterprise Asset Management
Employee Injury Rates
Emergency Operations Center
Early Warning System

Federal Transit Administration
Hard Drive

Inside Pierce Transit

Inclement Weather Response Plan
Joint Bus Safety Committee

Job Hazard Analysis

Key Performance Indicators
Learning Management System
National Transit Database
Operator Observation

Operators
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PIR
PRC
PRPTs
PT
PTASP
RATA
RCA
RCL
REM
SA
SDS
SMS
SOP
SRM
SSEPP
ST
TAMP
WSTIP

Passenger Injury Rate

Public Records Clerk

Policies, Rules, Procedures and Tasks
Pierce Transit

Public Transportation Agency Safety Plan
Risk Assessment and Impact Analysis
Root Cause Analysis

Radio Control Log

Risk Evaluation Matrix

Safety Assurance

Service Delivery and Support

Safety Management System

Standard Operating Procedure

Safety Risk Management

System Security & Emergency Preparedness Plan
Sound Transit

Transit Asset Management Plan

Washington State Transit Insurance Pool
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Executive Summary

Pierce Transit improves our service area’s quality of life by providing safe, reliable,
innovative and useful transportation services that are locally based and regionally
connected. The Agency provides bus service throughout 70 percent of Pierce County,
including the cities of Auburn, Edgewood, Federal Way, Fife, Fircrest, Gig Harbor,
Joint Base Lewis-McChord, Milton, Puyallup, Ruston, Steilacoom, Tacoma and
University Place. The agency also provides service into King County through
contracted service with Sound Transit, Puget Sound’s Regional Transit Authority.

Recipients or sub-recipients of financial assistance under 49 U.S.C. § 5307 that
operate a public transportation system. Pierce Transit as it is known today is a Public
Transportation Benefit Area Corporation, incorporated under authority of Chapter
36.75A of the Revised Code of Washington State. Serving Washington’s second
largest county, Pierce Transit provides four types of service: fixed route, specialized
transportation (SHUTTLE) services for the disabled, Vanpool ridesharing
transportation services for long distance commuters, and seasonal trolley services.
Today the agency’s service area covers 292 square miles of Pierce County. the agency
only receives .006% (or 6/10 of 1 percent) of the maximum .009% in local sales and
use taxes allowed under the Washington State Department of Revenue.

Managing risk and safety is at the core of our safety culture and an essential part of
our business activities. Pierce Transit has adopted a Safety Management Systems
(SMS) framework as an explicit element of the Agency’s responsibility by establishing
safety policies; identifying hazards and controlling risks; goal setting; planning;
prioritizing resources and measuring performance. Furthermore, the Agency’s SMS is
a means to foster Agency-wide support for transit safety by establishing a culture
where management is held accountable for safety and everyone in the organization
takes an active role in securing transit safety.

To ensure transit safety in our system, Pierce Transit has developed this Public
Transit Agency Safety Plan (PTASP or the “Plan”) which includes setting
performance targets based upon collected data and performance-based criteria.

Pierce Transit’s PTASP is consistent with and supports the Safety Management System
(SMS) approach to safety risk management. SMS is an integrated collection of Agency
policies, processes, and behaviors that ensures a formalized, proactive and data-driven
approach to safety risk management.

Pierce Transit’s Agency Safety Plan addresses all applicable requirements and
standards as set forth in FTA’s PTASP and the National Public Transportation
Safety Plan. The goal of Pierce Transit’s PTASP is to increase the safety of our
transit system by proactively implementing the four components of SMS: Safety
Management Policy, Safety Risk Management, Safety Assurance and Safety
Promotion. This strategic approach is flexible and scalable where effectiveness is
determined by attaining safety performance targets and standards. The PTASP for
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Pierce Transit addresses the following elements:

Policy Statement

Conveys top-level management’s commitment and
support for the SMS. The policy statement is signed by
the Pierce Transit CEO, the accountable executive for the
operation of the Agency, and to the Board of
Commissioners.

Accountable Executive means a single, identifiable
person who has ultimate responsibility for carrying out
the Public Transportation Agency Safety Plan of a public
transportation agency; responsibility for carrying out the
agency's Transit Asset Management Plan; and control or
direction over the human and capital resources needed
to develop and maintain both the agency's Public
Transportation Agency Safety Plan, in accordance with
49 U.S.C. 5329(d), and the agency's Transit Asset
Management Plan in accordance with 49 U.S.C. 5326.

Safety Objectives

Specifies measurable and attainable safety objectives to
reach the Agency’s annual and overall safety goals.

Safety Performance
Targets

Establishes a list of quantifiable levels of safety
performance that the Agency has established as a base for
safety performance measurability.

Safety Accountabilities
and Responsibilities

Clearly defines roles and responsibilities for safety
management that provides for ownership at every level
including assurance of safety.

Employee Safety Formalizes a reporting structure that empowers and
Reporting Program  encourages employees to report safety conditions to all
management personnel void of any repercussions.
SMS Review and Outlines an annual process to review and update the plan
Recordkeeping including a timeline for implementation of the process.
Safety Risk Provides the formal hazard control processes the Agency

Management Approach

uses to identify hazards; analyze, evaluate and prioritize
safety risks; and develop, implement and evaluate risk
controls strategies.

Safety Assurance

Provides a framework for establishing Key Performance
Indicators (KPIs) and associated processes; continuously
monitors and evaluates the effectiveness of how the
Agency’s SMS manages safety risks; manages changes
and supports continuous improvement regarding the
Agency’s safety performance.
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Safety Training and
Communication

Outlines the comprehensive safety training program for
Agency staff that ensures staff members are trained and
competent to perform their safety duties and provides the
means for effectively communicating safety performance
and safety management information.
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2 Safety Management Policy

2.1 Mission and Policy Statement

Pierce Transit plans, builds and operates a transit system that provides services to
improve mobility for Pierce County with regional connections. Safety is first and
foremost in the delivery of services that are dependable and cost effective, thereby
enhancing the quality of life in our community.

Managing risk and safety is one of our core business functions. Pierce Transit is
committed to developing, implementing, maintaining and continuously improving
processes to ensure the delivery of our transit services takes place under a balanced
allocation of organizational resources aimed at achieving the industry’s best, safe
work practices and meeting established standards.

The Pierce Transit Safety and Risk departments are directed to plan, implement and
administer a comprehensive and coordinated Safety Management System (SMS) with a
safety plan that identifies activities to prevent, eliminate, control and/or reduce
hazards that may occur during the design, construction, procurement and or
operational stages of the Agency’s transportation modes (bus, paratransit, and van
pool).

It is the policy of Pierce Transit to fully support a proactive Safety Program that uses
preventative concepts to identify and resolve hazards. However, the success of the
safety program depends on the sincere and cooperative efforts and active
participation of all employees. It is therefore the responsibility of each Pierce Transit
employee to actively participate in the safety process, provide requested
information, aid in investigations, and actively prevent hazards.

All levels of Pierce Transit management, employees, contractors, and partner
agencies are responsible for upholding the best safety performance, with final
responsibility resting with the Chief Executive Officer (CEO) as the Accountable
Executive.

The Executive Director of Service Delivery, as the Agency’s designated Chief Safety
Department Officer (CSO), has the oversight authority and responsibility for
implementation of the Agency’s Safety Management System (SMS) and reports
directly to the CEO. The CSO is responsible for providing resources, executive-level
safety advocacy, and direction to the Safety Manager and the Safety Department for
managing day-to-day implementation and operation of the Agency’s SMS.

Pierce Transit commits to:

» Support the risk and safety management program by providing appropriate
resources and visible top-level commitment to safety;
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= Foster a positive safety culture and embed best practices among all managers
and employees;

* Clearly define to all managers and other employees their responsibilities for
the delivery of the organization’s safety performance and the performance of our
Safety Management System;

= Establish a systematic and comprehensive approach to identify, analyze,
evaluate, and mitigate safety risks to ensure the Agency meets or exceeds the
acceptable level of safety performance;

= Integrate the Safety Management System into all departmentallevels;

* Ensure there are no repercussions when employees report unsafe work
practices and hazards. As an Agency, we encourage participation and
contribution of all employees in the management of safety. We ensure that no
action will be taken against any employee who discloses a safety concern unless
such a disclosure indicates, beyond any reasonable doubt, an illegal act, gross
negligence, or a deliberate or willful disregard of regulations or procedures;

» Provide adequate and appropriate safety-related information and job-specific
safety training for our employees and ensure that they are competent in safe
work performance;

*» Ensure that sufficient skilled and trained human resources are available to
implement safety management processes;

» Establish and measure our safety performance with realistic and data-driven
safety performance indicators and safety performance targets;

* Comply with and exceed wherever possible, legislative and regulatory
requirements and standards;

= Continuously improve our safety performance through management
processes that ensure the Agency is taking appropriate and effective safety
management actions; and

* Ensure that systems and services supplied from outside the Agency are
delivered in timely manner that meets our safety performance standards.

= Ensure that Pierce Transit’s Board of Commissioners is kept apprised of
Agency safety management initiatives.

Avé, @/U_m A3/

Sue Dreier, Chief Executive Officer Date
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2.2 Purpose and Applicability

The purpose of this plan is to provide a structured safety management approach that
effectively controls operational safety risks and continuously improves the Agency’s
safety performance:

e Document a top-down commitment from management and a commitment from
employees, partners, and contractors to archive safety performance goals.

e Kstablish a chain of control to document implementation of the PTASP through
guidelines, policies and provisions.

e Identify safety management roles and responsibilities that outline ownership at
every level.

e KEstablish the Agency’s safety goals and objectives while ensuring we are following
industry safety practices and federal recommendations.

e Set safety performance targets and Key Performance Indicators (KPIs) to ensure
the Agency achieves its safety objectives.

e Define acceptable levels of safety performance for provided services.

e Provide a framework and guidance to implement, evaluate, and continuously
improve safety policies, the safety risk management processes, and the
achievement of related goals and objectives.

o [Kstablish safety programs that document Pierce Transit’s commitment to safety.

This PTASP applies to all Pierce Transit operations. All divisions and departments are
required to ensure that facilities, equipment, supplies, practices, and procedures meet or
exceed applicable federal, state, and local standards as well as the Pierce Transit SMS.
Individual departments are responsible for documenting specific procedures tailored to
their business as needed.

2.3 Safety Goals

2.3.1 GOAL 1: SMS to Reduce Casualties/Occurrences.

Use a Safety Management Systems framework to identify safety hazards, mitigate risk
and reduce injuries and property losses.

2.3.2 GOAL 2: SMS to Foster a Robust Safety Culture

Foster Agency-wide support for transit safety by establishing a culture that holds Agency
leaders accountable for safety and ensures all employees take an active role in securing
transit safety; and cultivating a safety culture in which employees are comfortable and
encouraged to bring safety concerns to the attention of Agency leaders.

2.3.3 GOAL 3: SMS to Enhance System/Equipment Reliability

Provide safe and reliable transit operations by assuring that all vehicles, equipment and
facilities are regularly inspected, maintained and serviced as needed.

2.3.4 GOAL 4: Annual Safety Goals and Objectives

Each year all Agency departments will be required to establish safety goals and
objectives that include benchmarks and KPIs.
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2.4 Concept of SMS Operations:

The four components of the Pierce Transit Safety Management System are:

Safety Policy — Establishes our commitment to continually improve safety;
defines the methods, processes, and organizational structure needed to meet
safety goals.

Safety Risk Management (SRM) — Determines the need for, and adequacy
of, new or revised risk controls based on the assessment of acceptable risk.
Safety Assurance (SA) — Evaluates the continued effectiveness of
implemented risk control strategies; supports the identification of new hazards.
Safety Promotion — Includes training, communication and other actions
necessary to create a positive safety culture at all levels within the Agency.
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Figure 1 - Four Pillars of SMS

2.5 Safety Accountability and Responsibility

Employee safety is a critical component of a transit safety program. In Washington
State, employee safety is regulated by the Washington State Department of Labor and
Industry’s Department of Safety and Health (DOSH), and requires:

A workplace free of recognized hazards
A written Accident Prevention Program
Safety Committees

Safety Bulletin Boards

First Aid
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Personal Protective Equipment (PPE)

Lighting

Housekeeping

Drinking water, restrooms and washing facilities

Accident Reporting

Other requirements as specified in Chapter 296 Washington Administrative Code

The CEO, as the Accountable Executive, has the ultimate responsibility for safe and
secure operations of Pierce Transit and contract service operators. Each employee is
required to carry out specific system safety responsibilities, depending on their position,
in compliance with the PTASP. The Pierce Transit SMS Organization Chart below
(Figure 2) outlines who is responsible for the performance of the SMS and the
relationship between the Accountable Executive (CEO) and the transit Agency’s
governance structure. This chart reflects the Agency’s commitment to safety.
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Figure 2 - Pierce Transit SMS Organization Chart
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2.5.1 Safety Responsibilities of Chief Executive Officer (CEO)
The CEO’s authorities and responsibilities for the SMS Plan include:

e Acts as the Agency's safety advocate;

e Has full authority for human resource issues;

e Maintains authority for major financial issues;

e Directs responsibility for the conduct of the Agency's affairs;

e Has final authority over agency operations;

e [KEstablishes and promotes safety policy;

e Collaborates with the Safety Department to establish the Agency's safety
objectives and safety targets and;

e Has final responsibility for the resolution of all safetyissues.

2.5.2 Safety Responsibilities of Chief Safety Department Officer (CSO)
The Executive Director of Service Delivery, as the Agency’s designated Chief Safety
Department Officer (CSO), has the oversight authority and responsibility for
implementing the Agency’s Safety Management System (SMS) and reports directly to
the CEO. The CSO is responsible for providing resources and executive-level safety
advocacy and direction to the Safety Manager and the Safety Department, which
manages day-to-day implementation and operation of the Agency’s SMS.

2.5.3 Safety Responsibilities of Safety Manager

The safety of operations rests with the relevant agency managers. The Safety Manager’s
role is to assist those managers with safe operations. The duties of the Safety Manager
include taking a lead role in:

e Developing/maintaining safety policies, plans, procedures and processes and
developing and maintaining a proactive SMS Plan/program.

e Providing advice for developing realistic and data-driven safety performance
indicators and safety performance targets.

e Jointly engaging, with Risk Management, in safety audit activities, including
verifying compliance with the SMS Plan with relevant legislation, guidelines and
standards.

e Providing advice, interpretation and recommendations over technical matters
such as safety design and systems in new bus purchases; facility renovations;
decommissioning of old equipment; and other areas (e.g., standards for safe
working, job hazard analyses and assisting with the development of Standard
Operating Procedures (SOPs)).

e Coordinating closely with Public Safety on policies, plans, standards and
programs related to bus operator and Public Safety activities that involve
passenger injuriesor incidents (e.g., anti-social behavior), pedestrian incidents or
incidents with other road users (e.g., collisions), preventing and mitigating transit
worker assaults, emergency response and security procedures for transportation
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events.

Providing support, direction and/or advice on programs with region—wide
significance, such as Best Practices and Fatigue Management guidelines, in which
the Agency works with the Sound Transit (ST) Safety Transit Integration Group
and/or Washington State Transit Insurance Pool (WSTIP).

Leading the development of safety training, competency and awareness programs
and providing advice, input and final review in the development of training
activities.

Participating in Health and Wellness Programs covering the policies, plans,
procedures and processes related to employee health and wellness, including
health promotions, Safety Day, fitness for work, vaccinations and the Employee
Assistance Program.

Auditing the Drug and Alcohol program in accordance with the SMS Plan/ audit
schedule.

Develop a coherent system safety management program that will ensure the
Agency meets environmental, safety and health requirements.

Tailor safety management plans for conduct of operations based upon risk.
Allocate safety resources based on work, associated hazards and importance of
facilities/activities.

Provide training and education programs that maintain competency in safety-
critical areas.

Measure and report program effectiveness in a form that is useful and relevant.

2.5.4 Safety Responsibilities of Executive Directors and Managers

The SMS Plan roles, responsibilities and accountabilities of the positions on the
organizational chart are explicitly outlined in this document.

Executive Directors and Managers are accountable to ensure that employees
have been familiarized and comply with safety processes/procedures and
reporting contained within this document.

All managers are ensuring that sufficient resources are available to achieve
the outcomes of the SMS Plan.

The structure of the Agency is documented so everyone understands their
roles and responsibilities.

To demonstrate their ongoing support for the SMS Plan, managers will:

o Actively support and promote the SMS Plan by reviewing each year
the sections that apply to their respective departments and
managerial job duties;

Cooperate with the Safety Manager and his staff;
Ensure due processes and procedures are in place for safe operations;
Make sufficient resources available to support the SMS Plan; and,

Continually monitor their areas of responsibility, as outlined in the SMS

O O O O
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Plan.

2.5.5 Safety Responsibilities of Supervisor

Provide adequate supervision in monitoring mechanisms, and providing information,
instruction and training to ensure Pierce Transit effectively develops and implements its
safety policy.

Supervisors are accountable to ensure that employees have been familiarized and
comply with safety processes/procedures and reporting contained within this document.
When work assigned to an employee includes executing safety-critical tasks, the
supervisor shall ensure the safety-critical task can be completed, even if it requires
putting other work aside until the safety task is completed.

Duties and responsibilities of key safety personnel are also found in one or more of the
following:

e Safety manuals (e.g., Accident Prevention Plan (APP), etc.);

e Operator’s manual;

e Safety-related Policies, Rules, Procedures and Tasks (PRPTs) on the agency’s
Intranet;

e Information in this SMS Plan documentation; and

e Job descriptions.

2.5.6 Safety Responsibilities of Pierce Transit Employees
All employees are responsible for and empowered to:
e Ensure that they are familiar and comply with safety processes/procedures and
reporting contained within this document.
e Ensure their work areas and equipment are in safe condition;

e Ensure every task/job performed is completed safely and with no adverse
consequences;

e Identify, assess, control and report hazards;

e Cooperate with the Safety Manager, safety staff and Safety Committee Members;

e Safeguard and look out for co-workers;

e Follow established procedures and policies;

e Identify situations where procedures are not adequate;

o Ask for assistance if their skills, physical capabilities and/or knowledge arenot
adequate to complete the task;

e Stop and report work they deem unsafe; and

e Demonstrate safe work behaviors.

2.5.7 Safety Responsibilities Matrix

This safety responsibility matrix below outlines the duty assigned to each position or
role and the ways these responsibilities are measured. There are sufficient staffing levels
to carry out these risk-management tasks.
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2.6 Public Safety and Emergency Management Interaction

Service Delivery and Support (SDS) is responsible for developing plans and procedures
to contend with emergencies and making contingency plans to return to normal
operations. Each department within the SDS Division takes part in the emergency

planning for the Agency.

1. Service Support Department takes the lead in coordinating the agency’s
emergency responses and the Emergency Operations Center (EOC). This
department serves as the Pierce Transit Emergency Management Liaison
and works closely with the Pierce County Emergency Management Office to
arrange training and exercises for Pierce Transit Emergency Responders.
During an emergency, this department helps with the following:

Emergency evacuation assistance

Detour preparation (working closely with Scheduling and Planning
Department to coordinate the detour)

Public Safety radio communication

Passenger assistance

Emergency Management liaison

Pierce Transit EOC activation

Bus bridge coordination

Situational Report (SIT Rep)

2. Service Delivery Department provides short- and long-term coordination to
aid in the emergency response of federal, state, and local agencies, and/or the
restoration of essential public transit services during emergency and disaster

events.

Presently (2019/2020), the position of Emergency Management Coordinator is
working to update/create the following*:
e Emergency Communications Plan

o Inclement Weather Response Plan

e Emergency CNG Refueling Plan
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e Pandemic Flu Response Plan
e COVID-19 Prevention Plan
e Private Medication Center Plan
e Active Shooter Plan
e Emergency Evacuation Plan
e Continuity of Operations Plan (COOP)
* Plans completed will have a hyperlink to their location on the PULSE page.

3. Public Safety Department takes the lead in public safety and security
emergency response. This department is responsible for developing,implementing
and updating public safety and security emergency response procedures, including
but not limited to:

e Early Warning System (EWS)
e Bomb threats

e Active shooter training

e  Workplace violence

e  Physical security

Pierce Transit is responsible for providing security at transit centers that are served
by Pierce Transit buses. The Agency’s security plan is covered under the SSEPP
(System Security Emergency Preparedness Plan) planned to be updated by 2nd
quarter 2020.

Pierce Transit contracts with the Pierce County Sheriff’s Department for Transit
Police. Under the Washington Police Powers Act, police departments in
Washington State are required to issue letters of concurrence with all other police
departments for mutual assistance. If an emergency is declared, assistance is
provided.

At Pierce Transit, a contracted Chief of Police reports to the Executive Director of
Service Delivery & Support. Uniformed police officers serve Pierce Transit on
contract through the Pierce County Sheriff’s Office along with uniformed security.

Threat and Vulnerability Assessments are an important part of the Security
Program. At Pierce Transit, the Washington State Police and Sheriff’s Association
or the TSA conduct a Threat and Vulnerability Assessment at regular intervals.

Security Awareness Training is provided for employees. Pierce Transit provides
initial training during new employee orientation as well as refresher training
annually or as needed.

Crime Prevention through Environmental Design (CPTED) is an important concept

used within the Security Program. It is important that Security is involved in
review of new projects. Base Master Plan includes CPTED planning for existing
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upgrades and new facility designs.

Pierce Transit maintains a Passenger Exclusion Program, which is currently shared
within Law Enforcement.

4. Safety Department takes the lead in coordinating the development and
implementation of the All-Hazard Emergency Plan for the Agency (in 2020 the
plan is to integrate this information into the COOP, which is in development).

The SDS Division uses the “My-EOP” mobile application (app) to help first responders
such as bus operators, field supervisors and emergency support staff stay on top of the
latest emergency response procedures and plans, emergency operating procedures, and
emergency contact list. My-EOP is maintained and updated regularly by the Service
Support Department.

Below is the general summary of PT Emergency Response:

ACTION BY: ACTION:

Communication 1. Takes ownership of the call
Center Controller

2. Broadcasts notification of the Emergency Alarm (EA) to

all field units
Field Supervisors 3. Goes into monitor and/or observation mode
Public Safety 4. Responds to location
Department
Communication 5. Monitors the covert microphone and live look-in

Center Controller

6. Periodically provides information from the covert
microphone audio and live look-in to the

responding field units

7. Sends EverBridge Notification (if EA determined to be
true/real)

8. Continues providing updates to responding field units
until the EA is cancelled

9. Documents the incident in the Radio Control Log
(RCL)

2.7 Interface with Internal and External Documents

The following Pierce Transit documents* are incorporated by reference as part of the
Agency’s Public Transportation Agency Safety Plan:

e Accident Prevention Plan (APP)
e Risk Management Manual
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e Risk and Insurance Handbook

e Transit Asset Management Plan (TAMP)

e Inclement Weather Response Plan (IWRP)

e Workplace Security Plan

e System Security & Emergency Preparedness Plan (SSEPP), which includes
Threat and Vulnerability Assessments

e Collective Bargaining Agreement (CBA)

e Maintenance Work Rules

e Operator’s Handbook

e Job Descriptions (competency-based provisions)

e Job Hazard Analysis

e FTA Drug and Alcohol Policy

e Emergency Fueling Plan

e Safety Data Sheets (SDSs)

* These documents are available upon request.

2.7.1 Workplace Chemicals

Pierce Transit will comply with state and federal Hazard Communication, or Right to
Know, laws. All chemical products are inventoried and Safety Data Sheets (SDSs under
Global Harmonization) are made available for each chemical on the inventory.

Pierce Transit uses the Washington State Transit Insurance Pool (WSTIP) program for
managing SDSs. The WSTIP database includes many SDSs, and Pierce Transit can add
SDSs if they are not already included. Pierce Transit maintains a folder of SDSs in their
inventory. A pre-screen approval process for chemicals is included in the purchasing
process: Anyone ordering a chemical must first check to see if the SDS is in the system.
Periodic physical audits are conducted.

In managing inventory, it is very important to establish policies that vendors cannot
provide “free samples” (Pierce Transit has such policies in place). “Free” chemical
product can result in high disposal costs as hazardous waste and having chemical
products on site that have not been approved and added to the inventory can result in
fines by regulatory agencies.

All employees must receive Hazard Communication training as required by state and
federal laws. Even office employees may be exposed to chemicals, such as printer toner,
whiteboard cleaner or other office chemicals, and must receive a basic level of Hazard
Communication training. At Pierce Transit, this is covered in New Employee
Orientation.

Employees who work with industrial chemicals may require additional training on the
hazards of those chemicals, especially if they contain lead, chromium, asbestos,
methylene chloride or other regulated chemicals.
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2.8 Plan Reviews and Recordkeeping

The Safety and Risk Management departments are responsible for coordinating the
annual review and update of the Agency’s PTASP. Representatives from participating
departments are required to contribute to the review process. Changes, updates or
additions to the PTASP might be prompted by such occurrences as change in trends,
policy or process change, organizational structure or recommendations by qualified
internal/external reviewing entities. Major substantive changes to the PTASP will be
presented annually on or around the 2nd quarter meeting to the Board of
Commissioners for approval after being reviewed, accepted and signed by the CEO
(Accountable Executive). This document will be maintained for 3 years after creation
and be made available upon request by the FTA or other regulatory entities.

L AUDIT OBJECTIVE:

Evaluate the effectiveness of implementing the agency’s safety management system
(SMS), especially how the new PTASP lays a foundation of safety management, sets
safety objectives, identifies roles and responsibility, and communicates to all members
of the agency. the plan is to be reviewed by section quarterly each year in order to
complete entire plan components annually. Internal Audit is conducted by ISO 45001
certified auditor.

II. AUDIT SCOPE:

This audit focuses on the first of the four pillars of Pierce Transit PTASP under Section 2
— Safety Management Policy. The audit covers all 4 main parts of Safety Management
Policy, which includes:

a) Safety Management Policy Statement

b) Safety Accountability and Responsibility

c) Public Safety and Emergency Management Interaction
d) SMS Communication, Documentation, and Records

III. REFERENCE & CRITERIA:

ISO 45001 standard for management systems of occupational health and safety (OH&S),
published in March 2018. (The goal of ISO 45001 is the reduction of occupational
injuries and diseases) [PTASP Final Rules (49 C.F.R Part 673), Pierce Transit PTASP,
and its related procedures are used as the reference and criteria for this internal audit.

3 Safety Risk Management

Pierce Transit’s Safety Risk Management (SRM) component comprises the process,
activities, and tools that the Agency uses to identify and analyze hazards, the mitigation
of those hazards and any residual risk. The flow chart below describes the SRM process.
Furthermore, the Risk Management Department will serve as a central receiving hub for
safety-related data and will serve as a resource for Agency departments as they establish
goals, benchmarks and KPIs. Each year the Risk Management Department will conduct
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an internal assessment of one component of the PTASP - Safety Policy, Safety Risk
Management, Safety Assurance or Safety Promotion. Findings will be shared with the
appropriate Agency employees and executive staff.

Operational
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Figure 3 — Safety Risk Management Flow Chart

3.1 Hazard Identification and Analysis

As the first two steps in the Safety Risk Assessment process, hazard identification and
analysis are tools the Agency uses to identify and address hazards before they escalate
into incidents or accidents. At Pierce Transit, hazards are identified through the
following activities:

Risk Assessment and Impact Analysis (RAIA)

Employee safety reporting

Customer service reporting

Observations of operations

Safety inspections

Incident reporting and investigation

Incident, injuries and accident history

Items discussed at the Agency Safety Committee

Items discussed at the Sound Transit Joint Bus Safety Committee (JBSC)
Legislation, industry standards, checklists or external consultants
Data trending reports made available through incident, injury and
accident history, insurance carriers and pools (e.g., WSTIP), and local
authorities

Review and audit of safety policies and procedures, and safety
instructions for equipment and materials
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When hazards are identified, they are addressed by:
e Immediate resolution
e Reporting to a higher level within the organization (if it cannot be fixed by the
person identifying the hazard)
e Reporting the hazard to the representative safety committee

3.1.1 Job Hazard Analysis (JHA)
A Job Hazard Analysis (JHA) describes the high-risk work activities that take place in a
workplace, the hazards and risks arising from these activities, and the measures that
should be put in place to control the risks. A JHA focuses on:

e The job steps

e The potential hazards associated in undertaking the job steps

e The hazard control measures required to eliminate the risk of injury, orreduce

the risk to an acceptable level

The primary purpose of a JHA is to help supervisors and workers implement and
monitor workplace control measures that are established to ensure high risk work is
carried out safely.

A Job Hazard Analysis (JHA) must:

1) Specify hazards relating to the work and risks to health and safety associated with
those hazards

2) Describe the measures that must be put in place to control the risks

3) Describe how the control measures are to be implemented, monitored and
reviewed

4) Take into account all relevant matters, including circumstances in the workplace
that may affect the way in which the task is carried out. This must be expressed in a
way that is readily available and understandable to employees who use it.

The JHA must be reviewed, approved, and signed by the supervisor before the task is
started. When training the employee, the supervisor should give the employee a copy of
the JHA and document any training which has taken place. Understanding every job
step is very important! Whenever a job step changes or a new step is introduced, the
JHA must be reviewed/updated, and employee retraining is to take place.

The key reasons for completing a JHA are to encourage teamwork (especially with new
employees), involve everyone performing the job in the process, and elevate awareness!

An example of a completed JHA can be found in Appendix A.

3.1.2 Risk Assessment Survey

The Risk Assessment Survey is used to identify the potential hazard exposures related to
an activity or operations, analyze the potential impacts associated with those exposures,
and propose controls to reduce the level of risk. The Risk Assessment Survey provides a

comprehensive assessment of operational risks.
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For Safety Assurance, the Risk Assessment Survey is also designed to help evaluate the
effectiveness of existing controls that often lead to the identification of emerging risks.

3.1.3 Employee Safety Reporting Program

At Pierce Transit, our objective is to cultivate and foster a proactive safety culture in
which employees are comfortable and encouraged to bring safety concerns to the
attention of Agency leaders. We recognize that our employees are most familiar with the
details of their respective jobs and work environment, which makes their input crucial
to maintaining safety in the workplace. Therefore, when witnessing an unsafe act or
noticing an unsafe condition or near miss, employees must promptly report the unsafe
condition or act to their direct supervisor, manager, the Safety Department, and/or
Safety Committee Representatives, and should receive a clear answer with a corrective
action plan.

No person will be penalized or retaliated against for bringing safety issues to the
attention of management. This statement does not apply to information received from a
source other than the employee, or which involves an illegal act, or a deliberate or willful
disregard of regulations or procedures.

There are several ways employees can report their safety concerns to management:

1) Report directly to their supervisors or managers

2) Report directly to the Safety Department

3) Report through a Safety Committee Representative

4) Entry on the Route and Schedule Reporting Form

5) Report through the Communication Center

6) Call or email the Safety Hotline

7) Submit a safety concern anonymously via the Safety Suggestion Box or Safety
Suggestion QR code.

All safety concerns and comments are reviewed with follow up by the direct supervisors,
managers and the Safety Department in a timely manner.

3.1.4 Customer Service Reporting

Customers are also our partners in safety. We encourage our customers to bring their
safety concerns to our attention, whether through our bus operators or our Customer
Service Team. Customer Service’s contact information is available on every coach.

The Customer Service Team is responsible for documenting and forwarding the
customer’s concern to the appropriate individual or department for resolution.

3.1.5 Observations of Operations

Pierce Transit adopts programs to help identify and monitor the safety of our transit
system including driving behavior, facility and operational safety.
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3.1.5.1 Guest Rider Program

The Guest Rider Program provides a framework and guidelines for transit agencies to
exchange experienced, knowledgeable staff (supervisors and operators) that can
anonymously observe and provide feedback on individual operators and the entire
transit system’s performance. This program is sponsored by Washington State Transit
Pool (WSTIP) and transit agencies that commit to participate in Guest Rides twice a
year. Participating agencies work together to determine the appropriate staff and Guest
Ride dates based on available resources and needs.

Feedback is provided on a Guest Rider Feedback Form. This form provides observations
on:

1) Driving skills

2) Passenger relations
3) Bus stops

4) Schedules

5) Customer service
6) Basicrouting

7) Bus conditions

8) Transfer centers

Pierce Transit uses this feedback to identify individual areas for operator development
and/or identify gaps in our training program that need to be addressed. This program
also provides an objective look at our transit service from a rider’s point of view.

A copy of the Guest Rider Feedback Form can be found in Appendix B.

3.1.5.2 Operator Observations made by Service Supervisors
Service Supervisors also provide observations as outlined below:

e Service Support Supervisors are required to complete a minimum of one
operator observation (OB) per week.

e Service Supervisors follow the selected vehicle unobserved to evaluate
the performance of the operator for 20 minutes or more.

e Operator Observations are conducted using an Observation Form in the
Track-It program.

e Supervisors refer to the Service Supervisor Observation Tracking Sheet, which
is created by information extracted from the Track-It program and updated
twice monthly. Supervisors select operators to evaluate based on the
information in the form and Supervisors document on the Tracking Sheet the
day and time they complete an observation. When the form is updated, all the
most recent observation stats are extracted from Track-it and included in the
report. The new list is shared with Risk Management.

e Generally, there is no specific required number of observations for
operators. There are identified groups, which are observed multiple times, to
create positive coaching and help change behavior. Those groups are:

o Operators with less than one year of experience (the goal is to evaluate
at least 3-4 times the first year);
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o Operators identified in specific risk groups (e.g., two years or less
experience, or with a specific focus based on trends);

o Operators with preventable events or multiple events of any safety-
related nature;

o Special requests from the Safety Department, Operations, and/or Safety
and Training; and

o Operators not showing a documented observation in over a year.

e The Track-It system records information and maintains a record of the
evaluation. Managers; Safety and Training; Risk; Safety; and Service Support
employees may access the information to work on needed training and/or
corrective coaching.

3.1.5.3 DriveCam
The DriveCam (DC) Safety System is a complete driver safety program proven to change
driver behavior through a combination of expert event review and analysis, advanced
analytics, prioritization and comprehensive driver coaching. The system helps Pierce
Transit actively manage Agency employees who drive agency vehicles (revenue and non-
revenue alike) with dedicated support from a team of experts that monitor driver safety
behavior. The system uses:

e A camera with sensors and LTE cellular with Blue Tooth connectivity to
communicate incidents;

e 8 high-lumen, infrared LED lighting for inside view at night with a 130+ degree
view;

e 10 Frames Per Second video capture;

e 0 axis accelerometer;

e Built in g-force sensor; and

e Built in GPS.

This system is;

e Compatible with 12VDC and 24VDC vehicles;
e Capable of capturing drivers with left- and right-hand steering;
e Tamper-resistant with fault indicators; and

e Capable of storing up to 800 events for remote sitesthat may experience
extended periods between downloads.

The result of this technology is a 12-second video recorded when a triggering event
occurs (8 seconds before the event, 4 seconds after). These clips are reviewed with each
vehicle driver within 24 hours of the event. The DriveCam program observations and
clips are intended to reduce risky driving behavior by helping drivers identify ways to
stop unsafe driving behaviors.

In addition, use of this system will for the first time allow Pierce Transit to identify and
recognize employees who exhibit safe, professional defensive driving behaviors in the
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performance of their duties. A sample DriveCam “Good Driver Award” can be found in
Appendix C. A DriveCam Safety Program Presentation can be found in Appendix D.

Defensive Policy/traffic o S Public Record
Driving violation Criminal SHLEEL Request

PublicRecords
Insufficient Skill PublicSafety/ Clerk (PRC) to
Behavior Based or Repeated Law violation Policy Violation " II‘\:II arety pull related docs
. gr e
Behaviors and video if
within 90 days

Risk to pull from
DriveCam (DC)

A |
. DCC to Coach, Bus DCC to Produce
Drive Cam Safety &Training DCC to Coach, DCC to Coach & DCC to Coach, Video if

Coordinator (BS&T) Refresher Asst. Mgr Provide Written il Push to Hard

R . Drive (HD) . . Available on HD
(DCC) to Coach Training LY Drive by Risk After 90 days
Requested

Ops Manual
Core Skills
CDL Guide

Figure 4 — Pierce Transit DriveCam Coaching and Decision Making Chart

3.1.6 Conflict and Assault Prevention Program

The Pierce Transit Conflict and Assault Prevention Program (CAPP) takes a multi-tiered
approach to prevent violence against our employees. This program was created by a
collaboration of The Pierce Transit Department of Public Safety, the Division of Service
Delivery & Support, the Safety Department and the Training Department. The program
focuses on employee well-being and protection, priority police responses (all
jurisdictions), up to the minute data analysis, and de-escalation training for operators.

Pierce Transit Management places a high priority on police responding to every assault
reported to the Communications Center (Comm Center), and each case is thoroughly
reviewed. While Safety and Service Delivery staff ensure that operators receive timely
medical and personal attention, they will also conduct internal hazard analyses on how
to further reduce the risks to operators and determine whether training and/or
additional support is needed.

Regular policy reviews concerning relevant customer service will occur when trending

warrants additional training opportunities or when requested by employees. Post
incident coaching and training will be conducted by the Safety Department, the Training
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Department, Customer Satisfaction Coordinator or the Department of Public Safety as
outlined in this document (CAPP).

The CAPP Process

Assaults and acts of aggression should be reported to the Comm Center as soon as they
can practically be forwarded and processed. However, not all of these incidents will be
reported through this normal channel. Managers and Supervisors should be alert to
capture and process verbal conversations, written event reports, E-alerts from the
Comm Center, Security Incident Reports, Employee Injury Reports and radio log
entries. Management should endeavor to quickly identify these occurrences to Pierce
Transit entities involved in the processing of information in order to assist the
employee(s) involved. Communication and ensuring this information is acted upon will
be the combined responsibility of the CAPP Team:

e Pierce Transit (PT) Communications Center:
CommCenterControllers@piercetransit.org,

e PT Department of Public Safety:
PublicSafetyDepartment@piercetransit.org,

e Service Delivery and Support, Transportation Manager,Assistant
Managers and Customer Satisfaction Coordinator:
TransportationManagementServiceDelivery@piercetransit.org,

e PT Training Department: BusSafetyandTraining@piercetransit.org

e PT Safety Department - Safety Officer: jhovde@piercetransit.org, Service and
Quality Administrator: bmackie@piercetransit.org, Safety Manager:
rreese@piercetransit.org, Operations and Safety Specialist:
amaxwell @piercetransit.org

3.1.7 Safety Inspections
Safety inspections are performed to:

e Identify hazards, risks and unsafe practices by inspecting areas with a
designated department representative.

e Proactively take corrective actions by noting and photographing
concerning findings and abatement issues. Items which can be abated
immediately will be done on the spot and a record of the abatement
notated.

e Promote a safe and healthy working environment by providing a
systematic and consistent inspection schedule to identify hazards, risk
and unsafe practices.

e Serve as a positive performance indicator and encourage safe work
practices by documenting that we are achieving our safety goals and
acknowledging employees who are observing safety policies when
performing their work.

Each department completes safety walkthroughs. These are conducted informally each
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day and formally each month. Daily walkthroughs will consist of a department
representative walking their immediate work area and correcting any unsafe findings.
Monthly formal walkthroughs will include completing an area-specific safety
walkthrough form. Completed forms and photos of deficient area or equipment will be
submitted to the Safety Department by the last working day of the month via the Safety
Hotline. Safety Inspection forms are located in Appendix E of this document.

The Safety Department will conduct formal Facility Safety inspections each quarter.
These inspections may include Pierce Transit headquarter buildings as well as transit
centers operated by Pierce Transit or occupied by Pierce Transit personnel. The Safety
Department will ensure that facility safety concerns are routed to the appropriate
department for immediate investigation and mitigation.

Hazards are rated in terms of their effects on employees and/or the transit system.
Severity categories are defined as:

o Category I — Catastrophic
Operating conditions are such that human error, environment, design
deficiencies, element, sub-system or component failure or procedural
deficiencies may cause death or major system loss, thereby requiring
immediate cessation of the unsafe activity or operation.

o Category II — Critical
Operating conditions are such that human error, environment, design
deficiencies, element, sub-system or component failure or procedural
deficiencies may cause severe injury or illness or major system
damage thereby requiring immediate action including immediate
cessation of the unsafe activity or operation.

o Category III — Marginal
Operating conditions may cause minor injury or illness or minor
systems damage and human error, environment, design deficiencies,
sub- system or component failure or procedural deficiencies can be
counteracted or controlled without serious injury, illness or major system
damage.

o Category IV — Negligible
Operating conditions are such that human error, environment, design
deficiencies, sub-system or component failure or procedural deficiencies
will result in no, or less than minor, illness, injury or system
damage.

The Safety Department will use the Track-It Manager program for both the inspection
forms and a record of the Safety Department inspections. Completed inspection forms
are generated from the Track-It Manager program and forwarded to the responsible
employee(s) for timely correction. An example of a completed inspection form can be
found in Appendix F.
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Every inspection is recorded and retained in Track-It. This record is used to follow up on
accident reports and hazard mitigation, and to support the medical surveillance and
workplace monitoring program.

The Risk Department may conduct basic facility and fire extinguisher safety inspections
using employees assigned to Transitional (light) Duty. These paper inspection forms use
a pass/fail inspection sheet and are forwarded to the Facilities and Safety departments
for correction and retention. A blank fire extinguisher inspection form is located in
Appendix G.

3.1.8 Event/Incident Reporting and Investigation
The goal of incident reporting and investigation is to identify the cause of a safety
concern or event and record relevant facts to prevent recurrence and mitigate risk. Root
Cause Analysis (RCA) is a structured process that uncovers the physical, human and
latent causes of any undesirable event in the workplace. The root cause analysis can be
used in:

e Single or multidiscipline cases

e Small or large cases

In general, there are seven basic root causes of most accidents: Procedures; Training;
Communication; Quality Control; Management Systems Human Engineering and Work
Direction.

A Root Cause Analysis will disclose:
e  Why the incident, failure or breakdown occurred.
e How future failures can be eliminated through:
o Changes to procedures

Changes to operation

Staff training

Design modifications

Verification that new and rebuilt equipment are free of defects which may

shorten life

o Confirmation that repair or reinstallation is performed to acceptance
standards

o Identifying factors adversely affecting service life and implementation of
mitigating actions

O O O

At Pierce Transit, the term “Event” is commonly referred to as an “accident, incident,
or occurrence.” The Event Report is defined as the following event types:

1) Collision resulting in injury or property damage;

2) Non-collision passenger event resulting in injury;

3) Non-collision employee event resulting in injury or property damage,
including security-related incidents and workplace injury and illness
reports;

4) Near Mishap or High Severity Incident (no actual injury or property
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damage, but potential for severe injury or high value property damage

could have resulted from the event); and

5) Incident (no injury or damage, but injury or damage could have occurred).

3.1.8.1 Reporting Criteria

The table below summarizes Pierce Transit’s reporting criteria:

report, including fault-tree
analysis

Report Level | Consists of Type of Event
1 e Event/Incident Report Incidents — An incident is an
event where there is no evidence
that contact was actually made or
where a passenger accident does
not require medical care, the
passenger has no visible injury,
and no claim was filed.
2 e Event/Incident Report Incidents - when, at the discretion
e Supervisor Report with of the Supervisor or Safety/Risk
Evaluation and Review Management Department, an
e Law enforcement report additional level of investigation is
e Radio Log Review warranted.
e Submitted passenger courtesy
card
3 Everything in Level 1, plus: Events, Near Mishaps or High
e Post-accident review and Severity Incidences
evaluation Any National Transit Database
(NTD) Reportable Occurrence
4 Everything in Level 2, plus: Events, Near Mishaps or High
e Formal Incident Investigation | Severity Incidences, and any NTD
with root cause analysis Reportable Occurrence when, at
the discretion of the Supervisor or
Safety/Risk Management
Department, an additional level of
investigation is warranted.
5 Third party investigation and Very significant occurrences of

any kind, major events, and when
multiple events of a similar nature
occur.

3.1.8.2 Reporting Policy and Procedures:

At Pierce Transit, all employees involved in Events, Near Misses, serious and/or High
Severity incidents must complete the event/incident report within 24 hours.

Notification of Near Misses or Incidents must be reported by the end of the shift or as
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soon as possible.

A Near Miss reporting process is a means of allowing an employee an opportunity for
confidentially reporting an incident (or a Near Mishap or a High Severity Incident) in a
non-punitive environment. Near Miss reporting is an opportunity to identify root causes
that can be prevented to thwart future incidents or events with potentially more serious
outcomes.

The flow chart in Figure 4 describes the reporting procedures:

¢ Immediately notify the Communication Center when an event occurs. )
e Complete and submit the Event Report Form and/or Employee Injury/Iliness Report to the Dispatch
Initial Center (Note: Forms can be found in the Operator Event Packet on each coach or can be handed to
WLEEUE  the employees by Dispatch staff) )

eThe Communication Center documents the report in Origami and notifies appropriate responders
according to the color code system, including the Service Supervisor, Bus Operations Manager, the
Safety Department, and the Risk Department.

Internal
Notification

J

| *Depending on the event's color code, a Service Supervisor will respond to the scene to conducta ™\

preliminary incident investigation, complete the Supervisor Event Report, and submit all

investigative documents to Dispatch for distribution.

I« In major events, such as serious incidents, such as pedestrian-related or multiple injuries with
medical transport, fatalities, or a vehicle towed, Safety staff will respond to assist with the incident

investigation.

. . . A
eDispatch gathers all event/incident reports and forwards them to the Risk Department for data entry
and analysis. The Risk Management Specialist reviews all event reports for completeness and
LLEEES  employees may be counselled if their reports are incomplete.

J

*The Risk Department provides notification to WSTIP, National Transit Database, Sound Transit and
Extornal Labor and Industries, as needed. The Safety Officer provides notification to the National Spill
(IS Reporting Center and the Department of Ecology when required following a spill.

*Once the event report is fully updated in Origami, the Safety Office and the Accident Safety Review
Board review and determine the root causes, the accident classification, and corrective action. Pierce
Transit follows the National Safety Council's Guide for Determining Preventability of Accidents by the
Operator.

e|t is expected that the root causes and corrective actions are identified as a result of the accident
investigation and review. Corrective actions are tracked until closure.

Figure 4 - Reporting Procedures Flow Chart

3.1.9 Incident, Injury and Accident History

Pierce Transit uses incident, injury and accident statistics to monitor trends, identify
areas of risk, and measure the effectiveness of safety programs. Pierce Transit tracks and
maintains the incident, injury and accident history via Origami Risk and Safety
Management Software managed by WSTIP. The Risk Management Department
regularly reviews and updates the database.
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3.2 Safety Risk Evaluation

A Hazard is a condition with the potential to cause harm. Risk management is a
systematic approach to manage workplace hazards. It is a key component in any
organizational management that identifies, evaluates and determines the means of
reducing risks to an acceptable level to protect employees, visitors, third party
contractors, casual laborers and others who are physically present in the workplace.

Risk management also protects assets and considers how to avoid losses.

After hazards and their potential impact have been identified, Pierce Transit’s Safety
Department conducts a Safety Risk Assessment to determine the seriousness of the risk.
Factors considered include the likelihood of occurrence, the severity of the
consequences should there be an occurrence, and the level of exposure to the hazard.

The evaluation consists of:

o Existing controls —Existing processes, devices, practices or controls that act to
minimize threats or enhance opportunities, including an indication of how they
might be of influence.

e Consequence — A description and rating of the consequence of a risk, in terms of
the loss or gain that may be experienced if the risk event occurs (refer to section
2.2.1 Safety Risk Evaluation Matrix Severity for consequence ratings).

e Likelihood — A description and rating of the likelihood of the risk for the full
range of risk event consequences (refer to section 2.2.1 Safety Risk Evaluation
Matrix Likelihood for likelihood ratings). For opportunities, it is the likelihood
of the stated gain being realized if the opportunity is pursued.

Experienced Pierce Transit employees assess safety risks subjectively using a Safety Risk
Evaluation Matrix (REM). Results of the risk evaluation process will help prioritize the
risk and determine whether it is being appropriately managed or controlled. If the risks
are acceptable, the hazard will simply need monitoring. If the risks are unacceptable,
Pierce Transit will take steps to lower the risk to an acceptable or tolerable level, or to
remove or avoid the hazard.

When contractors work on transit property, certain requirements must be applied to all
members of the contractor work force. This is essential for the safety of passengers,
transit employees, contractors and protection of transit property.

Responsibility for safety on multi-employer worksites is not addressed by the State of
Washington in a specific WAC Code; however, responsibility has been established
through case law, WISHA Regional Directives, and instruction documents for OSHA
and Washington Department of Safety and Health (DOSH) inspectors. Pierce Transit
has a duty to inform contractors when knowledge of hazards exists. Any unsafe act
observed by the contracting agency must be addressed, up to and including work
stoppage.

Before working onsite, all contractors agree to abide by all local, state and federal safety
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regulations in the contract with Pierce Transit. Contractors must submit site-specific
safety plans before starting any work onsite and are expected to perform their work in a
safe manner and not expose themselves, Pierce Transit employees or the public to risk
of harm. The Safety Department will discuss any special safety issues, procedures or
circumstances the contractor expects to encounter onsite. The pre-work safety process
includes a Contractor Safety Checklist, which is a documented dialog of safety
expectations from Pierce Transit to the contractor. The Contractor Safety Checklist,
which may be found in Appendix H of this document, includes (but may not be limited
to) the following:

e General Work Rules

e Personal Protective Equipment

e Hazardous Chemicals

e Emergency Equipment

e Reporting Injuries, Illness & Incidents
e Material Storage and Movement

e Safe Electrical Work Practices

e Personal Hygiene/Housekeeping

e Doorways

e Smoking

e Hot Work Permits

e Lockout — Tagout

e Asbestos Encapsulation

e Drug Free Work Place

e Other Safety Systems and Components as Applicable

A copy of our Safety Guidelines for Visitors and Contractors can be found in Appendix I.
3.2.1 Safety Risk Evaluation Matrix

RISK RATING = LIKELIHOOD x SEVERITY

S
Catastrophic 5 ] 10 15
E
\" Significant 4 4 8 12
E
R Moderate 3 2 6 9 12 15
I Low 2 2 4 6 8 10
il
Y  nNegligible 1 1 2 3 4 5
1 2 3 4 5
Catastrophic-STOP Improbable] Remote Occasional | Probable Frequent
Unacceptable URGENT ACTION LIKELIHOOD
Undesirable ACTION
Acceptable MONITOR
Desirable |N0 ACTION Figure 5 - Risk Rating = Likelihood x Severity
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3.3 Safety Risk Mitigation

If the risk is unacceptable, risk controls are developed that will either eliminate the risk
or mitigate the risk to an acceptable level. After risk controls are developed, Risk
Management will reassess the new controls to ensure they do not produce an alternative
risk. A second assessment of the new control will be conducted following the same SRM
procedure, beginning at System Description and Task Analysis through the Safety Risk
Evaluation. Once satisfied that residual risk has been mitigated to an acceptable level,
the new process/solution will be implemented and documented.

Many different means are employed to resolve identified hazards. These include design
changes, the installation of controls and warning devices, and the implementation of
special procedures. The steps for resolving hazards is as follows:

¢ Design for Minimum Risk — From the initial design, eliminate hazards
through design selection.

o Safety Devices - Hazards that cannot be eliminated or controlled through
design selection shall be controlled using fixed, automatic or other protective
safety design features or devices. The agency will perform periodic checks of
safety devices.

e Warning Devices - When neither design nor safety devices can effectively
eliminate or control an identified hazard, devices may be used to detect and
generate an adequate warning signal to correct the hazard or evacuate
employees. Warning signals shall be designed to minimize the probability of
employees responding incorrectly to signals and shall be standardized within
similar systems.

e Procedures and Instruction - Where it is impossible to eliminate or
adequately control a hazard through design selection, engineering or use of
safety and warning devices, the agency will use procedures and training to
control the hazard. Procedures may include the use of personal protective
equipment. Precautionary notations shall be standardized as specified by
management. Safety-critical tasks and activities may require employees to be
certified.

Other sources of information:

e Risk Management or Safety Guidelines — Provide requirements across Pierce
Transit based on legislation or regulation (e.g., manual handling and handling of
hazardous substances).

e Safe Work Instructions/Job Hazard Analyses — Pierce Transit-specific
procedures and instructions developed and used by teams to manage health and
safety and implement the SMS within the team.

When to use Safety Risk Mitigation:
e Daily Operational Systems Assessment - Methods that provide real-time
feedback of safety compliance, adherence to established safety norms, or
identified job hazards.
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e Design — Steps taken to ensure safety requirements are considered in the
planning, operation and disposal of all items including shops, facilities and
equipment.

e Purchasing Goods — Steps taken to ensure purchased items and equipment are
safe to use.

e Purchasing Services — Steps taken to ensure that purchased services are
performedin a safe manner.

e Perform asset condition assessments and SMS hazard analyses to ensure
compliance with State of Good Repair standards.

4 Safety Assurance

The purpose of Safety Assurance is to evaluate the overall effectiveness of safety risk
controls established under Safety Risk Management and Pierce Transit PTASP. The
Safety and Risk Management departments are responsible for monitoring and
evaluating the operations system to ensure that: 1) emerging risks are identified, 2)
Pierce Transit is in compliance with regulatory requirements applicable to the SMS
plan, and 3) the organization meets or exceeds its safety objectives through the
collection, analysis and assessment of data regarding the organization's performance.

Pierce Transit’s safety assurance activities for supporting oversight and performance
evaluation includes, but is not limited to:

e Monthly KPI Reviews

e Safety Inspections and Surveillance Surveys

e Risk Assessment Survey

e Internal and External Audits

e Employee Surveys

e Internal and External Findings through Observations of Operations
e Committee Reviews

Many activities used in Safety Assurance are the same activities used for hazard
identification and analysis. If hazards or system weaknesses are identified, they must be
reevaluated using the Safety Risk Management process. The figure below demonstrates
the interaction of Safety Risk Management and Safety Assurance components in SMS
structures.

SAFETY RISK SAFETY ASSURANCE
MANAGEMENT
- - = . = description &
system dlescrlptlon system Ionllorlng — contesct
hazard identification potential new data acquisition _ specific
hazard or ContiruoLs nronitonng information
— ncffective safety e
sk cortrol investigations
risk assessment system assessment analysis &
assessment
safety risk control corrective action problem.resolution

Figure 6 — Safety Risk Management and Safety Assurance Flow Chart
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There are three subcomponents under Safety Assurance:

1) Safety Performance Monitoring and Measurement
2) Management of Change
3) Continuous Improvement

The following sections describe the processes and activities that take place under each
subcomponent.

4.1 Safety Performance Monitoring and Measurement

Pierce Transit’s first step in Safety Assurance is establishing Safety Objectives and
Performance Targets to meet the Agency’s safety goals. Key Performance Indicators
(KPIs) are established that indicate whether the Agency is achieving its safety objectives
and performance targets. These can be found in Appendix

4.1.1 Data Collection

Safety, Risk Management, Maintenance, the Training Department and Operations work
collaboratively as a team to collect, analyze, and disseminate the data necessary to
demonstrate the effectiveness of the Agency operations system and the SMS. This data
comes from a number of sources including, but not limited to:

e Event reports on safety and security incidents, accidents, injuries and illnesses
e Observations of operations reports

e Internal and external inspection, survey, and audit reports
Safety Hotline comments and suggestions

Historic recall

Seasonal events and effects

Environmental considerations

Deployment of new equipment

Maintenance common fleet issues

Process review and improvement

Leadership training

Emergency planning

SORT training content

This safety data is reviewed, discussed and shared at the management meetings,
monthly Safety Committee Meetings, Joint Bus Safety Committee Meeting with our
partner agencies, and at the quarterly Safety Meetings with all employees.

This data is also used to determine opportunities to tailor training to the trends
observed. For example, data analysis determined there was a higher frequency of
preventable accidents in employees with 2 years of tenure or less over any other tenure.
Right-side clearance was determined to be the most common preventable accident type
in employees with this same tenure as well. With this data, additional training for
employees within this tenure has been created along with a new cone course designed to
provide practice maintaining right-side clearance while maneuvering.
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4.1.2 Key Performance Indicators (KPIs)

The Safety Department uses collected data to establish Key Performance Indicators and
baselines for realistic safety performance targets. Safety also uses Key Performance
Indicators to assess and communicate with affected departments within the Agency in a
timely manner.

4.1.3 Internal and External Audits

A Safety Review and Audit is a formal safety and quality assurance process used to
evaluate the overall effectiveness, efficiency, and reliability of any transit Agency’s SMS.
Our internal audit program also helps prepare the Agency for the Triannual Review with
the FTA. This process, however, does not take the place of regular safety inspections.

Pierce Transit performs auditing to determine compliance with the Agency’s safety plan,
and implements corrective action plans related to audit findings in order to:

e Verify safety programs have been developed/implemented in accordance with
system safety program plan requirements;

e Assess effectiveness of the agency’s system safety programs;

e Identify program deficiencies;

e Identify potential hazards in the operational system and weaknesses inthe
system safety programs;

e Verify prior corrective actions are being tracked for closure;

e Recommend improvements to the system safety program;

e Provide management with assessment of status and adequacy of system safety
program,;

e Assure continuing evaluation of safety-related programs, issues, awareness
and reporting;

e Promote a clear understanding of success measures; and

e Promote continuous improvement of the Pierce Transit PTASP.

The Risk Management Department and the Safety Department work collaboratively
with other departments to develop and maintain auditing schedules and perform the
annual internal audit.

4.1.4 Employee Surveys

The Agency conducts employee surveys each year to evaluate the work environment,
including employee engagement and overall safety culture. The feedback of our
employees helps us identify the need for continuous improvement in our systems and
practices. We use the employees’ survey ratings as one of our Key Performance
Indicators.

4.1.5 Corrective and Preventive Actions Track Log

Tracking Corrective and Preventive Actions (CPA) is a safety and quality assurance
process for monitoring and measuring the effectiveness of the safety and risk
management processes. The Corrective Action Log aims to track and address critical
safety items and recurring safety issues. The Safety Department reviews all findings and
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follows up on the mitigation plan on regular basis.
A sample Corrective Action Log can be found in Appendix J.

4.2 Management of Changes

Hazards may inadvertently be introduced into an operation whenever change occurs.
Safety management practices require that hazards that are a by-product of change be
systematically and proactively identified and corrected.

Changes may be internal or external to the organization. Examples of external changes
include changes in regulatory requirements and changes to service areas. Examples of
internal changes include management changes, new equipment and new procedures.

A formal process for change management should take into account the following three
considerations:

e Criticality of systems and activities
e Stability of systems and operational environments
e Past performance

New equipment, system expansion and modification, and system rehabilitation require
design and procurement efforts.

Within Pierce Transit, the Service Delivery and Support Division submits changes such
as bus retrofits to the Safety, Risk and Training departments. Fleet uses EAM to track
modifications to bus systems.

When we make configuration changes to a bus that are not within the original scope, the
changes are passed through the Safety, Risk and Training departments. Once the change
is made, operators need to be trained on the item that was changed.

Pierce Transit Safety, Risk and Training departments review issues, such as installing
new crosswalks at facilities. The Safety, Risk and Training departments also conduct
facility safety inspections of transit centers and submits work orders to correct hazards.

The Safety, Risk and Training departments issue inspection reports, which outline key
items such as sidewalks, condition of pavement paint markings, and similar items.

It is a good practice to conduct annual condition assessments and audits on equipment
to cross check that they are being maintained per manufacturer recommendations.

Modifications to maintenance schedules may be needed based upon the results of the
condition assessments. Items that may result in a need to modify schedules include:

e Fleet defects;

e Part failures beyond the warranty period (feedback to fleet engineering to
assess); and/or

e QOut-of-service causes, such as braking systems or slack in the steering wheel.

The SOP for management of change can be found in Appendix K.
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4.3 Continuous Improvement Process

Through the process of monitoring, measuring and reassessing our safety risk controls,
we gather data to identify the areas where we can improve and strengthen our operating
systems.

The aim of continuous improvement in the SMS plan are applied to three general
operational areas:

1. Operational Safety Management (such as policies and procedures, infrastructure,
and equipment);

2. Individual performance (such as employee performance monitoring); and

3. Systems of control (such as control measures).

Pierce Transit will implement proven industry best practices in transportation safety
management systems:

e Evidence of lessons learned incorporated into safety policy;

e Agency benchmarks SMS program performance compared to the rest of the
transit industry;

e Surveys of safety cultures are carried out and acted upon; and

e Contractors are required to participate in the safety program.

5 Safety Promotion, Training, and Communication
Pierce Transit believes safety promotion is critical to the success of SMS by ensuring the
entire organization understands and embraces its SMS program, policies, procedures
and structure. It involves establishing a culture that recognizes safety as a core value,
training employees in safety principles, and allowing open communication of safety
issues.

5.1 Training

5.1.1 Employee Safety Training

All employees receive training as required under the Agency’s Accident Prevention
Program (also see Section 1.5.7, number 18, Employee Safety Program). All employees
receive New Employee Orientation Training and annual training on the basic elements
of employee safety. Depending upon job classification, some employees may receive
additional training in programs such as Bloodborne Pathogens, Confined Space,
Lockout/Tagout and others as required to perform their job safely.

Pierce Transit keeps an e-library with multiple courses for certification, qualification,
refresher, equipment and process changes. A list of these courses as of can be found in
Appendix L.

5.1.2 Operator Training

Pierce Transit offers Commercial Driver License (CDL) training for bus operators.
Pierce Transit’s Training Department documents CDL training, which includes a self-
certification process audited by the state. Training programs are also subject to internal
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auditing that includes auditing of trainer performance and content. Auditing the
number of accidents incurred by new operators is one measure to evaluate the
effectiveness of new operator training.

Training begins with the operator selection process. An evaluation of skill sets must be
considered during selection.

Prospective operators must meet thresholds to advance to the next stage of training; for
example, a trainee must obtain a permit before starting classroom training and must
pass a skills test prior to moving on to the balance of the class. If a trainee fails a step at
a critical point in the training, they may be dropped from the program. Achieving
threshold scores is necessary to progress to the next step and is an important
component of the training program.

Pierce Transit provides approximately 10 weeks of instruction for new operators,
including time spent with an operator mentor. This is followed by route training, which
includes observing videos of the routes.

Ride checks provide a chance to correct actions before an accident occurs. A systematic
process is used to identify who needs a ride check and when. Ride checks should be
conducted with the goal of evaluating performance in a holistic manner, and includes
evaluation of:

e  Health and wellbeing as it relates to safety
e  Customer service

e Diffusing angry customers

e  De-escalation techniques

e  Operation skills
e  Ergonomics

5.1.3 Mechanical Certification and Training

Pierce Transit encourages vehicle maintenance staff to obtain Automotive Service
Excellence (ASE) certification by providing extra pay for staff who have obtained
certification. This is provided in the employee contract.

Vehicle Maintenance employees receive training in Preventative Maintenance and
Standard Operating Procedures (SOPs).

5.1.4 Training Assignments and Recordkeeping

Each department maintains training requirements and transcripts for their respective
employees. A Learning Management System (LMS) is further used to track employee
training.

Further recordkeeping and training documentation can be accessed at:

e Track-it

e Workforce Development Department

e Operations Decisions Database System
e RePortal
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At Pierce Transit, the Workforce Development Department tracks and maintains
training records.

5.1.5 Training Curriculums
The training curriculum is based on adult learning principles. Training also focuses on
local and regional needs of operators.

5.2 Safety Promotion and Communication

5.2.1 Employee Safety Meetings

In compliance with Pierce Transit’s Injury and Illness Prevention Plan requirements,
the Service Delivery and Support Division will conduct quarterly employee Safety
Meetings. The 2-hour safety meeting may be recorded and covers topics such as:

Accident and injury trends

Accident and injury prevention

Hazard identification

Hazard abatement

DriveCam trends and instructional videos

Safety Committee report

Management safety presentation

Employee recognition

The Maintenance Department conducts its own department-specific Safety Meetings
each quarter. This is an ongoing effort to keep employees aware of our past experiences
while identifying new areas of risk. It is also important in preventing historic trends and
involving each employee as part of our culture of safety accountability.

5.2.2 Safety Committee

Safety Committees are required by state law to serve as the basic forum to review safety
issues and hazards, hazard reports, safety inspection reports, accident investigations
and corrective actions. Safety Committee Representatives communicate safety concerns
from their work areas to the Safety Committee, and report back to their workgroups.
Safety Committee meeting minutes are made available to all employees via the Safety
Intranet site and Safety bulletin boards.

Safety Committee Guidelines can be found in Appendix M.

5.2.3 Safety Bulletins

Pierce Transit has display monitors in centrally located areas (e.g. lunchrooms) to
display safety and emergency alerts, accident statistics, and other safety education
materials.

Safety posters are also used to raise safety awareness throughout the Agency.

5.2.4 Weekly Safety Chats
The Safety Department publishes weekly “Safety Chats” via email. This communication
tool is used to enhance health and safety awareness among Pierce Transit employees.
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5.2.5 Safety Hotline, Safety Suggestion Box, Safety Suggestion QR

The Safety Hotline, Safety Suggestion Box and Safety Suggestion QR code are tools that
allow employees to share their safety ideas and concerns. Any safety-related comments
and concerns common to the agency overall (as determined by Safety Department)
received via these avenues are discussed and addressed at the Safety Committee
Meeting.

5.2.6 Employee Recognition Program

Pierce Transit establishes the Employee Recognition Program such as the Million Mile
Club, Distinguished Driver Awards or Good Job Cards to promote safety performance,
build morale and focus attention on achieving the Agency’s safety goals.
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6 APPENDIX A — Job Hazard Analysis Example

D Job Hazard Analysis

=
Forklift Operation
/\ 3701 96th 5t. SW, Lakewood, WA 98499
¢ ~ ; :

Maintenance Training Department, Telephone: :253.984.8169

Picture of

tasklequipment: Task: Operating a Forklift

Name of

Maintenance Training

Job Title(s): All Qualified Staff

Brent Riffel,
Analyzed by: Maintenance Traini 4 Coor aator
Information Officer, r W~

Date: 02/15/18

Required PPE:

Non-slip work sk .es

\\‘

Required/Recommended Trainings
Forklift operc ar («, certification)
TASK H .”NS | CONTROLS

Always wear a seatbelt when operating a forklift

and always operate the forklift from the operator’s

seat.

< Slow down for turns, uneven or slippery surfaces.

% Watch for clearances for forks, mast, guards and

swing radius.

When traveling with an empty load:

» Travel with the lifting mechanism slightly raised
off the ground, keep vision clear

» Travel with the lifting mechanism in front of you

S

Driving a Forklift

K

L
<

Concussion ! A
Whiplash when traveling down hill
Laceration |~ hen traveling with a weighted load;
Contusion » Make sure forks are spaced as far as load
Trauma permits

# Loads should be evenly and securely stacked.

# Never handle loads that are higher than the
load bracket.

# Avoid any sudden stops, starts, turns or
changes in direction.

# Never angle or turn on an incline

» When traveling uphill, always have the load in
front of you.

# Never exceed rated capacity.

» Keep clear view of travel path, if load is
blocking view then travel with load behind you.
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fR_PierceTransit

Job Hazard Analysis

Administrative Professional

The following assessment has been prepared to assist Pierce Transit in the identification of hazards that may be present in administrative work classifications. lis only)
a guide and should not be taken to imply that only the listed hazards are the only risk present in the applicable work classification. Itis the responsibility of all
employees, supervisors and managers to constantly evaluate each work tasks (before, during and after performance of the task) and identify any hazards that could be
a danger to the worker and take steps to control, reduce andfor eliminate the risk to the worker.

Job Hazard

Hazard Control

Removal and replacement of files in cabinets

Keep doors, overheads and file drawers dosed when not in use

Transfers to a department with [ob associated hazards

Retrain employes on new job related hazards

Potential trip and fall hazards

Keep all aisles and areas around desk free of boxes: tie-wrap and
all cords

Potential exposure to hazardous materials or hazardous waste

Instruct employees on Hazard Communication fundamentals

Range of motioninjuries

Use proper Ergonomic procedures, evaluate work station for
proper setup and equipment

Constant | ifting, bending, and stooping

Body mechani cs instruction { ergonomics}

Fire/Emergency Procedures; response to evacuation and injuries for Area Monitors

Instruction on fire extinguisher use, phone communication,
regularly scheduled drills, first aid, CPR, and bloodborne pathogens

Automobile injuriesfincidents while driving/traveling on campusbusiness

Good driving practices, foreign travel awareness, vehicle
inspection

Emergency situations and their related potential for injuries

Remove all boxes and objects on top of cabinets,--practice good
housekeeping, train--first aid, CPR, and bloodbaorne pathogens

Walking across bus lot/mainteance service areas

Clozed toe and heel shoes are required to walk ontofinto this area
for any purpose.

|Recommended Instruction:

Mew Employee Orientation

Hazard Communication

Fire Safety and Emergency Evacuation
Ergonomics

Drefensive Driving

First Aid / CPR

Bloodborne Pathogens

EMFLOYEE NAME:

EMPLOVEE NUMBER:

HIRE DATE:

EMPLOYEE SIGNATURE:

ADMINISTRATOR:
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7 APPENDIX B — Guest Rider Form

Guest Rider 2017

Page 1 of 2

C ot

WASHINGTON STATE TRANSIT INSURANCE POOL | RISK MANAGEMENT IN MOTION
== P 2629 12th Court SW | Olympia, WA 98502 | 360-786-1620 | www.wstip.org

Guest Ride Form 2017

Host Agency *

&)

Transit Operator:
(Name if Known)

Vehicle #:
0126

Boarding Location:

4th and Pine

Deboarding Location:
‘Madison and Washington

Observed

1. Smooth* *

(no &)
2. Turns™ *

(No ~])
3. Bus Stops™ *
(o v))
4. Lane Use™ "
(o ~)
5. Mirror use "

N/O

(checks every 5-10 seconds)

6. Intersection awareness”™ "
(o M)
7. Defensive driving skills™ *
(nio ~)

8. Steering control ~

(o ~))

Guest Rider Agency *

C ),

Date: *
05M15/2016

Brd Start Time:
9:00 am

Brd End Time:
9:30 am

R’_puie_Nur_nber:
121

SCORE: 3 - Exceeds Expectations, 2 - Meets Expectations, 1 - Needs Improvement, N/O - Not

15. Wears seatbelt *

(o 52))
16. Door operation *

(o &)
17. ADA compliance® *

(no v))
18. Climate control *

(o &)

19. Proper uniform® *

(o =)

20. Radio use "

(o ™)
21. Route furnover™ *

(o &)

22. Proper body mechanics™ ~

(o &)

A

https://form.jotform.com/700471 66723959

5/10/2019
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Guest Rider 2017

[ 23. Proper fare & transfer procedures ~
(o ~))

10. Yields right-of-way™ *

(nio [v])
11. Vehicle securement” *

(o &)
12. Obeys traffic signs/signals™ ~
(o &)
13. Speed control” *

(o &)

14. Stopping distance *

(nio &)

24. Passenger relations™ *

(N/O

25. Bus interior* *

CN/O

26. Distracted driving™ ~

(N/O

),

27. Miscellaneous Observations® *

(N/O

)

28. Ontime/schedule *
N/O

Page 2 of 2

(early or late)
On timefschedule
W
General Comments:
~
W
Full Name *
First Marme
Signature
Clear
Submit
/
\\\_ //
5/10/2019

https://form jotform.com/700471 66723959
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8 APPENDIX C — DriveCam Sample Good Driving
Award

ificate of Werogyy, "

f.<PierceTransit
Acknowledges that

PIERCE TRANSIT OPERATORS

has demonstrated exceptional skill, sound judgement and a
commitment to driving safely, and is therefore awarded this

Bistinguished Briving ward

For your actions exhibited on 10 December 2019

cert

h

lytx

Mike Griffus, Executive Director Service Delivery & Support
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9 APPENDIX D — DriveCam Safety Program

Presentation

LYTX DRIVECAM™
SAFETY PROGRAM
BEHAVIOR MATTERS

August 2, 2017

RERC===
RANSIT

lytx

DriveCam.

AGENDA

* |ntroduction

« Myths about the Lytx DriveCam™ safety program
« Why are we adopting the DriveCam® safety program?

* How does the program work?
+ Q&A

lytx

DriveCam.
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DRIVECAM SAFETY PROCESS £,

Focus on what matters

driving

MYTHS ABOUT THE
LYTX DRIVECAM SAFETY PROGRAM
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ONLY SAVES VIDEO WHEN
TRIGGERED DRIVERS ARE IN

Video is not continuously saving CONTROL

* Driving maneuvers
are the main things
that trigger an event

» Event recorder only
saves 12 seconds of
video*

ance

sur

*Some companies save 20 seconds of video lytx

DriveCam.

NO SPYING MANAGEMENT
No one has access into the cab to CANNOT

watch the driver
* Look into the cab

0oQ10. 1180 B.C - a0 .07 1.7 1001
1010 111 P 2 g1 111
0100 1811 _ 011 1000 0110
ooro 1 Tt 8 00 0111 1001
OO 11180 1 4 10 1101 1011

» Turn on the event
recorder

O E8-1™0N~1 1 - - 1 1"000-09 %0

BE-=0- 1108 0017117 8859
OO0 191=1=0 f 3110 - EEEE
L i o B ’./' 1000200 O
CREGEITE= TREEID - T ’ o /, T 1T T

TEOEEO= 171

1T EEET
O g
a1
111

« Remotely trigger the
event recorder to save
video

lytx
DriveCam.
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NOT INTENDED TO BE PUNITIVE THE PURPOSE
Helps identify unknown habits IS TO

* Protect the driver!

» Help during
litigation

* Improve driving
skills

* Reduce collisions

WHY WE ARE ADOPTING THE
DRIVECAM SAFETY PROGRAM
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SAFETY HAS ALWAYS BEEN A TOP

PRIORITY AT PIERCE TRANSIT Safety
5 o Service
ur culture is built around safety
Schedule

The DriveCam program
is another safety tool
that will help us achieve
our goals.

SAFETY
FIRST

lytx

DriveCam.

MANY KEY BENEFITS
The DriveCam program has many benefits

vl T

FOR THE DRIVERS FOR THE ORGANIZATION

Protection! Protection! _

+ Against false accusations * Against false accusation

- Protect your reputation +  Our reputation—win new business
Save Money!

Keep You Safel

_ _ + Fewer collisions
+ Raise awareness of risk + Avoid a big lawsuit payout

« Improve your driving habits * Less maintenance

lytx

DriveCam.
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HOW DOES THE

PROGRAM WORK?

DRIVERS ARE IN CONTROL

The event recorder:

* Only saves video when triggered by an
event

* Typically captures fewer than five
minutes of video per driver per month

* Driver-activated button for additional
protection

lytx

DriveCarm.
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COMMON TYPES OF TRIGGERS THAT CAN CAUSE
AN EVENT TO BE SAVED

Accelerator or
Hard Braking

Posted Speed

Manual

Cornering (Driver Activated)

lytx

DriveCam.

JUST SO YOU KNOW: ROAD CONDITIONS
CAN ALSO TRIGGER EVENTS

Events triggered by rough roads are not sent for coaching.

Railroad Crossings
Potholes

Rough Roads lVDt,ﬁe(cﬁm_
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DRIVECAM SAFETY PROGRAM PROCESS

Event Saved Event Transferred Coach & Reward Skills Improve

' )

SEEING 1§
BELIEVING

Event data is Daily transfers
captured from high via cell
g-force, ADAS s |
signals s Changed behaviors
posted speed, etc Recognition

RECOGNIZING SAFE DRIVERS
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SF-1 EVENT RECORDER

* Mounted on the windshield
or dashboard

° Enhanced video quality with
10 fps plus image quality
tuning

° ECM connection captures
speed, fuel and vehicle data

° Multiple camera support,
road-facing continual
recording*

Manual Button

lytx

DriveCam.

EXONERATIONS

FWD 0.00

TIME -5.75

lytx

DriveCam.
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QUESTIONS

WHAT'S ON YOUR MIND?

lytx

DriveCam.
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10 APPENDIX E — Department Inspection Sheets

PIERCE TRANSIT SAFETY INSPECTION CHECKLIST

ACCOUNTING/PAYROLL

Items Checked
Aisles — clean and clear

Comments if Unsatisfactory

Fire extinguishers — accessible

Exits — clearly marked; not blocked inside or out

Electrical Panels - 3' clearance and not blocked

First aid kits — full and accessible

Emergency lights — visible, not blocked

Emergency evacuation signs — posted and legible

Safety postings — replaced when necessary

Walking surfaces — clean/clear of debris, boxes & equipment

Electrical cords — good condition, no exposed wiring

Electrical outlets — good condition, not broken

Employee(s) performing work in a safe manner and in line with established
safety policies

Check for Bomb Threat cards at each workstation

Other:

Person(s) checking: Date:
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PIERCE TRANSIT SAFETY INSPECTION CHECKLIST
FACILITIES MAINTENANCE - BLDG 2

Items Checked Comments

Aisles — clean and clear

Fire extinguishers — accessible

Exits — clearly marked; not blocked inside or out

Electrical panels — 3° clearance and not blocked

First aid kits — full and accessible

Emergency lights — good working order

Emergency evacuation signs — posted and legible
Lockout/tagout stations — clean, stocked and in use

SDS program present on workstations & employee(s) showed
proficiency in looking up chemical information

Walking/driving surfaces — clean/clear of debris, oil & equipment
Electrical cords — good condition/not frayed

Electrical outlets — good condition, not broken

“Wet Floor” signs — in use when appropriate

P.P.E. —in use, checked and cleaned regularly

Air hoses — proper tips being used (30 psi max.)
Compressed gas cylinders — secured and in proper area
Ladders — in good condition and being used properly
Bench grinder guards and shields — set properly

Grinding wheels — properly tested and initialed

All portable tools - in good condition, cords OK
Flammables — stored properly

Chemical labels — on all containers as required
Emergency spill equipment accessible, stocked
Employee(s) performing work in a safe manner and in line
with established safety policies

Eye Wash Stations - Refill/Replace/other deficiency
Below Ground Pit Working Areas

Check for Bomb Threat cards at each workstation

Other:

Person(s) checking: Date:
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PIERCE TRANSIT SAFETY INSPECTION CHECKLIST

PUBLIC SAFETY - TDS

Ttems Checked
Aisles — ¢lean and clear

Comments if Unsatisfactory

Fire extinguishers — accessible

Exits — clearly marked; not blocked inside or out

Electrical Panels - 3' clearance and not blocked

First aid kits — full and accessible

Emergency lights — visible, not blocked

Emergency evacuation signs — posted and legible

Safety postings — replaced when necessary

Walking surfaces — clean/clear of debris, boxes & equipment

Electrical cords — good condition, no exposed wiring

Electrical outlets — good condition, not broken

Employee(s) performing work in a safe manner and in line with established
safety policies

Check for Bomb Threat cards at each workstation

Other:

Person(s) checking: Date:
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11 APPENDIX F — Sample Safety Department Inspection
Report from Track-it

PERCER

M —i
TRANST

FACILITY SAFETY INSPECTION CHECKLIST

Inspector ID: 2032 Location Name Jason L. Hovde
Location ID: 2032 Instructor Name: Jason L. Hovde
Area Ops lobby

Life Safety Issues/Housekeeping:

Egress routes marked and accessible:
Comment: ADA DOOR NEAR RISK TO LOT : BUTTON DOES NOT OPEN DOOR FROM INTERIOR

Electrical Hazards:

Qutlets, switches and boxes have covers
1. Selected:
Comment:

2. Selected:
Comment: Panel a7 cover coming away from box

Comment:
Noted several lights out near pool table

Tile removed from ceiling above mens rr

Final Grade Recommendation:

Issues Found
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12 APPENDIX G - Fire Extinguisher Inspection Sheet

Fire Extinguisher Checklist
NO. | LOCATION BUILDING #4 [ ExT.TYPE | GAUGE | TAG PIN SIGN
Level 1
B4-L1-1 |Inside Risk Management Office 5# ABC
B4-L1-2 |Outside Risk Management Office door S5# ABC
B4-L1-3 |Operators Lobby 5# ABC
B4-L1-4 |Mounted in hallway near TS assistant
managers 5# ABC
B4-L1-5 |Near receptions desk at the bottom of
the stairs 5# ABC
B4-L1-6 |Outside human resources door 5# ABC
Level 2
B4-12-1 |Upstairs SW entrance / exit door 5# ABC
B4-L2-2 |Waiting area outside CEQ's office 5# ABC
B4-L2-3 |REMOVED 5# ABC
B4-12-4 |Inside door of break room 5# ABC
B4-12-5 |Across from upstairs break room door S5# ABC
B4-12-6 |Inside payroll door 5# ABC
B4-12-7 |Iside server room (1 #5ABC) S5# ABC
Level 3
B4-13-1 |Exercise Room (Penthouse) | 5# ABC
Inspected By: Date:

Print & Sign

Revised: 11/2014

95 of 495



13 APPENDIX H — Contractor Safety Checklist

'

r ;l\{;_:_ »
27&§Transi ICONTRACTOR SAFETY CHECKLIST

I Work Rules

Safety is the first priority at Pierce Transit, so we ask all contractors to also make it a priority.
While working onsite contractors agree to abide by all local, state and federal safety
regulations. Contractors are expected to perform their work in a safe manner, not exposing
either themselves or Pierce Transit employees to risk of harm. (The Safety Officer will also
discuss any special safety issues, procedures or circumstances expected to be encountered
by the contractor while onsite.)

1. Personal Protective Equipment

While working at Pierce Transit, contractors are to provide, use and maintain all required PPE,
including but not limited to safety glasses, gloves, shoes, hearing protection, hard hats, fall
protection and respiratory protection. Proper attire must be worn at all times.

Il Hazardous Chemicals

During the course of a contractor’'s work they may encounter hazardous chemicals/materials.
Pierce Transit will provide the contractor with information of potential exposure, prior to the
commencement of work at the facility. The SDSs for Pierce Transit are located at the Safety
Officer's office and in Building One. The contractor must provide a list to the Safety Officer of
hazardous materials they expect to bring onsite. Contractors must also maintain (at Pierce
Transit) a current copy of SDSs for all materials used on site and ensure the SDSs are
available to Pierce Transit personnel upon request.

V. Emergency Equipment

Fire extinguishers are located throughout the agency. Locations are marked with red signs on
the walls/beams. If a contractor discharges a fire extinguisher, please inform the Safety Officer
or Communications Center of the incident. Safety eye washes and showers are located
throughout Buildings 1-3, with signs indicating their locations.

The fire alarm is a tone on which all persons are to immediately evacuate the building. The
Early Warning System is a message that will be broadcast through all buildings telling
employees specific instructions in the event of bomb threat, chemical release, or potential
violent situations on premise. Follow direction of the area monitor in your area or verbal
directions announced over the EWS system.

V. Reporting Injuries, lliness & Incidents

Contractors must report all injuries, illnesses and incidents (fire, chemical spill, accidents, etc.)
immediately to the Safety Officer or the Communication Center at 589-6371 or 581-8109.

It will be the responsibility of the contractors to have their own first aid kits on site and know of
the nearest hospital/clinic for medical situations. In emergency situations the Pierce Transit
Safety Officer may be available for assistance.

VL. Material storage and movement
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Vil

VIIL.

Xl

Xil.

XIiL.

Toolboxes are the responsibility of contractors. For the protection of contractors, their
employees and Pierce Transit employees, tools/equipment shall not be left out when not in
use. Tool boxes are to be kept in a mutually agreed upon location. Contractors shall not use
Pierce Transit tools or equipment.

The contractor is responsible for providing their own means of transporting materials and
personnel throughout the plant (Pierce Transit's lift trucks are not available for use).
Transportation equipment must meet with Pierce Transit management approval prior to being
brought onsite.

Personal Hygiene / Housekeeping

The contractor has a responsibility to clean up and diligently maintain their work areas in a
sanitary and orderly fashion. Material or storage may never block access to emergency exits,
fire extinguishers, eyewashes, or electrical panels.

Doorways

Outside doors are not allowed to be propped open and must be closed. Contractors must
close all interior doors they pass through while working in the building.

Smoking

Smoking is only allowed in designated areas. All smoking areas are located outside of
buildings. See RCW 70.160.075

Cigarette butts must be properly disposed of in approved containers.

Hot Work Permits

Contractors are required to obtain a Hot Work Permit (from the Safety office), prior to
beginning hot work, for all welding, brazing, cutting and other hot work.

Lockout - Tagout

Contractors engaging in activities in which Lockout-Tagout is required shall provide a copy of
their procedures to Pierce Transit. Pierce Transit employees working with contractors are
required to follow Pierce Transit lockout-tagout procedures. All Lockout-Tagout procedures
involving Pierce Transit employees are to be overseen or performed by Pierce Transit
personnel. Pierce Transit lockout-tagout procedures for specific machines/equipment are
located in binders within the Assistant Maintenance Managers office.

Asbestos Encapsulation

Contractors who encounter asbestos containing materials unexpectedly must immediately stop
work and notify the project manager for proper procedures.

Drug Free Work Place

Pierce Transit is a drug free workplace and will not tolerate viclators. Contractors found under
the influence of alcohol or illegal drugs will be escorted from the premises.
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Xlv. Other

Pierce Transit will be conducting frequent job-site safety inspections for compliance with safety
requirements.

Contractors are not allowed to wander outside their immediate work areas, unless
accompanied by Pierce Transit personnel.

All employees of contractors must check in and out of building four, at the reception desk, on a
daily basis. The Pierce Transit Project Manager may make arrangements for long-term
contractors through the Public Safety Department if daily check-in is not feasible. Bags and
other items brought into the facility are subject to search by the Public Safety Department.

XV. Safety Orientation Checklist

Contractor Brochure

Scope and location of work?

Power tools used in performance of work?

Vehicles used in performance of work?

Chemical Safety

Lot safety

Crosswalks

Prohibited Lot Areas

Vehicle Movement, Yard Speed Limit

Parking Areas Permitted

Building Alarms

Emergency Evacuation Areas

Prohibited Building Areas

SDS, Chemicals

. Use flaggers and delineators as required by law while working on the street.
0. When trenching & excavating use shoring and/or sloping as required by law.
1. Please guard all open pits/excavation during construction.

S =2 OO ~NODODRWON—= & ¢ ¢ 0 o

The Contractor is responsible for reviewing the contractor checklist with all its employees, and all of its
sub-contractors that perform work on behalf of the contractor and Pierce Transit.

As required under the terms and conditions of the contract, the contractor and it’s employees, the contractor’s subcontractors and its
employees have reviewed the above Contractor’s Safety Checklist and shall adhere to the requirements of the Contractor’s Safety Checklist.

Contractor Representative's Signature, Date Pierce Transit - Safety Officer, Date

Company Name 5/06

Special comments:
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14 APPENDIX I — Safety Guidelines for Visitors &
Contractors

Visitors:

Safety Guidelines

Your Safety is « Al luisilors must dilsplay Pierce Transit issued 1D badge
Our Highest Prio"ity while on the premises.

+  All vehicles must obey the posted speed limit in all
parking lots.
The safety and health of our employees and

guests is the utmest concern of Pierce Transit.
We recognize that all employees at every level
of the organization are responsible for their

*  While in bus lot, wearing ANSI high-visibility 1| apparel and
closed-toe shoes is required at all times.

+ Read and obey all posted signage.

own safety and health as well as for those +  Observe and become familiar with EXIT routes.

around them. By accepting mutual responsibility « Sty clear of machinery, eguipment and welding activity. If

to operate safely, we all contribute to the the nature of your work requires you to approach machinery
p o or a welding area, wear appropriate protective equipment,

safety and well being of our customers, visitors, remove Jewelry, and secure loase clothing and hair

contractors, and co-workers. )
+ Do not distract operators or employees whao are working,

*  Watch out for forklifis and stay clear of overhead hazards.

*  Avoid contact with shop chemicals. Safety Data Sheets {SDS) are
available electronically on all agency computers.

+  In the event of an emergency, an alarm will sound. If no
verbal prompts fallow this alarm, carefully mave to the
designated evacuation area for your location, Report to a
supervisor to complete a head count.

*  Smoking is only permitted in designated outdoor smoking areas.
Place cigarette butts in proper receptacles.

+  Avoid using personal electronic devices including cell
phones, or other distracticns in operational areas.

PIERCE TRANSIT

‘%Pierce SAF ETY

Transit
253.581.8000 | PierceTransit.org G U I D E LI N E S

FOR VISITORS & CONTRACTORS

253.581.8000 | PierceTransit.org

185568l brochurs-l ar b
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All Visitors
and Contractors

All non-Pierce Transit persons are required
to sign the Visitor In/Out Log sheet. In the
event of an emergency, this helps account
for everyone who is at the facility.

For your health and welfare please follow these
safety guidelines:

General Guidelines

¢ Obey the posted parking lot speed limit.

* Display the Pierce Transit-issued ID hadge
while on the premises.

* Wear safety glasses in operational areas.

* Wear hearing protection where posted.

* Do not bring food into operational areas.

* ANSI Class |l vest reguired in bus lot.

Additional guidelines for contractors

* Wear closed-toe, work-type shoe.

* Use barricades as necessary.

»  Wear necessary personal protective
equipment as work requires.

* Dispose of waste fluids and material

appropriately.

Emergency Phone Numbers
From Pierce Transit Phone 911
From Personal Cell Phone 911
Front Desk 253.581.8000

iy
il ||I!| !
fi
il
wn
T
T

T

Pierce Transit Base

Buildings 1-4: 3701 96th St SW  E Evacuation Area
Building 5: 3720 96th St SW $ Designated Smoking Area

Note: Building 4 is located on the corner of 96th St SW & South Tacoma Way in Lakewood.
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15 APPENDIX J — Sample Corrective Actions Log

Ass|g 0 a A e ptio Prio Due Date a3 0 3 gated B y ed O
109|Amy Maxwell (3485) Loc4 Other General housekeeping at Amy's and Teresa's desks.  |4E-LOW 27-Apr-20(67 days | 27-Mar-20[Complete |Amy Maxwell 3{27/2020 14:25
Electrical cords — good cendition, no|Mike's office - surge protector plugged into extension
79|Amy Maxwell (3485) Loc4 exposed wiring cord. 2C-MEDIUM | 11-Mar-20|112 days| 11-Feh-20|Complete |Amy Maxwell 2/25/2020 14:30
Trinle Antibiotic Cream and PVP lodine Wipes are
77|Jason L. Hovde (2032) Locq First aid kits— full and accessible  |expired and need to be replaced. AE-LOW 11-Mar-20|112 days | 11-Feb-20|Complete [Amy Maxwell 242542020 15:11
Permanent wiring in place - no Extension cord removed from Jazzmine Martinez cube
150 Jazzmine Martinez (2257) |LOCS extension cords: due to improper rating and lack of ground AE-LOW 26-May-20(7 days | 26-May-20|Complete [Amy Maxwell 5/26/2020 13:02
Safety Replace expired fire extinguisher in Comm Center
66|Larry McCarty (2500) Suggestions (Expired Fire Extinguisher kitchen. 3E-LOW 9-Jan-20{173 days | 12-Dec-19|Complete [Amy Maxwell 3/26{2020 12:59
Safety comment submitted that new Microwave in Bldg
Safety 4 Cantina is missing the inspection tag. Please
61|Safety Department Suggestions |Microwave Missing Inspection Label |investigate and mitigate the hazard. 3ELOW 3-Jan-20(181 days| 4-Dec-19|Complete |Amy Maxwell |Amy Maxw 1/13/2020 15:45
Area near emergency eye wash at fuel island appears to
Eyewash/emergency shower need flops think. Water dumping may create slip hazard
70|Steven Jeffries (843) Loc 3 avallable and functional in subfreezing temperatures. LE-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty | 3/2/20209:36
Outlets, switches and boxes have  |EWS button in counting room coming off wall, Please
69|Steven Jeffries (843) Loc 3 covers repair. AE-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty  [5/26/2020 14:17
Portable fire extinguishers of prope
type are mounted properly, Fire extinguisher boxes have damaged covers at fuel
68|Steven Jeffries (843) Loc 3 accessible, and inspected house. Please repair or replace. 4E-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty | 3/2/20209:34
Walkways dry, maintained, aisles
67[Jace Banta (3364) LocC 3 defined, uncluttered Air vent in counting room needs cleaning AE-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty | 3/2/20209:33
Walkways dry, maintained, aisles ~ [Window broken in old budget area - new employee
71{Steven Jeffries (843) Loc4 defined, uncluttered services area. Please repair/replace. 3D-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty | 3/2/20209:37
Portable fire extinguishers of prope
type are mounted properly, Fire extinguisher in Fitness penthouse overdue for
73|Jace Banta (3364) Locq accessible, and inspected annual inspection AE-LOW 15-Feh-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty [1/15/2020 14:26
umination adeguate for normal
conditions, emergency lighting in | Lights hurnt outin operations copy room, in Risk office,
72|lace Banta (3364) Loc4 place and Douglas Conference Room. Please replace. AE-LOW 15-Feb-20{13% days| 15-Jan-20|New Amy Maxwell | Larry McCarty  |1/15/2020 14:28
Electrical panels opposite quiet room obstructed by
74(lace Banta (3364) Locq Electrical panels have clear access  |storage. 4E-LOW 15-Feb-20{139 days | 15-Jan-20|New Amy Maxwell |Larry McCarty |1/15/2020 14:25
107)|Amy Maxwell (3485) Loc4 Other General Housekeeping needed in Copy Room AE-LOW 31-May-20(67 days E.EE.B_Z% Amy Maxwell |Amy Maxu 3/27/2020 14:20
Lights burnt out in Service Delivery copy room and also
81Steven Jeffries (843) Loc4 Other outsice Safety Manager's office, Please replace. 4E-LOW 11-Mar-20|112 days | 11-Feh-20[New Amy Maxwell |Larry McCarty | 3/2/20209:39
External walking, parking, break
areas free of hazards, well Fence line at back of building can he defeated by
75(Steven Jeffries (843) Loce maintained pushing chainlink back. Please secure 3D-LOW 15-Feh-20{13% days| 15-Jan-20|New Amy Maxwell |Larry McCarty | 3/2/20209:30
Portable fire extinguishers of prope
type are mounted properly, Fire extinguishers in building 6 overdue for annual
76|Steven Jeffries (843) Loce accessible, and inspected inspection. AE-LOW 15-Feb-20{139 days| 15-Jan-20|Ne Amy Maxwell |Larry McCarty | 3/2/20209:32
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16 APPENDIX K — Lean Problem Solving & Change
Management

LEAN PROBLEM SOLVING AND CHANGE MANAGEMENT PROCESS

5 848 Pierce Transit has adopted to two methodologies for managing
< - change: Lean Problem Solving and Change Management. The two
methods function in partnership to provide a process for both
v recognizing the need for change, identifying the change, and
il implementing the change.

Pierce Transit’s Lean Program is modeled on an amalgamation of the Deming Cycle and
Lean Six Sigma which result in an 8-step problem solving process:

Clarify the problem

Identify performance gaps

Set improvement targets
Determine root causes
Develop countermeasures

See countermeasures through
Confirm results and processes
Follow-up

PN oA p WO

Pierce Transit’s Change Management Program is based on Prosci’s methodology of:

1. Prepare for Change
2. Manage Change
3. Reinforce Change

Each program includes standardized training offered at both the basic and intermediate
levels with additional training tailored for leaders of the organization.
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17 APPENDIX L — Safety E-Learning Courses

Course List as of 6/2/2020

Name Description
We will learn the pel peeves of pedeslrians and drivers, We will lear how cell phone users impact their environment. We will leamn
common sense ways 1o be aware and safe. Having a driver's license is a privilege, not a right. On the road, drivers and pedestrians wil
expect you to abide by the law and exercise good judgment. Unchecked stress and biases can be a recipe for disaster. Life is precious
Common Sense and 3 ) ; : .
e areion ot and surprisingly short, Avoid taking unnecessary risks and follow the rules of the road. But for all the rules and regulations and signs
P and Iraining, many people display their contempt for others through erratic behavior and reckless driving often leading fo accidents and,
in some cases, fatalities. Explore the pet peeves of drivers, passengers, and bikers ... and see where everyone would benefit from
COMMON Sense.
Health Hazards at ~ |Welcome to the Health Hazards at Work vide course, meant to help workplaces be more aware of health hazards and office safety
Work: Promoting a  [essentials o creale a safer work environment for everyone. This video lesson describes ways that a company can promole nutrilion and
Culture of Safety and |physical activity for employees. It also emphasizes the importance of employee assistance programs (EAPs) for crealing healthier and
Health happier employees.
This course provides information to minimize the health risks to workers exposed to blood and other polentially infectious materials.
Bloodbome | a ; g
B g Topics include the definition of bloodborne pathogens, sympiems of the diseases they cause, and modes of transmission; Exposure
% Control Plans; universal precautions, engineering controls, work practices, and personal protection equipment; decontamination and
Campus Law s . S ; .
disposal; hepatitis B vaccines and emergency procedures related to exposure incidents. This course primarily covers OSHA 29 GFR
Enforcement 191010
FERPA for Higher | This course teaches you how to comply with the law and how to identify and report problematic situalions so your employer can lake
Education appropriate action. FERPA sets minimum standards for orivacy of student information.

School Bus Safely:
Bullying on the Bus

This course aims fo eguip you, the bus driver with the necessary knowledge needed in keeping students safe from incidents of bullying
while riding on your bus. It includas methods of identification, intervention, and prevention of bullying aboard your bus.

School Bus Safety:
Emergency
Operations

As a school bus driver, one of the most crucial aspacts of your job is maintaining the safety of your students. You must know how to
prevent emergency situations on the bus, and what to do if an emergency does occur. Completing this course will equip you to promote
student and bus safety by explaining what an emergency is and how to identify one, utilizing awareness and other techniques to prevent
emergencies, and following proper procedures in the event that an emergency takes place.

School Bus Safety:
Loading & Unloading

This course is designed fo equip school bus drivers with the proper procedures for safely loading/unloading students from the bus. It
addresses the rules that student passengers should follow, proper use of warning light systems, and safely executing turnarounds in the
school bus.

School Bus Safety:

This training focuses on the proactive aspects of school bus safety -that is, the purposeful steps that you can take to foster a bus
environment where safely thrives. This includes Preventative Maintenance, Safe Driving Fundamentals, Defensive Driving, and Post-

Safe Bus Operation g T———
%C :::JOB[;:gSafely: Transporling special needs students can be a difficult job. Itis a job that requires both physical and mental exertion and requires you to
Students with Special keep students comfortable and safe.
Title IX, VAWA, & | The Clery Act requires all higher education institutions ta receive training on sexual assautt, dating and domestic viclence, and stalking.
Clery Act for Faculty {The course educales facully/staff members aboul sexual assault, domestic and daling violence, and stalking, as well as how the
& Staff university prohibits such offenses and employee responsibilities to respond.
Child Abuse Recent high-profile cases have emphasized the need to train on properly reporting potential child abuse. This course discusses how to
Awareness and recognize, prevent and report suspected child maltreatment. It also explains who is legally required to do so and the potential civil and
Pravention for Texas |criminal penalties for failure to report in the state of Texas.

Keeping children safe from child sexual abuse means anly touching children in appropriate ways and teaching them about aporopriate
Appropriate Touch  [and inapyropriate touch. Children who know which touches are appropriate or inappropriate are better able to protect themselves. This

fraining will teach you how to appropriately interact with childran and how le teach them about appropriate tauch.
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Name

Before and After
School Program

Description

You play an important role as a before or after school supervisor to keep children safe. Before and After School Programs carry several
specific risks. This training will prepare you for the before/after school environment and teach you proper supervise, bullying prevention
and child sexual abuse prevention.

Aquatic safety is everyone's responsibility. This training will teach non-lifeguard camp staff how Lo protect campers in the poal and

g:?; tp Alais natural bodies of water. It shows a video from a surveillance camera of a real drowning and provides learnings on how fo keep all

d campers safe in the walar.
Day Camp The day camp environment has many unique challenges to supervise campers. This training conveys the important role counselors play
Supervision in the development of campers and offers solutions for supervising small and large groups of children at day camp.

Injury Prevention in

Young athletes have their entire lives ahead of them to win, but you have to make sure that they don't injure themselves now. By
learning which conditions and factors create a likelihood for injury, you leam how to prevent injury. This course aims to hel youth sports

i coaches and voluntaers prevent common injuries and keep young athletes safe.

Resident Camp The day camp environment has many unique challenges to supervise campers. This training conveys the important role counselors play
Supervision in the development of campers and offers solutions for supervising small and large groups of children at day camp.

Aggressive Driving  |Road rage can become a deadly event. This course will help you to identify the difference between aggressive driving and road rage,
and Road Rage avoid aggressive driving behavior, and understand the importance of maintaining your composure.

Avoiding Collisions

This course covers the causes of rear-end collisions and how to avoid them, the precautions you should take to avoid head on
collisions, key factors of safe passing, right of way rules and how 1o navigate intersections without incident, and how to avoid accidents
when backing up.

Avciding Collisions

The space behind your vehicle can be just as dangerous as the space in the front. Because of this fac, you must be aware of your
surroundings at all times and know what is around you- in every direction and in all situations. This course covers the dangers of

\Ff,\;t}i;enBacmg & backing and par king collisions, the best ways to back up and park safely, and how to protect yourself from backing and parking

g collisions.
Backhoe Safety with |Whether you are new backhoe operator or a veteran, this course will equip you to identify the different components of a backhoe and
Trackhoe how they work, use best practices to inspect and operate your backhae, ensure the safety of the workers and worksite where the
Supplement backhoe will be used, and apply the same practices and principles when using large excavators or frackhoes.

Bulldozer Safety

Bulldezer operator course that covers hulldozer parts, safaty structuras, basic maintenance and inspection procedures, PPE, safe
gperations, and shut down procedures.

This course, intended for experienced drivers, covers the risks inherent in driving and offers concrete tips on how to reduce the

Defensive Driving  (likelihood of a callision. The course covers vehicle protection systems, rules of the road, how to deal effectively with hazardous
conditions, and making safe choices.
e This course, intended for experienced drivers, covers the risks inherent in driving and offers concrete tips on how to reduce the
Defensive Driving for |, . iy . . L
likelihaad of a collision. The course covers vehicle protection systems, rules of the road, how to deal effectively with hazardous
Passenger Vans y ) .
condifions, making safe choices, passenger van safely.
A This course covers driving techniques to reduce the likelihood of involvement in a motor vehicle accident. Topics include the definition of
Defensive Driving o 5 ; ‘ : - ] .
Refachi defensive driving, recognition of accident prevention methods, the impact of drinking and driving, and vehicle safety measures on the
iob.
Animals on the roadways are often unexpected, unpredictable, and eratic, leading to dangerous driving situations. No matter where you
Driving Around drive, there will be animals around. As a driver, you should prepare to encounter animals when you are operating a vehicle. This course
Animals covers the consequences of animal vehicle collisions, common risk factors associated with animal vehicle callisions, and practical

strategies for reducing the risks of collisions with animals.
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Name

Driving in Adverse
Weather

Description

While we cannat control the weather, we can leamn how to prepare for and safely react fo rain, snow, ice, and fog. This course covers
the hazards associated with inclement weather, reacling appropriately to hazarcous weather conditions, and implementing beneficial
methods to prepare for bad weather.

Driving is an activity that requires both mental and physical alertness. Yet a surprising amount of drivers on the roads today roh

Driving While themselves of this attentiveness by driving while impaired. They put themselves, and those they share the road with, al great risk. This
Impaired course covers the types of driving impairments, the risks associated with driving impaired, and common sense strategies for safe
driving.
o Every year, thousands of people are injured or killed nationwide in accidents involving a distracted driver. Additionally, at any given time
Driving with o T e o : L
S in this country, nearly 700,000 people are driving while manipulating electranic devices. This course cavers the types of driving
Distractions o ’ T . : o
distractions, the amount of distance lost to driver cistraclions, and comman sense solutions to practice attentive driving.
This course focuses on the safe work practices of dump truck operation It covers performing safety checks on your dump truck before
Dump Truck Safety  |beginning work, operating the various controls and safety features found on a dumy truck, avoid injury by exercising caution around the
moving components of a dump truck, and safely load and unload the contents of your dump truck.
As drivers, we are constantly exposed to hazards. Completing our journey safely is relative to our ability to recognize and respond to all
Hazard Recognition  {hazards we will be subjected to. This course will help you recognize and respond to hazards, use your mirror and head checks to

prevent collisions, and be preparad for hidden hazards.

Intersections: Tuming
& Right of Way

Imagine how simple it would be to go anywhere if we could just travel from Point A to Point B in & straight line. In reality, a direct path
like that is a thing of rarity. Instead, as we get in our vehicles to head to wherever we are going, we face corners, tums, intersections,
and roundabouts. This course covers operating your vehicle in & mannar that minimizes the inherent dangers of intersections, yielding
the right of way, and strategies for safe navigation of roundabouts and turns.

Lane Use

Driving s truly a social event. Other motorists expect you to drive safely with their well-being in mind, just as you expect them to drive
safely with your well-being in mind. Qur expectations that other drivers will drive in the correct lane, in the correct direction, and not pass
when unsafe and/or illegal is possibly the strongest examples of thase social expectations. This course covers correct lane usage,
merging, and causes and avoidance of head-on callisions.

Light Trucks:
Avoiding Collisions

Nine hundred thousand peogle were injured and another 12,602 were killed in light truck crashes in 2004. Experts agree that almost al
of these accidents could have baen prevented. In this course, you will leam how te avoid colisions, espacially the commeon rear-end
collision. Topics includs inspections, causes of collisions, stopping distances, following distance, and distractions. 20 minutes

Light Trucks: Backing
Safety

According o the National Safety Council, one of every four vehicle accidents can be blamed on poor backing techniques. Between husy
freight yards and crowded metrogolitan areas, backing is always a potentially dangerous maneuver for light truck drivers. In this course,
you will leam how to prevent backing collisions. Topics include making wise choices, backing techniques, and using spotters. 20
minutes

Light Trucks: Driving
Hazards

Driving without collisions is a goal of every light fruck driver. Unfortunately, hazards of the road make achieving this goal a daily
challenge. In this course, you will learn how to deal effectively with your blind spots, changing weather conditions, fraffic, pedestrians,
and intersactions. 20 minules

Your job as a light truck driver may involve lading, unloading, and maving your truck’s cargo. These activities, when not done properly,

lélrngTorrl:”GgSS can resultin back injury. Back injuries are the leading cause cf lost days from work. This course will help you to avoid bacoming yet
J anather back Injury statistic by covering safe litting, use of hand trucks, and proper stacking techniques. 20 minutes
. , Driving safely in the best of conditions is a challange in itself for light truck drivers. Add lo the challenge, conditions of extreme weather
Light Trucks. o . " o o s g o
‘ (snow, ice, rain, fcg, wind) and extreme conditions {brake or lire failure, mountain driving, animals in the road), and the situation can
Handling Exlreme . ; ; ; . ; : ‘ s
Condions become dangerous. In this course, you willleam stearing, braking, and skid recovery techniques that will help you drive effectively in

extreme conditions. 20 minutes

105 of 495




Name Description
. ‘ Driving a light truck that is towing a trailer takes an addtional set of skills and knowledge. This course covers what to da before you
Light Trucks: ) . W L o )
s drive o ensure that your truck and trailer are properly prepared. It also describes tips for driving, backing, driving in challenging

Trailering Ny e . ,

conditions, dealing with trailer sway, and parking. 20 minutes

Speeding is defined as, driving too fast for conditions, or exceeding the pested speed limit. Of course, the laws of the road and of

; physics see no difference belween driving above the posted speed limit and driving too fast for conditions. Both are not only illegal but

Managing Speed . ‘ y ‘ . .

also extremely dangarous. This course covers safe and excessive speads, the conditions that require a raduction in speed, and tips for

safe driving in a variety of road conditions.

This course focuses on the safe work practices of road grader operation. It covers the features and capabilities of a road grader,
Road Grader Safety . :

performing safety checks, and the some of the road grader’s mora complex manguvers.

Snow, sleet, ice, wintry mix— it all happens, and when it does, it can greafly reduce the safety and drivabilty of our roadways and
Snow Plow Safety  |parking areas. Snow plows can help deal with it all, and as a snow plow operator, you'll be filing an important role in keeping the roads

as clear and passable as possibl.

. Each year over 2.5 million rear-end ccllisions are reported, making them the most common type of automobile accidents in the United

Space and Time . ) :

States. This course covers the factors that cause rear-end collisions, the recommended spaced needed between vehicles on the road,
Management . . -

and how to protect yourself from being on the recaiving end of a rear-end collisicn.

Qur cities and towns are facing a crisis--debris is piling up on the roadways, pollutants ara being washed into our waterways, and
Straet Sweeper particulates are clogging the air we breathe. A hero is needed to clean things up--and that hero can be you! This course will equip you
Safety to identify the different types of street sweepars and how they work, describe the benefits of streel sweeping, and operate a street

sweeper in a safe, effactive manner.

Survival Driving -
Emergencies and
Natural Disasters

In this ceurse, host and cartoonist Bruce Blitz will expose you to a variety of potentially dangerous situations while offering insights that
just might save your life in an emergency.

Survival Driving -

Think your instincts will keep you safe? I takas more than inslincts 1o stay safe on the road. Jain host Bruce Blitz as he draws you into

Urhan Driving an entertaining and educaticnal look at driving in the urban environment.
Tailgate Topics - |Although you may not be able to control everything that occurs on the road, there are many stralegies you can employ in order to avoid
Avoiding Accidents  |an accident. This course provides tactics 1o avoid accidents on the roadway.
Choosing to buckle up before every trip, no matter the distance, is a quick and easy decision that protects you and your loved ones from
Tailgate Topics - |danger. Encouraging everyone in the car to buckle up, including those in the back seat, could save your life, your pocketbook, and your
Buckle Up driving record. Learn how to effactively wear your seat belt and about state seat belt laws in this course that highlights the importance of
buckling up.

: : Distractions are anything that takes your attention away from the task at hand. In this case, the task is driving. If you allow distractions to

Tailgate Topics - ‘ . N ‘ . iy . .
Disected Drving take your attention away from driving, you are not driving. If you do not give your full attention to driving a vehicle, bad things can
o~ |happen very quickly. Seeing and reacting safely to sudden changes can keep you from having an accident. To drive safely, you must
Drop it & Drive . . L . i .
pay full attention at all times. That will give you enough time to react. People's lives are in your hands.

: : There is no way to predict how driver behavior will affect driver safety. By remembering thal even cne poor decision can have tragic
Tailgate Topics - . ‘ . e e . - .
Dii , consequences, you will better prepare yoursalf for making smarter decisions while driving. Driving defansively and anticipating possible

fiving Defensively | : . . .
accidents will protect you against other driver's harmful decisions.

. . Although your sleep habits may be the last factor you may figure into good driving, your sleeping behavicrs undoubtedly influence your
Tailgate Topics - ) . . AN i :

o safely and those sharing the road with you. This course provides information on how to counteract fatigue on the roadway and
Drowsy Driving : ; .
discusses proper sleeping habits.
Tailgae Tapics- Drivers must remember the finer points of good driving, including the mental and physical concitions that affect performance on the

Emotional Driving

road. Driver error causes more than 90% of highway crashes. Your ability to drive safely cepends nol only on what you know, but how
you fegl.
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Tailgate Topics -
Hang Up and Drive:
Cell Phanes + Driving

Description

Although it may seem harmless to talk on your cell phone while driving, nearly 1 out of every & motor vehicle crash involves cell phone
use. Cell phone use while driving isn't just a manual and visual distraction, but also a cognitive one. To drive safely, you must pay ful
attention at all times. Drop the phone and focus on the road.

With different crossing and entering mavements by both drivers and pedestrians, an interseclion is one of the most complex traffic

Tailgate Topics - |situations that motorists encounter. Dangers are compounded when we add the element of speeding motorists who disregard Iraffic

Intersections controls. Because of this conflict opportunity, intersections represent a disproportionate shére of the safety problem. About half of all
crashes and half of all injury crashes accur at intersections.

Tailgate Topics - |Almost all backing accidents are preventable. When a backing accident occurs, the criver typically overlooked some basic safety

Look Back: Mirror,  |principles, such as not checking the area or relying solely on mirrors. Safe backing requires a driver to be alert and aware of the

Mirroronthe Car - [surrounding area. Anything less and you are recklassly hacking up into & dangerous scenario.

Tailgate Topics- | To avoid a collision you need time to react to danger. Establishing a safe following distance creates anough time for you to safely reacl

Safe Following to sudden changes on the road.

Tailgate Topics - |Winter driving calls for special skills. By allowing yourself extra time an the road and hy using these safe-driving tips, you can arrive at

Winter Driving your destination safe and warm,

Turning Hazards

Turning manguvers can be very challenging, possibly even scary to some drivers. While there are hazards involved when moving your
vehicle across the paths of ther vehicles, properly performed, you can reduce the threat of a crash. This course covers when anc how
to use tum signals, when to make turns in your car, at red lights, and when U-Turns are permitied

Vehicle Care and
Maintenance

Before you begin a trip of a few miles or a few thousand miles, you should ensure that you and your vehicle are both Road Ready. This
course will show you how to conduct a circle of safity inspection, identify the pumose and meaning of warning lights, and periodically
perform routing inspections and maintenance on your vehicle.

Wintar Driving Safety

This course covers safe driving techniques in adverse winter weather conditions. Topics include defensive driving, accident prevention
methods, the impact of drinking and driving, vehicle safsty measures, vehicla maintenance, winter weather patterns and associated
hazards, personal safsty considerations, and actions to take for breakdowns or accidents.

Active Shooter and
Warkplace Violence

Emergencies involving violence are unfortunately a real possibility in foday's workplace. This can also include encountering an active
shooter on the premises. One of your job responsibilities is to be prepared and know how to respond should such an emergency ocour
at your workolace. Knowing the proper procedures to follow during an emergency could mean the difference between life and death.
The purpose of this program is to familiarize you with basic response practices when encountering workplace viclence, practices that
will help you to be prepared for and fo respond to & violent emergency. Topics include indicators of potentially violent behavior, how to
respond to violent behavior, how 1o respond to an active shooter situation, and how o react when law enforcement arrives at an aclive
shooter sceng.

Active Shooter:
Surviving an Atack

MARCOM's videe lesson on Active Shooter: Surviving an Attack provides step-by-step explanations of the survival techniques that law
enforcement agencies recommend o help people gt through an active shooter incident safely. All loo often these days, we hear about
aclive sheoter incidents. .. multiple shootings in nightspats, public areas...and workplaces. What should employess do o survive if one
of these sifuations takes place where they work? Areas covered in the program include preparing for the ungredictable, recognizing and
surviving an attack, running or hiding from a shooter, when to fight, and what to do once the police arrive.

Threat Detector: Your
Role in Preventing
Workplace Violence

Employees play a very important role in preventing violence in the workplace. They're on the front lines; they may be the first ones to
see behavior in a co-worker, customer or vendor thal makes them uncomfortable or even scared. The Threat Detector program wil
clarify what these behaviors are and what action to take when you see them. The goal is to get the right peaple in your company quickly
involved to handle the potential threat. This ultimately results in a safer workplace for all. This is part one of two in the Threat Detector
video series. Parl two of this video is called, Test Your Threal Detector.
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Workplace Violance

Description

MARCOM's Video On Demand (VOD) program on Workplace Violence discusses how employees can help to prevent violence in their
facilities and respond safely if aggression takes place. Workplace violence costs businesses more than $100 billion dollars in lost
revenue annually. At least two million workers report being assaulted on the job every year. And one in ten fatalities thal occur in the
workplace is @ homicide. But workplace violence can be prevented. Areas covered in the course include what is violence; waming signs
to watch for; handling aggressive hehavior, avoiding injury if violence does cceur; and more.

Workplace Violence

Here are some behaviors that may indicate that an individual has a propensity for violence. Included with this video are some fips fo
help prevent workplace violence within your organization,

Practicing Hand This course is developed specifically for medical professionals. Germs are the disease and infection producing microscopic agents that
Hygiene: Medical  |live everywhere. You can't see them, but they exist on literally every surface. This course covers proper hand hygiene, when to wash
Professionals your hands, and how to wash your hands in order to prevent the spread of disease-causing germs.

Practicing Hand This course is developed specfically for child care providers. Germs are the disease and infection producing microscopic agents that

Hyaiena: Child Care
Providers

live everywhere. You can't see them, but they exist on literally every surface, This course covers proper hand hygiene, when to wash
your hands, and how to wash your hands in order to prevent the spread of disease-causing germs.

Practicing Hand
Hygiena: Feod
Service Professionals

This course is developed specifically for food service professionals. Germs are the disease and infection producing microscopic agents
that live everywhere. You can’t see them, but they exist on literally every surface. This course covers proper hand hygiene, when to
wash your hands, and how to wash your hands in order to prevent the spread of disease-causing germs.

General Safety Boost
Episode 1:
Ergonomics

Identify work praclices that reduce or eliminate musculoskelstal disorders and keep you pain free.

General Safety Boost
Exnisode 10: Skin
Protection

Pratect yourself from harmful UV exposure when working ouldoors.

General Safety Boost
Episode 11: First Aid

Know how to safely and quickly respand te minor injuries in the workplace.

General Safety Boost
Episode 12: Active
Shooter

Run. Hide. Fignt. Be prepared to respond to an active shooler situation in the workplace.

General Safety Boost
Episode Z: Back
Safety

Utilize various practices and techniques to avoid a back injury.

General Safety Boost
Enisode 3: Trip
Hazards

|dentify and eliminate trip hazards in the workplace.

General Safety Boost
Episode 4.
Emergancy
Preparadness

Know what to do during an emergency by getting to know your organization's Emergency Action Plan,

General Safety Boost
Episode 5. Fire
Safety

Practice the PASS technique when using a fire extinguisher,

General Safety Boost
Eisode 6: Hazard
Communication

Identify the safety information found on the labels of hazardous chemical containers.
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General Safety Boost
Episode 7: Slip
Hazards

Description

Identify and eliminate slip hazards in the workplace.

General Safety Boost
Episode 8: Drug-Free

Identify the signs of employee substance abuse in the workplace.

Workplace

General Safety Boost

Episode 9: . - .

Bisidlori Adopt universal precautions in order o prevent the spread of bloodborne pathogens in the workplace.

Pathogens
Casi 200 empleados mueren cada afio, y miles mas resultan heridos, cuando se ven expuestes a liberaciones de energia repentinas e
inesperadas. Para proteger a los trabajadores de estos incidentes, exisle un procedimiento conocido como de blogueo y efiquetado,
mediante el que se desconecta y alsla toda fuente de energia peligrosa te una maguina, equipo o dispositive. Este programa destaca

Blogueo y etiquetada (la importancia de controlar la energfa peligrosa en todas las situaciones necesarias, y preporciona un conecimiento bésico de los

de alto impacto

elementos clave del proceso de blogueo y etiquetado. También se muestran seis recreaciongs de accidentes laborales que ilustran las
consecuencias devastaderas de un procedimiento de blequea y etiguetado inadecuado. Entre los femas se incluyen; situaciones que
requieren bloqueo y etiquetaco, empleados autorizados, afectados y otros, uso correcto de bloqueos v etiquetas, pasos para realizar
un procedimiento de blogueo, verificacion de estado de cero energia, paso del equipo a servicic y procedimientos de blogueo de grupo.

Los reshalones, tropiezos y caidas provocan més de 15 millanes de accidentes laborales cada afio; lamentablemente, las lesiones
relacionadas con caidas son la sequnda causa de muerte en el frabaje. Las caidas son, ademds, [a tercera mayor causa de

Factores de caida.  |discapacidad entre los empleados. La buena naticia es que estos accidentes pueden pravenirse. Si comprandemos como funcionan los
comprender y faclores de caida, tales como equilibrio, gravedad, friccion & inercia, podemos tomar medidas preventivas y evitar las caidas. Ese es el
prevenir reshalones, (objelivo de este programa: evitar incidentes relacionados con caidas, ofrecienda a los alumnos un conccimiento de los factores
tropiezos y caidas  |implicados en las caicas, asi como de los riesgos comunes y actos peligrosos que propician las pesibilidades de casr. También se
revisan las técnicas y practicas de trabajo seguras que podemos emplear para controlar los factores que confribuyen a resbalones,
fropiezos y caidas.
Gestion de vertides peligrosos ha sido disefiade para ayudar a los empleados a enfrentarse a los posibles peligros que puede acamear
la limpieza de un vertide. Estos pueden preducirse en distintas instalaciones y rabajos, desde Ia fabricacion y Ia construccion hasta los
entornos de oficinas y comercios. Algunas organizaciones han de tratar con materialas peligrosos coma parte de su trabajo diario, y
Gestion e vertidos  [cuentan con planes detallados y trabajadores altamente cualificados para la gestion de vertidos inesperacos. Sin embargo, en ofras
peligrosos instalaciones no suele haber necesidad de manejar materiales peligrosos, y quiza no hayan pensado en qué hacer en caso de un

vertido. Esle programa cubre cuestiones como el plan de comunicacion de rigsgos, plan de respuesta a emergencias, los cinco niveles
de la fermacion HAZMAT de OSHA, respuesta inicial & vertidos, contencién de vertidos, instrumentos para la identificacion de
productos quimicos en vertidos, riesgos adicianales de un vertido y mas.

HazCom y el Sistema
de Armonizacion
Global

Los recientes cambios en el estandar de comunicacion de riesgos de OSHA alinearan la regulacion con los estandares internacionales,
gracias a la implementacion del Sistema de Armonizacion Global, La implementacion del Sistema de Armonizacion Global, 0 GHS,
ayuda a mejorar la calidad y la coherencia en la clasificacion y stiquetado de todos los productos quimicos, lo cual, & su vez, mejora la
capacidad del empleado de comprender rapidamente la informacién de sequridad eritica. Este programa ha sido disefiado para ayudar
a los empleados a comprender los tres elementos clave del GHS: clasificacién de riesgos, efiquetado de contenedores y fichas de
datos de sequridad. Entre los temas se incluyen: plan de comunicacion de riesgos por escrito, clases de riesgos fisicos y para la salud,
pictogramas, palabras de advertencia y otra informacidn contenida en el etiquetado GHS y en las 16 secciones de una ficha de datos
de sequridad.

109 of 495




Name Description
El programa sobre Patdgenas de transmision sanguinea en instalaciones comerciales e industriales del video bajo demanda (YOD) de
MARCOM ofrece informacion esencial para ayudar a las organizaciones indusriales y comerciales a cumplir los requisitos de
formacion de la normativa sobre patdgenos de transmision sanguinea de OSHA. Las enfermedades de transmision sanguinea siguen
Patogenos de planteando importantes problemas de salud. Las crecientes tasas de infeccidn por hepattis B y hepatitis C estan provocando un
fransmision problema tan serio como el del VIH, el virus que causa el SIDA. Por tanto, es mas importante que nunca que los empleados
sanguinea en comprendan los peligros de los patagenos transmitidos por la sangre, las politicas y practicas que pueden prevenir [z fransmision y las
instalaciones regulaciones OSHA sobre el tema. E programa abaorda los patdgenos fransmitidos por la sangre, come el VIH y a hepatitis, la infeccign
comerciales 8 y el Plan da control de exposicidn, los métodos de control de exposicién, proteccion personal y vacunacion, limpieza y residucs
industriales regulados, procedimientcs de exposicion accidental y ofros. Este programa de YOD s uno de los medios mas eficaces v eficientes
para que los empleados oblengan la formacion necesaria, ya sea en un aula o individualmente con su ordenador o tablet. El programa
puede ser proporcionada por tu distibuidor o cargado en tu sistema de descarga. Se encuentra disponible en los formatos de video
mas comunes, como .mp4, .wmy, flv, ic.
Debido a los materiales peligroscs e inflamables que se usan o almacenan a menudo en instalaciones industriales, los incendics en
Sequridad gstos Ilugares. pueder? lener consef:uencias desastrogag. De hech, ?000 trabajaQores sg lesionan y ofros .150 fallecen cada. arjo en
anfincendios para incendios en instalaciones mdyst.nales. La bugna nolicia es que casi todqs eslos incencios pueden p.reveqlrse. Esg esel quetwo de
Irabajadores aste progrgma: mostrar las prachcqs de trabajo seures que deben sequir Ios‘empleadols para reducir el riesgo de. incendio en 8l )
I trabajo, asi Fomo los paso§ 2 seggw en caso de fnlcendlo. Eptre los temas sg incluyen: cmcolclases delfulego, limpieza, maljlpulacmn y
almacenamiento de materiales peligrosos, electricidad estatica, plan de accion de emergencia, procedimientos de evacuacion,
extintores y tratamiento de lesiones refacionadas con el fuego.
El programa sobre Sequridad de zanjas y apuntalamiento en entornos de construccion del video bajo demanda (VOD) de MARCOM
ayuda a las instalaciones a cumplir las regulaciones de OSHA sobre practicas de seguridad en el trabajo que pueden evitar accidentes.
Seguridad de zanjas |El veinte por ciento de los accidentes laborales con resultado de muerte en EE. UU. implicaron a trabajadores de la construccion, y las
y apuntalamignto en |posibilidades de sufrir un accidente fatal se duplican al trabajar en una zanja. Cada mes mueren dos empleados en promecio cuando la
entornos de zanja en |a que estan rabajando colapsa sobre ellos. Muchas de estas muertes y miles de lesiones pueden prevenirse cuando o
construccion empleados comprenden los peligros que pueden encontrar al trabajar en zanjas. Esle programa de YOD es uno de los medios mas
eficaces y eficientes para que los empleados obtengan la formacion necesaria, ya sea en un aula o individualmente con su ordenador o
tablet.
El curso de MARCOM sobre Seguridad eléctrica ayuda a los empleados a comprender cdmo funciona la electricidad y a trabajar con
ella de forma segura. Este programa de educacion y formacidn ha sido disefiade para ofrecer informacion basica en estas areas.
Seguridad eléctrica  |Medianle una poderosa combinacion de audio, video, fexto y coloricos graficos, este curso proporciona la formacion mas rentable

sobre cumplimiento nommative y de segquridad disponible. El curso esta dividido en distintas secciones logicas con &l fin de retenery
comprengar FAciimente la informacién.

Seguridad en la

El curso de MARCOM sobre Seguridad en la conduccion proporciona a los empleados la informacion que necesitan para conducir
coches, furgonetas y camiones pequefios con seguridad. Mediante una poderosa combinacién de audio, video, texto y coloridos

conduceion gréficos, este curso proporciona la formacion mas rentable sobre cumplimiento normativo y da sequridad disponible. El curso esta
dividido en distintas secciones 16gicas con el fin de retener y comprender facilmente la informacion.
El curso de MARCOM sobre Seguridad ocular presenta lcs fundamentos de seguridad ocular para todes los empleados y trala temas
Sequiidad ccular como el funcionamiento de los 0jos y las causas mas comunes de lesiones oculares. Mediante una poderosa combinacidn de audio,

video, texto y coloridos graficos, este curse properciona la formacién mas rentatle schre cumplimianto normativo y de seguridad
disponible. El curso esta dividido en distintas secciones légicas con el fin de refenar y comprender facilmente la informacion.
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Sequridad para el
operario de carretillas
elevadoras

Description

Los elevadares industriales, comunmente conocidos como carrefillas elevadoras, pueden resultar muy peligrosos. Cada afio, casi 100
frabajadores mueren y ofros 20 000 resultan gravemente herides en accidentes relacionados con carrelillas elevadoras. Los operarios
de estos vehicules desemperian un papel fundamental en la prevencién de estos accidentes. Al emplear la formacién recibida, estar
alerta ante los peligros y trabajar de forma seguira con los peatones, las cargas podran transportarse siempre con seguridad. Ese es el
objetivo de este programa; mostrar a los operarios las practicas de trabajo seguras que deben sequir para evitar lesiones y dafios a la
propiedad. Entre los temas s incluyen: formacion y cualificacién, inspeccion preoperativa, montaje y salida segura de carrefillas
elevadoras, triangulo de estabilidad, preparacion ante riesgos antes del desplazamiento, desplazamiento can carga y funcionamiento
seguro en entomos con peatones. El video también muestra &l uso de plataformas de mantenimiento, tipes y clases de carretillas
elevadoras, superficies inclinadas y otras cuastiones,

Sequridad peatonal
en entornos con
carretilas elevadoras

Las carrefillas elevadoras pueden ser muy peligrosas, tanto para los operarios como para el personal a pie. De hecho, &l 20% de los
incidentes con carrefillas elevadoras se produjeron por atropellos de personal a pie. En un incidente de este tipo, es el peatdn el que
suffira una lesicn, pudiendo quedar herido de muerte. Los trabajadares pueden evitarlc prestando atencion al entorno, guardando una
distancia segura con las carretillas elevadoras y siguiendo los procedimientos adecuados. Ese es el objetive de este programa: mostrar
las precauciones a sequir para evitar las graves y trauméticas lesionas gue puade sufrir un peaton si es atropellado por Una carretila
elevadora. Entre los temas se incluyen: importancia de la seguridad en las carretillas elevadoras, caracteristicas de funcionamiento de
las mismas, caminar con seguridad en entornos con tréfice de carretillas elevadoras, apartarse del camino de estas, conclencia entre
peatén y operario, practicas de sequridad en el trabajo y prevencion de aclos inseguros.

Sobrevivir a la caida;
usa correcto de tu
sistema anticaidas
personal

Una calda, aunque sea desde poca alfura, puede generar grandes fuerzas y causar lesiones, incluse si no te golpeas conlra el suelo.
El correcto uso de equipos de proteccion anticaidas reduce estas fuerzas y evita lesiones. En este programa veremos equipos de
proteccion anticaidas implementados en situaciones reales, y aprenderemos a seleccionar y usar correctamente estos dispositivos.
Ademas de las practicas de trabajo seguras, como las técnicas de sujecion completa, se hace hincapié en laimportancia de tener un
plan de rescate en caso de que se produzea una caida. Los temas incluyen: seleccion de punte de anclaje, inspeccion de amés y
cuerda, calculo correcto de distancia de caida, dispositivos de conexion especializados y pros y contras de cuerdas y salvavidas
retrédctiles.

Tratar con el abuso
del alcohol y las
drogas (para
gerentes y
supervisores)

El curso de MARCOM sobre Tratar con el abuso del alcohol y las drogas (para gerentes y supervisores) recuerda a los gerentes y
suparvisores que jellos pueden marcar la diferencial El curso aborda los efectes de la influencia de alcohal y drogas sobre la seguridad
de los empleados y sus compafieros, & indica lo que pueden hacer los gerentes y supervisores y cémo tralar con el abuso de
sustancias en el trabajo. Mediante una poderosa combinacion de audio, video, texto y colcridos gréficos, este curso proporciona la
formacion mas rentable sobre cumplimiento normativo y de seguridad disponible. El curso esta dividido en distintas secciones ldgicas
con ¢l fin de retener y comprender faciimente la informacién.

Safe Patient Handling

Healthcare industry employees are continually exposed to injury as a result of liting, transferring, and repositioning patients or
residents. The primary focus of this course is to provide general guidance about how caregivers can pravent injury as a result of lifting
and moving patients.

Accident Incident
Investigation

This course covers the four-step investigation process for workplace incidents according to OSHA. Defing accidents, incidents, root
causes, and close calls and learn how to follow all four steps to make your workplace sale and prevent further incidents.

Silica Awareness;
Silica and the OSHA
Silica Standard

This course covers the health hazards associated with exposure to respirable crystalline silica, specific tasks in the workplace that could
result in exposure to respirable crystalline silica, and the contents of OSHA's silica standard.

Silica Awareness;

This course covers specific measures used to protect employees from exposure to respirable crystalline silica, including engineering

Working Safely with  |controls, work practices, and perscnal protective equipment (PPE) as well as the purpose and a description of the medical surveillance
Silica progran.
ArcFlash Safety  (This course covers the risk and hazards associated with working on or near energized electrical systems.
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OSHA Recording and| This course covers OSHA's standard to record and report injuries and linesses. Recognize when a new case of an injury or lngss is
Reporting work-related and leam how to report it using OSHA forms 301, 300, and 300A
Accident Incident | This course covers a four-step investigation process that you can use as part of your CallOSHA injury and illness prevention program.
Investigation Defing accidents, incidents, root causes, and close calls and leam how to follow all four steps to make your workplace safe and prevent
CallOSHA further incidents.
Leam the hasics of ladder safety. You'll find out how to select the appropriate ladder for the job, inspact and maintain ladders, check for
Ladder Safety safety hazards, follow safe climbing procedures, and identify the purpose of safety systems and devices. This course covers OSHA
Standard 29 CFR 1810.23,
This course teachers you to recognize and classify polential fire hazards in your work environmant, prevent fires with good
Fire Prevention housekeeping practices, differentiate between a fire that's safe to extinguish versus a fire that requires immediate evacuation, and apply

the P.A.S.S. method to use a fire extinguisher.

Personal Protective
Equipment; Foot

Leam the basics of foot protection at work. You'll find out how to recognize foot hazards, name common types of foot prolection, and
follow requirements for wearing and maintaining foot personal protective equipment. This course covers OSHA Standard 29 CFR

Protection 1910.32 and 1910.136.
Lockout/Tagout This course covers the OSHA standard regarding specific practices and procedures that safeguard employees from the unexpected
Safety startup of machinery, and the release of hazardous energy from that start up.

Fall Protection

Leam the basic cemponents of a good fall protection plan. You'll find oLt how to recognize and prevent fall hazards at your worksite
using OSHA’s hierarchy of controls, This course covers OSHA Standards 29 CFR 1926501 and 1910132,

COVID-19: A
Pandemic Response

This course covers the rapidly evolving COVID-19 pandemic and separates the myths from the facts so you can pretect yourself and
those around you in uncertain times. It features important fios on social distancing, as well as steps to follow to aveid exposure, reacting
10 infection, and maintaining good mental health during times of uncertainty.

Personal Protective
Equipment. Eye and
Face Protection

Leam the basics of eye and face protecticn at work. You'll find out how to recognize hazards, name common types of protection, and
follow requirements for wearing and maintaining personal protective equipment for your eyes and face. This course covers OSHA
Standard 23 CFR 1910.132 and Standard 29 CFR 1910.133.

Personal Protective
Equipment: Hand
Protection

Leam the hasics of hand protaction at work. You'll find out how to recagnize hazards, name common types of protection, and fallow
requirements for wearing and maintaining personal protective equipment for your hands. This course covers OSHA Standard 29 CFR
1910.132 and Standard 29 CFR 1910.138.

Personal Protective
Equipment; Head
Protection

Leam the basics of head protection at work. You'll find oul how 1o recognize hazards, name common types of protection, and follow
requirements for wearing and maintaining personal protective equipment for your head. This course covers OSHA Slandard 29 CFR
1910.132 and Standard 29 CFR 1910.135.

Personal Protective
Eguipment Noise

Leam the basics of hearing conservalion at wark. You'll find out how to recognize noise hazards, name comman types of hearing
protection, and follow requirements for wearing and maintaining personal protective equipment for your ears. This course covers GSHA

BXposUeand I 20 CFR 191032 and 1910.95

Hearing Conservation

EQL?O;?JHPY[OECUVE Leam the basics of respiratory protection at wark. You'll find out how to recognize respiratory hazards, name common types of
RZS pirato ' respiratory protection, and follow requirements for wearing and maintaining respiratory personal protective equipment. This course
ngcﬂon“’ covers OSHA Standard 23 CFR 1910.32 and 1910.134.

Parsonal Protective
Equipment: Noise
Exposure and
Hearing Conservation
CallQSHA

Leam the basics of hearing conservation at work. You'll find out how to recognize noise hazards, name common types of hearing
protection, and follow requirements for wearing and maintaining personal protective equipment for your ears. This course covers
Cal/OSHA Standards Title 8, Subpart 7, Sections 5095-5100.
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Description
This course teachers you to recognize and classify potential fire hazards in your wark environmant, prevent fires with good

Fire Prevention housekeeping practices, differentiate between a fire that's safe to extinguish versus a fire that raquires immediate evacuation, and apply
Cal/OSHA the P.A.3.S. method to use a fire extinguisher. This course covers Cal/OSHA Standards Title 8, Subpart 7, Sections 3220, 3221, and
6157,
Preparing Your ‘ , . .
Leam the latest guidance from OSHA and the CDC regarding your response fo COVID-19 in the workplace. This course helps
Workplace for COVID N : ‘ i '
" employers and supervisors in non-healthcare settings prepare their workforce and warkplace for Coronavirus 2019’ effects.
Every year 3,000 to 4,000 peaple drown in the U.S., with mest of those occurring during the summer months. Even if you're not a
. trained lifeguard, as a counselor you have a crucially important role in protecting kids during swim time this summer. This pool safety
Aquatic Safety i ‘ ‘ ) L
fraining contains footage of an actual drowning and explains how counselors can work together (o make swim time safe all summer
long.
This course covers health hazards and protective measures related to asbestos. Topics include locations where asbestos is commanly
Ashestos Awareness |found, requirements for signs and labels, circumstances where employees may risk asbestos exposure, exposure prevention safety
measures, ashestos-related ilnesses, and OSHA's required medical pregram. This course covers OSHA standard 29 CFR 1910.1001,
. Don't get caught in the crush zone! Toe many accidents involve workers who are caught between moving and stationary objects. The
Aveiding the Crush o o ‘
Tore results have been devastating. This course will raise awareness about some of the most common Crush Zone hazards faced by public
employees.
Back Safly How important is back health? Protecting your back can save you time, money, and pain. This course covers basic back safety in the

workplace. Topics incluce safe lifting steps, common back injuries, and an ergonomic ovarview.,

Basic Industrial
Safety

This awareness level course covers industrial safety fundamentals covered under OSHA 29 CFR 1910, Industrial Safety Standards.
Topics include hazard communication, blcocbome pathogens, lockout-tagout, confined space entry, personal protective equipment,
emergency response planning, and respiratory protection. The course also provides and overview of OSHA 29 CFR 1903.1.

This course covers the concapts of behavior-based safety as well as methods and techniques usad to protect workers. Topics include

gz?eatvu%rr;:;ed the scope and purnose of safely policies, the supervisor's responsibilities, the purnose of OSHA's Industrial Safety Standards (29 CFR
! : 1910), and when the General Duty Clause (29 CFR 18031} is used to keep workers safe.
This course provides information to minimize the health risks to workers exposed to bleod and other potentially infectious materials.
Bloodbome Topics include the definition of bloodbome pathogens, symptoms cf the diseases they cause, and modes of transmission; Exposure
Pathogens Control Plans; universal precautions, engineering controls, work pracices, and personal pratection equipment; decontamination and
disposal; hepatilis B vaccines and emergency procedures related to exposure incidents.
This course provides information to minimize the health risks o workers exposed to blood and other potentially infectious materials.
Bloodborne Topics include the definition of bloodbame pathagens, symptoms cf the diseases they cause, and modes of transmission; Exposure
Pathogens forall  |Control Plans; universal precautions, engineering controls, work practices, and personal protection eguipment; decontamination and
Employees disposal; hepatitis B vaccines and emergency procedures related to exposure incidents. This course primarily covers OSHA 29 CFR
1910.10.
This course provides information to minimize the health risks o workers exposed to bleod and other potentially infectious materials.
Bloodborne o s iy . s
Pathogens for Topics include the definition of bloodbome pathagens, symptoms cf the diseases they cause, and modes of transmission; Exposure
Control Plans; universal precautions, engingering controls, work practices, and personal protection equipment; decontamination and
Healthcare : e ‘ o : L
— disposal; hepatlis B vaccines and emergency procedures related to exposure incioents. This course primarily covers OSHA 29 CFR

1910.10.

Bullying Prevention at

Camp

Bullying is a growing problem that cannot be ignored. This course will teach you what bullying is, what the consequences could be, and
how 1o identify, stop and prevent bullying.
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This course covers recognition, management, usage, and control of carcinogens. Topics include carcinogen-related information in an

Catcnogen Safely M3DS, waming lzbel requirements, the carcinogenic risk assessment pracess, and methods of carcinogenic hazard control.
. Child sexual abuse is a risk at your camp. Protecting campers is ona of yeur most important challenges this summer. This course wil
Child Sexual Abuse o e
: teach you how to identify red flags waming signs of abuse and metheds to protect campers from peer-to-peer sexual abuse and adult-iof
Prevention at Camp | .
child sexual abuse.
This course covers how employers and employees can work safely with compressed gases by controlling the physical and health
Compressed Gas  |hazards associated with them. Tepics include physical properties of widely used compressed gases; inspection of cylinders, requlators,
Safety and fittings; handling and storage of compressed gases; safety relief devices for compressed gas containers; basic hazard recognition
and contrel procedures; and responding to emergencies. The course provides an overview of OSHA's 29 CFR 191101,
This course covers information about working safely in confined spaces and hazardous atmaspheres, necessary equipment and
Confined Space  |permits. Topics include definitions and identification of hazards related fo confined spaces and hazardous atmospheres; duties of a
Entry confined space attendant; equipment, pre-entry requirements, and point-of-entry permits. This course provides an overview of OSHA's
29CFR 1810.146.
Crossing Guard Street Smart is Street Safe discusses the basic princinles School Crossing Guards need fo protect children and themselves. The
Training program is designed to be a part of an initial training program as wel as a refresher course for experienced crossing guards.

Decontamination in

This course covers major factors affecting permeation of contaminants, steps in creating a decontamination plan, deccntamination

Industrig procedures for personnel and equipment, testing decontamination method effectiveness, and emergency decontamination situations.
Envircnments Thig course provides and overview of 0SHA's 29 CFR 1910.120.
This course, designed for drivers carrying hazardous materials, cavers the basic requirements of the Hazardous Materials (HAZMAT)
DOT Hazardous  |Regulations. Topics include the parts of the HAZMAT table, hazard classifications and divisions, HAZMAT shipping paparwork,
Malerials packaging requirements, marking, labeling, and placarding, praper loading of hazardous material, compatibility with other fransported
materials, and emergency response procedures.
DOT Hazardous This course, designed for drivers carrying hazardous materials, covers the basic requirements of the Hazardous Materials (HAZMAT)
Malerials Regulations. Topics include the parts of the HAZMAT table, hazard classfficaticns and divisions, HAZMAT shipping paperwork,
Transportation packaging requirements, marking, labeling, and placarding, proper loading of hazardous material, compatibility with other ransporied
materials, and emergency responss procedures.
. This course covers the Department of Transportation's Security Requirements rule for companies that work with and transport
DOT Security : o . . .
Training hazardous mater}al's. Top\gs include requlrgmenls of the rulg, ways 10 avaluate potential threats to sepunty, the ‘Departme‘nt of
Homeland Securily's warning system, practices for transporting hazardous substances, and responding to possible security threats.
This course, designed for shippers of hazardous materials, covers the Department of Transportation’s regulations and requirements
COT Shipper related to the shipment of hazardous materials (HAZMAT). Topics include the parts of the HAZMAT table, hazard classifications and
Training divisions, HAZMAT shipping papenwork, packaging requiremants, marking, labeling, and placarding. U.S. Department of Transportation

Hazardous Materials Regulations {HMR), 49 CFR Parts 171-180

Electrical Safety

This course covers defining "unqualified workers" and "qualiied workers"according fo OSHA, the basic rules of electricity, how electricity
impacts the human body, how to recognize electrical hazards, and basic electrical safety prevention methods. This course provides an
overview of OSHA's Subpart § 29 CFR 1910.302 through 1910.399,

Eirz:;?:rncy 0 This course provides instruction cn emergency response, safety, reporting, and evacuation of company facilities in the event of a natural
disaster, fire, bomb threat, or other emergency.
Preparedness

114 of 495



Name

Emergency
Commurication in the
Workplace

Description

Are you ready for an emergency? Gommunication plays a primary rale in the workplace. If an everyday breakdown in communication al
your workplaca can have such negative results, imagine the consequences of miscommunicalion during an emergency. This courses
focuses on knowing how to communicate during an emergency, how to effectively report an emergency, and how to overcome
communication barriars.

Emergency This course, designed for employees and supervisors, covers how ta develop, communicate, train, and enforce a plan for safe egress in
Evacuation & Egress |an evacuation situation. Topics include means of egress, OSHA's physical requirements for exit routes, employee and employer

Safety respansibiliies, fire prevention plans, egress hazards, and safe housekeeping practices. OSHA: 29 CFR 1910.36-38

Emergency Are you ready for an emergency’? When you go to work, are you prepared for your day to get turned upside down in a moments notice?
Responseinthe  |This coursa focuses on giving you the basic skills to react and adant to emergencies, including understanding the basics of evacuation,
Waorkplace shelter-in-place, and lockdown procedures, and the psychological effects of siress.

S This course covers preparation for chemical releases and threats of releases that are not specifically covered by the HAZWOPER

Respanse: Incidental
Chemical Releases

standard. The course covers acting safely when chemical releases and threatened releases are limited in quantity, exposure potential,
or toxicity and gresent minor safety or health hazards when handled preperly. Topics include recognition of a release, risks associated
with a release, and responsibilifies in the event of a release. This course provides an overviaw of OSHA's 29 CFR1910.1200.

Qur newest Onling University course discusses what employees can do to promote a positive safely culure in their entity in order to

i el prevent accidents. Topics covered include hazard identification, coaching fellow employees to wark safely, reporting and investigating
Awarenass . T . L
accidents, and gefting involved in safety program activities.
Envitonmental This course covers the history, purpose, and mission of the key requlatory agencies: OSHA, EPA, and DOT. Tepics include the sources
Requlaions of regulatory accupational safety and health work practices and standards, including the Toxic Substances Control Act (TSCAY, the
ngrview Resource Conservation and Recovery Act (RCRA}, the Comprehensive Environmental Response, Compensation, and Liability Act
(CERCLA), and the National Environmental Policy Act (NEPA). The course provides an overview of the EPS's 40 CFR.
This course, designed for supervisors of workers in jobs that put them at risk for musculoskeletal disorders (MSD), details the process t¢
Ergenomics for follow when an incident occurs. The course uses OSHA's DRAFT Ergonomics Standard and the NIOSH manual, “Elements of
Supervisors Ergonomics Program,” to define risk factars, signs and symptoms of work-related MSDs. It also classifies the most common MSDs,
identifies work practices to reduce the risk of MSDs, and describes ergenomics programs and the roles of the employee and employer.
This course covers types of personal protective equipment used to protect the eyes and face, when personal protective equipment is
Eye and Face : : ! ; ) e
Prolaclion necassary, and the selection, use, and maintenance of personal protective equipment in the workplace. Topics includa how to don, doff,
adjust, and wear PPE; limitztions of PPE; and the proper care, useful life, and disposal of PPE. OSHA: 29 CFR 1910 Subpart |
! . This course covers principles of fire and explosion hazards in industrial environments. Topics includs fire elements, fire terminology,
Fire & Explosion |, " - ) . . . ‘
T ignition sources, safety principles, and safe handling and proper storage of potentially flammable or explosive materials. This course
provides an overview of OSHA's 29 CFR 181038 and 29 CFR 1926 Subparts E and F.
This course covers basic First Aid and CPR practices in the workplace though does not provide certification for either. Topics include
First Aid & CPR appropriale responses to emergency situations such as bleeding, shock, bums, eya injuries, heart attack, fractures, and exposura to
Academic Training  |chemicals. The goal of the course is to give employees the confidence to face emergency and first aid situations, knowing where their
responsibilities begin and end. OSHA: 29 CFR 1910.152 [Reserved] Subpart K; 29 CFR 1910.151 Subpart K
Flagging is an extremely dangerous job. This course aims to prepare flaggers for work zone fundamentals and introduce proper flagging
Flagger Safety procedures and protocol. Topics include flagger responsibilties and signals, use and definitions of traffic control devices, and read signs

ang placement.
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Flagging is an extremely dangerous job. This course aims to prepare flaggers for work zone fundamentals and introduce praper flagging
Flagger Safety-CO  |procedures and protocol. Topics include flagger responsibilities and signals, use and definilions af traffic control devices, and road signs
and placement.
Flagging is an extremely dangerous jab. This course aims to prepare flaggers for work zone fundamentals and introduce proper flagging
Flagger Safety-Gated o p . " ‘ . .
co procedures and protocol. Topics include flagger responsibilities and signals, use and definitions of traffic cantrol devices, and road signs
and placement.
Over 76 millien people in the United States gst food-borne illnesses each year. Food-bome illness can result in missed work, medical
Food Safety Training [costs and even death, so it is incredibly important that th food your program gives to people is safe. This course will teach you tools
you can use at your program to make food safer for your clients and quests.
This forkift safety course provides the necessary academic training required to become a qualified forklift operator. Topics include
Forkif Saety forklift physics, proper forklift operation and safety practices, general preventive maintenance practices, and safe refueling and
recharging procedures. Many practical exercises are provided and good habits are illustrated. This course mainly covers OSHA 29 CFR
1910.178,
: . An active joint employee-management safety committee is one of the most effective means to consistently providing a safe work
Forming Effective ‘ . . o L o : .
Safey Cammitiees environment. This course introduces managers to best practices in establishing and maintaining an effective safety committee, from

planning through operations and training to evaluating and improving safety committees.

General Ergonomics

This course addresses the key components of an ergonomics program identified by CAL/OSHA in the Ergonomics Standard and the
NIOSH manual "Elements of Ergoncmics Program.” It includes information regarding the risk faclors, signs, and symptoms of work-
related musculoskeletal disorders (MSD).

This course covers safety precautions required to prevent industrial hand and finger injuries. Topics include common hand and finger
injuries in the werkplace, hazards of mechanical and hand tocls, safe praclices, enginesring and administrative controls to increase

g:fnec:yand Finger hand and finger safety for those working around equipment, and the use of personal protective equipment and machine guards. The
course provides an overview of OSHA: 29 CFR 1910.132 (d)(1); 29 CFR 1910.138(a) and (b); 29 CFR 1926 Subpart |; 29 CFR
1910.212; and 29 CFR 1910 Subpart |.
Thera are several typas of power tocls based on the power source they use: electric, pneumatic, liquid fuel, hydraulic, and powder-
Hand and Pewer Tool|actuated. These tools are commenly used in induslry and at home. This course will provide an understanding of the potential hazards
Safety power tools exhibit and identify safely precautions that will minimize or eliminate these hazards. (OSHA's 29 CFR 1926 Subpart | and
29 CFR 1910 Subpart P)
This course covers OSHA's Hazard Communication Standard (HAZCOM), 29 CRF 1910.1200, which requires that hazardous materials
Hazard used at the work site are identified, labeled, handled, used, and disposed of properly. Topics include chemical states, employer and
Communication - The |employee responsihilities, company goals, and federal agencies that requlate workplaca chemicals. The goal of the course is to prevent
New GHS Standards (or minimize employes exposure to hazardous materials and to minimize their accidental release in the work environment. This course
covers the 2012 changes to SDS, labeling, and GHS.
Hearing is a gift that you should protect from loud noise at work. Upon successful completion of this training, you will be able to identify
: . |the effects of noise on hearing, recognize the different causes of hearing impairment, identify the purpose of OSHA's Hearing
Hearing Conservation ‘ ‘ o T ‘ .
Conservation Program, specify the purpose and procedures for audiometric testing, specify the purpose of hearing protectors and the
advantages and disadvantages of the various types, and specify the proper fitting, use, and care of hearing profection.
This course covers the safefy issues related to moving large, heavy loads in manufacturing and construction industries. Tapics include
Hosting and Rigging safety in using various types of cranes and derricks, hoists, elevators, conveyors, aerial litts (1926.556), trucks, booms, and safety
requirements for employees working on marine vessels. This course provides an cverview of OSHA's 29 CFR 1926.550-556 and
1926.606.
, Applies to anyone who may have an occupational exposure o hydrogen sulfide (H23). This course reviews the many places this
Hydrogen Sulfide . ; S .
Saety Awareness exiremely hazardous, toxic compound can be found - both in nature and as a result of industrial activity. The course offers detailed

information concerning H 25 monitoring devices, ways to reduce risk, and what to do if exposure exceeds slandards.
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This course covers tools needed to prevent and correct indoor air quality (IAQ) problems in buildings or work araas through an 1AQ
program. Topics include heatth effects of poor air quality, hazards, toxicology, and integration of IAQ-related activities using skilled staf,

Il UL The course provides an overview of the American Society of Heating, Refrigerating and Air-Conditioning Engineers, Inc. (ASHRAE)
Standards 62-1989 and 55-1981.
This course covers the safety issues relaled to moving large, heavy loads in manufacturing and construction industries. Topics include
Indoor Crane and . , , : i ; : ; .
Sling Salety crgne and sling safety, the manufaclurers role, ‘requwred syperwsory skﬂ\s, inspections of cranes and slings, basic operalor and rigger
skills, safety concepts and techniques for handling, attaching, and moving loads. OSHA: 29 CFR 1926.550-556, and 1926.605
An overview of OSHA's role in the prevention and elimination of work related illnesses and injuries. Includes information about the OSH
Introduction to GSHA [Act, the Code of Federal Regulations, reporting and record keeping, employer and employee rights and responsibilities, and the
inspection procass.
This course covers the benafits of participating in a company safety program and safe work practices te eliminate or minimize the
Job Safety Analysis  |patential for injury from work place hazards. Topics include assessment tocls, job safety analysis (JSA,), JSA control methods,
workplace inspections, and housekeeping practices for work areas. OSHA: 29 CFR 1910 Subparts D, E, and G
This course, designed for Job Safety Analysis supervisors, covers safe work practices and the processes of identifying and rectifying
Job Safety Analysis |hazards on the job. Topics include safe work practices programs that eliminate or minimize the potential for injury from workplace
for Supervisors hazards, assessment tools, job safety analysis (JSA), JSA control methods, workplace inspactions, and housekeeping practices for
work areas. OSHA: 29 CFR 1910 Subparts D, E, and G
This course covers working safely with radicactive materials in 2 labaratory setting. Topics include federally mandated training
Laboratory Radiation |requirements; tynes, characteristics, and examples of emitters of radiation; hazardous effects to tissue; measuring exposure 1o
Safety radiation; safety procedures for controlling exposure; and decontamination procedures. U.S. Nuclear Regulatory Commission {USNRC)
10 CFR Part 19.12
This course, designed for workers in industrial, clinical, and academic laboratory setlings, covers general requirements of the
Labioratry Safety Laboratory Safety Standard. Topics include Chemical Hygiene Plans in the workplace, the purpose of a Material Safety Data Sheat,
safety quidelines specific to laboratory fire and bum hazards, and general emergency guidelines to be followed in the laboratory, OSHA:
29 CFR 1910.1450
This course covers how to recognize, control or minimize the hazards associated with ladders and scaffolding used at worksites. Topics
Ladder and include ladcer and scaffold hazards; construction, use, placement, care, and handling of ladders; important safety features; correct
Scaffolding Safety  |procedures for erecting and moving ladders and scaffolding; fall protection devices; and electrical hazard safety guidelines. This course
provides an overview of OSHA's 28 CFR 1926.1060 Subpart X and 1926.454 Subpart L.
This course offers a look at the basic safety needs for landscape workers, emergency respense, tips on identifying, and avoiding
1 dangers. The course will review core safety guidelines that everyone on your crew should be aware of. During this course, we wil
andscape Safety ) S : . L : L .
review how to prepare for work, including what to wear and taking proper weather precautions, avoid injury while working with chemicals
and electricity, safely operate mowers and trimmers, and initiate first aid response.
This course covers hazards related to lead exposure, the purpose and elements of & Medical Survelllance Program and Medical
Lead Safety . . i
P — Remgval Protection Program, and respiralor use. Tapics include sources of lead exposure, health effects, and controls and work
practices to reduce lead exposures. OSHA 29 CFR 1810.1025
VA GG This course covers the purpose and requirements of a machine guarding program, machine guarding, point of operation guarding, and

examples of machinery that require guarding. The course provides an overview of OSHA's 29 CFR 1910.212.

Materials Handling
and Storage

This course covers drum handling and hazards associated with handling drums and containers; handling, transportation, storage, and
use of compressed gas cylinders; hazards associated with handiing acetylene, axygen, and hydrogen; how to detect leaks; recognition
of flammable and combustible materiel; selection, use, and inspection of slings; and safe lifting, handling, and moving

procedures.OSHA: 29 CFR 1910 Subgart N
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New employees are at a higher risk for being involved in a job-related accident, It is estimated that most accidents occur within an
New Employee employees first six months on a new job. This course compiles key information from many of the web-based safety courses available to
Safety Orientation  |provide you with an overview of the safety issues you might encounter in your new job. For an in-depth look on specific safety issues,
please take each individual course.
QOccupational ‘ . . o . . .
: . |As afirefighter, it is important to have a good understanding of how to prevent occupational diseases while on and off the job. In this
Disease Prevention o : - )
) course we will identify what firefighters can do o reduce their risk of exposure to occupational hazards.
for Firefighters
Each year, employees miss work and potential wages due to work-related injuries ar hazards. Working safely means more than just
‘ using special equipment or following special procedures. It means building safety into your actions and your thinking. It means making
Office Safety : : w ) . ! o
safely a way of life-on and off the job. This training course will help employees and supervisors recognize potential office hazards and
learn how to eliminate or reduce accidents in the workplace. (OSH Act Section 5A.1).
Operating Safety  |An active joint employee-management safely committee is one of the most effective means to consistently providing a safe work
Committees environment. This course introduces employees to the benefits of working effectively and efficiently on a company safety committee.
OSHA This course, designed for managers, supervisors, safety professionals, human resources professionals and others, covers what to
Investigation/inspecti expact of and how to properly respond to OSHA inspections. Topics include planning, praparation, training, follow-up, and review in
on order to achieve compliance with OSHA regulations. OSHA: 29 CFR 1904

(OSHA Investigations
and Inspections

This course, designed for managers, suparvisors, safety professionals, human resources professionals and others, covers what to
expect of and how to properly respond to OSHA inspections. Topics include planning, preparation, training, follow-up, and review in
order fo achieve compliance with OSHA regulations. OSHA: 23 CFR 1904

Each year, over 200,600 children are treated for playground-related injuries. These injuries occurred dug fo negligent maintenance and

Playground Safety  |the use of improper materials. They could have been prevented. This course will show you how to identify potential hazards and how to
gorract them, ensuring that playgrounds are safe for all children,

Playground Playground tima is not break fime, if's a time when a fall can ruin a child's experience. This course will teach you how maost playgrounds

Supervision injuries happen and then cover the strategies vou can use to prevent them from occurring.

Pollution Prevention

This course, designed for employees in general industry, covers pollution prevention. Topics include causes of pollution, participants in
pollution prevention programs, regulatory requirements related to pallution prevention, classes of waste generators, pellution pravention
methods, and the steps in pollution preventicn practice. The course provides an overview of the EPA Pollution Prevention Act of 1990.

Powered Industrial

This course is designed for those who work around or with power-propelled trucks (forklifts) used to carry, push, pull, lift, stack or tier
materials. The course covers health and safety concemns associated with the use and maintenance of power-propelled frucks. The

TSl course provides an overview of OSHA's 29 CFR 1310178,

Germs are the disease and infection producing microscopic agents that live everywhere. You can't see them, but they exist on literally
Practicing Hand ~ |every surface. Germs responsible for the common cold, as well as some of the nastier ones like Salmonella, E. coli, and norovirus, can
Hygiene enter your system and make you, and those you come into contact with, very, very sick. This course covers proper hand hygiene, when

to wash your hands, and how to wash your hands in order to prevent the spread of disease-causing germs.

Preventing Slips,
Trips, and Falls

With great mobility comes great responsibility- namely watching where you are going and scanning your walkway for hazards. Slips,
trins, and falls are the second leading cause of workplace injuries and the fourth leading cause of workplace fatalities. This course aims
to help employees identify slig, trip, and fall hazards; learn how to aveid them: and know how to react if emplovees find themselves on
the receiving end of gravity.

Preventing Slips,
Trips, and Falls for
Firefighters

With great mobility comes great responsibility- namely watching where you are going and scanning your walkway for hazards. Slips,
trins, and falls are the second leading cause of workplace injurigs and the fourth leading cause of workplace fatalities. This course aims
to help firefighters identify slip, trip, and fall hazards; leam how to aveid them; and know how to react if they find themselves on the
receiving end of gravity.
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Preventing Strains | Physical aclivity puts stress on the body that can cause injuries lo muscles and ligaments. Risks exist hoth on and off the jok. This
and Sprains course will help you be aware of steps your can take o reduce injury risk.

This course offers a practical approach to safe practices regarding potential threats from chemical and biological agents, including sarin,
Proactive phosgene, anthrax, plague, tularemia, and others. Topics include fallacies, company plans, properties of malicious agents, delivery
Approaches 1o routes, efiective containment, steps to take after an incident, govermental agencies, and notification procedures for public leaders.
Chemical and OSHA Actof 1970, Section 5 (General Duty Clause); OSHA Recommendations for Handling Suspicious Letters or Packages; CDC

Biclogical Threats

Guidelines for State Health Depariments; CDC Recommendations and Reparts: Biological and Chemical Terrorism: Strategic Plan for
Preparedness and Response

This course, designed for employees, contractors, and contract employees who work at industrial process plants, covers how to
recognize job-related petential health and safety implications. Topics include the prevention and minimization of consequences froma

Process Safely catastrophic release of toxic, reactive, lammable, or explosive Highly Hazardous Chemicals (HHC) from an industrial process. OSHA
Management 29 CFR 1910.119 and Appendix A, OSHA Directives CPL 2-2 45A CH-1. Process Safety Management of Highly Hazardous Chemicals
- Compliance Guidelines and Enforcement Procedures (1394, September 13). CPL 2.94. OSHA Responsa to Significant Events of
Patentially Catastrophic Consequencas (1991, July 22).
Reasonable
Suspicion for Drug ~ [Organizations that employ workers tasked with performing safety-sensitive functions are required by Depariment of Transportation to
and Alcohal Testing: |implement workplace anti-drug and alcohal policies and programs. This course is designed 1o help supervisors recognize the signs and
Signs and Symploms |symptoms of potential alcohol misuse in the workplace.
of Alcohol Misuse
Reasonable
Suspicion for Drug ~ Crganizations that employ workers tasked with performing safety-sensitive functions are required by Depariment of Transportation to
and Alcohol Testing: |implemeant workplace anti-crug and alcohol policies and programs. This course is designed tc help supervisors recognize potential drug
Signs and Symptoms |use in the workplace by identifying its signs and symptoms.
of Drug Use
Reasonable
Suspicion for Drug ~ Organizations that employ workers tasked with performing safety-sensitive functions are required by Depariment of Transportation to
and Alcohol Testing: |implement workplace anti-drug and alcohol policies and programs. This course is cesigned tc inform supervisors of their roles and
The Role of the responsibilities regarding reasenable suspicion drug and alcohol testing in the workplace.
Supervisor
This course covers respiratory hazards, protection mechanisms, safe work practices, and use of respiratory protection against
Respiratery hazardous airborne contaminants in the work environment, Topics include employer and employee responsibilities; the nature, extent,
Prolection and effects of respiralory hazards; the operation, imitations, and capabilities of respirators; and respirator selection, use, inspaction,

maintenance, cleaning, storage, and malfunctions. OSHA: 28 CFR 1910 Subpart |

Safe Patient Handling

Healthcare industry employees are continually exposed to injury as a result of lifting, transferring, and repositioning patients or
residents. This is a major preblem for a healthcare profession. Research conducted by safety and health professionals has shown that
safe patient lifting and moving programs can protect workers from injury, reduce werkersi; % compensalion costs, and improve the
quality of care delivered to patients. The primary focus of this course is to provide general guidance about how caregivers can prevent
injury as a rasult of litting and moving patients.

Safety Awareness for
Seascnal Employess

As a seasonal employee, it is important to have a good overview of safety considerations. Statistics show that new employees are more
susceptible to accidents than more experienced workars.

Safety Data Sheets

This course covers the purpose of a Safety Data Sheet, type of information found on an SDS, required availability of an SDS in a
Hazard Communication Program, and ways to obtain an SDS. OSHA: 29 CFR 1910.1200
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Safety in Local
Government; Parf 1

Description

This program continues our discussion about the health and safety of public employees. In this presentation, employees are introduced
to safety guidelines for working around blood, chemicals, and machinery. The course also includes safely lessons on two of the most
common injuries to municipal employees, strains to the back and slip-trip incidents. There are ten questions at the end of the program
hased on the material presented in the program.

Pralonged and competitive breath holding is a dangerous practice that can lead to shallow water blackout. Shallow water blackout is a

Shallow Water term used to describe the loss of consciousness caused by decreased levels of carbon dioxide, created by hyperventilating and
Blackout prelonged breath holding. This training explains the dangers of shallow water blackout and how to prevent it from happaning in your
aguatic facilities.
This course describes how site control programs can minimize smployae exposure to hazards and prevent migration of contamination.
Sie Contrl Site control measures covered in this course include preparation of site mags, work zones, buddy systems, site security,

communications, and multiple safe work practices. This course provides an overview of OSHA's site control measures from General
Industry standards, 1910.120 and Construction Industry standards, 1926.65.

Slips, Trips, and Falls

Slips, trips and falls are the most commonly reported accidents. The resuiting injuries can range from a skinned knee to a fractured hip,
or worse. This training will teach you to identify potential slip, trip and fall hazards and the best practices to prevent slips, trips and falls
in organizations like yours. We show real images of slip, trip and fall hazards from our customers and recommend how you can fix the

problem.

Spill Prevention and
Control

This course covers safe handling, movement and slorage of hazardous materials, as well as spill control and confinemant methods.
Topics include likely locations for and control of spills, containment and confinement, procedures for spill and leak respanse, steps for
containing hazardous spills, confinement methods for solids, liquids and gases, and roles of emergency responders if hazardous
materials are involved. The course provides and overview of OSHA 28 CFR 1910 Subpart H.

Stress Management
at Work and

Let's be real--we all know what stress is. We also know that too much stress can be bad for us and that there are a number of practical
ways to deal with stress. But, knowing about stress and how to relieve itis one thing, and actually doing something to recognize and
mitigate stress is another thing altogether. This course is your chance o pause your regular activities and worries for a short while, and

Elsewhere ; : : ‘ . :
take a deeper look at how stress is showing up in your life and in your job.
Lat's be real--we all know what sfress is. Life tends to have plenty of it, anc working in a job like public safety telecommunications adds
Stress Management ‘ : ;
. a special type of stress to the mix as well. We also know that too much stress can be bad for us and that there are a number of practical
for Public Safety : : : P : :
. ways to deal with stress. So why take this course? Because knowing about stress and how to relieve it is one thing, and actually doing
Telecommunicators . : N . .
something to recognize and mitigate stress is another thing aliogather.
; Safety awareness is an employee’s ability to identify job hazards and take the proper safeguards to prevent accidents to themselves
Supervisor Safety : e . . .
and fellow employees. Supervisors play a key role in increasing employee safety awareness and preventing accidents. The purpose of
Awareness Program |, . ) : ‘ . , .
this course is to review what supervisors can do to increase safety awareness among their employees in order to prevent accidents.
Every year, we invesligate 15-20 drowning incidents, with results ranging from overnight hospital stays to fatalities. At every one of
The Professional  |these incidents, trained lifeguards were present. The Professional Lifeguard fraining helps guards understand their responsibilities and
Lifequard the practical application of their skills on the poal deck. Guards will understand the following key lifequard atinbutes upon comgletion;
rescue ready, positioned to protect, singularly focused, aggressively scanning and protecting everyone.
This course, developed in accordance with OSHA regulations created for Hazardous Waste Operations and Emergency Response
Toricology Traiing (HAZWOPERY), covers the hesics of toxicology. Topics include making decisions concerning protection from chemical exposure, types

of toxic agents, agent routes cf entry, adverse responses to toxic chemical exposure, and chemical exposure limits. This course covers
primarity OSHA 29 GFR 1910.120.
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Transtional Duty -
Improving Your
Return to Work
Program

Description

Injuries and change are two tough challenges. Together, they can create one overwhelming combination. Employees are somefimes
faced with an injury that requires a long rehabilitation period, and physical limitations that affect what he or she can do. With Transitional
Duty assignments, an employeg's recovery is accompanied with a positive distraction that provides a chance to contribute to the
organization. Transitional duty isn't just a return fo work program; it's an investment in your employee.

Transitional Duty |

Injuries and change are two tough challenges. Together, they can create one overwhelming combination. Emplayees are somefimes

Improving Your faced with an injury that requires a long rehabilitation period, and physical limitations that affect what he or she can do. With Transitional
Return to Work Duty assignments, an employee's recovery is accompanied with a positive distraction that provides a change to contribute o the
Program arganizaticn. Transitional duty isn't just a refurn to work program; i's an investment in your employee.
. This course covers health and safety concerns unique to trenching and excavating. Topics include confined space requirements, safety
Trenching and e : " . : : :
Excavation Safely principles, site assessment, causes of fatalities, factors to consider before trenching and excavating, and types of excavation mathods.
OSHA. 29 CFR 1926.650 Subpart P
Trip and Every summer, incidents and injuries happen on frips. Whether it's a day trip or ovemight trin, this training will help you plan and prepare
Transportation Safety|for all off site adventures to make them memorable, safe and fun,
This course covers hazardous waste problems, federal laws which govem waste management, regulated hazardous waste, steps for
\Waste Managemenl properly managing hazardous waste including generation, transportation, freatment, storage and disposal, recent developments in
waste management, types of waste, waste determination tests, generator staluses, and the list of high-prierity chemicals (PBT). RCRA
(1976, amended 1984); Pollution Prevention Act of 1990
This course covers potential health and safety concems unique to welding, cutting, and brazing. Topics include compressed gas and
Welding Cutting and |oxygen cylinders; arc welding and cutting; personal protection equipment {PPE); fire prevention techniques; mechanical ventilation;
Brazing Safety confined spaces; and metals of foxic significance or with protective coatings. This course provides an overview of OSHA 28 CFR 1910
Subpart Q.
This course aims 1o intreduce work zone fundamentals o individuals who work in, around, or drive through work zone areas, as well as
Work Zone Safely providing an orientation on safety for work zone areas. Topics covered include the importance of safety while working on traffic work

zones, the significance of the MUTCD, standard work zone areas, typas of road signs, basic definitions and general placement of
commaon traffic control devices, and hazards associaled with both external and intemnal traffic contral.

Working in Extreme
Temperatures

This course has been developed in accordance with OSHA's 28 CFR 1910.120 regarding perscnnel exposed to lemperature extremes.
Topics include illnesses resulting from hot and cold temperature exposure, first aid measures, steps to avoid illness, factors that affect
the bedy’s ability to withstand temperature extremes, and measures to prevent injuries related o lemperature extremes.

Working Outdocrs in

Working outdocrs in the summer can be a great way to enjoy Mother Nature but it has its own set of hazards. In this course, you will
leamn to recognize the cangers and learn how 1o prevent problems related to elements of nature like the sun, heat, fick-bomne diseases,

Warm Weather West Nile virus, and poisonous plants. This training is helpful to anyone who works outdoars in warm climates. Both employers and
employaes need to know about special hazards related to working outcioors and the many ways these hazards can be minimized.
. . [Working outdeers in the summer can be a great way to enjoy Mother Nature but it has its own set of hazards. In this course, you will
Working Qutdocrs in ) : : .
leam to recognize the dangers and lsam how to prevent problems related to elements of nature like the sun, heat, tick-bome diseases,
Warm Weather for e . e ‘ :
e West Nile virus, Zika, and poisonous plants. This training is helpful fo anyone who works outdoors in wamm climates. Both employers
and employees need to know about special hazards related to working outdoors and the many ways these hazards can be minimized.
Workplace This course addresses the key components of a healthy ergonomics practice in the workplace. It includes information regarding the risk
Ergonomics faclors, signs, and symptoms of work-related musculoskeletal disorders (MSD).

121 of 495



Name

Salud de la espalda

Description

El curse de MARCOM sobre salud de la espalda destaca la importancia de cuidar esta zona del cuerpo, tanto en el frabajo como fuera
de &, e incluye ejercicios y control de peso. Mediante una poderosa combinacion de audio, video, texto y coloridos graficos, este curso
proporciona la formacién mas rentable sebre cumplimiente normativo y de seguridad disponible. EI curso esta dividido en distintas
secciones lagicas con el fin de retener y comprender facilmente la informacian.

Seguridad de grias

El cursc de MARCOM sobre Seguridad de grias ayuda a los empleados a frabajar de forma segura con grilas. Este programa de
educacion y capacitacién ha sido disefiado para ofrecer informacién basica en este ambito. Mediante una poderosa combinacin de
audio, video, texto y coloridos graficos, este curso proporciona la formacion mas rentable sobre cumplimiento normativo y de seguridad
disponible. El curso esla dividido en distintzs secciones Iogicas con el fin de retener y comprender faciimente la informacion.

Conducir con
Seguridad

Este curso presenta informacion fundamental sobre la seguridad al conducir. Al concluir el curso, los empleadas deberan: - Saber
como inspeccionar un vehiculo antes de conducir. - Reconacer los peligros relacicnados con adelantarse & vehiculos grandes. - Saber
como conducir un vehiculo con seguridad en diversas condiciones de conduccion. - Estar consciente de coma minimizar las
distracciones al conducir. - Saher como hacerles frente a distintos tipos de emergencias al conducr.

DOT HAZMAT:
informacion general

Bienvenido 2 la serie Hazmat del Deparlamento de Transperte (DOT). Es muy importante manipular los materiales peligresos de forma
sequra. El no hacerlo puede dar lugar a graves incidentes, como vertidos quimicos o incendios, € incluso provocar lesiones o muertes.
Para evitar accidentas de este tipo, el Departamento de Transporte de Estados Unidos ha desarrollado un conjunto de normas que
indican cémo han de manipularse y transportarse los materizles peligrosos. Este video proporciona informacion general de dichas
normas.

Conduccién distrafda

El programa de MARCOM sobre Conduccion distraida proporciona a los empleados la informacion gue necesitan para conducir de
forma segura coches, furgonetas y camiones pequerios. Todos hemos visto a esos conductores que van por la carretera tomando su
1aza de café, maquilldndose, cemiendo... y hablando por sus teléfonos méviles. Cada dia, mas y mas gente deja de prestar atancién al
rafico y se dedica a otras cosas cuando circula por la carretera. Esto se llama conduccion distraida. Los temas tratados incluyen el
coste de la conduccidn distraida, la multitarea, tecnologia y distracciones, eliminar las distracciones antes da conducir, teléfonos
méviles, lughar conlra las distraccionas durante la conduccion y mas.

Proteccion Contra
Caidas

Este curso presenta informacion fundamental sobre la proteccion anticaidas. Al terminar este curso, los empleados deberan; - Entender
las practicas seguras basicas para trabajar en altura. - Poder identificar los componentes de un plan eficaz de proteccion anticaidas. -
Poder describir el funcionamiento basico de los sistemas personales de detencién anticaidas.

Investigacién de
accidentes

Investigacion de accidentes proporciona a los empleados Ia informacion gue necesitan para cemprender los objefivos de la
investigacion de un accidente, l proceso en si mismo y la forma en que ellos pueden participar para fomentar un entorno de trabajo
mas seguro. Cuande ocurre un accidente, es importante saber por qué. Aunque las razones parezcan obvias, la verdadera causa
puede ser mas complicada. Ah es donde entra en juego la investigacion de accidentes. En ella se examina el incidente
sistematicamente para determinar su auténtica causa. Esta informacion se puede usar para actualizar las politicas, procedimientos ¢
equipo y asegurarse de que no vuelva a acurrir un accidente similar en el futuro. El programa cubre cuestiones como accidentes y casi
accidentes, investigaciones y andlisis de causas, &l papel de las harramiantas y el equipo, laimportancia de la formacién, el papel de
los procedimientos en la prevencion de accidentes, aprender de los accidentes y otros. Este video es una forma eficaz y eficients para
que los empleados obtengan la formacién necesaria, ya sea en un aula o individualmente con su ordenador o tablet.

Entrada a espacios
cerradcs

El video de MARCOM sobre Entrada & espacios cerrados aborda las principales areas de formacion exigidas per la normativa, Este
curso se ha creado espeacificamente para la normativa de OSHA Regulacion de espacios cerrados con permiso necesario (29 CFR
parte 1910.146) e incluye informacién sobre la normativa de Espacios cerrados en construccion (CFR 29 1926 subparte AA). Este
video es una forma eficaz y eficiente para que los empleados obtengan la formacion necesaria, ya sea en un aula ¢ individualmente
con su ordenador o tablet.
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Name

Reconocimiento de
riesgos

Description

El programa de MARCOM sobre Reconocimiento da riesgos properciona a los empleados la informacién que necasitan para evitar
accidentes v lesiones en el trabajo. Segin la Administracion de Seguridad y Salud Ocupacional (OSHA), cada afio se producen en el
trabajo mas de 3 millones de lesiones y enfermedades y mas de 4500 muertes. La reduccion de estas cifras debe ser prioritaria para
fodos en el entorno laboral. Empleadcres, empleados, gerantes y supervisores, todos pueden mejorar la seguridad en sus
instalaciones identificando y controlando los riesgos laborales antes de que causen accidentes. Este praceso se llama reconocimiento
e riesqos.

Tirador; sobrevivir a
un atagque

El video de MARCOM Tirador, sobrevivir a un ataque proporciona explicaciones paso a pas de las tcnicas de supervivencia que los
agentes de |a autoridad recomiendan en casc de sufrir un incidente de seguridad con un tirador. Actualmente, vemos con frecuencia
noticias sobre incidentes con tiradores: tiroteos en locales nocturnos, zonas publicas... y lugares de trabajo. ; Qué debe hacer un
trabajador para sohrevivir si vive una de eslas situaciones en su trabajo? Este programa cubre cuestiones como prepararse para
imprevistos, reconocer un atague v scbrevivir a &1, huir o esconderse de un tirador, cuéndo luchar y qué hacer cuando llega la policia.

Como Controlar Los
Vicios de Drogas y
Alcohol...Para
Empleados

Este curso presenta informacion fundamental para empleados sobre cémo enfrentar la drogadiccion y €l alcoholismo. Al terminar este
curso, los empleados deberan: - Entender los peligros que se relacionan con la drogadiccion y el alcoholisme. - Conocer las sustancias
¢e las cuales se abusa comlinmente y sus efectos. - Entender las politicas que usan los empleadores para controlar la drogadiccion en
sus sedes. - Conocer lo que pueden hacer para evitar los peligros de la drogadiccion.

Primeros Auilios

Este curso presenta informacion fundamental sobre primeros auxilios en ambientes de construccion. Al terminar &l curso, los
empleados deben: - Entender la manera en que puede usar los procedimigntos de primeros auxilios para ayudar a alguien que ha
suffido una lesion. - Reconocer qué tipa de lesiones puede fratar con los procedimientos de primeros auxilics. - Poder describir como
administrar primeros auxilios en distintas situaciones de lesicnes en un lugar de trabajo. - Entender cuando debe dar primeros auxilios
afin de proteger a alguien de mas lesiones.

Concienciacion
General sobre
Materiales Peligrosos
del DOT

Este curso presenta informacion fundamental que requieren las reglamentaciones de instruccion de Cencienciacion General sobre
Materiales Peligrosos del DOT. Al terminar el curso, los empleados deben: - Entender las reglamentaciones que ha establecido el DOT
para €l transporte seguro de los Materiales Peligrosos. - Poder reconocer los materiales peligrosos que encuentran en su trabajo. -
Poder identificar los peligros que asociados con estos materiales. - Saber las practicas de trabajo seguras que pueden usar para
mansjar los Materiales Peligrosos sin exponerse.

Instruccion de
Sequridad sobre
Materiales Peligrosos
del DOT

Este curso presenta informacidn fundamental que requieren las Reglamentaciones de Instruccitn de Seguridad sobre Materiales
Peligrosos del DOT. Alterminar el curso, los empleados deben: - Entender los peligros asociados con transportar materiales
peligrosos. - Entender los requisitos de sequridad que ha establecido el Departamento de Transportes (DOT) para enviar Materiales
Peligrosos. - Conocer las politicas y los procedimientos de trabajo seguros que deben utilizarse para enviar, recibir y almacenar
materiales peligrosos. - Saber como raspander a las emergencias que implican Materiales Peligrosos.

Concienciacion sobre
Seguridad de
Materiales Peligrosos
(el DAT

Este curso presenta informacion fundamental que requieren las reglamentaciones de concienciacion sobre sequridad de Materiales
Peligrosos del DOT. Al terminar el curso, los empleados deben: - Entender los riesges de sequridad que pueden estar asaciados con el
transporte de los materiales peligrosos. - Entender los requisitos de sequridad para transporta materiales peligrosos que contienen las
Reglamentaciones de Materiales Peligrosos del Departamento de Transportes. - Conocer las poliicas y los procedimientos que deben
sequir para mantener seguros los Materiales Peligrosos al transportarlos.

Instruccion
Profundizada sobre
Sequridad de
Materiales Peligrosos
del DOT

Este curso presenta informacién fundamental que raquieren las reglamentaciones de instruccion de Cencienciacion General sobre
Materiales Peligrosos del DOT. Al terminar el curso, los empleados deben: - Entender las reglamentaciones que ha establecido el DOT
para &l transporte seguro de los Materiales Peligrosos. - Poder reconocer los materiales peligrosos que encuentran en su frabajo. -
Poder identificar los peligros que asociados con estos materiales. - Saber las précficas de trabajo seguras que pueden usar para
mansjar los Materiales Peligrosos sin exponerse.
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L E

Seguridad en el Uso
de Escaleras

Description

Este curso presenta informacion fundamental schre cémo trabajar con escaleras con seguridad. Al ferminar este curso los empleados
deberan: - Cémo seleccionar la escalera apropiada para cada fipo de trabajo que se vaya a hacer. - Reconocer la importancia de
inspeccionar una escalera antes de usarla. - Ser capaz de encaramarse en una escalera con seguridad. - Saber cémo trabajar con
sequridad al estar en una escalera.

Volver al trabajo,
volver a la seguridad:
recuperar hahitos de
seguridad tras pasar
tiempo fuera del
trabajo

Distraccidn, rutina, agotamianto, olvido de peligros comunes, falta de conocimiento d los cambios en el entorno laboral, frustracidn,
falta de planificacion y organizacion, depresidn y cambios de humor, todos estes factores contribuyen a los incidentes laborales que se
producen cuando alguien vuelve después de estar un tiempo sin trabajar. Este programa explica e ilustra cada una de estas cuestiones
madiante varios ejemplos, testimonios y recreaciones. Los alumnos aprenderan valiosas lecciones de sequridad sobre los riesges que
sufren los trabajacores al volver de vacaciones, enfermedades prolongadas u ofras hajas.

Teléfonos méviles en
eltrabajo: una
peligrosa distraccion

Nuestros teléfonos méviles son poderosas herramientas que nos permiten tener acceso instantaneo a la infermacion y la
comunicacion. Si s usan de forma adecuada, estos dispositivos pueden facllitar nuestras vidas y hacerlas més agradables, pero si se
usan en el momento equivacado y de forma incorrecta, pueden metemos en problemas en el trabajo e incluso causar lesiones graves.
Esle programa explica por qué enviar y recibir mensajes de texto puede hacer que perdamos la concentracion en el frabajo y
olvidemos la seguridad y la eficiencia, y explica también la impartancia de sequir siempre [a politica de la empresa sobre el uso de
teléfonos mdviles. También se muestran distintos escenarias laborales que ilustran las tragicas consecuencias de ignorar estas
paliticas y enviar mensajes cuando es peligreso o esta prohibido. Entre otros temas, se incluyen la manera en que el uso del teléfono
mévil afecta a nuestra productividad, sequir el plan de la empresa para contacto de emergencia, uso adecuado de los méviles de la
empresa y por qué debemos negarnes a participar en envio de mensajes inseguro € inadecuado.

Comecta limpieza;
responsabilidad de
todos

La buena limpieza es responsabilidad de todos. No importa cual sea tu puesto o qué trabajo realices, mantener la zona de frabajo
limpia y ordenada deberia ser una obligacién de tode empleade. Es parte de tu compromise con la seguridad, y tus acciones
demuestran a us compafigros tu propésito de finalizar la jomada con seguridad. Este programa repasa las practicas de limpiaza
basicas que pueden prevenir incendios y clros peligros en el lugar de trabajo que, aunque podrian ser causa de lesiones, pueden
controlarse con una correcta limpieza. Entre los temas se incluyen: mantener limpia la zona de trabajo, control de peligros de incendio,
maximizar la preductividad, controlar peligros de resbalones y tropiezos, mantener la higiena personal y praclicas de limpieza para
oficinas y areas de descanso.

Seguridad que
funciona; resumen de
seguridad laboral y
responsabilidades

En sclo un instante, un accidente laboral puede convertir a un trabajador productivo en alguien incapaz de trabajar. Por eso deben
evitarse los accidentes laborales; todos los empleados deben poner en practica el programa de sequridad. Este programa ofrece una
vision general de lcs riesgos laborales mas comunes y ¢émo cantrolarlos, mostrando la importancia del compromiso y participacion de
todos los empleadas en los esfuerzos de seguridad. También veremos lo fAci que es que se produzcan lesiongs cuando los
empleados no se responsabilizan de su seguridad. Entre los temas se incluyen: bloqueo y etiquetado, equipo de proteccion personal,
paldgenos de fransmision sanguinea, enfrada a espacios cerrados, comunicacion de riesgos, limpieza adecuada y seguridad de
peatones.

PPE: lu ultima capa
de proteccion

Casi tedos sabemos que para realizar muchos de nuestros trabajos y entrar en las distintas zonas de nuestras plantas necesitamos
equipo de proteccion personal, 0 PPE. Aun asi, cada afio se producen miles de accidentes porque los empleados no llevan &l equipo
de proteccidn adecuado al trabajo que realizan ¢, simplemente, no llevan equipo de proteccion alguno. Este programa explica la
correcta seleccion y uso de los fipos mas comunes da equipo de preteccion personal, y muestra testimonios de trabajadores que
ofrecen valiosas leccicnes sobre la impaortancia de usar tu PPE. Los lemas incluyen prateccién ocular y facial, cascos, calzado de
proteccidn, quantes y proteccion auditiva.
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Del principio a la
préctica con David
Lynn, CSP

Description

Existen cinco principios de sequridad basicos que deben formar parte de todo programa de sequridad exitoso: compromiso de [a
direccién, implicacion del persanal, analisis del lugar de trabajo, reconocimiento de riesgos y formacién de los empleados. Estos
conceptos son también los componentes clave del programa de proteccién voluntaria de OSHA. En esta presentacion, el profesional de
|2 sequridad y conferenciante mtivacional David Lynn muestra 15 técnicas sencillas y reales para poner en practica estos cinco
principios de seguridad. Este programa, concebido para concienciar a lideres de sequridad y gerentes, ayudara a cambiar la actitud y
cultura sobre sequridad en la organizacion.

Proteger nuestra
visian

Cada dia, nuestros ojos son la puerta qua nos permite recongcer y comprender el mundo en el que trabajamos, vivimos y disfrutamos.
La vision es crucial para casi todas los aspectos de nuestra vida cotidiana, asi que es dificil entender por qué no protegemos nuestros
0j0s. Estos se encuentran en peligre en todo momento, y aun asi, cada dia 2000 trabajadores norteamericanos sufren lesionas
visuales de algun tino que necesitan de tratamiento médico. Este programa muestra los dispositivos de proteccién y precauciones que
podemos tomar para avitar este tipo de lesiones. También destaca la importancia de evaluar los riesgos que conlleva cada tarea, y
avitar los peligros més comunes que causan este fipo de incidentes. El programa cubre temas como: tipos de lesiones visuales,
responsabilidad del empleado de llevar proteccion adecuada, uso de gafas de sequridad, pantallas faciales y proteccion ocular
necesaria para trabajos con soldadura y laser, proteccion fuera del trabajo y respuesta adecuada a lesiones coulares.

Tomar decisiones
seguras;
sobreponerse ala
naturaleza humana

Mucha gente asume que los trabajadores eligen trabajar de forma segura simplemente porque no quieren suffir un accidente. Por
desgracia, nuestro proceso de toma de decisiones no es tan sencillo. Este programa, presentado por el profesional de la seguridad
Tom Harvey, usa ejemplos comunes, recreaciones y un poco de humor para explicar por qué los humanos nes sentimos tentados a
tomar decisiones poco seguras, sucumbiendo a la gratificacion instantanea de atajos, asuncion de riesgos y presion de grupo. El
programa explica cémo funcicna nuestro proceso de loma de decisiones seguras, y ofrece consejos y técnicas para sobreponernos a
nuestra naturaleza humana y tomar decisiones que nes protejan en lugar de ponernos en peligro. Los temas incluyen: por qué trabajar
con seguridad va contra nuestra naturaleza humana, factores gue influyen en €l proceso de toma de decisiones, como afecta el
resultado de nuestros actos a las decisiones futuras, el concepto de desviacion normalizada y la creacion de una cultura de seguridad
positiva ofreciendo y aceptando feedoack sobre seguridad,

Sobrevive: sequridad
del empleado en
espacios cerrados

Los espacios cerrados pueden ser peligrosos, pero no tienen por qué serlo. No imporia qué papel jueguen los empleados en el
programa de entrada a espacios cerrados de su organizacion; todos deben comprender claramente su responsabilidad y contar con los
conocimientos y habilidades necesarios para llevarla a cabo. Este programa explica por qué entrar en espacios cerrados puede ser
peligroso, y como controlar esos peligros siguiendo los procedimientos adecuados de enfrada a espacios cerrados. Los alumnos
también aprenderan valiosas lecciones con la recreacion de una entrada iresponsable en un espacio cerrade que termina con la
pérdida innecesaria de tres vidas. Los temas incluyen: definicién de espacios cerrados que necesitan o no permiso de acceso, sistema
de permisos de acceso, cuatro tipos de peligros atmosféricos, prueba y monitorizacion atmosférica, control de riesgos de espacios
cerrados y responsabilidades del superviscr de entrada, encargado y operarios.

Sobrevive: seguridad
del empleado en
espacios cerrados,
breve

Los espacios cerrados pueden ser peligrosos, perc no tienan por qué serlo. No importa qué papel jueguen los empleados en el
programa de entrada a espacios cemados de su organizacion; todos deben comprender claramente su responsabilidad y contar con los
gonocimientos y habilidades necesarios para llevarla a cabo. Este programa explica por qué entrar en espacios cerrados puede ser
peligrose, y coma controlar esos peligros siguiendo los procedimientos adecuados de entrada a espacios cerrados.
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Description

En nuestras ocupadas vidas, solemos enfrentamos a elecciones relacionadas con la gestion del tiempo. Siempre que podamos,
debemos elegir la seguridad en lugar de intentar ahorrar tiempo. Las prisas nos hacen perder la concentracion, saltamos pasos y tomar
malas decisiones. De hecho, toda el tiempo que pasamos segurcs es tiempo bien empleado. En este programa, aprenderemos los

Tomate un tiempo | . : : . ot b 4 ; ;
sor tu sequridad rlesgos asociados a las prisas. Medianle varios gjemplos, aprenderemqs a reconocer los sintomas de la prisa, sabremqs? porqué es
tan peligroso frabajar de forma apresurada y qué pasos debemos seguir para mantenernos segurcs. El programa también explica que
la prisa no &s la causa real de accidentes y lesiones sino, mas bien, un sintoma de mala planificacion, malas decisiones y mala gestion
el tiempo. Todo este puade pravenirse con una preparacion y organizacion correctas.
A medida que las condiciones de calor se intensifican con la llegada del verano, el potencial de sufrir enfermedades relacionadas con
Comprender y el calor mientras realizamos nuestro trabajo aumenta drasticamente. Estas enfermedades, conacidas en conjunto como estrés térmico,
prevenir son graves y pueden incluso causar la muerte en alguncs casos. Tus empleados deben esforzarse an prevenirlas. Este programa
enfermedades mugstra como ¢l calor afecta al cuerpo humano, los sintomas de dolencias relacionadas con el calor y qué hacer si empezames a
relacionadas con el  [experimentarles, como tratar a as victimas de estrés térmico y, lo mas importante, las precauciones que debemos tomar para evilar
calor problemas al frabajar en entornos con calor. Otros temas incluyen: aclimatarse al calor, uso del sistema de compafiercs, evitar el estrés

térmico en instalaciones interiores y ropa especializada y dispositivos de proteccién para trabajar en entornos con calor,

Prevenir incendios en
frabajos en caliente

Este video aborda temas como: programa de seguridad de trabajo en caliente, areas establecidas para trabajo en caliente,
precauciongs de sequridad a seguir antes de realizar un trabajo en caliente, circunstancias que requieren de vigllancia contra el fuego,
comunicacion con contratistas externos y responsabilidades del individuo autorizante, vigilante del fuego y operario de trabajo en
caliente.

Preparacion y Los temas que aborda este videc incluyen cierios conocimigntos generales de seguridad que los empleados deben conocer para

respuesta ante prepararse ante emergencias, respuesta a incendios, atencion a comparieros heridos o enfermos, respuesta a vertidos, liberacionas y

emergencias exposiciones de guimicos, preparacion y respuesta ante inclemencias del tiempo y seguridad en caso de teremotos.

Sequridad elécica Este video aborda temas comp la Qefinici()n deun trabgjador cug\iﬁcado, plaqteanjiento de limites, riesgo de dgscgrga eléctripa,

oara lodos gua.rlltesly ropa prolgqtora antlvoltajg, riesgo de arco elegtnco. niveles de equamnento prplector cont.ra arco eléctrico, creacion y
verificacion de condicionss de trabajo seguras y excepciones en las que se permite trabajar con tension.

Seguridad eléctrica |Este video abarda temas como la definicién de un trabajador cualificade, planteamiento de limites, riesgo de descarga eléctrica,

para frabajadores  |quantes y ropa protectora antivoltaje, riesgo de arco eléctrico, niveles de equipamignto protector contra arco eléctrico, creacion y

cualificacios verificacion de condicionas de trabajo sequras y excepciones en las gue se permite frabajar con tension.

PowerLift: jformacién

A casitodos nos han ensefiado a levantar objeos de la forma tradicional, doblando las rodillas y manteniendo la espalda recta... Pero
eso no funciona. Este método nos obliga a forzar rodillas y piemas, y la espalda acaba soportando & paso de la carga. El doctor
Michael Schaefer ha reconocido los defectos de la técnica de elevacién convencional, y ha desarrollade una posicion de elevacién mas

de elevacion que . 3 L ) . .
uncional g facil, sequra y eficaz: el powerlifi, Esta técnica mantiene la espalda en una postura segura y ficaz cuando levantamos un objeto. El
' programa explica las cinco técnicas de elevacion, derivadas de la pasicion powerlift, que permiten izar materiales da forma segura en
practicaments cualguier situacién.
Intentar lucirse ante los comparieros y no tomarse el tiempo necesario para equiparse correctamente o padir ayuda: estas son dos de
Mubvelo con las principales causas de las lesiones laborales producidas al manipular materiales. Los frabajadores a veces luchan por elevar y

sequridad: evitar
lesiones al desplazar
materiales, breve

transportar materiales demasiado pesados para que una sola persona los mueva de forma sequra. Para desplazar estos objelos con
seguridad, los empleados deben ser formados en técnicas seguras de manipulacion de materiales, y adoptar la actitud y mentalidad
comectas para usar esta formacion cada vez que deban elevar o mover un objeto. Este programa explica las técnicas, precauciones y
practicas de trabajo sequras que los empleados deben seguir para mover objelos con seguridad. Los temas incluyen: preparacion para
desplazar una carga, técnicas de elevacion manual, uso de cametillas de mano, camos y grilas y manipulacion segura de palés.
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Name

QOrientacién completa
de Bob sobre
sequridad en la
construccion

Description

Trabajar en la construccion es muy peligroso: cada afio, casi 1000 trabajadores fallecen y otros miles resultan heridos en accidentes
laborales. Aunque a lo largo de los ditimos afios se han realizado muchas mejoras de sequridad para controlar os riesgos que
provgcan estos incidentes, los frabajadores nueves e inexpertos siguen sufriendo accidentes con demasiada frecuencia. Este
programa deslaca la necesidad de que los trabajadores se responsabilicen de su propia seguridad personal. El especialista en
construccion Bob Synnett muestra los riesgos del trabajo en la construccion y las medidas que los trabajadores deben tamar para
evitar pasibles acsidentes. Entre los temas se incluyen: PPE, excavacion, escaleras de seguridad, andamios y seguridad elécirica.

Formacion en

concienciacion asi, [as aguas contaminadlas fluiran sin tratar y directamente hacia las aguas més cercanas usadas para el bai, consumo, ocio y
general sobre el plan [agricultura. La diseminacién de contaminacion por aguas pluviales es un problema real, y &l objetivo de este programa es ofrecer a los
de prevencionde  |trabajadores un conocimiento basico del plan de prevencién de contaminacion de aguas pluviales de la empresa. También se indica la
contaminacién de  [importancia de que tedos los empleados conozcan sus responsabilidades en el control de contaminacion de aguas pluviales y sepan
aquas pluviales responder a fugas o derrames de potenciales contaminantes.

Cuando las aguas pluviales fluyen hacia areas de almacenamientc de productos quimicos, pueden recoger materiales peligrosos. Si es

Comprender el plan
de prevencion de
contaminacian de
aguas pluviales de
tus instalaciones

Todos los empleados deben conocer el alcance del plan de prevencion de contaminacion de aguas pluviales de su organizacion y el
papel de cada persona en el éxito del mismo. La diseminacion de centaminacion por aguas pluviales es un problema real, y el objetivo
de este programa es ofrecer a tus empleados informacidn sobre el plan de tus instalaciones. Los temas incluyen: sistema nacional de
eliminacion de descarga de contaminacion, permiso general multisectorial, equipos de prevencion de contaminacion de aguas
pluviales, evaluaciones de posibles fuentes de contaminacion de aguas pluviales en las instalaciones, distintos métodos para reducir la
exposicion a conlaminantes, respuesta a derames y fugas y tres lipos de inspeccicnes de descarga de aguas pluviales.

Aungue los oficinistas no suelen pensar en la posibilidad de enfrentarse a incendios en su frabajo, cada afio se producen més de 1000

Seguridad - N : e
antincendios para fuegos en entornos deloﬂcmq Esle programa exphga como eliminar Iog faptores que conlnbuyen a Ifa ignicdn de mcendms.y como
T responderlen £aso dg mcendm. Entre los .tfzmas se incluyen: correcta I\mp\elza‘ control de rlesgos gléctricos, p!anes de accion ante
dficna emergencias, procedlmﬁentt.}s ¢ie evacuacion, c]ases de fuggo y agentles extintores, importancia de usar el extintor adecuado, uso del
sistema PASS para extinguir un fusgo y tratamiente de lesiones relacionadas con el flego.
Formecien para Los empleados pueder] trabajlar de forma segura ('en areas con poleqcial‘ Peligro de sylfuro de hidrc)geno, siemprg ycuapdo sligan las
empleads sobre reglas del plalj dgponhngenua delsulfuro dfe hidrogenc de su organizecion, sefian como y cuando usar Proleccmn respiratoria y
suffro de hidigeno conozean l swgmflcado de los sonidos y sefiales de advenengla de sulfura de hidrageno en sus mslalamongsl. Este programa repasa
estas tres cuestiones fundamentales y muchas otras precauciones que protegen a los empleados de exposiciones a H2S,
Desde nuestra més temprana infancia, usamos las manos para aprender, explorar & interactuar con el mundo que nos rodea y, ahora,
o como adullos frabajadores, nuestras manos siguen en primera linga, tocando, agarrando, empujando, tirando y alzando en nugstro

aprendidas de las
heridas en las manos

camino por la vida y el trabajo. Por desgracia, estar en primera linea también significa ponerse en peligro, y de vez en cuando las
cosas salen mal. Este programa incluye recreaciones de lesiones de las manos en escenarios laborales, que ensefian valiosas
ecciones para proteger nuestras manos en cualquier situacion peligresa. Yeremos las traumaticas consecuencias de las distracciones,

Bl el uso de guantes inadecuados o de bisuteria cerca de maquinaria mévil y comprobaremos Ic que ocurre cuando dejamos de prestar
atencion a nuestro trabajo o intenlamos realizar tareas para las que no estamos preparados.
En este dramatico relato, los alumnos serén testigos de tres escenarios comunes en los que los trabajadores prefirieron mirar a otro
Prefiero mirar a ofro {lado y no sequir las normas de seguridad. Las historias muestran las tragicas consecuencias de no sequir un procedimiento de blogueo
lado: tres historias |y efiquetado, negarse a usar indumentaria y equioo de proteccion y olvidar la proteccién anticaidas. Tus empleados aprenderén que el
sobre seguridad  {motivo real de eslas desgracias fue la relicencia a hablar. Asi, se convenceran de que sacar a la luz los actos inseguros es
laboral fundamental para prevenir accidentes laborales. EI programa también aborda ofras cuestiones sobre sequridad, como supervisores,

prisas, habitos, trabajo por fumos e intimidacion.
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Name

Uso sequro y
operacion de grias
industriales

Description

Existen grias de distintos tamarios y configuraciones, y con distintas capacidades de elevacion y transporte de los productos y
materiales usados en la industria. Debido a los graves peligros que presenta la operacion ¢e las grias, sus operarios deben estar
plenamente capacitados y comprometidos con el funcionamiento seguro de las mismas. Ese es el objetivo de este programa: revisar
las normas de seguridad, precauciones y practicas operafivas de sequridad comunes a todas las grias con el fin de que los operarios
trabajen de forma segura. Los temas incluyen: cualificacion para operar una grlia, inspeccion preoperativa, inspeccion de eslingas y
cadenas, colocacion de carga, angulos de eslinga horizontal, comprobacion de peligros anies del funcicnamiento, elevacion y
fransporte de |a carga y uso de sefiales y advertencias manuales.

Proteccion de
maquinas y
sequridad del
operario

Si se usan correctamente, las cubiertas protectoras y dispositivos de seguridad de las maquinas permiten a los operarios trabajar de
forma segura v eficiente. Por desgracia, muchos operarios eligen ignorar, desactivar o engafiar a este lipo de dispositivos, lo cual
puede resular en lesiones graves o muartes. Es por esto que los operarios tienen |a responsabilidad de respetar el poder de su equipo
¥ 10s peligros que este puede presentar. Esta responsabilidad incluye comprender los peligros que presenta el equipo concreto en su
zona de trabajo, y sequir as precauciones y practicas de trabajo seguras con €l fin de prevenir lesiones. Este programa explica dichos
peligros y muestra como pueden evitarse las lesiones usande correctamente las proteccionas de la maquina y los dispositivos de
seguridad con practicas de trabajo seguras. Entre los temas se incluyen: peligros mas comunes de méquinas y equipos, praclicas de
trabajc seguras bésicas, protecciones fijas y ajustables, bloqueos eléctricos, dispositivos detectores de presencia, controles
bimanuales y desplazamientos bimanuales.

Tiradores y violencia
en el lugar de trabajo

Las emergencias con situaciones violentas son, desgraciadamente, una posibilidad real en el entorno laboral de hoy en dia. Entre
eslas emergencias, podria darse el caso de encontrar a un tirador en las instalaciones. Una de fus responsabilidades es estar
preparado y saber como responder en caso de vivir una emergencia de este tipo en tu lugar de trabajo. Conacer los procedimigntos a
sequir durante una emergencia puede suponer Ia diferencia entre la vida v la muerte. El objetivo de esle programa es familiarizarte con
las practicas de respuesta bésicas ante sifuaciones violentas en el trabajo. Estas practicas te ayudaran a prepararte y responder ante
una emergencia de esle tipo. Entre los temas se incluyen indicadores de comportamiento polencialmente violenlo, como responder a
este comportamiento, como responder a un tirador y cémo reaccionar cuando los agentes de la autoridad llegan a una situacion en la
gue hay un firador.

;Sabes qué hacer si se produce un evento de clima extremo en tu zona? Los eventos meteorolégicos graves pueden ocurrir en
cualquier parte y en cualquier momento. Debes estar preparado para ellos, porque si ocurren deberds reaccionar rapidamente. Tomar

Alerta de clima la decision adecuada puede significar la diferencia entre ser superviviente y ser victima. En este video hablaremos de tormentas

extremo; ;estas severas y tornados, v ofreceremos datos, consejos y advertencias que te ayudaran a sobrevivir ante emergencias meteoroldgicas

preparado? exiremas. Los femas incluyen: previsiones y advertencias de tormentas severas, peligros asociados a las tormentas, inundaciones y
aguas en movimiento, preparacion ante tomados, planes de respuesta ante emergencias y precauciones a seguir tras el paso de una
tormenta.
Mira coma Steve, Jerry y un grupo de compafieros reciben su formacion anual sobre conservacion de la audicion. Jerry y los demés
comprenden y siguen las recomendaciones, pero Steve no. Steve no se ha tomado en serio &l problema de la pérdida auditiva e ignora

., la necesidad de proteccion en casa y en el trabajo. Con el paso del tiempo, Sleve desarrolia los sintomas de pérdida de audicion
La conservacion ) - L . o y .
audivay i debido a sus malas dacisiones sobre proteccion auditiva. El audiograma anual de Steve revela pérdida auditiva y, alfinal, Steve se

convence de la impartancia de proteger por fin su audicion. Ver este ejemplo de mala actitud y la posterior pérdida de audicién de
Steve convencera a tus empleados de la importancia de proteger su audicion tanto en casa coma en el trabajo. Los alumnos lambién
conoceran informacion importante scbre el pragrama de conservacion de la audicion.
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Name

Directo al granc:

Description

Nuestro trabajo esta llenc de peligros; peligros que pueden herimos 0 incluse mataros. Controlar log riesgos y prevenir lesiones es el
objelivo de nuestro programa de salud y seguridad. Uno de estos peligros son las condiciones ¢e los espacios cerrados, como pozes,
tanques, conductos, alcantarillas y zonas similares. Cantrolar el acceso a los espacios cerrados y sus peligros pueds evitar accidentes

EE::gzsa Sspacios ysa\\(ar vidas. Ese es ¢ objf-:tivo de nuestro programa sorbrle entrada a espacigs gerrgt;los, yel tgma de este video. Los lemas ingluyen:
permiso te entrada a espacios carrados, peligros atmosféricos, prueba y monitorizacion atmosférica, atros peligros de los espacios
cerrados, control de los mismos y responsabilidades del supervisor de entrada, encargado y operarios.

Los soldaderes se enorgullecen de su trabajo; este es visible para todos. Para evitar lesiones, los soldadores también deben
enorgullecerse de su seguridad, y que esta también sea visible para todos. Cada dia, el soldador se enfrenta & muchas peligros que

Sollirer pueden ca.usar \esipnes graves y dafios a la propiedad. Metal ga\ientg, luz intgnsp, humaos nocivo§ ¥ equino pesa@o son solo algunos

T de los posibles peligros que encugntra un soldador gn su trabajo. Es |mpre§0|pd|ble que los trabajadores que realizan solda@uras sean

sequrdad capaces de reconocer todos los riesgos de su trabajo para controlarlos o eliminarlos. En este programa, los soldadores veran un

resumen general de problemas de sequridad relacionados con las operaciones de scldadura, y 1as acciones que deben tomar para
avitar lesiones en ellos mismos y en sus compafieros. Entre los temas se incluyen la prevencion de incendios, permisos, limpieza,
ventilacién, equipo protector, uso de respiradores y trabajo en proximidad de otros soldadores.

HazCom, GHS y ti

Esle programa de formacién muestra cuatro situaciones reales que subrayan la importancia de poder obtener répidamente la
informacion de salud, sequridad y riesgos de los productos quimicos y sustancias peligrosas en &l trabajo. Tal cema requiere la OSHA,
los datos de sequridad de productos quimicos deben ser transmitidos usando elementos de comunicacién estandar presentes en el
Sistema Globalmente Armonizado de Efiquetado y Clasificacién de Productos Quimicos, conocido comdnmente como GHS. El
programa explica en detalle cada uno de estos elementos de comunicacién, para que los empleados comprendan cémo s& comunican
los riesgos quimicos y ¢dmo usar esta informacion para garantizar su seguridad en el almacenamiento, manipulacion y utiizacién de
sustancias peligrosas.

Las plataformas de trabajo aéreas son una herramienta esencial que permite elevar al personal con seguridad. Estas Utiles plataformas
se comercializan en distintos tamafios y configuraciones, como elevadores de tijera, grias y grias articuladas. Cuando un empleado

Seguridad en de mantenimiento o construccion debe realizar una tarea en una plataforma elevada, suele utilizar una de estas polentes maquinas.
plataformas de Este programa muestra algunos de los rissgos comunes que los operarios de plataformas de trabajo aéreas deben tener en cuenta al
frabajo 2éreas usar estos equipos, asi como practicas de frabajo seguras y técnicas de funcionamiento que deben respetarse para garantizar la
seguridad durante el uso de una plataforma de trabajo aérea. Los tamas incluyen: ingpeccion preoperativa, prusba de controles de
funcionamiento, inspeccion del recorrido, conduccion segura, elevacion y bajada de la plaaforma y practicas de frabajo seguras.
Cada afio, miles de electricistas sufren graves lesiones o fallecen al contactar con piezas energizadas o sufrir arcos eléctricos. Para
avitar ste lino de incidentes, los trabajadores y sus organizacionas deben comprender y sequir las practicas actualizadas de seguridad
para trabajos eléctricos, los requisitos da mantenimientc y los controles administrativos. Una de las principales autoridades en materia
Practicas de frabajo  |de seguridad eléctrica es |a National Fire Protection Association, NFPA. Su documento 70E es reconocido por distintas autoridades
eléctrico sequroy  |requladoras y organizaciones como la mejor practica de seguridad eléctrica. Este programa ofrece un rasumen de la edicion de 2015
NFPA70E© 2015  |del NFPA 70E y mugstra como sequir sus directrices ayuda a mantener la seguridad de los trabajadores eléctricos. También sg

explican lcs cambios con respecto a la edicién de 2012. Los femas incluyen: planteamiento de limiles, habilidades de los trabajadores
eléctricos cualificados, seleccion de ropa y equipo de proteccion contra arcos eléctricos, categorfas de PPE contra arcos eléctricos,
creacion de un entorno de frabajo eléctrico seguro, cundo se permite el trabajo energizado v permisos del mismo.
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18 APPENDIX M — POL 3320.11 Administering the
Agency Safety Committee

POLICY

Effective Date:  February 1, 2014

Revision Date:  October 16, 2017,

See Also: PRO-3320.11, Conducting Agency Safety Committee Meetings
PRO-3320.12, Conducting Agency Safety Committee Elections

Reviewed By: Executive Team

Approved By: Sue Dreier, CEO J @

POL-3320.11 ADMINISTERING THE AGENCY SAFETY COMMITTEE

As a public agency, Pierce Transit shall have a standing safety committee in accordance with
Washington Administrative Code (WAC) 296-800-13020, Establish and Conduct Safety Committees,
effective October 1, 2002. WAC 296-800-13020 derives its authority from the Revised Code of
Washington (RCW) 49.17.010, 49.17.040, and 49.17.050.

1. The Agency Safety Committee shall have both Agency-selected members and
employee- elected members.
a. Agency-appointed members shall be:
i. An Executive Director
ii. Human Resource Representative
iii. Safety Office Representative
iv. Risk Office Representative
v. Administrative Office Representative
vi. Operations Office Representative
b. Employee- elected shall represent the following career groups within the Agency:
i. (2 total) Transit or Relief Operators,
ii. {1 total) Finance Accounting Administration and Customer Service
iii. Service Support
iv. Community Development and Planning Representative
v. Facilities Maintenance Representative
vi. Fleet Maintenance Representative
vii. Public Safety

¢. The number of employee-elected committee members must equal or be greater than the
number of Agency-appointed members.

d. A chair or co-chairs shall be elected by the Committee members.

2. Members must remain in good standing and be available to attend scheduled

meetings.

a. Employees must be currently working in the skilled position which they are representing on
the committee.

b. Employees must have no disciplinary actions and no preventable accidents within the 12
months prior to the committee's election,
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3. The Committee shall meet at least monthly.

4. At a minimum, the following topics shall be addressed at each meeting:
a. Safety and health inspection reports and actions taken to mitigate risks identified.
b. Accident investigation reports to determine if causes were unsafe conditions and, if so, what
can be done to correct the condition(s).
. Workplace accident (on the job injury) and illness reports and actions taken to minimize lost
time and claims.

5. Arecord of each meeting and who attended shall be written and published.
a. Records of each meeting shall be kept for at least one year and minutes posted on agency
bulletin boards.
b. Records of meetings shall be made available to safety and health consultation personnel of
the Department of Labor and Industries.
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19 APPENDIX N — Revision Record

Revision Date Section Update By Approved By
Number
090117 09/01/2017 All Rob Hyuck Sue Dreier

Nature of revision

Drafted the Pierce Transit PTASP Plan according to the FTA Guideline for a PTASP

development.
Revision Date Section Update By Approved By
Number
072319 07/23/2019 All Reggie Reese Sue Dreier
(Rev. 1) Jason Hovde
Selena Ngo Adopted by the
Bill Kessler Pierce Transit
Amy Maxwell Board on
9/9/2019 —
Resolution No.
2019-033

Nature of revision

Reviewed, updated, and reformatted the Plan to reflect the current safety work practices.

Revision Date Section Update By Approved By
Number
102519 10/25/2019 3.1.6 Reggie Reese

Jason Hovde

Amy Maxwell

Nature of revision

Added language to add photos of deficient area or equipment to safety inspection
submissions. Updated verbiage for clarification.

Revision Date Section Update By Approved By
Number
112519 11/25/2019 3.2.1 Reggie Reese

Jason Hovde

Amy Maxwell

Nature of revision

Adjusted Safety Risk Evaluation Matrix to reflect standard model.
Revision Date Section Update By Approved By
Number
062620 06/26/2020 Multiple — See Reggie Reese Sue Dreier
Annual Review below. Jason Hovde
(Rev. 2) Amy Maxwell

Nature of revision

Cover — Adjusted to include address per FTA requirement and reformatted cover.

Revision Record — Moved to 19 Appendix N and adjusted for easier identification of changes.

Revision Summary added after Cover.

Acronym Glossary — Removed SSPP.

Executive Summary — Added Federal Way.
- Added the paragraph - “Recipients or sub-recipients of financial assistance under 49

U.S.C. § 5307 that operate a public transportation system. Pierce Transit as it is known
today is a Public Transportation Benefit Area Corporation, incorporated under authority of
Chapter 36.75A of the Revised Code of Washington State. Serving Washington’s second
largest county, Pierce Transit provides four types of service: fixed route, specialized
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transportation (SHUTTLE) services for the disabled, Vanpool ridesharing transportation
services for long distance commuters, and seasonal trolley services. Today the agency’s
service area covers 292 square miles of Pierce County. the agency only receives .006% (or
6/10 of 1 percent) of the maximum .009% in local sales and use taxes allowed under the

Washington State Department of Revenue.”

- Added the sentence - “Pierce Transit’s Agency Safety Plan addresses all applicable
requirements and standards as set forth in FTA’s PTASP and the National Public
Transportation Safety Plan.”

- Added the following paragraph under Policy Statement — “Accountable Executive means a
single, identifiable person who has ultimate responsibility for carrying out the Public
Transportation Agency Safety Plan of a public transportation agency; responsibility for
carrying out the agency's Transit Asset Management Plan; and control or direction over the
human and capital resources needed to develop and maintain both the agency's Public
Transportation Agency Safety Plan, in accordance with 49 U.S.C. 5329(d), and the agency's
Transit Asset Management Plan in accordance with 49 U.S.C. 5326.”

2.5.3 — Removed SSPP.

2.5.4 and 2.5.5 - Added clarifying information as to the responsibilities of Executive
Directors, Managers and Supervisors — including ensuring employees are familiar with and
comply with the plan.

2.5.6 — Added “Ensure that they are familiar and comply with safety processes/procedures
and reporting contained within this document.”

2.5.7 — Removed “See SSPP.”

2.6 No. 1 — Added Situational Report (SIT Rep).

2.6 No. 2 — Added Emergency Management Coordinator and Emergency Plans. (Pandemic
Flu Response Plan, COVID-19 Prevention Plan, Private Medication Center Plan)

2.6 No. 3 — Added planned date to update the SSEPP by and refresher training.
- Added “Base Master Plan includes CPTED planning for existing upgrades and new facility
designs.”

2.6 No. 4 — Added “(in 2020 the plan is to integrate this information into the COOP, which is
in development).”

2.8 — Added audit information I, II, and III.

- Added the following to the first paragraph — “Changes, updates or additions to the PTASP
might be prompted by such occurrences as change in trends, policy or process change,
organizational structure or recommendations by qualified internal/external reviewing
entities. Major substantive changes to the PTASP will be presented annually on or around
the 2nd quarter meeting to the Board of Commissioners for approval after being reviewed,
accepted and signed by the CEO (Accountable Executive). This document will be maintained
for 3 years after creation and be made available upon request by the FTA or other
regulatory entities.”

3.1.3 — Added Safety Suggestion QR code under No. 7.

3.1.6 through 3.1.8 — Moved down to accommodate addition of Conflict and Assault
Prevention Program.

4.1.1 — Updated data to reflect 2019 figures and adjusted targets to reflect 2020 projected
targets and moved to 20 Appendix O per recommendation.

Added the following language - This data is also used to determine opportunities to tailor
training to the trends observed. For example, data analysis determined there was a higher
frequency of preventable accidents in employees with 2 years of tenure or less over any
other tenure. Right-side clearance was determined to be the most common preventable
accident type in employees with this same tenure as well. With this data, additional training
for employees within this tenure has been created along with a new cone course designed to
provide practice maintaining right-side clearance while maneuvering.
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4.1.5 — Adjusted verbiage to clarify the Safety Department will review all findings. Removed
Risk Department and the Safety Committee.

5.2.5 — Added clarifying language that the Safety Department will determine which safety-
related comments and concerns will be discussed and addressed at the Safety Committee
Meeting. Also, added the Safety Suggestion QR code as another means for employees to share
safety ideas and concerns.

5.2.6 — Changed “Good Driver” to “Distinguished Driver” to accurately reflect our awards.

8-Appendix C — Changed “Good Driver” to “Distinguished Driver” and replaced sample with
correct award.

10-Appendix E — Exchanged sample inspection sheets to reflect samples of the current sheets
being used.

15-Appendix J — Replaced with example of new Corrective Action Log pulled from TrackIt.

17-Appendix L — Replaced with updated list of Safety classes as of 6/2/2020.

20-Appendix O — Added NTD Goals to PSRC.

21-Appendix P — Added draft of Conflict and Assault Prevention Program as of 6/9/2020.
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20 APPENDIX O — Safety Goals, Objectives, and
Performance Targets

GOAL 1: SMS TO REDUCE CASUALTIES/OCCURRENCES

Using a safety management systems framework to identify safety hazards, mitigate risk and reduce
casualties and occurrences resulting from transit operations to meet or exceed the acceptable level of safety
performance.

FATALITIES

OBJECTIVE/OUTCOME

METRICS (KPIs)

BASELINES

TARGETS

Reduce the number of
transit-related fatalities

Number of fatalities per
100 million service miles
traveled

Zero fatalities

Zero fatalities

ACCIDENT FREQUENCY RATE

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce the frequency of Number of Preventable At least 5% improvement
preventable vehicle- preventable events per Accident over the previous year.
related collisions and 100,000 odometer Frequency Rate
those events which are miles from the previous
related to operation of year
Agency vehicles 2019 AFR =1.23

ACCIDENT SEVERITY
OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce the severity of Total claim cost of events | Preventable At least 5% improvement

preventable vehicle-
related collisions and
those events which are
related to operation of

deemed preventable per
100,000 odometer miles

Incident Rate and
total incurred for
preventable
incidents from the

over the previous year.

2020 (projected) Total
Incurred = $779,950

Agency vehicles previous year

2019 Total

Incurred =

$821,000

PASSENGER ACCIDENTS

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce the frequency and Number of passenger Passenger Injury 5% improvement over the
severity of preventable injuries and its total claim | Rate (PIR) previous year. (.06 PIR)
transit- passenger related cost per 100,000 revenue | Passenger

injuries

miles.

*Includes PT, ST and
Shuttle from spreadsheet
S:\allshare\System
History Database.

Injuries from the
previous year —
2019 — 8 Pax
Accidents X
100,000/11,214,58
4=.07 PIR
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EMPLOYEE INJURY ACCIDENTS

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce the number of Number of employee Injury Frequency | 5% improvement over the
employee service related injuries per 200,000 total | Rate (IFR) from previous year.
injuries work hours the previous year

— 2019 - 68 2020 IFR (projected) =

Recordable Cases
X
200,000/1,809,087
Labor Hours = 7.51
IFR

713

EMPLOYEE INJURY SEVERITY

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce employee time lost | Number of work-related Lost Time Injury 5% improvement over the
due to work-related injuries | injuries and illnesses that | Frequency rate previous year.
and illnesses results in time lost and vs. Time Loss

total days away from work | Severity from 2020 Time Loss Severity

per month

previous year

— 2018 — 1436 Lost
Work Days/68
Recordable Cases

21.1 Days/Case

(projected) = 20.04

FACILITY AND SYSTEM SAFETY INSPECTIONS

OBJECTIVE/OUTCOME

METRICS (KPIs)

BASELINES

TARGETS

Increase the assessment
and analysis of physical
system facilities, equipment
and procedures to identify
and mitigate any potential
safety risks

Number of facility safety
audits, inspections,
completed quarterly per
year

1 per quarter

Complete one facility
safety inspection per
month and ensure all
Pierce Transit-operated
facilities are inspected at
least twice per year

REVENUE VEHICLE PRE-TRIP INSPECTIONS (QUALITY)

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Increase quality of Install ZONAR on all Reporting is all Build baseline using
operators reporting vehicle | revenue vehicles, train exception Zonar Ground Traffic
safety related issues operators, feed through based Control (Goals and

through verifiable daily pre-
trip inspection process

EAM system. Move from
exception-based reporting

targets TBD after first
quarter of Zonar
operation)
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GOAL 2: SMS TO FOSTER A ROBUST SAFETY CULTURE

Foster Agency-wide support for transit safety by establishing a culture where managers are held
accountable for safety and everyone in the organization takes an active role in securing transit safety;
cultivate a safety culture in which employees are comfortable and encouraged to brings safety concerns
to the attention of agency leadership.

SAFETY TRAINING
OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Increase attendance at Percent of employees who | An average 10% increase in
regular transit safety participate in the of 52.7% of attendance over the
meetings comprised of staff | quarterly safety meeting employees previous year
at varying levels, including participated in the
executives, officers, quarterly safety Target = 58%

managers, operators,
administrative employees
and maintenance
employees

meetings in 2019

Increase employee safety
training opportunities and
attendance

New 2019 Learning
System thru NEOGOV
created

Establish usage
and targets in
2019

Completed safety library in
NEOGOV.

SAFETY COMMUNICATIONS

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Increase safety material Number of manuals, Weekly Safety Continuation of existing
distributed to employees brochures, posters or Chat, Monthly communication plan,
and the general public campaigns distributed on | Safety Statistic building further
monthly basis, number of | & lesson communication channels
safety chats, Safety learned, and adding additional
Monitor presentations, Quarterly safety communication
and monitors in every Safety through new monitors

building communicating
safety information

Campaign for
employees; and
Annual safety
promotion for
general public
at the

placed around the agency,
and Sharepoint Safety site
portal

Distribute relevant defensive
driving reminders to
operators in real time (on
the job).

Timely, relevant messages,
content determined by
weather identified, service
area hazards, historic trends
and/or new equipment
deployment.

One per hour
during peak
operating hours.

Refer to overall AFR
reduction.

Increase the reporting of
near misses and incidents
that would otherwise go
unreported.

Number of near miss
occurrences/incidents
documented by DriveCam
system and event reports.

12 (avoidable)
near collisions per
month average

5% reduction over
previous year (12
months would equate to
6 less near collisions per
year).
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GOAL 3: SYSTEMS/EQUIPMENT

Provide safe and reliable transit operations by ensuring that all vehicles, equipment and facilities are
regularly inspected, maintained and serviced as needed.

ROAD FAILURES

OBJECTIVE/OUTCOME METRICS (KPIs) BASELINES TARGETS
Reduce the number of Number of Pierce 5% improvement over the
safety-related vehicle road | vehicle/equipment/facility | Transit/Sound previous year [12,465.23]
failures maintenance issues Transit Total

reported from the field per | Mileage + Shuttle

quarter/year 2019 / Total 2019

Road Calls =

14,910,789 /1256

11,871.65 Miles
between road
failures)
Source: System
History
Database

FACILITIES PREVENTIVE (SAFETY) REPAI

OBJECTIVE/OUTCOME

METRICS (KPIs)

BASELINES

TARGETS

Response to reports of
safety-related
equipment/facility
concerns, repair requests

Track safety-related
responses system wide, to
include timeliness and
nature of request

On-time response
to safety-related
work orders from
the previous year.
2019 — 100% on
time.

Continue 100% on-time
response.

Prioritize preventative
safety-related maintenance
or inspections

Safety-related PMs
completed on schedule.
(emergency lights, fire
systems, eyewash stations,
life safety systems, etc.)

Safety-related on-
time preventative
maintenance
completion from
the previous year.
2019 — 95.74% on
time.

1% improvement over the
previous year (96.69%)

Response to safety-related
findings during Safety
Inspections.

Track safety-related
responses system wide, to
include timeliness and
nature of request

On-time
completion of
findings during
Safety Inspections
from the previous
year. 2019 —
85.71% on time.

5% improvement over the
previous year (90%)
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Agency
Name:
Date:

FIXED ROUTE BUS

y . _ Rate Denominator [Only
Baseline Data Source . Target Time Period Draft Target
Target-setting Methodology for Targets 2,4,6) N N
Measure (e.g. NTD, Annuol Safety Perf. S > (e.g. CY 2021, Fr 2022, " (Optional - include if
(e.g. aspirational, % reduction, ctc.) (c.g. Por 100K miles, Por ~
Report, etc) ete.) . Avaitable)
1M miles)
A | Safety Perfo =
1) Total number of fatalities nnual Safety Perfarmana % REDUCTION of 0 cv 2020
Reports/NTD Reporting
) R - Annual Safety Performance
2) Fatality rate by vehicle revenue miles % REDUCTION of 0 CY 2020 100,000
Reports/NI1L) Reporting
o Annual Safety Performance
3) Total number of injuries N % REDUCTION of 0 CY 2020 40
Reports/NTD Reporting
42 X 100,000/5,019,818 (2019 MILEAGE) = 0.84
. . . Annual Safety Performance
4) Injury rate by vehicle revenue miles N 5% REDUCTION {40 X 100,000/5,019,818) = oY 2020 0.8
Reports/NTD Reporting
0.80 {2020 target)
5) Total number of safety events Annual Safety Performance 5% REDUCTION from 2018 (39) 39 x .05 =2 v 2020 .
Reports/NTD Reporting 2020 target = {39-2) 37
. . Annual Safety Performance |39 X 100,000/5,019,818 (2019 MILEAGE) = 0.78
6) Safety event rate by vehicle revenue miles N CY 2020 100,000 074
Reports/NTD Reporting 5% REDUCTION {37 X 100,000/5,019,818)
R R ) - Annual Safety Performance 5% REDUCTION (6486 ({2019 #)) X 5% = 324)
7) Average distance between major mechanical failure N CY 2020 6810
Reports/NTD Reporting 324+6486= 6810 {2020 new target)

774X100000/5019818

NON -FIXED ROUTE BUS

5,019,818

Measure

Basalina Data Sourca
(e.g. NTD, Annuol Safety Perf.

Target-setting Methodology
(e.g. aspirational, % reduction, etc.)

Targat Tima Pariod
(e.g.C¥ 2621, Fr 2622,

Rate Denominator [Only
for Targets 2,4,6)
(e.g. Per 100K miles, Per

Draft Targat
(Optional - include if
Available)

R T, et te,
eport, etc) ete) 284 miles)
A | Safety Perf
1) Total number of fatalities nnual safety Performance % REDUCTION of 0 oY 2020
Reports/NTD Reporting
N . N Annual safety Performance
2) Fatality rate by vehicle revenue miles N % REDUCTION of 0 CY 2020 100000
Reports/NTD Reporting
I Annual Safety Performance .
3) Total number of injuries . %o REDUCTION of 0 CY 2020
Reports/NTD Reporting
R R R Annual Safety Performance
4) Injury rate by vehicle revenue miles N % REDUCTION of 0 CY 2020 100000
Reports/NTD Reporting
Annual Safety Performance
5) Total number of safety events N % REDUCTION of 0 CY 2020
Reports/NTD Reporting
N - Annuzl Safety Performance
6) Safety event rate by vehicle revenue miles N % REDUCTION of 0 CY 2020 100000
Reports/NTD Reporting
2,012,555 (7019 miles) /
7) Average distance between major mechanical Annual Safety Performance 94 (2019 road failures) = 21,421 o 2030

failures

Reports/NTD Reporting

21,421 x .05 = 1,071 miles
59 IMPROVENENT (21,421 + 1,071=22492

22,492 Miles between
failures

—
1,507,732

2,012,555
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21 APPENDIX P — Conflict and Assault Prevention
Program (CAPP)

f SPierceTransit

CONFLICT AND ASSAULT
PREVENTION PROGRAM
(CAPP)

PIERCE TRANSIT
3701 96th St SW
Lakewood, WA 98499

Piercetransit.crg

VERSION 1.0
MARCH 2020

VERSION HISTORY

REVISION
VERSION | APPROVED BY DATE DESCRIPTION OF CHANGE AUTHOR

Mike Griffus, Exec. Dir.
1.0 Service Delivery & Feb 2020 Created
Chief Safety Officer

Reggie Reese
Jason Hovde
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pPierceTransit

CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

APPROVALS
This Conflict and Assault Prevention Program (CAPP) was prepared by Pierce Transit to
develop, implement, and maintain a viable procedure for post operator assaults while ensuring

that new hire training, refresher training and periodic reviews include de-escalation training and
relevant policy reviews to aid in the reduction of operator assaults.

This program has been distributed internally within Pierce Transit.

Approved: Date

Mike Griffus, Executive Director
Service Delivery and Support
Chief Safety Officer
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IPierceTransit

CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

Agency Commitment

The Pierce Transit Conflict and Assault Prevention Program (CAPP) takes a multi-tiered approach to
prevent violence against our employees. This program was created by a collaboration of The Pierce
Transit Department of Public Safety, the Division of Service Delivery & Support, the Safety Department
and the Training Department. The program focuses on employee well-being and protection, priority
police responses (all jurisdictions), up to the minute data analysis, and de-escalation training for
operators.

Pierce Transit Management places a high priority on police responding to every assault reported to the
Communications Center (Comm Center), and each case is thoroughly reviewed. While Safety and Service
Delivery staff ensure that operators receive timely medical and personal attention, they will also
conduct internal hazard analyses on how to further reduce the risks to operators and determine
whether training and/or additional support is needed.

Employer Coaching and Training Opportunities

Conflict and Aggression Management® will be taught in all new hire training (all relevant classifications)
during the initial training process using the TAPTCO program, supported by locally generated videos,
case studies and lessons learned. Ongoing refresher training will be provided regularly to employees by
postings (electronic and static), quarterly safety meeting lessons and campaigns throughout the year.

Regular policy reviews concerning relevant customer service will occur when trending warrants
additional training opportunities or when requested by employees. Post incident coaching and training
will be conducted by the Safety Department, the Training Department, Customer Satisfaction
Coordinator or the Department of Public Safety as outlined in this document (CAPP).

The CAPP Process

Assaults and acts of aggression should be reported to the Comm Center as soon as they can practically
be forwarded and processed. However, not all of these incidents will be reported through this normal
channel. Managers and Supervisors should be alert to capture and process verbal conversations, written
event reports, E-alerts from the Comm Center, Security Incident Reports, Employee Injury Reports and
radio log entries. Management should endeavor to quickly identify these occurrences to Pierce Transit
entities involved in the processing of information in order to assist the employee(s) involved.
Communication and ensuring this information is acted upon will be the combined responsibility of the
CAPP Team:

e Pierce Transit (PT) Communications Center: CommCenterControllers@piercetransit.org,
o PT Department of Public Safety: PublicSafetyDepartment@piercetransit.org,

1 This TAPTCO-produced program is used for basic CONFLICT AND AGGRESSION MANAGEMENT training.
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CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

Service Delivery and Support, Transportation Manager, Assistant Managers and Customer
Satisfaction Coordinator: TransportationManagementServiceDelivery@piercetransit.org,
PT Training Department: BusSafetyandTraining@piercetransit.org

PT Safety Department — safetydepartment@piercetransit.org

C.A.P.P. Incident Management
Upon notification of an assault, attempted assault, threateningly aggressive interaction with a passenger
or other threatening altercation, the CAPP incident review process will include:

1.

Requesting (from the Department of Public Safety) and watching available relevant video/audio
footage of the incident. The Customer Satisfaction Coordinator should chart points of
significance throughout the video/audio capture for review with employee and law enforcement
authorities as needed. The questionnaire in Appendix B may assist in noting significant
occurrences during the event. This questionnaire is intended for the Customer Satisfaction
Coordinator to guide them while watching the video (not questions to ask the employee).
Contacting PT Peer Support? Team member(s) to immediately connect with the involved
employee(s) to determine the emotional/physical/mental well-being of the employee following
the incident. Peer Support? Team member may provide Employee Assistant Program (EAP)
information to the employee.

Reviewing video/audio of the incident with the employee while referencing the following “4
Truths” from TAPTCO’s Conflict and Aggression Management training:

Truth 1 - PEOPLE HAVE A NEED TO BE RESPECTED
Truth 2 - PEOPLE WOULD RATHER BE ASKED, NOT TOLD
Truth 3 - PEOPLE HAVE A DESIRE TO KNOW WHY

Truth 4 - PEOPLE PREFER TO HAVE OPTIONS OVER THREATS

Provide coaching directly related to the incident on how to better approach situations and
prevent potential assault in the future. As the 4 techniques regarding conflict and aggression
management are discussed in the video, the supervisor should discuss where these techniques
might have been used to de-escalate the previous situation(s) along with any “missed
opportunities” observed.

Review the agency’s assault prevention policies and practices with the employee (Transit
Operator Manual Section D), shown below.

If it is determined that the employee may have (due to misunderstanding of policy) failed in any
way to follow techniques to de-escalate the situation, a review of refresher de-escalation
training (via the TAPTCO Conflict and Aggression Management training program) will be
conducted with employee.

If any potential violation of law, regulation, policy, procedure or collective bargaining agreement
provision has been identified, the incident will be referred to the Assistant Manager for separate
review and investigation.
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IPierceTransit

CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

ASSAULT PREVENTION (Transit Operator Manual, Section D)

Use the following guidelines to avoid situations that may escalate into confrontations.

1. Remain seated if possible. In some circumstances, the customer may see you leaving
your seat as an aggressive act.

2. Use the coach P.A. system when appropriate. Be calm and polite.

3. If you must stop the coach, open both doors so that the individual is not "trapped".

4, If you are feeling threatened by someone or the situation appears to be heading toward

a confrontation, Contact the Comm Center by utilizing the PRTT (Priority Request to
Talk). Advise Comm Center of the situation and request assistance from a Department
of Public Safety Officer. It is much safer to communicate prior to a physical altercation
or as things begin to escalate. You can always request cancellation of responding units if
the situation resolves itself prior to their arrival.

5. If you are alone on the coach, 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.

6. If you observe suspicious behavior by customers on another coach, speak to the
Operator (if at a transit center) or notify the Comm Center as soon as possible.
7. Never risk your safety or that of your customers. If you are unsure how to proceed,

radio the Comm Center for advice.

REFUSING TRANSPORTATION (as outlined in the Transit Operator Manual Section D):

In extreme situations, you may refuse transportation to individual(s) who, due to their offensive
behavior or inability to care for themselves, may risk the safety or comfort of you or your customers. It
is justifiable to refuse transportation to individuals who are severely ill, intoxicated, or have extreme
personal hygiene problems. If you refuse transportation, do so as politely, discreetly, and quickly as
possible. Do not risk your safety, or that of your customers, unnecessarily. Request (never demand)
that the person leave the coach; attempt to leave the person at a transit center or a marked bus stop
where they will not be in danger. You must notify the Comm Center any time you ask someone to leave
the coach; you are also to complete a two-page Security Incident Report (SIR) including witness names
and addresses, and other relevant information.

As amended on 10/3/2019 through memo from Transportation Manager, Service Delivery, SUBJECT:
Transit Operator Manual: CORRECTION TO SECTION D * See Appendix A below:

Operators may not refuse transport to passengers who neglect to pay fare. Operators are responsible
for politely making a reasonable request for the fare. If a customer pays less than the full fare,
courteously call their attention to the deficiency. Likewise, if a customer's pass, or identification is not in
order, courteously explain the problem to the customer. Do not get into disputes over non-payment of
fare. Also, submit a Security Incident report with appropriate information on any consistent non-payers
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PierceTransit

CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

so follow-up action can be taken. A statement of the fare also gives help with probable cause for Police
or Security to follow-up if necessary.

Remember to press the short fare button on the keypad so that the information can be used by our
Public Safety office for fare enforcement.

Before requesting assistance, consider the following:

1. Is the offending customer likely to become violent?
2. Will many customers be delayed for some time?
3. How much time is likely to be needed for assistance to reach you? A Department of

Public Safety Officer may be some distance away, and the local law enforcement are
often busy with higher-priority calls. If it is safe, you can request a Department of Public
Safety Officer meet you at the next Transit Center and assist you there.

4, Once police assistance has been summoned, the coach may need to remain where it is,
unless unsafe to do so, until police officers arrive and contact you. If the situation is
resolved prior to law enforcement contact, advise the Comm Center right away of the
update and request permission to return to your route.

If a customer refuses to leave the coach and there is no Department of Public Safety Officer or other
person of authority present, call the Comm Center before taking further action. Do not forcibly remove
a customer unless you are physically attacked. To use force, you must be defending yourself or another
against physical attack. Even then, you must exercise reasonable care and exert only as much force as
needed to stop the attack.

Use good judgment. In SOME cases, certain customers should be removed. But there are NO cases
where this justifies injury to a Transit employee or another customer.

DETAINING
For everyone's safety, do not under any circumstances attempt to detain someone. In some cases, you
may encourage someone to remain where they are for their own safety; however, you must not detain

them. Not opening the doors of your coach to allow someone to leave could be construed as
“detaining”.

6|Page

145 of 495



JPierceTransit

CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

Appendix A
QUESTIONNAIRE for INCIDENT REVIEW

PEOPLE HAVE A NEED TO BE RESPECTED
1) Was the employee’s interaction with the aggressor respectful ?

2) Was the other party (i.e. passenger) being respectful?

PEOPLE WOULD RATHER BE ASKED, NOT TOLD
3) Was there a time when either party were being told to do something rather than asked?

PEOPLE HAVE A DESIRE TO KNOW WHY
4) During the exchange did anyone explain “why” they took the position which might have led to the
conflict?

5) Was the request depersonalized? Example: “Agency policy requires that we cannot transport
intoxicated passengers”.

PEOPLE PREFER TO HAVE OPTIONS OVER THREATS
6) What options were offered?

7) Listening to discussion, was anything done or said which could have been perceived as “threatening”
to either party?
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CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

MISSED OPPORTUNITIES

8) Were there missed opportunities during the encounter where the coach interior could have been
secured to keep the individual(s) from entering? Example: Did aggressor ever exit coach long enough to
secure front and rear doors? Example: Was there a time where coach could have driven away from the
individual without putting employee, passengers and/or pedestrians at risk?

9) Was there an opportunity to continue the route without further involvement with this individual?

10) Was fare evasion or shortage a contributing factor to the confrontation?

11) Did this conflict at any time increase risk of physical harm to our passengers?

12) Did you recognize this individual from an exclusion list or have previous history with the individual?

13) Was an option offered that was not followed through? Ex: Were police requested after aggressor
was told they would be called?

14) Do you feel you were adequately supported by the agency during and after this event?

15) How could the agency’s policies, processes and procedures have prevented or lessened the effects
of this event in your opinion?
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CONFLICT AND ASSAULT PREVENTION PROGRAM (CAPP)

Employee Coaching Session:

Date:

Print Name

Signature

Coach:

Date:

Print Name

Signature

Coaching Notes:

Refresher Training Conducted?  YES NO

Follow Up (if any)?
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148 of 495



2019-2020

Pierce Transit
Inclement Weather Response
Plan

- o gap L%

'N ENSO NEUTRAL PATTERN
) 8

‘%, A, COOLER "*Siia

A A 4
[ e \aa
. A 4 )
- - \ - 4
-a—f”"’ S T e Pl
e » = 4 T4
»»” w55 A
A
. ety a A
- A

4—#»}’-""0;

PACIFIC
JET 3§

According to NOAA, the 2019 -2020 winter is forecasting warmer-than-average-
temperatures for much of the US, with neutral conditions that are expected to persist
into Spring.
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. INTRODUCTION

BACKGROUND

Pierce and surrounding counties experienced significant weather events in the last several
years. The Agency and the Transportation Office performed admirably during these unusual
weather events. After Action Review revealed challenges with continuity of operations and
other areas where improvements could and should be made. As a result, the Inclement
Weather Response Plan Committee was formed.

The Committee understands that regional involvement, coordination, and integration are
critical. This Committee will introduce, as an essential part of the Pierce Transit Inclement
Weather Response Plan (IWRP), National Incident Management Systems (NIMS) Incident
Command Structure (ICS) to help reduce confusion and foster the use of the Continuity of
Operations Plan (COOP).

The Pierce Transit IWRP has the following characteristics:

e It allows each division’s response capability to be maintained at a high level of
readiness with the plan being capable of being implemented in any emergency with or
without warning;

e Itassists each division in sustaining operations for up to 72 hours; until the Continuity
of Operations Plan (COOP) (still under development) takes over or at the point of
reconstitution to normal operations.

The objective of the IWRP is to provide the Agency with the ability to react quickly and
effectively in the event of a weather emergency. This includes major and minor snowstorms,
situations involving ice on the roadways, and other types of weather emergencies.

MISSION

The Pierce Transit IWRP exists to coordinate with other offices, divisions and departments,
with supporting policy and procedures.

PoLicy

Pierce Transit will maintain a current and effective IWRP. The IWRP identifies each division’s
essential functions and personnel, plan implementation, concept of operations, alternate
facilities, plan maintenance, essential resources, and emergency funding. Pierce Transit
complies with the principles identified in the NIMS.
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PURPOSE
The IWRP addresses the following objectives:

e Protect personnel, facilities, equipment, and other assets;

e Ensure the safe performance of the Agency’s essential functions and
operations during an Inclement Weather event;

e Reduce or mitigate disruptions to operations;

e Achieve a timely and orderly transition to the IWRP, return to normal
operations, or transition to COOP; and

e Ensure and validate IWRP readiness through a dynamic, integrated test,
training, and exercise program.

SCOPE

This IWRP will be implemented in response to a weather emergency that results in
service disruptions of less than 72 hours of duration.
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Il. ASSUMPTIONS

This PT IWRP is based on the following assumptions:

e Weather emergencies may affect Pierce Transit’s budget;

e All Agency personnel and resources will be made available to continue essential
operations;

e Not all weather emergencies will require an IWRP activation;

e The IWRP activation period is a maximum of 72 hours;
e The COQOP (still under development) will activate after 72 hours.
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lll. IMPLEMENTATION and ACTIVATION

INCLEMENT WEATHER COMMUNICATION PLAN

Inclement Weather Communication Plan

Action By Action

Transportation Consults with Executive Director of Service Delivery and Support
Manager (EDSDS) to activate the PT IWRP.

Service

Support

(TMSS)

Comm. Center Sends out Everbridge notification to PT Management Team that

PT IWRP has been activated.

Calls Metro, Intercity, and Sound Transit to notify them of PT
IWRP.

TMSS Sends text to the PT EOC Team members to confirm that they
have received the Everbridge notification sent out by the Comm.
Centet:

All Managers Contact staff as described in their individual sections of the PT
IWRP.

ESSENTIAL EMPLOYEES/ TRANSPORTATION

There may be times when the weather is so severe that the CEO will announce that
only essential employees report to work. If you are an essential employee and are
unable to navigate the roads, there’s a possibility that an agency employee may be
able to pick up and take you home. To see if a ride is available, please contact 253-
983-3521 once the PT EOC has been activated.
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CODE YELLOW ACTIVATION AND FUNCTIONS

Code Yellow indicates awareness of a National Weather Service (NWS) alert for the expected

arrival of significant weather event that may disrupt service within the next 12 to 24 hours.

1. After receiving NWS forecast, the TMSS will direct the Communications Center to
issue Code Yellow notification that will be sent to all employees on the Code Yellow

Everbridge notification distribution list and an email to the Outlook Detour Distribution
List. Each division will coordinate the communication of instructions for their
employee groups to prepare for the arrival of the storm and subsequent
implementation of the IWRP.

2. The TMSS notifies the PT EOC Working Group by text or phone and prepares for
activation.

3. The PT EOC Working Group includes, but is not limited to: TMSS, Executive Director of
Maintenance (EDM), Fleet Manager, Facilities Manager, Communications Manager,
Scheduling Transportation Manager Service Support, Transportation Manager, Customer
Services Assistant Manager, Safety Manager, Specialized Transportation Manager, Special
Events Coordinator, and Service Impacts.

4. As needed the TMSS will contact the EDSDS to discuss status and prepare for transition
to Code Red when necessary. TMSS will request authority from the EDSDS to determine
when to activate Code Red.

CoDE RED ACTIVATION AND FUNCTIONS

Code Red advises that storm conditions have arrived and are sufficient enough to disrupt normal

service throughout the service area

1. When a storm arrives, the change is noted by employees in the field. Transit Operators, Field
Service Supervisors, and Public Safety will advise the Communications Center that weather
conditions have changed.

2. The TMSS will contact the EDSDS to discuss the plan of action and will communicate with
the Communications Center.

3. When the EDSDS and TMSS decide to implement the IWRP, the TMSS will direct the
Communications Center to send Code Red Everbridge notification and to send an
email via Outlook to the “All Employee” Distribution List.

4. At this point the Communication Plan will be activated as outlined in the Inclement Weather

Communication Plan.

5. Non-essential personnel will be directed by their respective managers to proceed with their
duties as determined by each manager. Each division will be responsible for communicating
follow up duties once the Code Red has been activated.
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SERVICE OPTIONS

During a weather emergency, several options may be initiated for providing transit
service with varying limitations. Any or all of the options listed below may be
employed.

1. Snow Route Detouts:
Pierce Transit’s standard snow routing is detailed under appendix Snow Routes- Snow
and Ice Operations.
e If there has been significant snowfall overnight, Operators may be directed to use
these snow routes at the start of daily service.
e As conditions improve, Communications Center Personnel will restore service, with
modifications, as appropriate.

2. Chained Buses:

e Standard operating procedures in the Maintenance Office dictate that a sufficient
inventory of chains be on-hand, and that Maintenance supervisory personnel will be
able to implement a chaining program expeditiously.

e The criteria for evaluating the installation or continued use of tire chains is based on
information the Communications Center receives regarding weather conditions and
forecast and topography.

e The decision to chain buses and unchain buses will be made collaboratively between
the TMSS, Executive Director of Maintenance (EDM), and the Pierce Transit EOC,
and is based on updates received.

e  MCI buses shall be equipped with traction devices (i.e. chains, socks, abrasive traction
material) year-round, located in baggage storage.

Note: buses that are chained are limited to 25 mph or less.

Auto-chained buses should be used in specific areas (ST routes/freeways).
Operating MCI buses with tag axle air released will result in irreparable frame
damage to coach. Only Maintenance personnel will release air from tag axles.

3. Use of Specialized Transportation Vans:
In some situations, it may be advisable to use available vans from Specialized
Transportation to provide fixed route service during a weather emergency and for the
Downtown Tacoma Circulator.

4, Accessible Bus Service:

e Due to operability issues, a decision to discontinue the use of lifts will be determined
by the ED Maintenance based on information provided by the PT EOC.

e Tleet Maintenance will do everything possible to restore accessible service equipment
to use as rapidly as possible after a winter weather emergency.
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The TMSS must consult with the EDSDS and CEO prior to directing the
discontinuance of setvice on an entire route or combination of routes.
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IV. TO NORMAL ACTIVITIES — CODE YELLOW

The PT EOC will recommend to the TMSS that we return to normal service once these series

of benchmarks are met.

1.
2.

5.

Weather Forecast and Conditions: improvement in weather conditions

Personnel: sufficient Operators, Service Supervisors, and Maintenance personnel are
available to meet demands

Vehicles: the number of vehicles available is equal to peak pull numbers

Routes: roads are cleared and navigable for normal routes as confirmed by Service
Supervisors

Transit Centers and Park and Rides: operational and accessible

The TMSS will direct Communications Center to send a downgraded Code Red to

Yellow EVERBRIDGE notification and to send an email via Outlook to the All Employee
Distribution List and Outlook Detour Distribution List, which includes the effective date and
time of return to normal service.
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V. MOVE TO CONTINUITY OF OPERATIONS PLAN

The Continuity of Operations Plan (COOP) is in development. The EDSDS will describe
how the Operations Division will safely perform essential functions after a 72-hour disruption
in operations.

The COOP ensures that the Agency:

1. Isable to perform essential functions after its activation, up to 30 days;

2. Is supported in the relocation to alternate facility when necessary; and

3. Identifies and documents temporary operating procedures which enable the performance
of essential functions.
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VI. INCLEMENT WEATHER DEBRIEFING

The purpose of the weather debriefing meeting will be to summarize lessons learned, capture
incident documentation, and agree on Plan revisions.

1. The TMSS will arrange a weather debriefing meeting, consisting of the PT EOC working
group and affected groups, no later than two weeks after the return to normal service. The
deliverable from the debriefing will be a revised Plan to be published no later than sixty
days after return to normal service.

2. Prior to the meeting, the TMSS will assign tasks, such as gathering feedback from other
departments. Feedback should be provided in the following format.

3. Lessons learned format:

a. Issue — define the problem or successful activity

b. Discussion — discuss the effect this activity or process had on the department or
division

c. Recommendation — provide actions that need to be taken to correct or sustain the
desired activity.

d. PT EOC members should bring lessons learned.
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Vil. ROLES AND RESPONSIBILITIES

ON CALL MANAGER SERVICE SUPPORT OR TRANSPORTATION
MANAGER SERVICE SUPPORT

Plan of Action
1. The TMSS or designee will monitor the National Weather Service forecasts and will
communicate those reports with the EDSDS. The EDSDS will make the decision

to_implement the PT IWRP. The TMSS will direct the Communications
Center to send Code Yellow, or Red notification to employees on the respective

Everbridge notification distribution list.

2. The TMSS will contact personnel as outlined in the Inclement Weather
Communication Plan (page 8).

Sustaining Mission
1. The TMSS will Support PT EOC as needed. The PT Communications Center
Assistant Manager will take over the OCM duties while the PT IWRP is activated.
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Moving to COOP

e This COOP is in development at this time and we anticipate that we will develop a
plan that will be initiated at 72 hours after the initiation and implementation of the
IWRP.
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INCLEMENT WEATHER RESPONSE EMERGENCY OPERATIONS
CENTER WORKING GROUP (PT EOC)

Purpose:

The PT EOC working group is a coordinated group with the following objectives:

e Ensures the members have a common operating picture or situational awareness
e Provides an information sharing forum

e Allows members to plan first for the next 12-hour cycle

e Allows members to then plan out 24-48 hours

e Will provide a thorough and seamless plan to EDSDS

Required members of the PT EOC working group include but are not limited to: PT EOC
Manager, Fleet Manager, Facilities Manager, EDM, Communications Manager, Scheduling
Transportation Manager Service Support, Transportation Manager, Comm Center
Assistant Manager, Customer Services Assistant Manager, Specialized Transportation
Manager, Safety Manager, Special Events Coordinator, and Service Impacts. The PT EOC
Working Group will expand, or contract as needed.

Plan of Action

If a weather event is forecast, the PT EOC Manager will call a meeting of the PT EOC
Working Group. A draft agenda is located on page 53. Results of that meeting will be
communicated through members’ departments and divisions. A meeting summary will
be kept.

Notifies Webmaster when the first bus goes on snow routing.

When needed, activate the Downtown Tacoma Snow Circulator which will require eight
SHUTTLE vehicles and Operators. This MUST be done before placing downtown
routes on snow detours. Contact the Specialized Transportation Assistant Manager to
coordinate these resources.

Make sure all Articulated Buses are removed from service.

Make sure that chained vehicles are operating on route 100 between Kimball and Purdy
P&R.

Sustaining Mission

Throughout the snow event, the PT EOC is a forum through which members can
communicate with one another and provide needed information to make informed

decisions.

Post Event

Members of the PT EOC will report a timeline and summary of their
department/division’s plan to return to normal service. Recommendation to return to
normal service should be based on the department with the longest time required to

ensure synchronization across departments.
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Pierce Transit ICS Structure and Shift Coverage

ICS Position Team 1 Team 2 Team 3
(3a-3p) (3p-3a) contact as needed.
EOC Manager Eric Donner Barb Strong-Nelson Rod Chandler
Liaison at PCDEM Scott Gaines Trevor Swynenburg Mark Davilla
Communications Rebecca Japhet Kelly Harp Alexandra Mather
Public Safety Officers | Tony Oliver Bill Mack Shane See

Safety Officer

Reggie Reese

Jason Hovde

Brentt Mackie

Operations Section

Mark Veach
Krista Sheehy

James Sullivan
Eric Gallagher

Fran Draxton

Logistics Section

Victoria Dodson
John Riggs

Tammara Good
Tina Vaslet

Bevon Ingraham

Planning Section

Lonnie Salzberg

Sandy Johnson

Jason Morris

Finance Jeff Forslund Liz Passmore As assigned by Finance
(as needed)
Webmaster Jason Robertson Jason Robertson N/A
(works remotely) (Primary) (Primary)

Tunisia Price Tunisia Price

(Secondary (Secondary)
Comm Center Earl Fowlkes Rodney Dye Laurie Langlois
Maintenance Adam Davis Jerry Blades Sean Derry
Paratransit Cherry Thomas Kelvin Berring As assigned by Spec.

Trans. Manager

Facilities Larry McCarty Steve Jefferies Jace Banta
(works remotely)
Customer Service Chris Barry Julie Clapham As assigned by C.S. Mgr.
COOP Coordinator JoAnn Artis N/A N/A

EOC Manager - a single person commands the EOC and is the decision-making final authority.

Liaison at PCDEM — when required, stationed at PCDEM and serve as the primary representative for PT.

Communications - serves as the information conduit to and from internal and external stakeholders, including the
media or other organizations seeking information directly from the incident or event.

Operations Section - is tasked with directing all actions to meet the incident objectives.

Planning Section - is tasked with the collection and display of incident information, primarily consisting of the status
of all resources and overall status of the incident.

Logistics Section - is tasked with providing all resources, services, and support required by the incident.

Finance/Administration Section — when needed, is tasked with tracking incident related costs, personnel records,
requisitions, and administrating procurement contracts required by Logistics

Safety Officer - monitors safety conditions and develops measures for assuring the safety of all assigned personnel.
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COMMUNICATIONS CENTER - FIXED ROUTE

Plan of Action

1. During weather emergencies, the TMSS or designee will be available during evenings or
weekends to report to Pierce Transit Headquarters to assist on-duty personnel.

2. Communications Assistant Manager (CAM) will receive a call from the TMSS (Or notification
from the Everbridge notification) that the Inclement Weather Plan is being implemented.
CAM will report to Pierce Transit headquarters to act in a support function to the
Communication Center.

3. The Communication Center is the hub of the communications network. Communications
Center personnel will receive and relay weather related information from units in the field
(buses, Supervisors, support functions, and others), and will disseminate this information to
other Agency personnel and outside agencies.

4. The TMSS will direct the Communications Center to send a Code Yellow Everbridge
notification and to activate the Pierce Transit IWRP.

5. Communications Center will contact Maintenance Shop Lead via radio.

6. Communications Center personnel will maintain communications with the CAM or designee.
CAM is to respond to Communications Center calls around the clock during the CAM pre -
determined schedule.

7. Communications Center will pull all articulated vehicles out of service during ice and snow.

8. Communications Center will send a message to all buses to turn off their retarder.

9. Communications Center will maintain communications with units in the field at all times via
radio, text messaging, Web EOC or cell phone.

10. Once the IWRP is activated, the Controllers will begin using Web EOC in lieu of the radio
log to document bus activities.

11. Communication Center will replace buses with vans as directed by the PT EOC

12. Before snow routes in the downtown area can be activated, eight chained SHUTTLE vans
and drivers must be obtained to create the Downtown Tacoma Circulator Service. Contact
the EOC Manager to activate this service.

13. If necessary, create a Circulator Service from Kimball on route 100 using chained SHUTTLE
vehicles. It will connect at Kimball and travel between Kimball and Purdy. The circulators will
transfer passengers to a full-sized bus at Purdy that will continue to and from Tacoma. Contact
the EOC to activate this service.

14. Contact the Bus Lead and request that the exit gate on the bus be locked open to avoid buses
sliding into the gate.

Sustaining the Mission

1. The Communications Center will monitor changing conditions and report updates via Web
EOC, email, Gov Delivery, and Everbridge.

2. As road conditions improve, Transit Operators, Field Service Supervisors and Public Safety
will provide updates that will determine the ability to return to normal service schedules and
routes.

3. In order to avoid undue confusion to customers, allow enough lead time to have buses on
snow routes complete their current trip before returning to regular routes.

When directed by the PT EOC the Communications Center will send out return to normal

service information to ()pemfnrq and q}‘lp("r‘ViQﬂ‘r‘Q bv voice and text
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CUSTOMER SERVICES-FIXED ROUTE

Plan of Action

1. The Customer Services Assistant Manager will provide snow route plan to staff by
November 1.

2. Once notified that the PT IWRP has been activated, CSR’s will log onto Web EOC to
monitor routes on snow detout.

3. CSR’s will provide customers with current transit operations information by keeping
up with Web EOC and the detour distribution emails.

Sustaining Mission

1. Once notified that the agency has implemented the IWRP, CSR’s will monitor service
on WEB EOC.

2. Calls to the Communication Center should be avoided once the IWRP is in place.

3. The Customer Service Assistant Manager conducts an after-action review with staff
and forwards “lessons learned” to PT EOC.
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TRANSIT OPERATOR ASSISTANT MANAGERS
Plan of Action

. After receiving a Code Red weather alert, all Assistant Managers will begin inclement
weather work schedule. Assistant Managers will be used as determined by the PT EOC
to assist Dispatch or Communications Center, or to perform various duties in the
EOC.

. Dispatch Assistant Manager will ensure the list of routes on snow routing is displayed
in the operators’ lobby and updated frequently. Route status is available on Web EOC.

Sustaining Mission

° Assistant Managers will continue with the inclement work schedule assisting
Dispatch or Communications Center, performing various duties in the EOC.

° As weather conditions change Transit Operator Assistant Managers will maintain a
close and open line of communication with the Operators to gather detailed
information on issues they are facing. This information must be included in
communications with liaisons as well as be included in updates to PT EOC.
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FIXED ROUTE DISPATCH

Plan of Action

e Dispatchers will perform the normal activities of their shifts with regard to
administrative and personnel responsibilities.

Sustaining Mission
e Dispatch will continually monitor service requirements and personnel to be ready to
respond to changing demands.

e Specific attention will include assuring that drive time and duty time restrictions are
adhered to.

e Dispatch will closely examine the next-day’s work to avoid double-back conditions.

Status Update

e As weather conditions continue and change, Dispatch will closely watch the number
of Operators available to them versus the number of coaches available. This
information will be communicated to the PT EOC to help ensure the best utilization
of both of these resources.
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SPECIALIZED TRANSPORTATION

Plan of Action

1. Specialized Transportation Management will coordinate activities within the Specialized
Transportation program so as to provide service to Specialized Transportation customers at
appropriate levels based on information from the field, maintenance, and the Communications
Center.

2. Specialized Transportation Management, after notification of implementation of the IWRP,
will notify Specialized Transportation staff to report to work as indicated on Snow Shifts
schedule.

3. 1If Specialized Transportation begins returning passengers early in the day, eventually most of
the Specialized Transportation Operators will be available for other types of work. If needed,
Specialized Transportation Operators and their vehicles can be used on fixed routes provided
that the area to be served is clear enough and more suitable for the use of vans to support
fixed routes.

4. As Specialized Transportation service decreases, Specialized Transportation Operators
become available; Specialized Transportation Dispatchers must inform Fixed Route Dispatch
prior to releasing operator from shifts. No Specialized Transportation operator should be
sent home without approval from Fixed Route Dispatch office.

5. Ifitis decided that Fixed Route will use Specialized Transportation vehicles on some routes,
only Transit Operators who have been trained in the operation of Specialized Transportation
vehicles will be utilized.

6. At the request of PT EOC, eight chained SHUTTLE vans with operators will be used to

provide service for the snow circulator.

Sustaining Mission

1. Throughout the weather event, the Specialized Transportation Communications Center will
provide updates to Specialized Transportation Management with information to confirm
levels of service and preparations for extended service interruption if necessary.

2. As service levels are reduced, returning passengers eatly in the day, in-house Operators will be
available for other types of work. If needed, Specialized Transportation Operators and their
vehicles can be used on fixed routes.

3. As Specialized Transportation Operators become available, Specialized Transportation
Communications Center personnel will inform Fixed Route Dispatch prior to releasing
operator from shifts. No Specialized Transportation operator should be sent home without
approval from Fixed Route Dispatch office. Only Operators who have been trained in the
operation of Specialized Transportation vehicles will be utilized to operate Specialized
Transportation vehicles.

4. Specialized Transportation Communications Center personnel will act as the key channel of
communication with Specialized Transportation Operators and contractors and will
coordinate communication with worksites, and passengers if trips must be modified or
canceled because of weather conditions.

5. Specialized Transportation Management will be responsible for contacting Specialized
Transportation Communications Center personnel to report for pre-defined weather shifts.

6. Provide information to assist with determination of when to cancel trips or return

passengers early
T [@]
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
22.

Coordinate telephone contact through Specialized Transportation customer
service with passengers regarding necessary changes to their trips.

Prioritize trips by purpose to be canceled or returned early based on knowledge of
individual passengers, and local road conditions throughout the service area.
Consult with PT EOC regarding installation or removal of chains.

Monitor and communicate with contractor(s) regarding any decisions made that
may affect them or limitations or problems they experience with the trips referred
to them.

Specialized Transportation Dispatchers will act as the key channel of
communication with Specialized Transportation Operators and contractors.
They will coordinate communication with contractors and Customer Service
Reps if trips must be modified or canceled due to weather conditions.

Dispatcher on duty will contact Specialized Transportation personnel, Specialized
Transportation Community Contacts (see appendix), based on directive given by
Specialized Transportation Management.

Prioritize trips by purpose to be canceled or returned early based on knowledge of
individual passengers, major destinations, and local road conditions throughout
the service area.

Consult with PT EOC regarding installation or removal of chains.

Consult with PT EOC about the placement of Specialized Transportation
Operators and/or vehicles into fixed route service.

Field Service Supervisors will have necessary safety and inclement weather
equipment with them while on duty. Vans should be equipped with traction
material and foul weather clothing beginning November 1st unless unseasonal
weather makes early preparations necessary.

Field Supervisors will maintain constant vigil of changing road conditions and
communicate status to Communications Center.

Field Supervisors will monitor WEB EOC during their shift and provide assistance
where needed.

Supervisors should check facilities and transit centers and report to the Comm
Center areas in need of treatment or plowing.

Supervisors will drive routes that historically have problems during inclement
weather to include but not limited to: Route 41 Roosevelt Hills, Downtown
Tacoma CBD, Bonney Lake TC, Lakeland Hills, Route 402, Route 501,
Steilacoom, Pt Defiance etc. Report findings to the Communications Center.

Additional Notification Required
See Appendix: Specialized Transportation Community Contacts and Specialized
Transportation Contractors (see pages 49-50).
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Snow Removal

1. Facilities Maintenance shall be responsible for snow removal at only Pierce Transit
facilities. Specialized Transportation Operators, Service Supervisors, and contractors may
inform the PT EOC, via WEB EOC when external facilities or sites would require snow
removal for the pickup and drop off of Specialized Transportation customers. The
external facilities will be contacted by the PT EOC and informed that snow removal is
required to provide service. External drop off sites and customers at their address are
responsible for the snow removal.

2. External customers are responsible for their snow removal.

Chaining

1. Chaining of specialized transportation vehicles will be determined by the PT EOC.

2. Once weather conditions become severe enough to chain-up Specialized Transportation
vehicles, it also becomes very important that we begin to discourage transportation for as
many passengers as possible; and begin planning return rides for everyone who has
received transportation. When weather conditions become severe, the safety of our
passengers and Operators becomes a very serious issue. Even with the slightest amount
of snow, it becomes extremely difficult to move ambulatory and wheelchair passengers.
If weather conditions are bad early in the morning, passengers can be called prior to their
pickup to cancel their appointments. Specialized Transportation Management will

evaluate the alternatives as necessary.

Status Update
1. If weather, road and operating conditions get to where Specialized Transportation
Operators are having difficulty, the decision will be made to begin calling pre-scheduled
passengers and canceling their appointments for safety reasons. Once the decision has
been made to begin canceling rides, Specialized Transportation staff will start calling
passengers and canceling their appointments. If an area is deemed hazardous by a
Service Supervisor, they will contact Specialized Transportation Dispatch immediately.
The Specialized Transportation Dispatch will inform the Specialized Transportation
Customer Service office and they will begin contacting passengers in that area to cancel
their reservations. The Communications Center will keep the Specialized Transportation
Customer Service office abreast of service changes throughout the day. This
information will be forwarded to the PT EOC, who will then contact the CM. This
information should also be forwarded to Specialized Transportation Management.
2. Provide regular updates to Specialized Transportation Management regarding service
delivery
3. If weather, road and operating conditions get to where Specialized Transportation
Operators are having difficulty, the decision will be made to begin calling pre-scheduled
passengers and canceling their appointments for safety reasons. Once the decision has
been made to begin canceling rides, Specialized Transportation CSRs will start calling
passengers and canceling their appointments. If an area is deemed hazardous by a
Field Supervisor, they will contact the Specialized Transportation
Communications Center immediately.
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The Specialized Transportation Communications Center will inform the Specialized
Transportation Customer Service office and they will begin contacting passengers in
that area to cancel their reservations.

The Specialized Transportation Communications Center will keep the Specialized
Transportation Customer Service office informed of service changes throughout the
day. This information will also be forwarded to Specialized Transportation
Management and PT EOC, who will contact the media as appropriate.
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BUS SAFETY & TRAINING

Plan of Action

All training personnel will prepare to support the PT EOC at the time a Code Yellow
alert has been sent out by Communications Center. Training Instructors will assist
with Fixed Route and Specialized Transportation preparations for arrival of an
inclement weather system. To determine staff availability and readiness to assist with
field or base operations as needed, Bus Safety & Training Supervisor (BS&T
Supervisor) will notify the PT EOC regarding the number of instructors available for
assignment. Training work schedules will vary depending on the intensity and duration
of the storm.

Sustaining Mission
Training staff will coordinate with Transit Operator Assistant Managers to post safety
notices reminding Transit Operators of safe bus operations while using tire chains and
other storm related information as provided in the Transit Operator's Manual.

Status Update
BS&T Supervisor will communicate daily the level of staff availability for duration of

weather event.
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SERVICE SUPPORT

Plan of Action

1. The Transportation Manager Service Support will maintain alert status with Field
Service Supervisors to gauge the level of response necessary. The Transportation
Manager Service Support will prepare schedules and assignments at the time of the
Code Yellow weather advisory from the National Weather Service.

2. When the Downtown Snow Circulator is activated, the Service Impacts Supervisor or
Service Supervisor will act as the Incident Commander and will be positioned at 10"
& Yakima to coordinate this service. They are dedicated and cannot leave this spot
unless covered by another Supervisor. They will also ensure that the eight SHUTTLE
vans have the Snow Circulator Magnetic signs placed on the curb size read panel.
These signs will be available in the Service Impacts Office November 15" — April 1%
A second Supervisor or Service Support Training Coordinator will be positioned at
TDS to manage the Snow Circulator headways.

3. A warming bus will be brought down to 10* & Yakima for waiting passengers. This
can be done by Bus Safety & Training Instructors. Contact the EOC to arrange for
this bus.

Sustaining Mission

1. Field Service Supervisors will have necessary safety and inclement weather equipment
with them while on duty. Vans should be equipped with traction material and foul
weather clothing beginning November 1st unless unseasonal weather makes early
preparations necessary.

2. Field Supervisors will maintain constant vigil of changing road conditions and
communicate status to Communications Center.

3. Field Supervisors will monitor WEB EOC during their shift and provide assistance
where needed.

4, Supervisors should check facilities and transit centers and report to the Comm Center
areas in need of treatment or plowing.

5. Supervisors will drive routes that historically have problems during inclement weather
to include but not limited to: Route 41 Roosevelt Hills, Downtown Tacoma CBD,
Bonney Lake TC, Lakeland Hills, Route 402, Route 501, Steilacoom, Pt Defiance etc.
Report findings to the Communications Center.

Snow Removal
1. Service Supervisors will have minor snow removal equipment that can assist with
clearing a small area for boarding buses, accessing a sidewalk, bus shelter or wheel
chair ramps. All other snow removal will be accomplished by Facilities Maintenance.
Refer to Facilities Maintenance Plan.

Chaining
1. Supervisor vans will have snow chains installed by Fleet Maintenance Automotive
staff. If chains are necessary, drive your van to Building 1, Auto Shop, and Door 15W
or supervisors can install chains themselves.

Status Update , )
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Service Supervisors are expected to monitor the bus service in their area and report
their findings to the Communications Center.

Supervisors should make recommendations to Communications Center that will best
utilize buses that are in service.

Field Supervisors should advise Communications Center of changing conditions that
will keep buses from returning to regular routing and scheduled service.

Supervisors should drive routes to ensure no customers are left stranded when buses
deviate from posted routes and schedules.
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Facilities Maintenance

Plan of Action

1.

As conditions warrant, upon the direction of the Facilities Manager, or the Facilities Assistant
Manager, Facilities Maintenance will apply deicing agents as required in advance of a
forecasted weather event. This will be done in accordance with detailed Facilities maintenance
snow plan. The application of the sand or ice melt will begin at the base facilities to ensure
accessibility for staff and vehicles and will progress to outlying Pierce Transit Properties as
conditions warrant once instructed to do so by Facilities Managers or PT EOC.

Sustaining Mission

1.

4.

Facilities Manager should be notified if unsafe conditions are encountered at Pierce Transit
properties.

During off hours the Comm. Center should be called to request this assistance.

The priority of work shall be determined by the PT EOC.

The Maintenance crew will respond only to work given to them from the PT EOC through
the Facilities Manager, Facilities Assistant Manager or designee.

A maintenance management representative will be part of at the PT EOC to coordinate the
provision of service during snow and ice emergencies. They will use WEB EOC monitor calls
for service.

Snow Removal

1. A detailed Facilities Maintenance Snow Plan is appended to the Pierce Transit IWRP in
electronic form as well as a hard copy in the Comm. Center, as well as in various locations in
Maintenance.

Snow and Ice Control Maps 2017.pdf
PT Facilities snow plan 2017-2018.docx
Chaining

1. As needed, Fleet Maintenance staff will install chains on Facilities vehicles when located on
base.

2. Facilities Maintenance staff will be trained to safely install chains in the field as required
ensuring safe operation of the vehicles.

Status Update

1. Status of staffing, equipment, and material availability will be provided to the PT EOC and
the Facilities Manager by the Facilities Assistant Manager or a designee on a per shift basis
during the weather event.

Prep
1. By November 15, facilities staff will have provided sand and melting materials in the containers

located at Commerce, TDS, and transit centers.
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Upon notification from the Facilities Manager, or Facilities Assistant Managers, the
base properties and outlying areas will be swept clean of sand. A comprehensive effort
will be made to clean all properties to ensure cleanliness for the spring season.
Attention will be paid to the condition of the lot striping and any concrete damage.
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FLEET MAINTENANCE

Plan of Action

Fleet Manager:
By OCTOBER 15:

1. Receives request from EDSDS to provide ice scrapers in the Warehouse.

2. Inventories tire chains and tighteners; Order as needed.

3. Coordinates with various service stations in outlying areas for chaining support
agreements.

4. Coordinates with Fleet Admin to ensure employee phone rosters are up to date
and post changes (wallet size, supervisor office, shared drive).

5. Coordinates with the PT EOC on chaining priorities.

6. Coordinates with Fleet Assistant Manager to staff PT EOC.

7. Forms road crews for servicing and chaining of vehicles in areas of greatest bus
concentration or as directed by the PT EOC.

8. Coordinates with Safety Office to inventory PPE.

By NOVEMBER 15:

1. Services all snow and ice control equipment.

2. Inventories tie straps for chain repair on supervisor vehicles; Restocks as
necessary.

3. Reviews snow routes with staff.

4. Orders 20/20 windshield cleaner/deicer for vehicles.

5. Coordinates with Fleet Assistant Managers to re-task personnel to meet mission
needs (road crews, facilities cleanup, etc.).

6. Coordinates with PT EOC on chaining priorities.

7. Ensures bus wash is not in use when ice indicators turn blue.

8. Provide instructional materials for tire chain installation.

Lead Mechanic:

1. Upon receipt of Code Red IWRP implementation from Communications Center,

»

calls EDM, Fleet Manager, Facilities Manager and Fleet Assistant Managers to
inform them of IWRP implementation. If unable to reach them, notifies PT EOC.
Authorized to call in additional staff as needed.

Calls Fleet Manager if more than five buses need to be chained.

Upon start of shift coordinate chaining team schedule with the PT EOC. Provide
contact information and locations for crews and hour updates thereafter.
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Maintenance Training Coordinator:

1. Coordinates and tracks snow chain training with Fleet and Facilities Managers.

Sustaining Mission
Fleet Manager:

1. Notifies EDM if wheel chair ramps become too contaminated to operate
safely.

2. Attends daily Inclement Weather Response PT EOC working group.

3. Monitors chain and tie strap inventories to maintain adequate levels; consults
with Parts.

4. Coordinates with Parts to order and restock of critical supplies.

5. Provides EDM and Inclement Weather Response PT EOC working group
with daily reports concerning resources, personnel, road calls, and readiness
levels that affect service.

6. Informs EDM of budget concerns.

Post Event:
Fleet Manager:

1. Evaluates unplanned repairs and determines time frame and plan for return to
normal service

2. Submits final cost reports to EDM in case state or national emergency is
declared, so requests for reimbursements can be made.

3. Conducts After Action Review with staff and forwards “lessons learned” to
PT EOC working group.
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SCHEDULING & PLANNING

Plan of Action
1. Ensure Planning/Scheduling staff has access to the computer network from their
homes.
Track the approximate total cost of service and report to Executive Staff.
Track the approximate lost service hours for Executive Staff and FTA.
Identify any improvements that may be made to schedules to improve service.
Assist Dispatch with any Hastus issues that might occur.
Supports PT EOC.

SNl T

Sustaining Mission
1. Adjust daily service as required and known.
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EMPLOYEE SERVICES

Plan of Action

1.

Identify critical Employee Services processes (i.e. Highline input); develop a
plan to ensure continued operation of key systems.

Ensure staff has remote access to the computer network.

Ensure staff has the information necessary to perform assignhments from a
remote location.

Identify key staff to be available on-site or remotely at all times during the
emergent situation.

Ensure staff understands method/lines of communication.

Ensure relevant policies (i.e. attendance, paid time off, etc.) have been
reviewed prior to an event; facilitate consensus on application of policy in
extraordinary situations.

Ensure policy, rules, contractual language, etc. are applied consistently across
the agency.
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INFORMATION TECHNOLOGY

Plan of Action

1. Ensure IT staff is available on-site to fully support the PT EOC initialization.

2. Ensure IT staff has access to the computer network and Agency Core Business
Systems from their homes.

3. Ensure Agency telecommuting services are fully available to Agency telecommuters.

4. Ensure that the I'T staff has necessary information and details to continue to perform
their jobs from home or other remote location.

5. Ensure that one I/T Specialist and all Systems Analysts are available on-site or
remotely at all times.

6. Ensure that Network Administration is available on-site or remotely at all times.

7. Ensure staff in the PT EOC and the Comm Center has access to Agency computer
systems.

Sustaining Mission

Additional Notification Required
1. Work with Agency computer users to sustain the Agency network and Core Business
Systems via Agency I'T Help Desk and on-call technician support.
2. Primarily provide support remotely, and provide on-site support, as needed,
throughout the event.

Status Update
1. Track additional cost expenditures related to additional service requirements caused
by event and report to Executive Director of Finance.
2. Notify system users of any network/core business system outage.
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RISK MANAGEMENT

Plan of Action

1. Itis important that accident information is monitored through frequent
communication with the OCM via cell phone and/or personal computer.

2. Ensure that the Risk staff has access to the computer network from their
homes to continue to perform their jobs from home.

3. If office staff are unable to report to work temporary voice mail message will
be left for callers involved with accidents requesting basic claim filing
information. This will help sustain a reasonable level of customer service to
reduce the impact on customers.

4. Suspend transitional duty assignments if office staff unable to report to work.

5. If a major accident occurs involving serious injury to passengers or other third

parties inform legal counsel.

Sustaining Mission
1. Work with the Communications Center, Transportation Office staff, Public
Safety, and outside adjustors and third-party administrator to investigate
accidents and on the job injury claims.
2. Adjust transitional duty assignments to accommodate changing circumstances.

3. Respond as soon as possible to claimants and employees who are injured on
the job.
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SAFETY

Plan of Action

1. All Safety Office personnel will prepare to support the Transportation Office at the
time a Code Yellow alert has been sent out by the Communication Center.

2. Safety staff will assist with Fixed Route, Specialized Transportation, and facility
preparations for arrival of an inclement weather system. The Safety Office will
monitor radios and conditions to support (not direct) the Transportation Office’s
safety needs. Radios will be monitored to assist with hazard identification. Safety
Office personnel’s work schedules may vary depending on the intensity and duration
of the storm.

3. Safety staff will coordinate with Training staff and Transportation Office to post safety
notices augmenting agency hazard/safety awareness.

4. 'The Safety Office may assist Field Service Supervisors with identifying unsafe areas of
Pierce Transit’s service area. Such areas may be cordoned off and/or rerouted until
efforts are taken to remediate recognized hazards.

5. The Safety Office will provide snow related PPE to employees. Emergency supplies
may also be made available as needed.

6. It is important that accident information is monitored through frequent
communication with the OCM via cell phone and /or personal computer.

Sustaining Mission
1. Work with the Communications Center, Transportation Office staff, Public Safety,
and law enforcement to investigate accidents and on the job injury claims.
2. Safety vans will have snow chains installed by Fleet Maintenance Automotive staff.
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COMMUNICATIONS MANAGER

Plan of Action
During a weather emergency, vast amounts of information must be relayed to the public and
internally as well. The Communications Manager (CM) is responsible for communications

with the public via the media and other means, as well as general internal updates.

1. CM receives notification via Everbridge that the IWRP is being activated.

2. The CM will receive information from the OCM and will disseminate this
information through various methods.

3. External communication. The CM will use various methods to notify the
public about weather-related service impacts, including:

a. The agency’s Twitter (primary source), Facebook and Instagram
accounts; this work is done in conjunction with the Customer Services
Assistant Manager and Digital Content and Outreach Coordinator);

b. News releases issued via email and phone conversations with the media;
and

c. GovDelivery route alerts. The Comm Center will continue to send
route-specific text messages as they do outside a snow event, but the
CM may use the GovDelivery system’s “General News and
Announcements” and/or “Snow Information” categories to send
updates.

d. Cootdination will also occur with the Webmaster, to ensure we are
communicating consistent information.

4. Internal communication. The CM will update internal staff on general
weather-related news and service impacts via email. The CM will request the
information be posted as approptiate for those without email, and/or posted on
the agency’s internal monitors.

5. Duting weather emergencies and/or when the PT EOC is activated, the CM ot
designee* will staff their position in the PT EOC unless otherwise advised.

Sustaining Mission
Status Update
1. The CM will receive updates and maintain contact with the PT EOC for the

duration of a weather event.

* The Digital Content and Outreach Coordinator serves at the Communications Managet’s backup for
communicating with the public through social media and the website, and employees through email,
monitors and other means. The agency’s Government and Community Relations Officer serves as the
Communications Manager’s backup for media relations during large-scale events when additional media
relations assistance is needed.
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FINANCE DIVISION

Plan of Action

When weather advisory is announced, the Chief Financial Officer will contact the

Finance Division Managers. The Managers will contact their direct reports who will in

turn contact their direct reports.

Sustaining Mission

1. Conduct regular required responsibilities.

2. Assist other departments as necessary.

3. Maintain a contact list for direct reports including office and home numbers.

4. Refer to the Finance Division Plan that details how the department prepares for and
responds to any emergency.

Post Event

1. Restoration of normal operations will be communicated by the Chief Financial Officer
to personnel as indicated above.

2. Review the event with management personnel.

3. Identify the event approximate hours/costs for the department.

4. Suggest improvements that may be made to improve handling of the event(s) in the

future.
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VANPOOL

Plan of Action
1. Communicate with volunteer drivers regarding bad weather. Tips are included
in the Volunteer Vanpool Participant Manual, which is accessible on the

Vanpool webpage.

2. Vanpool vehicles are equipped with cable chains that volunteer drivers can
install if they choose. Vanpool vehicles are equipped with all-weather tires
rather than snow tires.

3. The Vanpool Department has a 24/7 emergency:
253.581.8000 or 1.800.562.8109
Press 3 for Vanpool, then
Press 1 for Vanpool Emergency
Or 253.380.1612
Vanpool Drivers:
1. Decide whether to operate the vanpool vehicle based on route, road conditions,
experience, etc.
2. Advise the other participants in their group whether the van will operate or not
and go to a backup carpool plan if necessary.
3. Are encouraged to listen to weather and traffic reports before deciding decision
to drive.
4. Are instructed to call the 24/7 phone numbers listed above if van becomes
immobile. Community Development Business Support staff will provide
instructions and arrange for in-field repair or a tow (PT mechanic or towing

company) if necessary.

Community Development Business Support Staff:
1. Are expected to make their best attempts to arrive at work while using good
judgment as to whether travel should be made.
2. May obtain management approval to telework.
3. Will follow instructions in the Vanpool Participant Manual and Vanpool Desk
Manual when providing information about cable installation, when the

volunteer driver should not drive, and how to set up backup carpools.

Community Development Administrator:
1. Acts as the key channel of communication with vanpool participants who call
the emergency line.
2. Continues to call duty regardless of physical location.

W

Will report to Pierce Transit Headquarters if needed.

4. Decides if Community Development Business Support essential duties can be
handled from home. Most vanpool communications can be handled remotely.
No specific snow shift schedule is necessary.

5. Authorizes shift changes as appropriate.
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6. Advises Community Development Business Support Coordinators whether a mass
communication should be emailed to volunteer vanpool drivers, or if staff should
immediately update their phone messages with important updates or work schedule
changes.

7. Will contact the vanpool team.

Sustaining Mission

Community Development Business Support Staff:
1. Updates management on out-of-the-ordinary issues. Examples:

a. Out of spare vans due to regular commuter vans needing attention

b. Falling behind on normal servicing because of unavailability of spare
vans

c. Vanpool customers’ road call needs are not being met due to
unavailable resources

d. Excessive broken chains and Parts Room is out of stock
Excessive damage to one or multiple vans

f.  Budget concerns

Management:
1. Notifies the Specialized Transportation Manager of areas of concern, as
necessary.
a. Budget

b. Inventory issues
c. Personnel
d. Road calls

Post Event

Community Development Administrator:

1. Evaluates unplanned repairs and determines time frame and plan for return to
normal service.

2. Coordinates final cost reports with Fleet Manager in case state or national
emergency is declared, so requests for reimbursements can be made.

3. Conducts After Action Review with staff and forwards “lessons learned” to
PT EOC.

4. Will coordinate with Maintenance Management to resume the normal
servicing schedule, if necessary.
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MARKETING

Plan of Action
1. Marketing and the Webmaster serve a critical role in keeping our customers,
the general public, and employees informed of Pierce Transit’s operations in
the event of inclement weather or other critical situations affecting service.

a. The Webmaster receives EVERBRIDGE notification by way of the
Detour Distribution List from the Communications Center and a
confirming phone call through the Inclement Weather Communication
Table whenever there is a change in the color code or when the
Inclement Weather Response PT EOC working group is activated.

b. The Webmaster ensures that the Pierce Transit website is updated. If
the information needed is a simple website post, the Communications
Manager and/or Digital Content and Outreach Coordinator will
sometimes assist with this work.

c. Personnel may be utilized as support personnel in the PT EOC or in
capacities as determined by the OCM.

Status Update
The Webmaster will initially be notified when the first routes go on snow
detour. The Webmaster will check service and route status on WEB EOC and
update the webpage accordingly. The first update to the Pierce Transit website
will be made no later than 5:00 a.m. and throughout the service day as
necessary. The last update to the website will be made around 11:00 p.m.
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Area Code is 253 unless otherwise noted.

PIERCE TRANSIT STAFF TELEPHONE NUMBERS

Name EOC Position Work Personal
Comm Center Communications Center 581-8109
EXECUTIVE OFFICE
Sue Dreier CEO 581-8010
Mike Griffus Exec Dir Sve Dev & Support 983-2734
Amy Cleveland Exec Dir of Admin 983-3365
Brett Freshwaters Exec Dir of Finance 581-8014
Vacant Exec Director Maint
Rebecca Japhet Communication Mgr. 377-5436
Keith Messner Chief Technology Officer 905-1206
EOC TEAM
Eric Donner EOC MGR 208-3908
Barbara Strong-Nelson EOC MGR 405-4433
Rod Chandler EOC MGR 606-4626
Rebecca Japhet Comm Manager 377-5436
Kelly Harp Digital Content Coordinator 625-6746
Alexandra Mather Gov & Comm Relations 365-5937
Tony Oliver EOC Team 405-7587
Bill Mack EOC Team 405-8654
Jason Hovde EOC Team 606-4604
Reggie Reese EOC Team 581-8047
Cherry Thomas EOC Team 983-3699
Mark Davilla EOC Team 377-5027
Kelvin Berring EOC Team 983-3352
Jason Mortis EOC Team 983-3409
Shane See EOC Team 355-6152
Brentt Mackie EOC Team 722-4910
Tammara Good EOC Team 983-3445
Mark Veach EOC Team 606-4987
John Riggs EOC Team 606-0631
Krista Sheehy EOC Team 606-0623
Steve Jeffries EOC Team 255-8590
Jetf Forslund EOC Team 581-8134
Fran Draxton EOC Team 606-0577
James Sullivan EOC Team N/A
Jason Robertson Webmaster 377-5056
Lonnie Salzburg EOC Team 377-4004
Sandy Johnson EOC Team N/A
Liz Passmote EOC Team 581-8115
Tunisia Price Webmaster — backup 253.389.0874
Bevon Ingraham EOC Team 208-7538
Scott Gaines EOC Team 405-4438
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Name EOC Position Work Personal Home
Ron Mackenzie EOC Team 625-4386
Earl Fowlkes Communication Asst. Manager 209-3710
Laurie Langlois Service Support Mgr. 625-4545
Rodney Dye Service Support Asst. Manager 548-7206
Mark Veach EOC Team 606-4987
Victoria Dodson EOC Team 983-3326
MAINTENANCE
Adam Davis Fleet Manager (Interim ED) 722-9238
Jerry Blades Comp Rebuild Assist Mgr 405-1163
Kirk Hamblen Lead Mechanic 377-3425
Sean Derry Fleet Assist Mgr. 581-8003
Bill Serenbetz Fleet Assist Mgr 377-4833
Harry Morris Lead Mechanic 405-0758
Steve Adams Lead Mechanic 377-5028
FACILITIES MAINTENANCE
Larry McCarty Facilities Manager 377-9486
Steve Jeffries Facilities Assist Mgr 255-8590
Molly Lickert Facilities Specialist 358-0593
Jace Banta Facilities Assist Mgr 208-3077
Gene McPherson Lead Mechanic 377-4809
Ted Beretich Mechanic | 606-4596
Darryl Brown Mechanic I 606-4635
Kyler Downs Custodian 1 377-9014
Mike Daves Mechanic | 302-0897
Grant Gilliam Custodian 1 377-7341
Siyong Kim Custodian 1 606-0547
Zach Orabanec Custodian 1 405-0320
Greg Nelson Mechanic I 973-8238
Lori Pickering Custodian 1 405-2325
Tony Smith Mechanic I 973-8232
Bob von Reichbauer Custodian 1 405-2728
Larry Wallace Mechanic I 377-4935
Danny Williams Mechanic I 327-4347
Greg Nelson Mechanic 1 973-8238
CUSTOMER SERVICES
Christine Barry CS Assist Mgr. Assist 377-9490
Julie Clapham Lead CSR Fixed Route 732-6825
Kelvin Barry Para Assist Mgr. 983-3352
Teri Bartle Lead CSR SPECIALIZED NA
Tacoma Dome Station South — 984-8226
PUBLIC INFORMATION
Rebecca Japhet Communications Manager 377-5436
Kelly Harp Digital Content Coordinator 625-6746
Alexandra Mather Gov & Comm Relations Off 365-5937
PUBLIC SAFETY
Jim Kelly Public Safety Chief 377-8549
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Name EOC Position Work Personal Home

Katie Marcelia Records Supervisor 377-4577

Shane See Physical Security 355-6152

Tony Oliver Public Safety Sergeant 2 405-7587

FINANCE

Liz Passmore Finance Manager 581-8115

Jetf Forslund Finance Assistant Manager 253-581-8134

VANPOOL

Lani Fowlkes Vanpool Assist. Manager 380-1612

Vanpool 24/7 Emergency Line — 381-3762

RISK MANAGEMENT

Bill Kessler Risk Manager 579-6342

LEGAL

Dana Henderson General Counsel 777-4977

INFORMATION TECHNOLOGY

IT On Call # After hours/Emergency 983.3333

Keith Messner Chief Technology Officer 905-1206

Brent Campbell IT Assistant Manager — Systems 341-5248
Support

Christian Handsaker IT Assistant Manager — Network 278-7101
& Security

MARKETING

Jason Robertson Webmaster 377-5056

Tunisia Price 253.389.0874.

Webmaster — backup
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PHONE NUMBERS EXTERNAL CONTACTS

Auburn City of Auburn 253-931-3000
253-931-3048
Bellevue City Hall 425-452-6800
24 Hour Maintenance 425-452-7840
Bonney Lake Steve Willadson (Public Works) 253-447-4301-Office or
Brent Hoff (Streets and Storm 253-261-5224-Cell
Lead) 253-447-3120-Office ot
After Hours 253-261-1395-Cell.
253-261-5501-Cell
Burien Public Works (Greg Rutkosky) 206-391-1022
After Hours (King County Sheriff) 911
DuPont Town Hall 253-964-8121
After Hours 253-377-5060
Edgewood Pierce County Maintenance 253-798-6000
Police (South Sound 911) 253-798-4721
City Of Edgewood 253-952-3299
Federal Way Public Works, business hours 253-835-2700
Public Works, after hours 800-400-0749
Fife Public Works Department, 7 to 253-922-9315
3:30, M-F 253-798-4721
After Hrs. (South Sound 911)
Fircrest Public Works 253-564-8900
Gig Harbor Public Works 253-851-6170
After Hours 253-530-6888
Intercity Transit Dispatch 360-705-5890/
360-705-5888
Joint Base Lewis Public Works 253-967-3131
McChord Sand Trucks 253-967-3700
Kent City Hall 253-856-5600
King County Public Works 206-477-8100
King County Metro 206-684-1705
206-684-1111
Lakewood Operations and Street Maintenance 253-267-1628
City Of Lakewood 253-983-7795
Milton Public Works, 7 a.m. to 3:30 p.m. 253-922-8738
Fife Police Dispatch will contact 844-821-8911
Milton
Pierce County Public Public Works, reception 253-798-6000
Works
Puget Sound Energy 1-800-225-5773
Puyallup Maintenance and Operations 253-841-5505
After Hours 253-841-5431
Redmond City Hall 425-556-2800
After Hours 425-556-2500
Renton City Hall 425-430-6400
Road Maintenance 425-430-7400
After Hours 425-430-7400
Ruston Town Hall 253-759-3544
FAX 253-752-3754
SeaTac Public Works, Maintenance 206-973-4770
Supervisor 206-786-4815
After Hours 206-786-4815
Seattle Port of Seattle (Fueling) 206-787-6861
DOT 206-386-1218-
206-684-7623
Steilacoom Public Works 253-581-1912
After hours 253-620-4123
Sound Transit Duty Officer 206-398-5428
Facilities Security 206-398-5268
And Transit Centers
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Sumner Public Works Department 253-299-5740
After Hours 253-299-5740
Tacoma Public Works, Street Maintenance, 253-591-5495

24 hrs.
Matt Fengler, Asst. Div. Mgr., cell
Rae Bailey, Division Mgt., cell

253- 348-3401
253- 405-3744

Tacoma Link

Manager (Gerry
On Duty Cell

206-370-5680 or 206-293-4269
253-255-8442

Tacoma Public 253-502-8602 (Option #1)
Utilities

Tacoma School Mike Fletcher Director 253-571-1901

District Transportation

After hours

253-405-2407

University Place

Public Works, 7 a.m. to 4:30 p.m.
After hours

253-460-6493
253-208-7925

Washington  State
DOT
Maintenance

NW Region, S. King/E. Pierce
NW Region, Seattle/Bellevue
Olympic  Region, Thutston/W.
Pierce

206-440-4490
206-440-4491
253-538-3300
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Specialized Transportation Community Contacts

Do Not Mass Cancel Next Day Trips

FACILITY ADDRESS ER CONTACT PHONE NUMBERS

ACTIVE DAY 246 St Helens Amanda Vance 253 627 9990 Office

Snow Plan — they will 253 224-2662 Cell

call in Closures Tim Renn 253 312-9743 Cell

BEACON SENIOR 415 S 13th St Willow 253 591 5083 Office

CENTER Cindy 253 565-2660 Home

Snow Plan - same as 253 905-6734 Cell

Tacoma Late or Closed

SITE CLOSED Same

Plan as Lighthouse Sr.

Ctr

CENTERFORCE 5204 Solberg Janet Pouvi 253 426 1868 Office

Dr SW Use email 15t then call

Snow Plan - same as janetp@centerforce.net

Clover Park Schools 253 584 1001 Office

running late or

CLOSED - Site

CLOSED

COMEBACK CLUB 210 W Sue Bender 253 588 0174 Home

Call Puyallup Sr. Ctr. Pioneer 253 756-2512 Work

In event of Closures 253 282-4488 Cell

GOODWILL 714 S 27th St Marty Kogel 253 573 6718 Office

HARBOR MOBILE Kimball Park Scott Rapp/Tahoma 253 627 7980 Office

CREW & Ride 253 381 0654 Cell
253 752-6603 Home

6708 144th St NW

Snow Plan - follows

Peninsula and/or same Kim Kullman 253 851 2170 Office

as Tacoma Schools If 253 691 0923 Cell

schools running late or

CLOSED - Site

CLOSED

LARCHE FARM & 11716 Vickery STAFF ON DUTY 253 230 9414 Cell

GARDENS RdE

NOAH'S 12319 36th STAFF ON DUTY 253 230 9414 Cell

WORKSHOP Ave E

LIGHTHOUSE 5016 S A Willow 253 591 5083 Office

SENIOR CENTER Street Cindy 253 565-2660 Home

Snow Plan - same as 253 905-6734 Cell

Tacoma Late or Closed

— SITE CLOSED Same

Plan as Beacon Sr. Ctr.
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Specialized Transportation Contractors

CONTRACTOR ADDRESS E-MAIL PHONE NUMBERS
FIRST TRANSIT 2410 104TH 253 589-9080 Main
Street Ct S 253 589-9101 FAX
Lakewood, WA 253 588-1625 Secured
98499
Raul Silva SAME Raulsilva@firstgroup.com 253 589-9080 Ext 203
General Manager Office 253 470-2250
Kevin Rucker SAME kevin.rucker@firstgroup.com 253 589-9080 Ext209
Operations Manager Office 253 405-7461
Edward Kane SAME edward.kane@firstgroup.com 253 589-9080 Ext 204
Safety & Training Office 253 405-7463
James Crabbe SAME James.crabbe@firstgroup.com 253 589-9080 Ext 205
Maintenance Office 253 405-7450
Dispatch Office SAME 253 589-9080 Ext 200
1-253-275-7104 Cell
253 584-8736 Direct
Line for PIERCE
TRANSIT
Field Supervisor SAME AM 253 405-7316
MID 1-253-275-7103
Cell PM 253 405-
6589

Pierce Transit Inclement Weather Response Plan 201 9—20%9(2)|Of




Pierce Transit Media Contacts

Within PT Service Area

Email

The News Tribune

newstips@thenewstribune.com
alynn@thenewstribune.com

Puyallup Herald (Puyallup, Sumner, South
Hill)

editor@puyallupherald.com

Tacoma Weekly

stevedunkel@tacomaweekly.com

Tacoma Daily Index

editor@tacomadailyindex.com

The Suburban Times (DuPont, Fircrest,
Lakewood, SteillaEDSDSm, UP)

ben@thesubtimes.com

Peninsula Gateway (Gig Harbor, Purdy,
Key Peninsula)

gatewayeditor@gateline.com

Peninsula Daily News

news@peninsuladailynews.com

The Weekly Volcano (Military
entertainment)

feedback@weeklyvolcano.com

Fort Lewis Ranger, NW Airlifter
(McChord)

editor@ftlewissranger.com

Joint Base Lewis-McChord

Jblm.pao@us.army.mil

Northwest Guardian (official news site
JBLM)

NWGEditor@nwguardian.com

Sumner-Bonney Lake Courier-Herald

bbeckley@-courierherald.com

Regional, National

Email

AP Seattle apseattle@ap.com
The Seattle Times newstips@seattletimes.com
The Olympian news@theolympian.com

Puget Sound Business Journal

seattle@bizjournals.com

Mass Transit Magazine

leah.harnack@masstransitmag.com
mailebucher@masstransitmag.com

Blogs Email
Tacoma Tomorrow/Tacoma Transit Chris.tacoma@gmail.com
blog

Transportation Choices Coalition

info@transportationchoices.org

Seattle Transit Blog

contact@seattletransitblog.com

Slog (The Stranger)

editor@thestranger.com

Exit 133 Derek@exit133.com
Publicola [oshpublicola@gmail.com
Television Email
KING5TV newstips@king5.com;
dmikkenson@king5.com

KIRO7TV newstips@Kkiro7.com
KOMO 4 TV tips@komo4news.com

| KCPQ 13 TV tipcs@q13fox.com
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Pierce County Television Channel 22

Mhuttol @co.pierce.wa.us

TV Tacoma, Fred Yomes

fyomes@ci.tacoma.wa.us

Radio

Email

KIRO 710 AM radio

Newsdesk@710kiro.com

KOMO 1000 AM radio

tips@komonews.com

KNKX 88.5 FM radio

news@knkx.org

KUOW 94.9 FM radio

newsroom@kuow.com

Partner PIO Contacts

Industry
Organizations

Contact Name

Email, Cell

Pierce County
Dept.
Emergency
Mgmt.

P10 Duties now rotating. To
find out which PIO is on duty
call 253-798-7470, press 1
and they’ll put you in touch
with the P1O on duty.

pceoc@co.pierce.wa.us

Sound Transit

Scott Thompson
(backup contact: Geoff
Patrick)

scott.thompson@soundtransit.org

Geoff.patrick@soundtransit.org

King County Jeff Switzer leff.switzer@kingcounty.gov
Metro
Pierce Deputies

Transit/Transit
Police

Jason Harms (day)
Darrell Tevis (night)

Deputy Harms: 253-377-3142
Deputy Tevis: 253-377-4164

Pierce County

Libby Catalinich

Icatali@co.pierce.wa.us
253-796-6606

Pierce County Ed Troyer etroyer@co.pierce.wa.us

Sheriff 253-377-9055

City of Tacoma Maria Lee maria.lee@cityoftacoma.org

Melanie Harding melanie.harding@cityoftacoma.org

Tacoma PD Loretta Cool Loretta.cool@cityoftacoma.org
253-405-6157

Tacoma Fire Joe Meinecke [meinick@cityoftacoma.org
253-255-3260

City of Brynn Grimley bgrimley@cityoflakewood.us

Lakewood 253-983-7761

Lakewood PD

Lt. Chris Lawler

clawler@ocityoflakewood.us
253-606-6981

West  Pierce
Fire & Rescue
(inc.
Lakewood)

Jenny Weekes

Jenny.weekes@westpierce.orq
253-226-9356
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City of Brenda Fritsvold Brenda@ci.puyallup.wa.us

Puyallup 253-770-3370

Puyallup PD Captain Ryan ryanp@ci.puyallup.wa.us
Portmann 253-255-8474

WA State Trooper Johnna Johnna.batiste @wsp.wa.gov

Patrol Batiste 253-606-1998

Central Pierce
Fire & Rescue

PIO Duties Rotate

Call 772-444-2737; the PIO on duty
will pick up. Back-up contact is Fire

(covers Comm. Dispatch at 253-581-3888
Puyallup)

APTA, Susan Berlin SBerlin@apta.com

Passenger passengertransport@apta.com
Transport

Magazine
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f5PierceTransit
INCLEMENT WEATHER PT EOC AGENDA

Date:
Time:

Location: Conference Room

Facilitator:

Back-Up Lead:

Note Taker:

Attendees:

Please read and = PTIWRP

prepare input to make

decisions:

Agenda Items Lead Min
Weather Forecast OCM 3
PT EOC Update OCM 10
Service Area OCM 10
Facilities Fac. 10
Fleet Maintenance Fleet Mgrs. 10
Update

Next 24-48 hrs OCM 10
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Facilities Misc. Vehicle and Equipment Listing
Equipment Code Equipment Name
X28 Deicer Sprayer
X34 Sand Spreader Truck Mtd
X38 Snow Blower
X39 Snow Blower
2037 Ford F 150 (I Type)
2001 Flatbed F-450 for Deicer
2012 Chevrolet pickup
2014 Flatbed F450 for sand spreader

See the links below for these documents.
*Current as of revised date of the PT IWRP.

*S:\allshare\snowplan\2016-2017\Facilities Ice-Snow Remediation\Snow and Ice Control Maps

2016.pdf

PT Facilities snow plan 2017-2018.docx
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I %PierceTransit

r. Tacoma-Pierce County

- Health Department

B Healthy People in Healthy Commuriities

PRIVATE
MEDICATION CENTER
PLAN & WORKBOOK

PIERCE TRANSIT
3701 96 St SW
Lakewood, WA 98499

Piercetransit.org

VERSION 1.0
DEC 2019

VERSION HISTORY

REVISION
VERSION APPROVED BY DATE DESCRIPTION OF CHANGE AUTHOR
, Adoption of MOA
Sue Dreier, CEO July 2015 i Jason Hovde
Resolution 15-043
1.0 Sue Dreijer, CEO Dec 2019 Plan Created Jo Ann Artis
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APPROVALS

The Private Medication Center Program is a collaboration between the Tacoma-Pierce County Health
Department and Pierce Transit to assist in dispensing preventative medications to our employees and their
families during a public health emergency. This plan has been distributed internally within Pierce Transit and
to external organizations that may be affected by its implementation.

Approved: Date

Sue Dreier, CEO

Approved: Date

Mike Griffus, Executive Director
Service Delivery and Support
Safety Officer
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FORWARD

Pierce Transit, in partnership with the Pierce County Health Department, is an authorized Private
Medication Center which can assist in protecting Pierce Transit employees and their families from
the health impacts of a wide range of emergencies and disasters.

A bioterror could be one scenario where our Private Medication Center would be activated.
Whether by accident or part of a terrorist attack, a biological agent such as anthrax if released,
could place millions of people across the nation at risk, including those in our community. People
need preventative medications immediately, so the Centers of Disease Control and Prevention
would ship supplies from its Strategic National Stockpile to locations within Washington State.

As a Private Medication Center, Pierce Transit would dispense preventative medications to our
employees and their families, avoiding the need for them to visit crowed public sites. With
paperwork already on file, the process is quick and easy. Pierce Transit employees and their families
are protected from harm and our agency keeps running smoothly, while allowing public health
agencies to serve the general public.

When Vaccinations are available to Pierce Transit in limited supply, they will be administered in
sequential order. Within the Tier, individuals in Sub tier A will be vaccinated first until completed,
then Sub tiers, B, C, and D.

Tier Sub tier A Sub tier B Sub tier C Sub tier D
Description Transit employees Vehicle custodians Employees in The balance of
directly exposed to Mechanics business continuity transit
customers, including: | Service station critical positions. employees
attendants and their

Paratransit operators Essential positions are | families who
Fixed route operators listed in the COOP. wish to be
Service supervisors vaccinated.

Fixed route customer
service agents
Facilities custodians

The Private Medication Center Plan will be activated and administered by the PT EOC Team. The
EOC Team will perform a Table Top Exercise annually to test their readiness.

Please reference the PT COOP and PT Pandemic Flu Plan as an additional resource.
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Private Medication Center
Planning Workbook

Partnering with Public Health to Dispense Emergency
Medications to Employees, Patients/Clients,
and their Families

KITSAP PUBLIC
HEALTH DISTRICT
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Introduction

What is a Private Medication Center?

Your local health department plans for and responds to a wide range of public health emergencies,
including severe weather, chemical spills and accidents, terrorist attacks, and communicable disease
outbreaks. In planning for and responding to a disease outbreak or pandemic, local health must account
for a number of variables, such as how the disease spreads, when the disease was first noticed in the
population, and if there are any preventative measures such as medications or vaccines that could be
used to treat and prevent people from getting sick. These factors and many more are taken into
consideration when writing emergency preparedness and response plans. As the potential threats to
public health become increasingly varied and complex, partners from the healthcare, government,
nonprofit, and private sectors are needed to participate in the planning process and pledge to help
dispense emergency medications to their employees, patients/clients, and families during a public health
emergency.

Your local health department has developed a tiered medication and vaccination strategy that can be
activated depending on the number of affected individuals or groups in your community. For example, a
targeted dispensing strategy calls for dispensing medications or administering vaccines to specific
individuals or at-risk groups to prevent or treat an infection, whereas a mass dispensing strategy involves
operating on a larger scale to dispense medications or administer vaccines to the general population.
Beyond the size of the population that must be reached, these dispensing strategies also account for how
quickly medications are needed. Some diseases necessitate dispensing medications to affected
population in a very short time frame, possibly as soon as 48 hours after infection.

Private Medication Centers play an important part in these dispensing strategies. A Private Medication
Center is a healthcare, government, nonprofit, or private organization where lifesaving medications are
dispensed to an affected population during a public health emergency like a disease outbreak or a
terrorist attack. Large employers or organizations that agree to become Private Medication Centers will
dispense medications to their employees, patients/clients, and employees’ family members and help
ensure that all who need them receive emergency medications within a short amount of time. Unlike
Public Medication Centers, which are directly operated by your local health department or pharmacy,
Private Medication Centers are not open to the general public.

For incidents that require a larger sustained response, your local health department may not have
enough medication on-hand to dispense to the entire affected population. When this is the case,
assistance can be requested from the Strategic National Stockpile (SNS), a federally managed supply of
medications, vaccines, and medical supplies intended for use during a public health emergency. Within
12 to 24 hours, resources from the SNS can be deployed anywhere in the United States or its territories
to supplement and re-supply state and local health supplies. Through their local health departments,
Private Medication Centers are eligible to receive supplies, including medications, from the SNS.

About this Workbook

This workbook will assist your organization with Private Medication Center planning before a public
health emergency occurs. The tools and resources in this workbook were developed by your local health
department and its partners and are based upon years of planning and lessons learned from real-world
incidents. Each section of this workbook is designed to help your organization complete its own Private
Medication Center Plan. Planning elements critical to every Private Medication Center are explained, and
additional planning considerations are presented to help you tailor your plan to the needs of your
organization. The sections of the workbook can be broken up and used as individual planning exercises,
but you will receive the greatest benefit from completing the workbook in its entirety and in order. The
workbook is also designed to be filled out in hard copy, enabling the completed workbook to serva'3<f 495



your organization's Private Medication Center Plan. Helpful resources, such as sample letters, forms, and
training materials, are included at the back of the workbook.

By completing this workbook, you are greatly improving your organization's readiness to activate a
Private Medication Center. Your local health department is also available to answer any questions you
may have as you go through the planning process. Contact information for each local health department
is below.

King County Snohomish County

Nick Solari, MPA Cristin Corcoran, CEM

Public Health - Seattle & King County Snohomish Health District

(206) 263-2414 (425) 339-5529
nicholas.solari@kingcounty.gov ccorcoran@snohd.org

Pierce County Kitsap County

Cindy Miron Jessica Guidry, MPH, CHES
Tacoma-Pierce County Health Department Kitsap Public Health District

(253) 798-6556 (360) 337-5267

cmiron@tpchd.org jessica.guidry@kitsappublichealth.org

Washington State

Neil Good

Washington State Department of Health
(360) 236-4415

neil.good@doh.wa.gov

Private Medication Center Planning Workbook Page 5 of 26
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Plan Development Checklist

Getting Started

Making a plan to dispense medications to a large number of people may seem challenging. This planning
workbook will help you produce a Private Medication Center (PMC) Plan to support your organization in
dispensing lifesaving medications to your employees, patients/clients, and their families. Your planning
process should include:

Appointing a planning committee

Determining your covered population

Determining staffing and structure

Identifying a dispensing site and designing your floor plan
Determining security needs and capabilities

Developing dispensing plans and procedures

Developing communication and messaging systems

Private Medication Center Dispensing Models

This workbook assumes that your organization will want to operate the most common model of a PMC:
a large, open space where people can come and pick up medications. For planning purposes, this is
known as the Conference Room Model. However, many other dispensing models exist and may be more
efficient for your operations. Examples of other PMC dispensing models include:

Strike Team Model: A team of trained personnel carry medications with them and visit each
employee's desk or patient’s bedside’, where they review a medication screening form for the
employee or patient and dispense medications before moving on to the next person. This model
enables employees to remain in place performing their job functions, or patients to remain in
their rooms, instead of coming to a central gathering place.

Drive-through Model: Employees visit a medication pickup point and remain in their vehicles
while PMC staff review their medication screening forms and dispense medications through
their car windows.

Intra-office Mail Model: Employees submit medication screening forms for themselves and
family members to a central collection team. The team reviews the forms and sends out
employees’ medications via an intra-office mail system.

This workbook covers PMC planning considerations assuming your organization will adopt the
Conference Room Model. If your organization wishes to adopt a different model, consider how your
plans might need to shift from what is presented in this workbook. Your local health department can
also assist you with your planning efforts should you choose to adopt an alternate model.

! Dispensing strategies and planning considerations for patients are applicable only to healthcare organizations.

Private Medication Center Planning Workbook Page 6 of 26
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Section 1: Appointing a Planning Committee

Collaborative Planning

Transforming your organization into a PMC will involve forming and bringing together a planning
committee. Appoint or recruit employees from various departments within your organization as
members of your planning committee and use the committee to establish operational plans for your
PMC. Most planning committee members also take on leadership roles when your PMC Plan is
activated, and you begin dispensing medications. Ensure that the members of your planning committee
understand and accept their roles and responsibilities during a public health emergency.

Committee Members

Table 1 includes suggested members for your PMC Planning Committee. The expertise and/or resources
employees can bring as members of the planning committee will help define their roles and
responsibilities. This list of positions is a starting point, and you should add and/or delete positions
based on your organization's structure. Keep in mind members of your planning committee may be the
same individuals who activate your PMC Plan and respond during a public health emergency. Your
organization should fill out this table in detail and update it annually.

Table 1: Planning Committee Members

List your Private Medication Center Planning Committee Members by position

PT EOC MEMBERS

Business Continuity

Name: Position/Title:
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:

Communications

Name: Position/Title: _
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:
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Facilities

Name: Position/Title: __
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:

Human Resources \ Legal

Name: Position/Title: __
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:

Logistics

Name: Position/Title:
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:

Occupational Health?

Name: Position/Title:
Work Phone: Home Phone: __
Email: Cell/Pager:

What they bring to the planning committee:

Do not worry if you are unable to fill this position because no one in your organization has a medical background. Your local
health department will always provide training materials and medical guidance during a public health emergency.
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Section 2: Determining Your Covered Population

Covered Population

Your covered population is the total number of people your PMC will dispense medications to during a
public health emergency. Determining who is in your covered population is a critical step in the planning
process. The total number of people you choose to cover impacts other aspects of your plan, however,
including the size, location and layout of your dispensing site(s), the number of staff needed to operate
your dispensing site(s), and the amount of time you will need to dispense medications to your entire
covered population.

Along with employees and clients/patients?, your organization is strongly encouraged to include family
members in your covered population. During any public health emergency, your employees are most
concerned about the health, safety, and protection of their loved ones. Family members will form the
support structure that allows your employees to continue working as the community endures and
recovers from an emergency. For these reason, it is strongly recommended that your organization
provide medications to your employees’ families. Note that family members do not need to visit your
offices or workplaces to receive medications. An employee’s family members can fill out medication
screening forms from home, and the employee can pick up medications for his or her entire family.

The exact definition of a family member is determined by your organization. Definitions of a family
member might include anyone claiming residence at the employee’s household, individuals identified as
dependents on the employee’s tax forms or insurance coverage, or an employee plus a specified
number (one, three, five, etc.) of immediate family members.

Your covered population should be clearly communicated to you will dispense medications to during a
public health emergency. Then estimate approximately how many individuals your plan will cover.

Table 2: Covered Population

Categories of individuals your Private Medication Center will serve (define each in the space provided):

Employees (full-time, part-time, etc.):
All PT Employees

Patients/Clients (inpatient, outpatient, etc.):

Non-staff (vendors, contractors, interns, volunteers, etc.):
Intern’s contracted employees

3 Dispensing strategies and planning considerations for patients are applicable only to healthcare organizations.
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Family Members (immediate, extended, etc.):
Family members living in the same household

Estimated Total Number in your Covered Population:

TBD
Employees:

Patients/Clients:

Non-staff:

Family Members*: 8D

Total: TBD (approx. 3000)

*If you choose to define family members in terms of household, you can use a multiplier of 3 to
estimate the number of family members in your covered population. (Depending on your county, the
average number of people per household is anywhere from 2.5 - 3.0.)

Finally, estimate the number of individuals that will be allowed to visit your dispensing sites(s) to pick up
medications. Your total number of visitors usually includes at least your employees, but also may
include patients/clients4and non-staff. In order to reduce crowd size, it is recommended that family
members do not visit your dispensing site(s) to receive medications.

Number of Visitors:

Access and functional needs

It is always important to make sure your plans are inclusive of your diverse covered population. This
includes planning for individuals who have access and functional needs. Individuals with access and
functional needs require additional assistance before, during, and after a public health emergency. Think
about strategies for integrating the access and functional needs of individuals into your PMC plan.
Examples could include providing education materials in alternative formats for individuals who are
blind or have low literacy rates, modifying the layout of your dispensing site(s) to meet the ADA
Accessibility Guidelines, and ensuring translation services are available for non-English speakers. Your
local health department may have resources already on-hand that it can provide to your organization.

4 Dispensing strategies and planning considerations for patients are applicable only to healthcare organizations.
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Section 3: Determining Staffing and Structure

Determining Organizational Structure

The Incident Command System (ICS) is a standardized approach for incident management. Developed in
the 1970s, ICS is a management tool that helps integrate and organize staff, facilities, equipment, and
communications into a common operating picture. Figure 1 is an example of an ICS chart that could be
used to organize dispensing operations for your PMC.

Figure 1: Private Medication Center ICS Chart

Communications
Officer

Site Supervisor

Safety/Security
Officer

Operations Logistics
Section Chief Section Chief
I
Greeters / Queue Site Set
Management Ite Setup
| |
Inventory and
Registration Supply
1
Dispensing

Depending on the size your dispensing site(s) and your covered population, you may need to add
additional sections or branches to your ICS chart to handle specific tasks or manage certain phases of
your PMC operations. Think through which roles and functions you will need to activate and which
current employees will be assigned to these positions. Remember that some employees’ day-to-day
roles and responsibilities may make them good fits for certain positions within your ICS chart. See
Attachment A: Job Action Sheets for sample job descriptions to consider for your PMC.

Determining Staffing Needs

The number of staff needed to support your PMC operations depends on a number of factors, including
the size of your dispensing site(s), your floor plans, the number of people in your covered population,
and the time allotted for dispensing operations. Some staffing assumptions for calculating the numbers
of personnel needed to operate your dispensing site(s) are listed below.

e Plan on dispensing medications to your covered population for a continuous 24 hours. It is
important for individuals to receive emergency medications as soon as possible, and dispensing
initial courses of these medications cannot stretch out over multiple days.
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Schedule staff for 8 hour shifts. Extended shifts without breaks will decrease the efficiency of
staff, especially dispensers, and hinder your organization’s ability to dispense medications to
100% of your covered population.

Each dispenser can distribute courses to 50 visitors in his/her line per hour. Based on data
from exercise and real-world incidents, dispensers should be able to distribute medications to
50 individuals per hour. Keep in mind that these 50 visitors (most likely your employees) can, if
allowed by your plan, pick up medications for their family members, too. Assuming a household
multiplier of 3, each dispenser is in actuality able to distribute medication courses to about 150
people in your covered population per hour.

Each dispenser should be supported by 3 additional staff members. Additional staff members
are needed to greet people and direct individuals into the appropriate dispensing lines
(Greeters/Queue Management), assist individuals with completing screening forms
(Registration), and ensure dispensers have enough medications on hand (Inventory and Supply).
Distribute staff into these Operations and Logistics Sections roles as appropriate. For example, if

your dispensing site begins with a long hallway, you may find assigning more staff to
Greeters/Queue Management will help reduce bottlenecking and keep your dispensing lines
running smoothly.

Figure 2 provides sample Operations and Logistics Sections staffing totals for three dispensing sites. The
first staffing plan assumes 1,000 individuals will visit the dispensing site to pick up medications; the
second and third plans assume 10,000 and 100,000 visitors, respectfully.

Figure 2: Sample Private Medication Center Staffing Totals

Target # of # Staff
Total D, Total Greeters /
Visitors . . . . . Inventory | Per 8 Total #
Number of Dispensing | Dispensers Queue Registration

. . Seen Per . & Supply | Hour Staff

Visitors Time Management .
Hour Shift

1,000 200 5 hours 4 4 4 4 16 16
10,000 500 20 hours 10 10 10 10 40 120
100,000 6,000 ~16 hours 120 100 180 80 480° 960

Now use Table 3 to estimate the number of staff you will need per 8 hour shift based on the number of
visitors (Table 2) at your dispensing site(s). Remember, 100% of your covered population must receive

medications within 24 hours. The length of your dispensing operations (1 hour — 24 hours) depends on
the number of staff you have available.

Table 3: Private Medication Staffing Totals

Total Tar.gtet s Total Greeters / ETEL]
Visitors . . . . . Inventory | Per 8 Total #
Number of Dispensing | Dispensers Queue Registration
Visitors Seen Per Time Management R St
Hour & Shift
TBD et

> For this row, numbers were not distributed evenly to each staffing section. This row demonstrates that your organization can
and should assign support staff in areas where they are most needed as determined by your floor plan, access and functional
needs of visitors, etc. The number of staff per 8 hour shift, 480, still follows the guideline of having 3 support staff for every 1

dispenser.
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Complete the shift chart below, combining staff totals from your Operations and Logistics Sections with
other positions from your ICS Chart (Site Supervisor, Communications Officer, etc.).

Job Position

#Staff Needed Per 8 Hour Shift

Total # Staff

Site Supervisor

Recommended 1 Per Site

Communications Officer

Recommended 1 Per Site

Support Staff

Safety/Security Officer

Recommended 1 Per Site

Support Staff

Operations Section Chief

Recommended 1 Per Site

Greeters/Queue Management

Registration

Dispensers

Logistics Section Chief

Recommended 1 Per Site

Site Setup

Inventory and Supply

Total Number of Staff

TBD at time of event
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Section 4: Identifying a Dispensing Site and Designing
your Floor Plan

Identifying a Primary and Alternate Dispensing Site

Your organization should identify both a primary and an alternate dispensing site. There are a number of
things to consider when choosing your dispensing site:

e Controlled room temperature: Heat and air conditioning are needed to maintain a controlled
room temperature between 68° and 77° F in accordance with the good manufacturing practices
for pharmaceuticals.

e Compliant with Americans with Disabilities Act (ADA) standards: Your site must be able to
accommodate individuals with mobility impairments, including individuals who require the use
of a wheelchair.

e Ability to receive large deliveries: If your covered population is large enough to qualify for a
direct shipment of medications to your dispensing site, keep in mind that these medications
often come on pallets and are delivered using large trucks. Does your facility have a loading dock
and/or a place to receive a delivery truck? Does your facility have pallet jacks and/or other
equipment, like dolly carts, to facilitate taking the medications off of the delivery truck? Where
will security staff be able to meet the delivery truck to ensure a secure arrival for the
medications?

e Sufficient parking space for staff and visitors: Given the number of visitors who will be picking
up medications at your dispensing site and the number of staff needed to sustain operations
(Table 3), does your facility have enough parking?

e Access to a large, covered room: If operating under the Conference Room Model, facilities with
large, covered rooms such as conference rooms, cafeterias, and/or gymnasiums work best as
dispensing sites. Open spaces will help keep dispensing operations manageable and reduce
overcrowding. In the event of inclement weather, avoid choosing an outdoor space, such as a
patio, as a dispensing site.

See Attachment B: Private Medication Center Site Considerations for further guidance on selecting a
dispensing facility location.

While some site considerations are non-negotiable (controlled room temperature, compliant with ADA
standards), others are more flexible. For example, if your facility does not have enough parking for staff
and visitors, that is not necessarily a deal-breaker; however, your organization will need to think about
alternative ways people will be able to come to your site, like securing offsite parking and running a
shuttle service.

Also keep in mind that even if you have identified a large room, like a conference room, it may not be
large enough if you need to accommodate a high volume of visitors. A good rule of thumb is 100
visitors per hour will need 1,000 square feet of space. You may need to identify multiple dispensing
sites. Even if your organization only anticipates needing to operate one dispensing site, you should still
identify an alternate dispensing site in case your primary site is inaccessible during a public health
emergency.
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Use Table 4 to list your primary and alternate dispensing sites.

Table 4: Identifying your Dispensing Sites

Primary Dispensing Site

Name of Facility: PT Building 5

Room Name: Rainier and St Helens Room

Address: 3720 96" Street SW

City: Lakewood WA Zip Code: 98499
Site Contact: PT EOC

Phone Number: Email:

Alternate Dispensing Site

Name of Facility: PT Maintenance

Room Name: Repair Bays

Address: 3701 96 ST SW

City: Lakewood Zip Code: 98499
Site Contact: PT EOC

Phone Number: Email:

List any additional planning considerations for your primary and/or alternate dispensing sites. For
example, if your dispensing site will require a special parking plan, make a note of that in this space.
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Designing Your Floor Plan

The design and layout of your dispensing site(s) will affect the efficiency of your dispensing operations.
Here are some suggestions to consider that can help visitors navigate your dispensing site(s) and help
ensure your organization can dispense medications to 100% of your covered population:

Clear signage: Even if visitors have been to your facility before, now that it has switched into a
dispensing site, they will most likely need help on where to enter and exit the facility. Greeters
can help direct traffic, but signs should be used, too, to ensure visitors know where to go. See
Attachment C: Signage for standard signs that can be copied and posted around your
dispensing site.

Narrow hallways: Using a hallway that leads into a large room can sometimes be beneficial in
managing queues. Hallways provide a wall for visitors to stand and form a line against. If the
hallway is not wide enough to easily allow for two-way traffic, however, visitors may not be able
to enter and/or exit your facility site, causing delays in dispensing medications. Narrow hallways
may also not meet ADA standards.

No tables/chairs: Visitorsmay need to complete a screening form when they arrive to your site
before they can receive medications. A designated area with tables and chairs is needed for
these visitors so they may complete their screening forms before joining dispensing queues.

Figure 3 is a sample dispensing site floor plan. Using the ICS Chart from Figure 1, Registration and
Dispensing are marked. Suggested placement for Greeters to help manage queues is also included.

Figure 3: Sample Dispensing Site Floor Plan
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Below are descriptions of the major stations that should be included in your floor plan:

e Greeters/Queue Management: Although not a fixed station, the placement of Greeters/Queue
Management staff is very important. Visitors will need to be directed through all stages of the
dispensing process, from entering the site, to registration, to dispensing, and exiting. Consider
signage and other equipment, such as stanchions, to supplement staff and help keep queues
orderly and manageable. Attachment A: Job Action Sheets has a sample job description with
additional duties and tasks for Greeters/Queue Management staff.

e Registration: Visitors should be encouraged to fill out their screening forms using Dispense
Assist before coming to the dispensing site. (Dispense Assist and screening forms are explained
in greater detail in Section 6: Developing Dispensing Plans & Procedures.) However, if visitors are
unable to access Dispense Assist and do not present with pre-filled screening forms, a space
with tables and chairs must be made available for them to complete paper copies. Staff assigned
to Registration will help visitors complete their forms, and based on the information provided,
mark on these forms the appropriate courses of medications for each individual. Attachment A:
Job Action Sheets has a sample job description with additional duties and tasks for Registration
staff.

e Dispensing: Visitors take their completed screening forms to Dispensing, where staff will
dispense the appropriate courses of medications to them. Dispensers will keep visitors’
screening forms upon dispensing medications. Along with medications, dispensers will also
distribute educational materials to visitors. Attachment A: Job Action Sheets has a sample job
description with additional duties and tasks for Dispensing staff.

Here are some additional guidelines to consider when planning the layout of your dispensing site:

e A good rule of thumb is 100 visitors per hour will need 1,000 square feet of space. Cramming
more dispensers into your site than will reasonably fit will slow down your operations, not
speed them up. Depending on your targets from Table 3, you may need to open more than one
dispensing site if you need a high number of dispensers.

e Measure your room. Ask your property management or facilities divisions for a blueprint of the
space you plan on using for your dispensing site. (Consider making a representative from these
divisions a member of your PMC Planning Committee.) If blueprints are unavailable, take
measurements of your space using a tool such as a laser distance measurer. With these
measurements, you can use computer software, such as Microsoft Visio (a Microsoft Office
product), to ensure the accuracy of your site plan.

o Be detailed in your floorplan. Making decisions ahead of time about smaller items, such as
where signage will be placed, will save you time when setting up your dispensing site should you
need to activate your plan. Also mark where personnel will be, including your Safety/Security
Officer and other safety personnel.

e Include an area for staff to arrive and take breaks. Staff will need to check in and receive
instructions before dispensing operations can begin. If you decide to make this check-in location
separate from your main dispensing room, such as an adjacent office space, this location can
also serve as an area where staff can take breaks.

e Make access and functional needs a part of your plans. Ensure there is enough space for

individuals using wheelchairs to navigate between your stations. If specialized stations, such as
translation services in Registration, are required, include these on your floorplan aswell.

When ready with your blueprints/measurements, begin drawing or using computer software to make
your floor plan. Attach it to your PMC Workbook when completed.
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Section 5: Determining Security Needs and Capabilities

The safety and security of your staff and visitors is an important component of your PMC Plan. Here are
some common planning considerations when assessing and developing your safety and security

protocols:

Securing medication: Medications and supplies should be accompanied by security personnel at
all times. Have safety and security personnel meet the delivery truck and supervise the drop off
of medications and supplies. Then, take the medications through your facility to the dispensing
site and lock all medications in a secure storage area until dispensing operations begin. Safety
and security personnel should remain at or near the medication storage area throughout your
dispensing operations. Safety and security personnel should also secure and assist transporting
unused medications back to your local health department.

Securing unused entrances/exits: Non-emergency doors and exits that are not being used as a
part of your site layout and floor plan should be locked. Signs directing visitors to the
appropriate entrances/exits should be placed around your facility. Consider placing safety and
security personnel at any entrances/exits you are concerned about visitors trying to enter.

Crowd control: A visitor who is disruptive to your operations may need to be removed from
your dispensing site. Should this need arise, safety and security personnel are encouraged to
follow normal protocols for escorting unwanted individuals from your facility. These protocols
should already be on file as a part of your day-to-day operations and may include contacting law

enforcement.

Use Table 5 to list how your organization would address the following safety and security concerns.

Engage existing safety and security personnel within your organization in these discussions.

Table 5: Safety and Security Planning Considerations

Issue

Planning Considerations

Placement of personnel
(where to post personnel,
number of posts, etc.)

Access to facility
(entrances/exits,
perimeters, signage,
lighting for afterhours)

Access control within
facility (securing
medications, verifying
employee identification)

Security breaches and/or
disruptive individuals
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Section 6: Developing Dispensing Plans & Procedures

Activating your PMC Plan

During a disease outbreak or public health emergency, your local health department may ask your
organization to activate its PMC Plan and request you to stand ready to receive and dispense
medications. Your local health department will use multiple mechanisms to communicate with your
organization during a public health emergency. All PMCs are asked to provide contacts that can be
included into an emergency notification system. The notification system sends messages through
multiple channels, including email, SMS text, and voicemail. (Your organization’s contact information
should have already been provided to your local health department using the PMC Enrollment Form. If
you have not completed this form, please contact your local health department; contact information is
found on Page 5 of this workbook.)

Use Attachment D: Activation Checklist as a starting point to guide you through the steps you will need
to complete to get ready to open your dispensing site to visitors and to begin dispensing operations.
Add additional steps to this checklist as needed.

Using Dispense Assist

After all of the steps are completed from Attachment D: Activation Checklist, your organization is ready
to begin dispensing medications. In order for an individual to receive his or her medications, he or she
must complete a screening form. Individuals complete their screening forms by answering very specific
guestions related to their allergies to medications and any history of adverse reactions. Dispensing site
staff will use the answers provided on the screening forms to determine which medications to dispense.

Individuals should complete their screening forms prior to arriving at the dispensing site by using an
online tool known as Dispense Assist. After completing the online screening form, a voucher for
medications will be generated. Individuals will print their vouchers from their homes, bring them to the
dispensing site, and submit their vouchers in exchange for the appropriate medications. Using Dispense
Assist allows visitors to skip Registration and proceed directly to Dispensing, thus reducing crowds and
making queues faster. If family members are a part of your covered population, each family member
receiving medications should complete a screening form, print a voucher for him or herself, and give the
voucher to the individual visiting the dispensing site and picking up medications.

At the direction of the local health departments, all PMCs are instructed to use Dispense Assist as a part
of their dispensing operations. Attachment E: Dispense Assist is a screenshot of a sample medication
screening form and shows what questions individuals would be asked to answer when they use the
online tool.

If individuals do not have access to a computer and/or printer and cannot access Dispense Assist, paper
screening forms can be used. Keep in mind that paper screening forms will only be available at your
dispensing site, and individuals will have to complete these forms at Registration. Completed paper
screening forms are given to Registration staff, who will then use the answers provided to assign the
proper courses of medications. Visitors will then take their paper screening forms from Registration to
Dispensing to receive their medications. Attachment F: Antibiotic Medication Screening Form is a
sample paper screening form used by your local health department to dispense antibiotics.
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The Dispensing Process: Step-by-Step

Below are the steps your organization should take to dispense medications:

1. Protect Staff First: Establish procedures to first dispense courses of medications to your dispensing
staff. Staff should complete a screening form using Dispense Assist just like visitors.

2. Dispense to Priority Groups: Your local health department may direct your organization to dispense
to additional high priority groups prior to opening your dispensing site(s). Your organization will be
provided with screening tools customized for these specific circumstances.

3. Open your dispensing site: Ensure all staff is in place and ready to work in their assigned positions.
Safety and security personnel will allow visitors to begin entering yoursite.

4. Begin dispensing operations: All of the steps you’ve completed to this point should have your
organization prepared to dispense medications to visitors:

o Your staff is organized into an ICS Chart (Table 3) and knows their assigned roles
(Attachment A: Job Action Sheets).

o Per Attachment D: Activation Checklist, additional instructions have been provided to staff
using guidance found in Attachment H: Just-in-Time Training
Staff are placed in appropriate posts per your floor plan
Visitors are directed through your dispensing site per your floor plan
Visitors present their Dispense Assist voucher and/or paper screening forms to Dispensing.

Dispensing staff follow the instructions on their Job Action Sheets to dispense medications
and collect forms.

5. Provide updates to your local health department: Your organization will be asked to provide status
updates, such as the number of medication courses dispensed, and to request additional
medications and/or supplies if inventory levels are running low.

Adverse Reactions

While not expected, adverse reactions to medications can occur. If an individual experiences an adverse
event, he or she should contact a physician immediately or call 911 if the event is severe. Your local
health department will provide your organization with information sheets about potential adverse
events of the medication you are dispensing. It is very important that any adverse event be reported
regardless of the suspected cause. If your organization receives a report of an adverse event, you should
first ensure the individual experiencing an adverse event has contacted his or her physician and/or 911.
As a PMC, your organization should also report the adverse event to your local health department, who
will then assist you in reporting the event to the appropriate agency.

Demobilization

At the direction of your local health department, your organization will demobilize or “stand down”
operations after dispensing medications to 100% of your covered population. All unused medications
will be collected by your local health department; supplies and medical waste will also be collected
and/or disposed. These services will be provided at no cost to your agency.

Use Attachment G: Demobilization Checklist as a starting point to work through the steps your
organization will need to complete to get ready to close your dispensing site to visitors and to
demobilize your operations. Add additional steps to this checklist as needed.
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Section 7: Developing Communication & Messaging
Systems

As a PMC, your organization will take on the role of “risk communicator” during a public health
emergency. Effective communication is critical to the success of your dispensing operations, but
communicating with your PMC Plan’s stakeholders can present unique challenges.

Your covered population

The unexpected and chaotic nature of emergencies can make it difficult to answer questions for
information and reassurance. People in your covered population (employees, patients/clients, non-staff,
and/or family members) may be highly emotional. They may want to know what happened and who is
responsible. But most importantly, people will want to know what they can do to protect themselves
and their loved ones.

Consider establishing an awareness campaign with your covered population letting them know that your
organization has decided to become a PMC and has plans in place to dispense medications if asked to by
your local health department. Use Attachment I: Sample Letter Templates as a starting point for
communications with your covered population. Consider including the following points in your
message(s):

e Adefinition of a PMC and a description of scenarios in which your organization may be askedto
dispense medications

e A description of who is covered by your dispensing plan

e A description of how medication will be dispensed

e Arequest for volunteers to staff your PMC and any duties/trainings associated with these roles

If your PMC Plan is activated by your local health department, your organization will need to instruct
your covered population on the steps to take in order to receive their medications. In your messaging,
include descriptions of and links to Dispense Assist and Attachment F: Antibiotic Medication Screening
Form so visitors to your dispensing site(s) will come prepared to pick up medications. Use Table 6 to
think through other pieces of information you will want to share with your covered population and how
you plan on disseminating these messages. Note that public health specific information, such as a
disease outbreak and what medications are available to prevent and/or treat infections, will come from
your local health department for your organization to distribute to your covered population.

Table 6: Communicating with your covered population

List key instructions or pieces of information you will need to share with your covered population to
prepare them for picking up their medications (place/time of pickup, where to park, etc.)

SEE PT COOP COMMUNICATION PLAN
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Check all communication methods that you will use to disseminate this information.

[ ] Phone [ ] Intranet
[ ] Email [ ] SMS/text message

[ ] Pager [ ] other (describe):

Party responsible for developing and sending these messages:

If your organization has an existing emergency communications plan,
attach a copy of your plan to your PMC Workbook.

After your dispensing operations have demobilized, your local health department may ask your
organization to continue to push messages out to your covered population, such as the importance of
taking the full course of medications and how to address any questions or concerns.

Your PMC staff

Your PMC staff will need a preliminary briefing or set of instructions to prepare them for their upcoming
work shifts, such as where to report and who to check in with upon arrival. Use Table 7 to think through
other pieces of information you will want to share with your PMC staff and how you plan on
disseminating these messages.

Table 7: Communicating with Your PMC Staff

List key instructions or pieces of information you will need to share with your PMC staff to prepare them
for picking up their medications (Where to report, what to bring, etc.)

Check all communication methods that you will use to disseminate this information.

[ ] Phone [ ] Intranet

Email |:| SMS/text message
[] g

[ ] Pager [ ] other (describe):

Party responsible for developing and sending these messages:
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Your local health department

Your local health department will use multiple mechanisms to communicate with your organization
during a public health emergency. All PMCs are asked to provide contacts that can be included into an
emergency notification system. The notification system sends messages through multiple channels,
including email, SMS text, and voicemail. Regular communication will occur throughout the public health
emergency, and conference calls will be scheduled so that you can receive briefings on the situation and
ongoing guidance and instructions. (Your organization’s contact information should have already been
provided to your local health department using the PMC Enrollment Form. If you have not completed
this form, please contact your local health department; contact information is found on Page 5 of this
workbook.)

Your local and/or state health department may also elect to open a call center if it is determined one
will be needed. A call center exists to provide both public information and support to all activated PMCs.
For public information purposes, a call center can answer general questions from the public (including
your covered population) about the emergency or incident and provide information on the medications
being provided. A call center can also support PMCs by having professionals available to assist with
consultations over the phone for any visitors with complex medical conditions that may need to be
prescribed alternative medications not available at your dispensing site(s).

If a call center is activated, the phone number will be advertised to your organization and the general
public by your local health department.

The public/media

Your organization should coordinate messaging for all outside parties, including members of the media,
with your local health department. During a public health emergency, a larger, broader communications
strategy will be developed and implemented by your local health department, and it is important for
messaging to remain consistent across all public platforms. For this reason, your organization is strongly
encouraged to direct all media inquiries to your local health department. If your organization chooses to
field and answer media inquiries, please do so with assistance and guidance from your local health
department.
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Section 8: Training Your Workforce and Practicing Your
Plan

Congratulations! You now have the framework for your PMC Plan and access to the tools and resources
you will need if your organization is ever asked to activate its plan. Once finalized, schedule some time
to train your PMC staff on your plan and participate in exercises to test your plan’s viability and your
organization’s readiness.

Your organization should incorporate concepts from your PMC Plan into annual or recurring staff
training forums. We recommend conducting annual internal training for your PMC staff, specifically
addressing the following three key areas:

1. Activating your PMC Plan, including setting up your dispensingsite
2. Receiving medications and dispensing them to your covered population

3. Roles and responsibilities for PMC staff

Attachment H: Just-In-Time Training can be used to deliver training during an actual event. Just-in-Time
Training is hands-on training designed to be given in the moments before skills are to be used and
provides simplified, step-by-step instructions for PMC staff to follow in order to serve in their positions.

Exercises, or simulated activations of your plan, provide a low-stakes way to familiarize PMC staff with
concepts and identify gaps or challenges which should be addressed. For example, you could conduct an
exercise where half of your PMC staff practice working in their positions, while the other half act as
visitors to your dispensing site and receive fake “medications.” Once each group has an understanding
of how operations work, allow them to switch their roles. Your local health department may also
provide opportunities for joint trainings and exercises. Attachment J: PMC Exercise Guide has some
sample materials that may be helpful in designing and running an exercise.

After conducting a training or exercise, you may find that your PMC Plan has a gap that would hinder
activating your plan and/or operating your dispensing site(s). Your PMC Plan should be adjusted and
edited as needed to reflect any lessons learned from training and exercises.
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Glossary

Access and functional needs: Needs a person may have before, during, and after an incident in
functional areas, e.g. maintaining independence, communication, transportation, supervision, and
medical care.

Adverse reactions: Any unexpected or dangerous reactions to a medication.

Business continuity manager: The person who writes and implements plans for ensuring that your
organization can continue its critical business functions during emergencies or disasters.

Call center: An office set up to handle a large volume of telephone calls.

Communicable disease outbreak: The occurrence of disease cases that exceeds what would normally be
expected in a defined community, geographical area, or season.

Conference room model: A Private Medication Center dispensing model that uses a large space where
employees, patients/clients, and families can come and pick up medications.

Continuity of Operations Plan: The plan that describes how your organization would continue its critical
business functions during an emergency or disaster.

Covered population: The total number of people your private medication center will dispense
medications to during a public health emergency.

Demobilization: The process of discontinuing your emergency response activities and returning to
normal operations.

Dispense Assist: An online screening tool that allows users to generate vouchers for receiving
emergency medication at a public or private medication screening center.
(https://www.dispenseassist.net)

Dispensing: The process of preparing and giving out medications.

Drive-through model: A Private Medication Center dispensing model that where employees, clients, or
other personnel visit a medication pickup point and remain in their vehicles.

Health Insurance Portability and Accountability Act (HIPAA): A federal law that contains a rule that
protects individuals’ health information.

Incident Command System (ICS): A standardized approach to emergency response that provides a
common hierarchy within which responders from multiple agencies can be effective.

Job Action Sheet: A tool (like a checklist) for defining and performing a specific emergency response
functional role.

Intra-office mail model: A Private Medication Center dispensing model that uses dispenses employees’
medications via an intra-office mail system.
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Local health department: Local government agency responsible for creating and maintaining conditions
that keep people healthy.

Mass dispensing strategy: Operating on a larger scale to dispense medications or administer vaccines to
the general population.

Medical Advisor: A medical person who a Private Medication Center can contact for medical guidance
for a PMC plan. The local health department can act as your Medical Advisor for a PMC plan.

Medical screening: The process where a person at a Private Medical Center reviews an individual’s
medication form to identify the right medication for him or her and/or any medical conditions that may
affect the person’s ability to take the emergency medication. Dispense Assist works as an online, rather
than in-person, mechanism for medical screening.

Memorandum of Agreement: A written document describing a cooperative relationship between two
parties wishing to work together on a project or to meet an agreed upon objective.

Pandemic: A disease outbreak occurring over a wide geographic area and affecting an exceptionally high
proportion of the population.

Public Readiness and Emergency Preparedness (PREP) Act: A federal law that provides liability
immunity related to the manufacture, testing, development, distribution, administration and use of
medications and vaccines against chemical, biological, radiological and nuclear agents of terrorism,
epidemics, and pandemics. It also added authority to establish a program to compensate eligible
individuals who suffer injuries from administration or use of products covered by the PREP Act’s
immunity provisions.

Private Medication Center (PMC): A healthcare, government, nonprofit, or private organization where
lifesaving medications are dispensed to an affected population during a public health emergency like a
disease outbreak or a terrorist attack.

Public health emergency: A natural or manmade event that creates a health risk to the public. This
includes a disease outbreak, earthquake, or bioterrorism incident.

Public Health Coordinating Liaison: The person who serves as the link between the Private Medication
Center and the local health department and ensures local health participates in the organization’s
planning process as appropriate.

Strategic National Stockpile (SNS): A federally managed supply of medications, vaccines, and medical
supplies intended for use during a public health emergency.

Strike team model: A Private Medication Center dispensing model used in a healthcare setting. A team
of trained personnel carry medications with them and visit each employee's desk or patient’s bedside
where they review a medication screening form for the employee or patient and dispense medications
before moving on to the next person.

Targeted dispensing strategy: Dispensing medications or administering vaccines to specific individuals
or at-risk groups to prevent or treat an infection.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: EOC Manager

Staff Name:

Mission:

Oversee dispensing operations for your Private Medication Center’s dispensing site

Get Ready

O OOO0OooOoooo og

O OoOgd

Read this entire Job Action Sheet.

Receive notification from local public health authority that your Private Medication Center (PMC) is
activated (via email/phone/website).

Read your agency Operational Objectives, Incident Action Plan, and Situation Report.
Receive medication for self and family first before dispensing to others; take first dose.
Obtain contact information for the public health liaison supporting your organization.
Review your PMC Plan.

Inform PMC staff that your plan is activated and assign tasks.

Provide orientation and position training to those assisting the dispensing effort.
Prepare the site, obtain basic supplies and get vehicles dispatched (if required).
Communicate to your covered population that you will be dispensing medications.
Obtain and don appropriate Personal Protective Equipment (PPE), if needed.

Follow incident Command Structure (ICS).

uring Operations

Get medications

Send an authorized staff member to the PMC Delivery Site/Distribution Site to receive medications.
Lock medication in secure location away from extreme heat or cold (room temperature); inventory
initial supply.

Copy dispensing materials (drug information sheets, others) or post to website for downloading by
employees.

Dispense the Medications

oOoooOonO

Monitor dispensing of medications.

Dispense medication to PMC staff first.

Ensure appropriate screening and drug dispensing.

Ensure distribution of drug information sheets.

Request additional medications from the local public health authority if required.
Update your public health liaison with dispensing status as required or needed.

Follow up

U
U
U
0

Return all medical screening forms and inventory control forms to your local health department.
Dispose of PPE appropriately (if used).

Complete and submit timesheets.

Participate in after-action meetings, as directed.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: Logistics Section Chief

You Report to: EOC Manager

Staff Name:

Mission: Coordinate the medication dispensing effort at your agency.

Get Ready

Read this entire Job Action Sheet.

Receive medication for self and family first before dispensing to others; take first dose.
Receive and participate in briefing with EOC Manager .

Review instructions, become familiar with primary tasks and reporting structure.

Meet with, brief and conduct just in time training with your direct reports.

Obtain and don appropriate Personal Protective Equipment (PPE).

Put on ID badge and introduce self to all staff in assigned area.

Ensure that the receipts of the supplies and/or medications are coordinated appropriately.
Ensure that all communications equipment has been set up, tested and is in working order.
Ensure that all staff understands inventory management and request procedures.

Follow Incident Command Structure (ICS).

O QOUooOoooooooo

uring Operations

Maintain Incident Command Structure (ICS).

Coordinate with the Operations Section Chief to ensure that all logistical needs for dispensing area
met.

Meet with your direct reports regularly to coordinate needs and conduct a status check.
Report critical issues or necessary changes to EOC Manager .

Assure the privacy, confidentiality, and security of all protected health information onforms.
Maintain universal precautions.

Interface with Public Safety to ensure that all security issues are beingaddressed.

Arrange for procurement of additional equipment/supplies as needed and as authorized by the
EOC Manager.

Keep dispensing stations stocked with supplies.

J 0 OooOoooo oo

ollow up

Breakdown and put away station materials.
Participate in debrief if indicated.

Report any changes to protocol.

Dispose of PPE appropriately.

Complete and submit timesheets.

Participate in after-action meetings, as directed.

OoOoooOond

If you encounter a problem while dispensing, contact your supervisor immediately.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: Operations Section Chief

You Report to: EOC Manager

Staff Name:

Mission: Coordinate the medication dispensing effort at your agency.

Get Ready

Read this entire Job Action Sheet.

Receive medication for self and family first before dispensing to others; take first dose.
Receive briefing from EOC Manager.

Review instructions, become familiar with primary tasks and reporting structure.

Meet, brief and provide on the job training for your direct reports.

Obtain and don appropriate Personal Protective Equipment (PPE), if needed.

Put on ID badge and introduce self to all staff in assigned area.

Follow Incident Command Structure (ICS).

In coordination with Logistics Section Chief ensure efficient set up of clinic and establish efficient
clinic flow.

Ensure adequate staffing of designated functions.

Ensure that your direct reports are informed on inventory request procedures.

OO0 OOoooooood

During Operations

Maintain constant communication with EOC Manager.

Maintain constant communication with Logistics Section Chief.

Meet with your direct reports regularly to coordinate needs and conduct a status check.
Ensure appropriate implementation of Practice Procedures and Guidelines.

In coordination with Logistics Section Chief maintain efficient clinic flow.

In coordination with Logistics Section Chief identify and request additional staff if needed.
Ensure appropriate use of universal precautions.

Ensure appropriate use of PPE, if used.

Problem-solve operational issues.

Report critical issues or necessary changes to EOC Manager.

Ensure the privacy, confidentiality and security of all protected health information.
Maintain the use of ICS.

OO0o00O0ooOoooOono

Follow Up

Breakdown and put away materials.

Participate in debrief if indicated.

Report any changes to protocol.

Plan for the possibility of extended deployment.
Dispose of PPE appropriately, if used.
Complete and submit timesheets.

Participate in after-action meetings, as directed.

U
U
U
U
U
U

d

If you encounter a problem while dispensing, contact your supervisor immediately.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: Public Safety

You Report to: EOC Manager
Staff Name:
Mission: Manage site safety.

Get Ready

O OOoOoOoOodd

ooono O

Read this entire Job Action Sheet.

Receive assignment from EOC Manager.

Receive orientation and position training from EOC Manager.

Read the current Operational Objectives, Incident Action Plan, and Situation Report.
Receive medication for self and family first before dispensing to others; take first dose.
Obtain and don appropriate Personal Protective Equipment (PPE).

Follow Incident Command Structure (ICS).

uring Operation

Act as liaison to Local, County, State, Tribal and Federal Law Enforcement agencies and implement
the security plan as agreed on by your PMC and designated law enforcementagency.

Provide protection for the dispensing site staff and citizens.

Secure the facility.

Ensure that traffic flow to your dispensing site is being addressed adequately

Respond to, or designated security personnel to respond to security issues.

Follow Up

O
O
O
O
(]
O

Breakdown and put away station materials.
Brief the incoming Security Officer.

Develop items for After Action Discussion.
Dispose of PPE appropriately, if used.
Complete and submit timesheets.

Participate in after-action meetings, as directed.

If you encounter a problem while dispensing, contact your supervisor immediately.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: PIO Communications Manager

You Report to: EOC Manager

Staff Name:

Mission:

Manage communication to and from the Private Medication Center.

Get Ready

O OOoOoOoOodd

ogooog

Read this entire Job Action Sheet.

Receive assignment from EOC Manager.

Receive orientation and position training from EOC Manager.

Read your agency Operational Objectives, Incident Action Plan, and Situation Report.

Receive medication for self and family first before dispensing to others; take first dose.

Obtain and don appropriate Personal Protective Equipment (PPE), if needed.
Follow Incident Command Structure (ICS).

uring Operation

Provide employees instruction on how, when and why they should receive medication
Provide staff with regular updates utilizing the Communication Plan

Ensure Executive Team is updated on dispensing status.

Bring unresolved issues to the attention of the EOC Manager.

Provide Media response if solicited.

Follow Up

O
(]
O
(]
O
(]

If you encounter a problem while dispensing, contact your supervisor immediately.

Breakdown and put away station materials.
Brief the incoming PIO.

Participate in after-action meetings, as directed.
Dispose of PPE appropriately, if used.
Complete and submit timesheets.

Participate in after-action meetings, as directed.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: Registration

You Report to: Operations Section Chief
Staff Name:
Mission: Coordinate the medication dispensing effort at your agency.

Get Ready

O QOJOOOodogo ooo

ogoooono

Read this entire Job Action Sheet.

Receive assignment, orientation and position training from Operations Section Chief.

Familiarize self with dispensing site layout, especially noting restrooms, emergency exits and flow of

visitors.

Make copies of medical screening forms and educational materials.

Set up check-in/registration desk with paper medical screening forms and pens.

Set-up Olympic room computers for people to complete online Antibiotic Screening form www.dispenseassist)
Receive medication for self and family first before dispensing to others; take first dose.

Obtain and don appropriate Personal Protective Equipment (PPE), if needed.

Follow Incident Command Structure (ICS).

uring Operations

Keep station supplied with appropriate materials.

Greet clients as they enter and provide instructions on how to complete form online. Give paper for if necessary
Answer questions.

Maintain adequate supply levels.

Report disruptive client behavior to your supervisor.

Performs other duties as assigned by Operations Section Chief.

Follow Up

O
(]
(]
O
(]

Breakdown and put away materials.

Dispose of PPE appropriately, if needed.

Sign-out after approval from Operations Section Chief.
Complete and submit timesheets.

Participate in after-action meetings, as directed.

If you encounter a problem while dispensing, contact your supervisor immediately.
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Attachment A: Job Action Sheets

Private Medication Center

Position Assignment: Dispenser

You Report to: Operations Section Chief

Staff Name:

Mission:

Coordinate the medication dispensing effort at your agency.

Get Ready

oooooOogd

Read this entire Job Action Sheet.

Receive assignment from Operations Section Chief.

Receive orientation and position training from Operations Section Chief.

Familiarize self with screening and dispensing process (including algorithms).

Set up station, or prepare supplies needed if dispensing in the field.

Receive medication for self and family first before dispensing to others; take first dose.
Obtain and don appropriate Personal Protective Equipment (PPE), if necessary.
Follow Incident Command Structure (ICS).

Dispense the Medications

oo O OOoOod

Ensure that each client completes a medical screening/screening form.

Review client medical screening form for completeness.

Dispense appropriate medications based on patient's health history and medicationalgorithm.
Remove lot number labels from pill bottles or label sheet. Put one on medical screening form and one
label on drug information sheet.

Fill out information on prescription label and adhere to pill bottle or drug information sheet. Record
medications dispensed on medical screening form, initial medical screening form and retain form.
Remind visitor to complete the entire course of medication.

Provide dispensing status updates to Operations Section Chief as required.

Follow Up

(]
O
(]
O
(]

O

Return all materials to Operations Section Chief, including medical screening forms and any unused
medication.

Dispose of PPE appropriately, if used.

Breakdown and put away station materials.

Sign-out after approval from Operations Section Chief.

Complete and submit timesheets.

Participate in after-action meetings, as directed.

If you encounter a problem while dispensing, contact your supervisor immediately.
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Attachment B: Private Medication Site Considerations

Private Medication Center Site Considerations

Site Name:

Date of Survey:

Site Address:

City, State, Zip:

Facility Point of Contact

Name/Title: Access to facility keys? Yes |:| No |:|
Work Phone: Home Phone:
Email: Cell/Pager:
Alternate Point of Contact
Name/Title: Access to facility keys? Yes L] ~Nol[]
Work Phone: Home Phone:
Email: Cell/Pager:
Facility Information
e Adequate parking Refrigeration for medication (if necessary)
e Adequate HVAC capacity Nearby breakrooms for staff
e Lockable storage areas for medications Telephone availability
e  ADA accessible restrooms Backup power source
e Separate entrance/exit Tables and chairs
e Electricity Handwashing facilities

Suggested Equipment and Supply List

N HEEEE

i

First aid kit with equipment for measuring vitalsigns
Tactical communications

Signs to direct visitors and identify each station
(Greeting/Registration Education, Screening,
Dispensing

Janitorial supplies (i.e., toilet paper, papertowels,
hand soap, etc.)

Computer and printer

Paper

File folders and boxes

Facial tissue

TV/VCR (for education, ifavailable)

HAM radios

List of emergency numbers (local health department,
police, emergency medical services)

Envelopes or small bags (to hold multiple bottles of
medicine)

0 R Y

HNENNB

Copier

Notepads

Clipboards

Hand sanitizer

1-2 cots (ifavailable)

Gloves (latex or vinyl)

Automated External Defibrillator (AED) (optional
item, should only be used with proper training and
under emergency conditions)

Informational sheets

Staplers

Pens

Extension cords

Wastebaskets and trash bags
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Attachment C: Signage

Attachment C: Sighage
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Spanish, Russian, Vietnamese, and Chinese
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* Photography  * Smoking
* Weapons * Alcohol

* Video or sound recording

* Pets (service animals allowed)



Anthrax
Symptoms

If you have recently developed the following
symptoms, go to the hospital now:

* Fever e Weakness

* Cough o Difficulty Breathing
*Headache o (Chest Discomfort

® Chills




Medication
Center

* Free medicine —
large supply
o We are here to help




[
® Four simple steps



Any staff person
wearing a vest
can assist you.




E—
Four Simple Steps

I. Fill Qut Form

2. Show Form

3. Pick Up Medicine
4. Turn In Form & Exit




Spanish, Russian, Vietnamese, and Chinese

251 of 495



Step 2: *‘
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Pick Up
Medicine

Spanish, Russian, Vietnamese, and Chinese
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Step 4:

Turn In Form
& Exit

Spanish, Russian. , Vietnamese, and Chinese
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Thank you

54 Thank You - Spanish, Russian, Viethame, Chinese
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Please Wait

Spanish,Russian, Viethamese,and Chinese
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First Aid
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No Exit
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Attachment D: Activation Checklist

PMC Activation Checklist

Procedure In Progress Completed
Review PMC Plan and staff assignments to ensure
availability of personnel for identified key positions. O O
Reassign staff as needed.
Confirm time and location for medication pickup with ] ]
your local health department
Schedule start time for medication dispensing O] O
Communicate activation of PMC Plan to covered O O
population, PMC staff
Dispatch transportation staff for medication pickup O O
Conduct staff briefings for PMC staff O O
Make copies of all forms and fact sheets O O
Set up dispensing site per floor plan O O
Inventory medications and store in a cool, dry, and secure ] ]
location until ready for dispensing
Dispense medication to designated individuals O O
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Attachment E: Dispense Assist

Dispense Assist Voucher Form Example

This voucher permits the individual named below to receive this medication

BRING THIS VOUCHER WITH YOU

Dispense Assist
Post Exposure Prophylaxis Voucher

Medication: Doxycycline

Demographic Information

First Name: John Telephone: (253) 821-3333
Last Name: Doe DOB: 4/23/2013
Address: 10 Docker St. Weight: 30

Address 2: Sex: Male

City, St, Zip: Tacoma, WA 98407

Health History Information

1. Is this person allergic to doxycycline, tetracycline, or any other “cycline” drug? No
2. Is this person allergic to ciprofloxacin or any other “floxacin” drug? No
3. Is this person pregnant? No
4. Does this person have a seizure disorder or epilepsy? No
5. Is this person taking Tizanidine (Zanaflex)? No
6. Does this person have difficulty swallowing pills? Yes
7. Is this person less than 18 years old? Yes
8. Does this person have renal (kidney) disease? No
9. Does this person have an allergy to amoxicillin? No

I, the undersigned, certify that all of the above information is correct to the best of my knowledge. |
hereby authorize the recipient of this document to share this information with public health entities at
the local, state, and federal level for purposes of ensuring medication efficacy and safety. | have been
offered a copy of Notice of Information Practices.

Client Signature: Date Signed:

Point of Dispensing Use Only:
Medication Provided: O Doxycycline

Place Lot # Sticker
Here

Dispensing Site Name:

Dispenser Signature: Date:

Fact Sheet: FDA EUA Doxycycline Drug Information Sheet
How to Prepare Doxycycline for Children and Adults Who Can’t Swallow Pills
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Attachment F: Antibiotic
Medication Screening Form



ANTIBIOTIC MEDICATION SCREENING FORM Public Health gy

I, (FULL NAME)

am picking up medications for myself and/or | am picking up medications for

others in my household or people who are unable to pick up their own medications. | agree to provide medications and instructions to all individuals written on this form.

Telephone Number: ( ) -- Your ZIP Code: Age: Signature:
. Part 1 Part 2 Part 3
INSTRUCTIONS: READ CAREFULLY STAFF UsE ONLY
70”’:]5“0” L ' . 70"85“? L " 7(2”‘:]5“0" R ' . Check that the following handouts
Is this person allergic* to Does this person have Is this person allergic* to have been n .
: . . . provided:
Step.#l. Complete the consent statement ab.ove and Doxycycline, Tetracycline, or | difficulty swallowing pills? Ciprofloxacin, Leavquin, or
provide your full name, telephone number, zip code, | ., ither “cycline”+ drugs? any other “floxacin”# drugs? Antibiotic Information Sheet
and signature . .
Question 2: Question 2: Agent Information Sheet

Step #2: List your name and/or the names of | Question 2:
everyone you are picking up medications for today Is this person pregnant?

Step #3: For each name listed below, write YES or NO
for Part 1, Part 2, and Part 3

Do not write in sections marked
STAFF USE ONLY

90 pounds and less than 18
years old? Question 3:
(kidney) disease?

Question 4:
Does this person have

Is this person both less than | IS this person currently
taking Tizanidine (Zanaflex)?

Does this person have renal

seizure disorder or epilepsy?

Pill Crushing Instructions

Letter to Medical Provider

Today’s Date (DD/MM/YY):

Dispenser (Print Name):

. If YES to any question, write YES | If YES to any question, write YES | If YES to any question, write YES
First Name Last Name If NO to all questions, write NO | If NO to all questions, write NO | If NO to all questions, write NO
NO NO YES or NO Dispense Doxycycline
ST AFF U SE ON LY NO YES YES or NO Dispense Doxy w/ Pill Crush Instr.
YES NO NO Dispense Ciprofloxacin
Dispensing Guide and Formula YES YES NO Advise Additional Medical Consult.
YES YES or NO YES Advise Additional Medical Consult.

*Allergic Reaction: Having one or more of the following symptoms: skin rash, hives,
or itching; wheezing, shortness of breath or trouble breathing; and/or swelling of the
face, lips, or throat. If you have had one or more of these symptoms when taking this
medication, write “YES” in the corresponding box under Part 1 and/or Part 3.

J'Tetracycline Drug List: demeclocycline (Declomycin); doxycycline
(Adoxa, Alodox, Atridox, Avidoxy, Doryx, Doxy, Monodox,
Morgidox, Ocudox, Oracea, Oraxyl, Periostat, Vibramycin);
minocycline (Arestin, Dynacin, Minocin, Solodyn, Ximino)

*Quinolone Drug List: ciprofloxacin (Cipro);
gatifloxacin (Tequin); levofloxacin (Levaquin);
moxifloxacin (Avelox); A8difo488in (Acuatim);
norfloxacin (Noroxin); ofloxacin (Floxin)



1. “Consent” Section
Make sure all blanks
(Full Name, Telephone
Number, Zip Code, Age,
and Signature) are
completed by the
individual who is picking
up the medications.

2. “Name” Section

Every individual receiving
medication should be
listed. This list of names
may include the individual
completing the “Consent”
Section.

Screener Training Tool

I

L {FULL NAME)

ANTIBIOTIC MEDICATION SCREENING FORM Public Health g

cthems in my houwsehold o people who are unable 10 pick up their cwn medications. | sgree 1o provide medicatom and Instructions 1o el Infivid sals written an this form,

INSTRUCTIONS: READ CAREFULLY

Step N1 Complets the comment statemeant 20ove and
provide your full nare, Weleshone anber. 2ip code.
and signature

Step B2: Uit your name and/or the ramaes of
SUEryOnaR you v picking ug mec cations for teday

Step W3: Tor each name Kated below, write Y% or NO
for Part 1, Pt 2, and Pant 2

Do not write In sections marked
Staes Ust Oy

am picking up medicationrs for mpsll sd/or | am giching up medications for

Your 2IP Code. Age. Signatume.
Part 1 Pan2 Part:
Question J Question 1* Question 1

Is this person allergk® o
Dosyoyciine, Tatracycline, o
any cther “oycine” Y drags?

ghion ¢

Is Uss Derson pregnaes?

Does thls person bave
diffndny veationing pils?

Question 2.

Is this person Doth less tran
90 pounds and less than 13
yearsold?

Is s person allergic® to
Cigrofionacin, Leavauin, or
oy othet “Homacn™ t drugs?
Quesien d,

1 This porson cutramly
taking Tizaridine Zanatiex]?
Quesion 3

Do this person have remal
(Hidney) dassse?

Question 4
Does this person have
seture disorcer or eplegsy !

First Name 2t Name

¥ YES 20 20y qeestion, wrte TS
I ND 12 gl coestizns, wi e NO

1 Y510 Oy Geesoo”. wrke ¥TS
1IN0 bo gll quettions, miite MO

¥ YES to Jx cuestion, wiite YES
M NG o gl queshineg, wite MO

Stasr Use Omey

Check that the following handoy

tuve been provided:

[ Antibiovc information Sheet

[ Agens Information Sheet
] #ill Crushing instructions
[ Legrer 1 Medizat Proviges

Tedey's Date (DO/MM/YY)

el

Desparer (Pring Name)

/

r'd

v

>

4

yi

v

v

\

/

\

Starr Use OnLy

Dispensing Guide and Formada

[ \ NO / VES or NC Dutine Donvoycine &

WO vis YIS or NO Luapariie Deny wy' P4 St inaty )
o Dupense Oprofioxscn L
) Advise Adticriad Metil Connk. §

es
YES
s

Ao Aadrona Medoad Connur

*ARergh Reaction: Haviag one o1 mare of the Tolowing syminoms. s rash, foves,
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3. “Medical History” Section
For each name listed, either YES or NO should be written in the boxes corresponding with Part 1, 2, and 3.

VL

Each Part has multiple questions. For example, Part 1 has two questions. If the answer to any of the two
questions in Part 1 is “yes,” the word YES should be written in the box under Part 1. If the answer to all of
the questions in Part 1 is “no,” the word NO should be written. The same applies for Part 2 (two questions)
and Part 3 (four questions). Each name listed must have either a YES or NO answer for all three parts. The
words YES and NO cannot be written in the same box.

5. “Staff Use Only”
Section

A. Check the box for each
handout you provide.

B. Fill in the date and print
your name.

C. Attach the removable
label from the medication
bottle. (The appropriate
medication is determined
using the Dispensing Guide
and Formula.) Write the
individual’s name on the
actual bottle. If no
medication is given, write
N/A in the Attach Label
box.

4. “Dispensing Guide and
Formula” Section
Determine what
medications to dispense or
what course of action to
take by reviewing the
YES/NO answers for Parts 1,
2, and 3.
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Attachment G: Demobilization Checklist

PMC Demobilization Checklist

Procedure

In Progress

Completed

Contact your local health department about breaking
down your dispensing site

O

O

Collect all paperwork — screening forms, inventory logs,
etc. to return to your local health department

O

O

Meet with your PMC staff and hold a debriefing and
address any issues or problems encountered during
dispensing operations

O

O

Pack and store all medications in accordance to PMC Plan
or ad directed by your local health department

Take down all sighage and return to storage or discard
any signage that cannot be used

Return facility to original layout

Ensure all PMC staff sign-on; keep for your records

Continue to monitor any public announcements
regarding ongoing public health emergency

Complete process of returning unused medications and
supplies to your local health department

Of OO0 o O O

Of OO0 o0 O O
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Attachment |: Sample Letter Templates

Just-In-Time Training Checklist

Private Medication Center Site Supervisor: All Staff Briefing Checklist

[Z1 Welcome and thank PMC staff
Introduce self
Review org chart and introduce section chiefs

Define chain of command and stress the importance of
communicating with lead
Reference handouts in staff packets
o Job action sheet
o Floor plan
o Daily schedule

Review daily schedule

o Open/close times

o Break/lunch times and procedures

o Shift change briefing

o Debrief (if scheduled)
Overview of operations

o Site layout and patient flow

o Communication procedures when patient flow charges are

needed

o Life threatening emergency procedures
Intercultural considerations

o Neighborhood demographics

o Language and other resources available on-site

o Emphasize need for respectful communication
Safety briefing (conducted by Safety/Security Officer)
Safety first
[Z1Safety/health resources on-site, e.g., first aid station

e Media interaction protocol—refer to Communications Officer
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Attachment |: Sample Letter Templates

Section Chiefs (Operations, Logistics, Planning) Briefing Checklist

Welcome section staff
Introduce staff
Review section org chart and introduce unit/team leads

Review pre-shift procedures
o Signin
o Store belongings
o Setup stations
o Check out tactical communication equipment

Break/lunch procedures for section

Review post-shift procedures
o Break down stations
Timekeeping procedures
Return tactical communications equipment
Turn in forms/documentation
Retrieve personal belongings
Debrief procedures
o Sign out

O O O O O

[Z] Tactical communications training and practice (e.g., two-way radios)

Detailed walk through of section work areas
o Location of supplies, other resources
o Work flow

Safety issues

Unit/Group Lead Briefing Checklists

Unit/group member introductions

Review chain of command and stress the importance of
communicating with lead

Overview of equipment, supplies, forms
Instructions and demonstration for specific job tasks
[Z1Safety reminders
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Attachment |: Sample Letter Templates

Sample Letter to Employees

[insert date here]
[insert organization name and appropriate term--employee's, members, faculty]
Subject: Preparedness Plans for Medical Emergencies

Your health and safety are very important to [insert organization name]. One of the many things that
can threaten your health and safety is a public health emergency, such as an epidemic. You can be
confident that we have a plan in place to limit the impact of public health emergencies on our [insert
appropriate term: employees, members, faculty] and their families. Our goal is to protect the health of
all [insert organization name and appropriate term: employee, members, faculty] employees during
such an incident.

[Insert organization name] has been working with state and local authorities to create an emergency
preparedness plan that will help protect your health and safety during a medical emergency. We
encourage you to read the [insert organization name] emergency preparedness plan. The plan is
available online at: [insert website].

Another way that we are working to protect your health and safety is through our collaborative planning
efforts with the local health department and healthcare coalition. These efforts include having [insert
organization name] serve as a Private Medication Center, during a medical emergency so that we can
quickly dispense medication to keep you and your family from getting sick. Please read the attached fact
sheet for additional details about Private Medication Centers.

[Insert organization name] will continue to plan to protect you and your family's health and safety
during public health emergencies. As we make enhancements to our emergency preparedness plans, we
will update you by [insert how contact individuals will be notified of updates to emergency
preparedness-plans].

If you have any questions about [insert organization name] emergency preparedness plans or our plans
to serve as a Private Medication Center, or if you are interested in volunteering to help with emergency

preparedness planning, contact [insert contact person] at [insert phone number].

Sincerely,

[Insert organization’s official name and title]
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Attachment |: Sample Letter Templates

Sample Volunteer Solicitation Letter

Volunteer Opportunity During a Public Health Emergency

[Insert organization name] has been preparing to protect you and your family in case of an emergency,
such as a widespread disease outbreak, natural disaster or a bioterrorism attack. In order for us to do
this, we must ensure we have the resources and staff needed to help in an emergency. We have worked
closely with the local health department to develop a plan for setting up a Private Medication Center
for your convenience and safety during a public health emergency.

A Private Medication Center will allow us to:

e Provide free medicine on-site for you and your family.

e  Give important information during and after anemergency.

e Answer questions and address concerns about the event.
[Specific information about business plans or pictures can be inserted here]
If you are interested in volunteering to help with the setup and operations of our on-site Private
Medication Center, contact [insert contact person] at [insert phone number]. As we continue to develop
our emergency plans, we will provide additional communications about our endeavors as well as more
specifics about your role in keeping yourselves and your families safe. We are committed to
preparedness because it is important to the [insert organization name] family, and it is important to the

entire community.

Sincerely,

[Insert organization’s official name and title]
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Attachment J: PMC Exercise Guide

Tabletop Exercise Guide

Plan of Instruction

Exercise Purpose
To assess organization’s PMC Plan and to assess types of systems needed to guide the
prevention of, response to, and recovery from a bioterror event.

Exercise Objectives
At the end of the exercise participants will be able to:
1. Assess Decision Making to open closed POD per Plan.

2. Determine communications to employees regarding closed POD schedule.
3. Evaluate process for creating closed POD ICS structure to fulfill operations.

4. Determine how information will be compiled for state and local health jurisdiction
requirements when utilizing federal stockpile assets.

Target Audience
Organizations who have decided to become Private Medication Centers (also known as PODSs).

Exercise Guidelines

The Bioterrorism Tabletop Exercise is most effective when the following guidelines are followed:

= All organizational leadership staff and key stakeholders participate in, and/or observe, the
exercise.

= The exercise objectives are best met when only the Facilitator has access to the exercise
PowerPoint and scenario prior to the exercise.

= The exercise Facilitator should not be a member of the organization’s executive
management team.

= Creating an Emergency Preparedness Improvement Plan is the final step and most critical
step in the exercise. A plan template is included in this document.

Exercise Tips

It is recommended that:

= You plan for the exercise to take approximately 3 hours

= Observers and players not receive a printed copy of the PowerPoint exercise until after the
exercise is complete,

= The exercise be done all at once (preferred) or in sequential order over 2 meetings,

= A 10 minute break be held every 1 — 1.5 hours,

= A sign-in sheet be circulated and maintained for training records.

Course Evaluation

A course evaluation should be provided to participants for feedback on course content and
delivery. A suggested evaluation tool is included in this document.
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Attachment J: PMC Exercise Guide

Materials Needed Checklist

[ Bioterrorism TTX PowerPoint Presentation

[0 Computer and LCD projector

[ Private Medication Center (PMC) staff table cards or ID badges for each of the PMC staff
roles you choose to activate

[0 “Post-It” sticky note pads

[0 Easel chart/paper or large dry erase board

Exercise Facility Set Up:

= Players sit at tables; observers sit in chairs behind and outside of “U-Shape”. (see example
below)

= Set up meeting room so tables and chairs are in a “U-Shape” and Players can easily see the
LCD projection screen and dry erase board or flip chart.

= During the exercise, the Facilitator should be able to move easily within the “U-Shape”

= |f possible, provide water and healthy snacks for participants and observers in the back of
the room.

= Place Post-it Note pads on the tables

\

@

uiejuje
0000
0000
Ddod
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OO0
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M
-y

Preparation:

e Customize by placing your organization’s name in PowerPoint Slides where the symbols <<
>> are found.

Prepare ICS identification badges or table tents

o Facilitator familiarizes him or herself with the PowerPoint slides and notes (found in “normal
view” setting of PowerPoint) prior to exercise.

Facilitator prints out PowerPoint slides with notes to assist with facilitation.
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Attachment J: PMC Exercise Guide

PMC Tabletop Exercise Evaluation

Agency:

Name (Optional):

Your feedback is valuable, thank you for taking the time to complete this evaluation!

Excellent

Good

Fair

Poor

Overall value of this exercise

Length of the exercise

Clarity of the scenarios and situation updates

Exercise tested our capacity to respond to a
bioterrorism attack

What did you like most about the exercise?

What did you like least about the exercise?

What would you change, if anything, about the experience?

Would you recommend this exercise to other organizations in your sector? Why?

Did this exercise help you address your main concerns regarding bioterrorism? Why or why

not?

What other disaster scenarios or issues would your organization like to address?

Were the exercise templates helpful in implementing today’s exercise?

Additional Comments:
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Attachment J: PMC Exercise Guide

Emergency Preparedness Improvement Plan Matrix

The following matrix outlines a work plan for the items that are required to bridge an identified gap in current planning or response activities.
Priority for each action should follow a scale of 1 to 5; 1 indicating highest priority, 5 indicating lowest. The person(s) listed as the responsible
party will lead the effort to resolve each action listed.

. : Responsible Estimated
Priority Actions to be Taken Party(s) Completion Date Status Notes
) John to add to
SAMPLE: Update staff emergency phone John Smith December 2010 In progress Agency Go-Kit

1 tree when done
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Attachment L: PMC Exercise Guide

<< Organization Name>>
<<Date>>

Testing Your
Private Medication Center

Bioterrorism AttackTabletop Exercise

ibhde

Agenda

Introduction & overview
Exercise Play

Break
Debrief/Hotwash

FPublic Health

Scaathec & Eing Cosaty

30 minutes
30 minutes per Situation Update
10 minutes

30 to 45 minutes
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Attachment L: PMC Exercise Guide

What is aTabletop Exercise?

* Informal discussion using a scripted disaster scenario

as a catalyst
* No time pressures

J Designed to promote free and open exchange of ideas

What is aTabletop Exercise?

* Familiarizes players with roles, responsibilities,

functions, plans, and procedures
. Identify issues requiring further work

* Introductory narrative, followed by “problem statements”

and subsequent updates
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Attachment L: PMC Exercise Guide

Procedural Notes

* Parking Lot: as you come up with things that need
further action as an organization, write them on a Post-
It note, hand to the facilitator and he/she will place it in
the “parking lot”

* Your Specific Department: make notes of things you
want to follow up on later with your department

leadership and/or colleagues

Organizational Planning for
Private Medication Centers(PMC)

<Describe Private Medication Center planning

currently underway in your organization>
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Attachment L: PMC Exercise Guide

Exercise Objectives

1. Determine how to communicate to employees about the
activation of a Private Medication Center (PMC)

2. Assess steps needed to make the decision to open a PMC

3. Evaluate process for activating PMC leadership and

operations staffroles

4. Determine how required information will be compiled for

local health departments

Assumptions
* Scenario is plausible

. Players are familiar with the organization’s Private

Medication Center plan

e All response partners across the Seattle area are

involved in the response to thisincident
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Attachment L: PMC Exercise Guide

Scenario

The local police department notified
the state department of health that
they received an anonymous tip that
the deadly bacteria, tularemia, was
purposefully released at a local mall
during this weekend’s art festival.

The local public health department
conducted an investigation and
confirmed the presence of the
bacteria.

Situation deate 1 -DAY ONE

* You find that 60% of your
staff and their families visited
the mall the day the bacterial

was released into the air

-~

¥
.

7

] Employees are 4

concerned, impacting

productivity
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Attachment L: PMC Exercise Guide

Questions

* What information would you provide to staff about the

current bioterrorism situation?

* Do you also have communication mechanismsto relay

information to employees’ families?

* What information would you want from Public Health at

this time?

Situation deate 2—DAYTWO

* An increased number of hospitalized

patients test positive for Tularemia

* All who visited mall, as well as their

household members, advised to take

-

antibiotics for prophylaxis

* Public Health asks partners
to activate PMC plans
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Attachment L: PMC Exercise Guide

Tularemia Treatment Overview

* Tularemia can be treated
with antibiotics, such as
doxycycline and

Ciproﬂoxacin

O Emergency dispensing
includes 10 days worth

of antibiotics

* Treatment usually lasts 10 to 21 days

* Information retrieved from Centers for Disease Control and Prevention website.

Tularemia Treatment - Continued

* Symptoms may last for several weeks

* Groups at high risk of complications include children,

elderly, and individuals with already compromised or

Weak immune systems o

* Information from Centers for Disease Control and Prevention website.
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Attachment L: PMC Exercise Guide

Questions

* Would your organization follow through with Public
Health’s recommendation to activate the PMC?

* What information do you need to know to make
an informed decision to activatea PMC?

* How would you initiate activation of your PMC? Who in
your organization, and outside it, would be involved?

Questions - Continued

* If youactivate a PMC, what steps need to be taken? Are staff
aware of their role in theactivation?

* Do you have primary and alternate locations identified in
your planning to use as aPMC?

* What information would you communicate to employees?
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Attachment L: PMC Exercise Guide

Break

Situation deate 3 - DAYTHREE

—
p—

* Your PMC operation is ongoing i .

* Many supervisors and staff are
choosing not to come into work

for fear of exposure to Tularemia

* Public Health is requesting a
status update on your
progress with dispensing
medicationsto affected staff

and their families
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Attachment L: PMC Exercise Guide

Questions

* Do you have primary and alternate staff identified to fill
roles for your PMC and have they been trained?

* Who would receive medications under your plan? Staff?
Families? Others outside the organization?

* How will you track and record medication dispensed for
your own records and reporting to Public Health?

Questions - Continued

* How will you address the impact of this incident on day to
day operations?

* What steps would you take to address fear among your

staff?
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Attachment K

Duringdispensing, all Bldg. #5
wmn_.. St SW first floor exterior doors will be
{ockedfromtheoutsideand—
Greeter/Registration Duties
i % of the room divider wall between Olympic & St become exitonly exceptthe
Position #1 Medication Entrance.

Helens will stay up. The divider wall between St

Keep people from entering "4 HelensandRainierwill be opened

frontlobby area

Position#2 ( when needed)
Keep hallway queuingunder
control

Position #3

Registration. Hand out
antibioticscreening formsand
ink pens. Provide instructions
as needed

Position #4

Answer questions and direct
people toshortest dispensing
lines

Public Safety Duties

Position# 5

Ensure people entering the
buildingare employees or
family members by showing
badge or providingname
and employee number. This
position will have a list of
agency employees.

Position# 6
Protect medication and
crowd control

Visitor
Parking
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This Emergency Communication Plan was prepared by Pierce Transit to provide a viable communication
response during and after an emergency. This plan has been distributed internally within Pierce Transit and to
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Date
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ACRONYMS & INTRODUCTION

CSR's Customer Service Representatives

CEO Chief Executive Officer

ECP Emergency Communications Plan

EMC Emergency Management Coordinator

EPIC Emergency Planning Implementation Committee
EWS Early Warning System

IC Incident Commander (usually a Field Supervisor)
ICS Incident Command System

IVR Interactive Voice Response

PIO Public Information Officer (usually the PT Communications Manager)
PTEOC Pierce Transit Emergency Operations Center

This Emergency Communications Plan (ECP) is intended to provide guidelines for communication with Pierce
Transit staff, customers, community partners and external stakeholders during and after an emergency.

An emergency can include, but is not limited to: an earthquake, fire, hazardous materials accident, or extended
loss of power. The procedures and messages contained within the ECP were developed by the Emergency
Planning Implementation Committee (EPIC), and subject matter experts throughout the agency.

This plan will provide agency staff the guidelines for providing the best communication during difficult times.

4|Page

289 of 495



1. EMERGENCY COMMUNICATION

1.1

1.2

1.3

1.4

1.5

Primary Emergency Communication Process
The primary methods of communicating emergency information and notification are by radio,
phone, cell phone, Emergency Warning System (EWS under development), WEBEOC, GovDelivery
and the Everbridge messaging system.
1. Operators, Supervisors, Maintenance and Public Safety employees who are involved in,
witness, or receive a first report of an incident are responsible for contacting the
Communication Center by radio.

2. Other Pierce Transit employees will contact 911 for life safety emergencies. For all other
emergencies, employees will contact the Communication Center by phone at 253.581.8109.
Depending on the incident, the Communication Controllers will initiate notification per
established standard operating procedures.

3. The Communication Controllers will post an Everbridge message to the appropriate
distribution list that will notify PT leadership and the ST Duty Officer (if applicable) of the
emergency. The Everbridge notification will be updated as a situation develops.

4. When the EWS (under development) is activated, the Communication Center will take
appropriate action and make the necessary notifications.

PT EOC Staff Notification

The PT EOC Staff Notification list includes the phone numbers of personnel who are integral to
emergency response and management. This list is maintained by the Transportation Manager of
Service Support within GovDelivery. When the PT EOC is activated, the Transportation Manager of
Service Support will direct the Communication Center to send out a GovDelivery message to alert PT
EOC staff to report.

PT Agency Staff Notification

In the event of a catastrophic emergency that impacts the agency, and reqular methods of
communication are not available, the Communications Manager or designee will write a text message,
providing agency staff with up-to-date information on the status of the agency. This message will be
sent by the Communication Center or their designee through, Gov Delivery, to the phone numbers
listed in the employees’ personnel file. Employees are responsible for keeping their contact information
up-to-date. Employees can opt-out from receiving these messages on their personal phones by
contacting their Supervisor.

EWS System Notification
Under development

Communication Tools
A. During normal work hours, standard communication tools will be used. Backup systems will be
used if these are impacted by the emergency. Communication tools include:

1. Landlines (Skype)
2. Cell phones
3. E-mail
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4. EWS (under development)

5. Text messages to include: TRAX and GovDelivery

6. Communication Monitors, that are positioned throughout the agency. During an emergency
these monitors will be programmed by the Communications Manager or designee

7. PT 700 MHz Radio

8. mSlate

9. Two direct phone lines to Pierce County Emergency Management. These red phones are in
the PT EOC/Olympic Room and Communication Center

10. Face-to-face communication

11. PT EOC Satellite Phones

12. WEBEOC (when PT EOC is activated)

2. RADIO & BACK-UP PLANS

A.

Pierce Transit communicates on a 700 MHz radio system on the Combined Communications
Network. This system is used by Transit Operators, Supervisors, Maintenance and Public Safety to
communicate with the Communication Center if actions are needed specific to operations or safety.

In the event the cellular 700MHz radio fails, radio communication will go into “voice fall back”
allowing radio communications to continue.

If the Communication Center needs to evacuate, Controllers will have access to supervisor vehicles
and can run radio communications from these vans.

There is a dedicated Pierce Transit radio console at Pierce County Emergency Management located
at 2501 S 35™ ST, Tacoma.

The Communication Center has a direct intercom channel allowing us to contact $S911 over the
radio if other systems, such as phones, are down.

The radio system has built in redundancies, allowing our radios to operate in the event that some
infrastructure go down.

3. PHONES & BACK-UP PLANS

A.

Fixed route and SHUTTLE CSR's use the Clarity phone system. If Clarity fails:

1. PT will utilize social media and the PT website to alert the public that the phone system is
down. Fixed Route CSR's will use a dedicated cell phone to communicate with the Comm.
Center and make emergency calls. The Fixed Route emergency cell number is 253.377.5629.
The Customer Service Assistant Manager will notify our ORCA partners to have PT ORCA calls
rerouted.

2. SHUTTLE CSR's will notify customers that our phones are down on the PT website and send a
message through Interactive Voice Response (IVR) & GovDelivery directing customers to call one
of the back-up cell phone numbers to make a reservation. The number for customers to call is
253.365.8696.
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3.1

3.2

GETS/WPS Cards

Pierce Transit leaders and specific work groups have been enrolled in the Government Emergency
Telecommute System (GETS) and Wireless Priority Service (WPS). They have been issued a GETS/WPS
calling card that will allow them to place priority calls from land-lines and cell phones during an
emergency that impedes phone traffic.

Total Communication Failure
In the event of failure of all electronic means of communication, messengers may be used to transfer
communications between EOCs and agencies, as needed.

4. INCIDENT COMMUNICATION: INTERNAL

4.1

4.2

4.3

4.4

4.5

On-Scene Communication

A. The on-scene incident response is managed by an Incident Commander (Service Supervisor)
utilizing the Incident Command System (ICS) structure. The Incident Commander will update the
Communication Center who will determine the appropriate agency notification. Documentation
during an emergency is maintained using WEBEOC.

Internal Agency Communication

A. Pierce Transit will position an Incident Commander (Service Supervisor) on scene, as a member of
Unified Command or as a liaison representing Pierce Transit. The Incident Commander is
responsible for ensuring situation reports are made back to the Communication Center who will
update WEBEOC and notify the appropriate PT representatives.

B. The Communications Manager may distribute information on the incident to non-impacted
employees via internal messaging mechanisms which could include; monitors, newsletters or
emails.

Communication with Vendors and Contractors
A. Contractors and vendors will communicate with their Pierce Transit contact or designee during an
emergency event.

Building Evacuation - Area Monitor Communication

A. Staff assigned as Area Monitors are provided Motorola hand-held radios. These radios are used to
communicate with the Communication Center during an emergency evacuation at PT HQ. The
following channels will be used by area monitors:

APEX 6000 & 7000 -will be turned to channel 16 EWS ZONE 2 New EWS
EWS Radios -will be automatically programmed to EWS ZONE EWS

Instructions for using Portable Radios
Follow these instructions when its necessary for the Area Monitors to communicate emergency
information and receive instructions from the Comm Center during emergency situations.

The Area Monitor should retrieve agency radio from the charger in his/her work area and take a copy of
the Area Monitor check-list if evacuating the building (see PT Emergency Evacuation Plan).

Step 1 Turn on the radio by pressing down or twisting the large knob on top of radio

Step 2 Adjust the volume setting by twisting large knob to right to turn up volume
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Step 3 Ensure the radio is set to proper channel:
e APX 6000 & APX 7000 radios will need to be turned to channel 16 "Zone 2 new
EWS."
e Channel is changed by adjusting dial to desired number.
e Screen on face of radio will reveal channel name.
e EWS designated radios will be automatically on "EWS ZONE EWS."

Step 4 Depress and hold green and black talk button on side of the radio when ready to speak and
release the talk button when done speaking.

Step1l &2

Step 3

Step 4

5. INCIDENT COMMUNICATION: EXTERNAL

5.1 PIO Communications
The Public Information Officer (PI0), which is usually filled by the PT Communications Manager, is an
identified role within the Incident Command System. The PIO is responsible for all media reports
surrounding the incident. All information released must first be cleared through the Incident
Commander. The PIO also ensures our web page, social media, and customer service staff have been
notified when service is impacted.

In a multiple agency response (Unified Command), PIOs from each agency are likely to respond. PIOs
work together to develop a joint statement, approved by the Unified Incident Commander that will be
released to the media.

5.2 EOC Communications
A. The PT EOC maintains open communication with EOCs from other impacted agencies or
jurisdictions. When EOCs at other agencies or jurisdictions are activated, Pierce Transit may send a
representative to their EOC to assist with coordination and on-site communications.

8|Page

293 of 495



A primary function of the PT EOC is to maintain communication with outside agencies. The PT EOC
is also responsible for making decisions that are not covered by existing policy and communicating

these decisions to others who need to know.

The PT EOC documents all activities in WEBEOC, providing the necessary updates to manage and

track the event.

. When the PT EOC is activated these numbers are active for each position within the PT EOC:

Positions Phone #

EOC Manager 253.983.3528
PIO 253.983.3530
Finance N/A

Logistics 253.983.3526
Logistics 253.983.3527
Operations 253.983.3521
Operations 253.983.3522
Planning 253.983.3524
Planning 253.983.3525
Safety Officer 253-589-6371
FAX 253.983.3530

Sat Phone # 1

1.646.563.3456

Sat Phone # 2

1.646.563.3457

Sat Phone # 3

1.646.563.3458

Sat Phone #4

1.646.563.3459
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6. REQUIRED REGULATORY REPORTING
6.1 Reporting Table

Criteria for Reporting Agency Phone Number Pierce Transit Employee Report must be
responsible for making made within:
report
Death of (or probable death of) an employee, Labor and Industries 1800-321-6742 Risk Manager 8 hours
hospitalization (or probable hospitalization) of two or
more employees as a result of a work-related
accident
Chemical Spill- Storm water Dept. Of Ecology 425-649-7000 Facilities or Fleet Management | Immediate
Chemical Spill-Soil
Discovery of unknown contaminated soil or ground | City of Tacoma when 253-591-5000
water spill occurs within the
city limits
Chemical Spills to Waters of the State WA State Division of 1800-258-5990 Safety Officer or Facilities/Fleet | Immediate
Emergency Mgmt. Management
National Response 1800-424-8802
Center USCG
Ecology Regional Office | Southwest
360-407-6300
Chemical Release into Air Puget Sound Clean Air 206-343-4341 Facilities/Fleet Management Immediate
Agency
Sound Transit Bus Accident Sound Transit Duty 206-398-5428 Communication Controller Immediate
Officer
10| Page
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7. COMMUNICATIONS MANAGER CHECKLIST
At the beginning of an emergency, the PT On-Call Manager will provide updates to the Communications
Manager. Once the PT EOC is activated the Communications Manager will report to the EOC and fill the PIO
position. If the PT EOC is not activated, the Communications Manager will facilitate communication with
Pierce Transit's CEO, Executive Directors and outside agencies.

Responsibilities:

A. Coordinate effective crisis communications during and following the crisis. If unavailable, the
Government & Community Relations Officer will perform the emergency duties. Immediate and
periodic consultations will occur with the PT EOC.

B. Include the Customer Service Assistant Manager on any incident impacting operations.

Evaluate need for coordination with outside agencies. Discuss strategy with CEO as appropriate.

D. Work with PT EOC to determine how new info will be made available to media/public as it is

received, or updates given at predetermined times such as hourly. Determine if updates will be

given from incident site or from Pierce Transit office. All information released must be approved by
the Incident Commander or PT EOC Manager.

Develop key messages.

Determine necessity and timing of press conference.

Keep CEOQ informed of communication strategy.

Work with CEO to inform the Board about events, key messages, and communications strategies.

Develop strategies to inform customers of the situation.

Oversee dissemination of information and updates through media, phone calls, written materials,

and website.

K. Determine if information needs to go out through government or community relations.

0

— T mm

8. MEDIA INTERVIEW GUIDELINES FOR AGENCY STAFF
A. The PIO/Communications Manager and CEO or designee are the only people who should talk with
the media on crises relative to Pierce Transit. If the media approaches other Pierce Transit
employees for information or comment, they should do the following;

1. If contacted by telephone, cordially inform the reporter that the Communications Manager can
respond to any questions. Take the reporter's name, telephone number and affiliation and
offer to transfer the call or pass along the information to media relations.

2. If areporter shows up in-person, be friendly but do not respond to questions. Call the
Communications Manager and inform him/her of the reporter's presence. The Communications
Manager will decide how to respond to the situation.

B. From time to time, various Pierce Transit personnel will be designated by the Communications
Manager to speak with the media due to their expertise in a certain field. In such instances; the
Communications Manager will work with this person to prepare him/her prior to speaking with the
media.

C. Unless specifically designated, an employee should not assume the role of a spokesperson, no
matter what his/her position or connection to the crisis is.
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9. MEDIA BRIEFING TECHNIQUES FOR CEO & PIO

A. At the onset of an emergency, people expect authorities to have more information than they do.
Efforts to communicate accurately and quickly may mean some communications are incomplete.
Honesty and speed are critical in a crisis, and it is vital to speak with accuracy about what we
know and not speculate about what we do not know.

B. Pause before you answer. Give yourself plenty of time to consider the question and its
implications. It sometimes works to explain your answer in a visual way that will be understood by
television viewers. This is your interview so take your time in responding to their questions.

C. Keep your answers short. Use two or three sentences at most. Answer the question in the first
sentence; explain it in the second and third sentences.

D. Don't speculate. If you don't know the answer, don't guess. Say you're not sure but will get the
information and get back to the media representative. Don't guess as to the cause of an incident.
Say, "It's still under investigation”.

E. If the question is tough, ask the reporter to rephrase the question. You may know the answer but
feel uncomfortable in responding because you're not sure what you want to say or what the
reporter is getting at. What your response can do is buy you time in framing your response. It also
forces the reporter to rephrase the question more clearly.

F. Do not provide any information that has not been cleared through the Incident Commander. If you
are at the Incident Command Post, you may learn of information that should not be released
because it may compromise the response or safety of the responders. The Incident Commander
will also clarify that information to be released is accurate prior to passing it on to the media.

10. SAMPLE MEDIA INTERVIEW TEMPLATE
All information released must be approved by the Incident Commander.

This is the information we can confirm at the present time:

At approximately ( ) am/pm today, a Pierce Transit Bus on Route # (__) traveling from ( ) to
( ) was involved in a collision with a ( )

The bus was carrying an estimated () passengers. At this time the accident is under investigation
and we cannot accurately tell you the extent of the damage or injuries other than to say that it has
involved (__ ) people. Their names and their conditions will be disclosed by the local police or fire
department that responded to the scene. Members of the media may stay in touch with (who at PT?) at
253-xxx-xxxx) so they can be briefed as additional verified information becomes available.

If you are asked additional questions, you can make the following statement:

That is all I can confirm at this time. Please understand that we are all very busy trying to deal with this
situation and would appreciate your patience for a few hours. As soon as we have more information
that has been confirmed, it will be disclosed to the public via the news media and on our website.

Anything involving our employees or those of our contractors will be disclosed to their families and
loved ones first and will be handled by our senior management. Thank you.

Names and Conditions of victims are not to be released by Pierce Transit
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If there are fatalities, once the coroner has confirmed them, a count and gender can be disclosed to the
media. No additional information, including age, race etc. is to be given out. If those involved survive
the incident, media should be referred to the fire department/paramedics that responded and
transported the victims and to the local hospital that admitted them for information on their condition.

11. CUSTOMER SERVICE ASSISTANT MANAGER CHECKLIST
In the event of an emergency, the Pierce Transit Customer Service Assistant Manager will receive initial
notification from Everbridge. Customer Service staff can then use WEBEOC to obtain the latest updates
and impacts to service.

The primary responsibilities of the Customer Service Assistant Manager during an emergency are:

A. Consult with the PT EOC, Digital Content and Outreach Coordinator, and Webmaster to determine
immediate communication needs.

Ensure Customer Service Staff are informed of the crisis.

Call in additional staff if necessary.

Coordinate response with Sound Transit customer service if relevant.

Obtain updated information for public distribution and share with CSR's.

Track public opinion and comments of Pierce Transit and handle crisis via Track-it.

Update work schedules of Customer Service Representatives and adjust as needed.

6O MmO N w

12. OTHER DEPARTMENTAL COMMUNICATION PLANS
Departments not directly involved in emergency communication will develop their own internal written
communication plan to be used by staff during emergencies. It could be as simple as following the
process they would use to call out “sick” or developing a phone tree for use within your department or
work group. These plans should be reviewed and updated annually and submitted to the Executive
Director for that Department.

13. TRAINING AND PLAN UPDATES
The Safety Manager or designee is responsible for annual training of staff and updates to this plan.

14. END OF THE EMERGENCY
The CEO will determine when an emergency has ended, and routine communication processes can
resume. At that time, the Communications Manager will work with the PT EOC to determine how to
return the agency communication to normal. This may include the need for messages from the CEO,
promotion of support and counselling services, and all-employee meetings. The decision to declare the
emergency/crisis over will trigger a review of how the crisis was handled and how communications can
improve.
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15. KEY PIERCE TRANSIT EMPLOYEE EMERGENY CONTACT LIST (CONFIDENTIAL)

Name Position Work Personal Home
Comm Center Communications Center 581.8109
Comm Center- Cell Back Up Cell 363.0540
Public Safety Radio 581.8017
Physical Security 983.3646
Dispatch- Fixed 581.8113
Dispatch Back Up Cell 348.1223
Dispatch SHUTTLE 581.8140
Safety Hotline 983.3330
EXECUTIVE OFFICE
Sue Dreier CEO 581.8010
Mike Griffus Exec Dir Svc Dev & Supp 983.2734
Amy Cleveland Exec Dir of Admin 983.3365
Brett Freshwaters Exec Dir of Finance 581.8014
Ryan Wheaton Exec. Dir Plan/Com Dev 983.3304
Vacant Exec Director Maint.
Rebecca Japhet Communication Mgr. 377.5436
Keith Messner Chief Technology Officer 905.1206
Vacant General Counsel
EOC TEAM
Barb Strong Nelson Spec Event Coord Coordinator 405.4433
Eric Donner Scheduler 208.3908
Ron Mackenzie Trans Op Assist Mgr. 363.0682
Rebecca Japhet Communications Manager 377.5436
Kelly Harp Digital Content Coordinator 625.6746
Alexandra Mather Gov & Comm Relations 365.5937
Tony Oliver PS Sargent 405.7587
Bill Mack PS Sargent 405.8654
Jason Hovde Safety Officer 606.4604
Reggie Reese Safety Manager 581.8047
Cherry Thomas Spec Trans Manager 983.3699
Mark Davilla Service Impacts Sup 377.5027
Kelvin Berring Spec Trans Assist Manager 983.3352
Rod Chandler Service Supervisor 606.4626
Shane See Physical Security Specialist 355.6152
Brentt Mackie Safety & Qual Admin. 722.4910
Tammara Good Contract Administrator 983.3445
Mark Veach Training Instructor 606.4987
John Riggs Training Instructor 606.0631
Krista Sheehy Training Instructor 606.0623
Steve Jeffries Facilities Assist Manager 255.8590
Jeff Forslund Finance Assist. Manger 581.8134
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Name Position Work Personal Home
Fran Draxton Training Supervisor 606.0577
James Sullivan Administration Spec.
Jason Robertson Webmaster 377.5056
Lonnie Salzburg Scheduler 377.4004
Sandy Johnson Sr Planner
Liz Passmore Finance Mgr. 581.8115
Tunisia Price Webmaster — backup 389.0874
Bevon Ingraham Training Instructor 208.7538
Scott Gaines Trans Op Assist Mgr. 405.4438
Earl Fowlkes Comm Assist Mgr. 209.3710
Laurie Langlois Service Support Mgr. 983.3440
Trevor Swynenburg Training Instructor 377.5560
Victoria Dodson Data Specialist 983.3326
MAINTENANCE
Adam Davis Fleet Manager (Acting ED) 722.9238
Jerry Blades Comp Rebuild Assist Mgr. 405.1163
Stephanie Prine Warehouse Assist Mgr. 208-3463
Marah Harris Fleet Assist Mgr. 514.0541
Aaron Lenk Comm. Technologist Sup. 606.3046
Kirk Hamblen Lead Mechanic 377.3425
Sean Derry Fleet Assist Mgr. 581.8003
Bill Serenbetz Fleet Assist Mgr. 377.4833
Harry Morris Lead Mechanic 405.0758
Vincent Cassino Lead Mechanic 983.3353
David Kreienbrink Lead Mechanic 365.8516
Edgardo Bautista Lead Mechanic 983.3349
Kim Huynh Lead Mechanic 377.3233
Steve Adams Lead Mechanic 377.5028
FACILITIES MAINTENANCE
Larry McCarty Facilities Manager 377.9486
Steve Jeffries Facilities Assist Mgr. 255.8590
Molly Lickert Facilities Specialist 358.0593
Jace Banta Facilities Assist Mgr. 208.3077
Gene McPherson Lead Mechanic 377.4809
Ted Beretich Mechanic | 606.4596
Darryl Brown Mechanic | 606.4635
Kyler Downs Custodian | 377.9014
Grant Gilliam Custodian | 377.7341
Siyong Kim Custodian | 606.0547
Zach Orabanec Custodian | 405.0320
Greg Nelson Mechanic | 973.8238
Lori Pickering Custodian | 405.2325
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tel:253-983-3353
tel:253-983-3349

Name Position Work Personal Home
Tony Smith Mechanic | 973.8232
Bob von Reichbauer Custodian | 405.2728
Larry Wallace Mechanic | 377.4935
Danny Williams Mechanic | 327.4347
CUSTOMER SERVICES
Christine Barry CS Assistant Mgr. 377.9490
Julie Clapham Lead CSR Fixed Route 732.6825
Kelvin Berring Para Assist Mgr. 983.3352
Teri Bartle Lead CSR Specialized NA
Tacoma Dome Station South 253.984.8226
PUBLIC INFORMATION
Rebecca Japhet Communications Manager 377.5436
Kelly Harp Digital Content Coordinator 625.6746
Alexandra Mather Gov & Comm Relations Off 365.5937
PUBLIC SAFETY
Jim Kelly Public Safety Chief 377.8549
Katie Marcelia Records Supervisor 377.4577
Shane See Physical Security 355.6152
Tony Oliver Public Safety Sgt 405.7587
Bill Mack Public Safety Sgt 405.8654
Jason Harms PT Sgt 377.3142
Jason Youngman PT Sgt 377.5290
Eric Clarkson PT Sgt 377.5739
Jason LeFevre PSO 405.2027
Jon Donohue PSO 405.6484
Joseph Mager PSO 377.4807
Kenny Gainey PSO 405.9026
Sam Bissen PSO 365.3390
Andrew Martin PSO 320.1913
Jared Piephoff PSO 320.1536
Kyle Fellman PSO 377.335
Fiosage Fulu PSO 306.3556
Kallen Richardson PSO 377.5621
Christian Isaac PSO 514.1510
Frank Welle PSO 365.3260
Enoka Fatuesi PSO 377.9568
FINANCE
Liz Passmore Finance Manager 581.8115
Jeff Forslund Finance Assistant Manager 581.8134
VANPOOL
| Kim McGilvery Comm Dev Manager 651.9486
Vanpool 24/7 Emergency Line 253.381.3762
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tel:253-405-8654
tel:253-377-3142
tel:253-377-4164
tel:253-377-5739

Name Position Work Personal Home
RISK MANAGEMENT
Bill Kessler Risk Manager 579.6342
SAFETY OFFICE
Reggie Reese Safety Manager 581.8047
Jason Hovde Safety Officer 606.4604
LEGAL
Vacant General Counsel
INFORMATION TECHNOLOGY
IT On Call # After hours/Emergency 983.3333
Keith Messner Chief Technology Officer 905.1206
Brent Campbell IT Assistant Manager — 341.5248
Systems Support
Christian Handsaker IT Assistant Manager — 278.7101
Network & Security
MARKETING
Jason Robertson Webmaster 377.5056
Tunisia Price Webmaster — backup 389.0874.
Kathy Walton Marketing Assist Mgr. 581.8083
EMPLOYEE SERVICES
Tara Schaak Employee Services Mgr. 495.7262
SHUTTLE
Cherry Thomas Spec Tran Mgr. 983.3699
Kelvin Berring Spec Trans Assist Mgr. 983.3352
PLAN & COMM DEV
Tina Lee Planning Manager 377.5177
Kim McGilvery Comm Dev Magr. 651.9486
PROCUREMENT
Linda Shilley Procurement Manager 581.8059
SERVICE DELIVERY
Dena Withrow Trans Mgr. Serv. Del. 606.0544
Ron Mackenzie Trans Op Assist Mgr. 363.0682
Scott Gaines Trans Op Assist Mgr. 405.4438
Eric Gallagher Trans Op Assist Mgr. 225.2971
Laural Curry Dispatch Assist Mgr. 606.0543
SERVICE SUPPORT
Laurie Langlois Trans Mgr. Serv. Support 625.4545
Earl Fowlkes Comm Assist Mgr. 209.3710
Rodney Dye Serv Support Assist Mgr. 548.7206
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16. EMERGENCY COMMUNICATION FLOW CHART
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APPROVALS

This Continuity of Operations (COOP) Plan was prepared by Pierce Transit to develop, implement, and
maintain a viable COOP capability. This plan complies with applicable internal agency policy, local
and state regulations, and supports recommendations provided in the Federal Emergency
Management Agency Preparedness Circular 1 and 2. This plan has been distributed internally within
Pierce Transit and to external organizations that might be affected by its implementation.

Approved: f(u’/ AN Date é/ /{ / 2020

Sue Dreier, CEO

Approved:

Date /£ ZJ [ 257

Mike Griffus, Executive Director [
Service Delivery and Support
Chief Safety Officer
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Disclaimer

While providing a structure of procedures and guidelines, at no time is Pierce Transit's COOP to inhibit
the use of experience and common sense by Pierce Transit Executives and agency staff when
determining the actions and resources needed. The details described in this plan may or may not
apply to specific hazards and emergency situations. Agency staff must use their discretion in each
situation to determine the best course of action. Procedures listed in this plan serve as guidance but
are not intended to replace the best judgment of those who are directly handling a specific emergency
response.

Introduction

Pierce Transit has grown increasingly aware of how all types of events can disrupt operations and
jeopardize the safety of agency personnel and partners. Emergency planning, including COOP
planning, has become a necessary and required process for the agency.

The all-hazards approach to COOP planning ensures that regardless of the event, essential functions
and services will continue to operate and be provided in some capacity. This approach includes
preparing for natural, man-made, or technological emergencies.

Pierce Transit is committed to the safety and protection of its customers, personnel, contractors, and
visitors.

Purpose

The purpose of this COOP is to provide the framework for Pierce Transit to restore essential functions
in the event of an emergency that affects operations. This document establishes procedures for
addressing three types of extended disruptions:

m  Loss of access to a facility (as in fire);
®  Loss of services due to a reduced workforce (as in pandemic); and

m  Loss of services due to equipment or systems failure (as in information technology (IT)
systems failure).

This plan details procedures for implementing actions to continue essential functions within the
Recovery Time Objectives (RTOs) to maintain these essential functions for up to 30 days.

Applicability & Scope

This document applies to Pierce Transit personnel in all departments and all locations where essential
functions are conducted. It also applies to the array of events and hazards that could threaten the
agency and its performance of essential functions.

The COOP is applicable to the following Divisions:;

m  Executive
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m  Finance

m  Administration

m  Service Delivery and Support

= Maintenance

m Planning and Community Development

The COOP plan does not apply to temporary disruptions of service including minor IT system, power
outages and any other scenarios where essential functions can be readily restored in the primary
facility.

This COOP plan has been distributed to the Executive and Leadership Teams at Pierce Transit. Training
has been provided to Pierce Transit's personnel with identified responsibilities.

This COOP plan outlines the actions that will be taken to activate a viable COOP capability within 12
hours of an emergency event and to sustain that capability for up to 30 days. The COOP plan can be
activated during duty and non-duty hours, both with and without warning.

The COOP plan covers facilities, systems, vehicles, and buildings operated or maintained by Pierce
Transit. The COOP plan supports the performance of essential functions from alternate locations (due
to the primary facility becoming unusable for a period that exceeds established RTOs) and provides for
continuity of management and decision-making at the agency if senior leadership or technical
personnel are unavailable.

References
@  Continuity Plan Template and Instructions for Non- Federal Governments 2013

m  Federal Continuity Guidance Circular 1 (CGC 1) and CGC 2

m  Standards for a Continuity of Operations Plan for Transit Agencies APTA-SS-SEM-5-001-08

m  Continuity of Operations Planning Guidelines for Transportation Agencies TCRP report
86/NCHRP report 525

Situation
The following situations impact Pierce Transit's COOP:

m  Pierce Transit's primary facility is in Lakewood, Washington, providing 292 square miles of
service within Pierce County. There are approximately 950 total personnel, ten contractors,
and twenty-five daily visitors.
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Pierce Transit operates contracted express services for Sound Transit. These services travel
within and between Pierce and King County; which accounts for approximately 46% of our
work.

The agency's primary facility is located near Joint Base Lewis McChord, an airfield, railroad
tracks, a lahar hazard area and highways that carry hazardous materials.

Assumptions

A disaster can occur with little or no warning, causing significant loss of life and
environmental and economic damage. In an emergency, it will be necessary to continue our
essential functions in order to respond to day-to-day needs of our customers. However,
continuity of operations may be challenging because of absenteeism within the response
agencies and civil unrest due to community mitigation measures.

Employees who have been assigned specific responsibilities within the COOP are willing and
able to carry out these responsibilities.

Staff will be provided adequate training on this COOP such that they will be able to perform
their duties during a COOP event.

As part of their commitment to this plan, Pierce Transit will annually review, update and
train on the procedures and resources as outlined in this plan.

Concept of Operations

A COOP must be maintained at a high leve! of preparedness and be ready to be implemented without
warning. As such, Pierce Transit has developed a concept of operations, which describes the approach
to implementing the COOP.

The plan can be fully implemented within 12 hours of activation and be capable of sustaining
operations for up to 30 days. The broad objective of this COOP is to provide for the safety and well-
being of Pierce Transit personnel, customers, contractors, and visitors while enabling the agency’s
continued operations during any crisis or event. Specific COOP objectives include the following:

Enable staff to perform essential functions;

Identify essential personnel, back-up staff, and supporting staff for relocation or for
performing essential functions;

Ensure the alternate facility location can support essential functions;

Protect and maintain vital records, systems, and equipment.

Glossary of Terms
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Business Impact Analysis (BIA) - Business Impact Analysis is an analytic process to identify business
critical systems and processes as a precursor to any business continuity, emergency planning or
disaster recovery planning effort.

BIA's are conducted within each department with the aim of identifying functions that are essential
and time critical to agency operations, as well as personnel qualified to perform these functions.

COOP - Continuity of Operations Plan.
COOP Team - PT EOC team members that work in the EOC during a COOP activation.

Essential Function - Essential functions are those organizational functions and activities that must be
continued under any and all circumstances. Those are the functions that enable an organization to
provide vital services and sustain its industrialfeconomic base during an emergency.

Everbridge - Mass notification system that allows the Communication Center to send texts and e-
mails to individuals or groups.

GovDelivery - Mass notification system that provides new information through e-mail and wireless
alerts.

Incident Command System (ICS) - Standardized approach to the command, control, and
coordination of emergency response providing a common hierarchy within which responders from
multiple agencies can be effective.

PT EOC Team - Pierce Transit staff working in the PT Emergency Operations Center.

Recovery Time Objective (RTO) - The targeted duration of time within which a business process must
be restored after a disaster (or disruption) in order to avoid unacceptable consequences associated
with a break in business continuity.

Business Impact Analysis

The Business Impact Analysis (BIA) is the first step in business continuity planning. The BIA is
conducted to help the agency identify which functions, operations or processes are vital and time
critical to the agency. It also delineates the agency's ability to deliver/support the mission-critical
services. Operations and functions which are also essential to agency operations, but not necessarily
urgent or time critical, are not included in the BIA.

The BIA is completed under the assumption that the business interruption will last for 30 days, due to
the loss of vital infrastructure and/or damaged or inaccessible resources. An interruption period lasting
30 days is considered the worst-case scenario for the agency.

The main objectives of BIA are:

» |dentify the essential functions, operations, and processes for each department.
« Estimate the potential impact for each essential function, assuming worst-case scenarios.
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o Prioritize the effort for recovery of the essential functions.
o Identify the resources required to recover and resume the essential functions, operations, and
processes.

Each department/division is required to conduct a Business Impact Analysis for their business units. A
summary of the BIA is shown on Table 1. Detailed BlAs for each department can be found on
Appendix A.

Summary of Essential Functions
The Business Impact Analysis has identified essential functions and personnel who have roles in
perfarming those functions to meet its responsibilities to citizens, personnel, contractors, and visitors,

The agency also has prioritized its functions by determining the essential functions’ RTO. A summary
of the agency's prioritized essential functions and their RTOs, along with all supporting resources
including essential personnel and vital records, systems, and equipment required to execute them is
shown on Table #1. '

A complete list of essential functions, by department, can be found in the BIA Appendix A.

13 Table 1 - Summary of Essential Functions

Essenttal Function

Department(s)

Dependencies

Resaurces

Allowabhle !
Down

Time

Potential
Impacts

(RTO)
Develop timely and |[Communications | IT and News Cell phones, 0 hours Potential for loss
accurate Manager Media computers, of public image
communication for ) printers,
internal and Marketing internet, e-mail,
external customers CEO news media, PT
web access
Create Transit Service Delivery | IT, Hastus Computers, 2 hours Inability to
Operator work . network, deliver essential
schedules Dispatch phones transportation
services

Monitor and -Contract & IT, Radio TRAX, Motorola, | 0 hours Potential for loss
support PT local, ST |Program Technology, Hastus, general of public
Express and Administrator Hastus, office reputation
Paratransit revenue [ pypjic Safety Maintenance, equipment,
services Service Support Pla(lning, S.ervice Orig_a.mi, Swiftly, Inapility to

Bus Training Delivery, Dispatch ansmn, Track- deliver essgntlal

Safety Office it, support transportation

. vehicles services
-Paratransit
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Essential Function

Administer

Department(s)

Employee

Dependencies

IT, labor unions

Highline

Resources

Allowable
Down
Time
(RTO)

Potential
Impacts

Potential for loss

employee benefits  (Services of functionally
and productivity
Infrastructure to [Maintenance Fuel vendors, IT, | Power, EAM, 0-6 hours | Loss of ability to
provide revenue & Warehouse, computers, fuel, deliver critical
support vehicles to Procurement supplies, radios, function
include fueling, staffing
vehicle repair, and Potential for loss
cleaning of productivity
and functionality
Payroll - ensure Finance IT, Employee Computers, 1 day Potential for loss
employees, Services, Dispatch | network, of productivity
operators, and Highline, and functionality
contractors are paid Hastus,
on time Employee Self-
Service
Policy-making and  [Executive Board PT EOC location, | 0 Potential for loss
changes and communication of productivity
decision-making systems and functionality
Infrastructure for Communication | Motorola, Cell towers, 0 Potential for loss
radio Center, vendors, power, of productivity
communication . Procurement, IT | computers, and functionality
systems Radio Systems radios
Technology
Public Safety & Transit Police, Pierce County CCTV, Public 0 Potential for loss
Security Public Safety, Sheriff, Lakewood | Safety staff, of life,
Surveillance, PD, Sound safety functionality,
lphysical Security | Transit, Public equipment, public image,
Safety, Service Service and productivity
Supervisors, Supervisors,
55911 Radio System,
general office
equipment, EWS
Infrastructure to Customer Service | IT, Clarity, ATIS, 1-2 hours | Potential for loss
support customer Communications | ORCA, of productivity,
care Manager, computers, and public image
Marketing internet,
website
9

312 of 495




Essential Function

Department(s)

Dependencies

Resources

Allowable
Down
Time
{(RTO)

Potential
Impacts

Data back-up Refer to IT Refer to Disaster | 2-8 hours | High impact to
systems and Disaster Recovery | Recovery Plan workflow,
Network Systems Plan potential for loss
of functionality
Internal mail and Warehouse Fleet Vehicle, cell 6 hours Potential for loss
courier phone of productivity
Essential accounts  |Finance IT One Solution, 3 days Potential for
payable checks (back- slowing down
up), computers, the emergency
printer with response and
Mica Ink recovery efforts
Regulatory Risk, Employee Highline, 0 hours Failure to meet
reporting Safety Office, Services, WSTIP | network, regulatory
. and IT Origami, requirements
Maintenance
computers,
internet, phones
Procurement of: Procurement, Vendors, Budget | eBuilder, 2-8 hours | Unable to
e temporary |PMO Office, computers, authorize
resources  |Facilities network, vendors to
s emergency phones, One perform work,
services Solution potential for
e equipment slowing down
and the emergency
facilities response and

recovery

Organization and Assignment of Responsibilities
Essential Employees

Specific staffing requirements will vary widely among Pierce Transit's departments due to differences
in their size, structure, mission, and essential functions. Each essential function has associated
personnel that are necessary to ensure continuity of operations. Without these personnel, the agency
will not be able to perform its essential functions or meet the needs of citizens, contractors, and

N
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agency visitors. These personnel are necessary to carry out essential functions in support of the Pierce
Transit mission. A list of essential employees can be found on Appendix C.

Rapid Recall List

The Rapid Recall List identifies the employees who should be notified to report within 2 hours if the
agency is threatened by or experiences an incident that requires COOP activation. The Rapid Recall List
is maintained and activated by the Transportation Manager of Service Support.

The Rapid Recall List includes Adam Davis; Amy Cleveland]; Bill Kessier; Brett Freshwaters; Cherry
Thomas, Christine Barry; Dena Withrow; Frank Castro; Jim Kelly; Kathy Walton, Keith Messner; Larry
McCarty; Laurie Langlois; Mike Griffus; Rebecca Japhet; Reggie Reese; Ryan Wheaton; Sue Dreier;
Tammara Good, Tara Schaak.

As each situation is unique, if additional staffing is required, the executives and managers identified
above will contact their employees to report. See PT Emergency Communication Plan.
COOP Team

The COOP team is staffed by PT EOC members and will adhere to the Incident Command System {ICS).
The COOP team is notified to report by the Transportation Manager of Service Support. A list of COOP
Team members can be found in Appendix B.

COOP Implementation Responsibilities

The following lists identify major responsibilities and positions of key personnel and leadership
required to implement Pierce Transit's COOP.

The CEQ is responsible for:
m  Supporting and providing executive leadership for all emergency planning efforts;
m  Activating the COOP;

B  Providing policy direction, guidance, and objectives during an incident for the
implementation of the COOP; and

m  Consulting with and advising the Executive Team during implementation of the COOP,

PT EOC Team Responsibilities:

m  Opening and staffing the Pierce Transit Emergency Operations Center (PT EQC) for COOP
activation;

= Utilizing the Incident Command System (ICS) during response and recovery;

11
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Developing, coordinating, and managing all activities required for the agency to perform its
essential functions during an event or other situation that would disrupt normal operations;

Appointing a Reconstitution Team,

Preparing site support plans to facilitate the smooth transition of direction and operations
from the primary location(s) to the alternate location;

Coordinating and overseeing the reconstitution process;

Developing a time-phased plan, listing functions and projects in order of priority for
resuming normal operations;

Identifying management and policy issues;

Creating a planning schedule and milestones for implementing COOP capabilities.

Members of the Reconstitution Team are responsible for:

Supporting development of the reconstitution plan and the processes and procedures to resume
operations at the primary operating facility, a temporary operating facility, or a new or rebuilt
operating facility;

Coordinating with appropriate organizations to obtain office space for reconstitution if the
building is inhabitable.

Agency staff are responsible for:

Understanding their continuity roles and responsibilities within their respective departments;

Knowing and being committed, through trainings, to their duties in a continuity
environment;

Understanding and being willing to perform in continuity situations to ensure an
grganization can continue its essential functions;

Ensuring that family members are prepared for and taken care of in an emergency.

Personnel Relations and Family Preparedness Planning

Employee Assistance Program (EAP) provides confidential counseling addressing critical
incident debriefing, stress, anxiety, depression, grief and loss, legal services, childcare, and
other assistance. EAP is available to employees and their inmediate family. AWC EAP
1.800.570.9315 and is available 24/7.

Critical Incident Stress Management (CISM) Peer Support Team offers peer-to-peer support,
discussions and crisis intervention. 253.983.2738 and is available 24/7.

19
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= Employees should consider developing their own Family Emergency Plan. Find out how to

develop your plan at www.ready.gov/plan.

m  Key/Essential Employees, not at work when an event occurs, should secure their family and

households before reporting to work after being recalled.

SCENARIO 1: Loss of Access to a Facility
The following section addresses the agency's procedures when the COOP is implemented due
to the loss of an operating facility, with or without advance notice.

Assumptions

The agency is vulnerable to a full range of hazards (man-made, natural, and technological
disasters);

Leadership and personnel will continue to recognize their responsibilities to public safety and
exercise their authority to implement the COOP in a timely manner when confronted with
disasters;

If properly implemented, this COOP will reduce or prevent disaster-related losses;

Loss of facility may occur during duty or non-duty hours.

COOP Implementation

Implementation of the plan is based on three phases of operation:

m  Activation and relocation

m  Alternate facility operations

m Reconstitution

Phase | — Activation and Relocation

The CEO or designee determines the need to activate the COOP. The CEO or designee will
contact the Communications Manager and Transportation Manager of Service Support
instructing them to send out notifications.

The Transportation Manager of Service Support will instruct the Communication Center to
send out an Everbridge alert to the Rapid Recall List alerting key staff that the COOP has
been activated and provides them with initial directions (For example, “Arrive at designated
meeting location within two hours for initial assessment"),

The Transportation Manager of Service Support sends out a GovDelivery message to PT EOC
members instructing Team 1, 2, or 3 to report immediately.

The CEO or designee will contact the Board of Commissioners with a situational update.

13
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Additional notification measures within 12 hours of activation include:

m Communications Manager or designee prepares any necessary press release or public
messages (for example, “Pierce Transit Offices are temporarily closed”).

m  The Communications Manager will coordinate with the CEO to develop general messaging
updates for agency staff, that will be sent out using processes outlined in the PT Emergency
Communication Plan.

m  As appropriate, the PT EOC notifies the primary points of contact for surrounding
organizations and jurisdictions of the COOP activation, any potential consequences, and
planned alternate actions that might be required until normal eperations can be restored.

m  Upon order of the CEQ, using GovDelivery, the Communications Manager may notify non-
essential employees to remain at home. See the Pierce Transit Emergency Communication
Plan for procedures.

m  The PT EOC initiates activities to guide the actions being taken by the agency, including alert,
notification, and guidance to support personnel and the public (e.g., reduction in services or
operational hours).

m If applicable, Area Monitors will confirm the safe evacuation of staff from the facilities, and
account for personnel throughout the duration of the event. See the PT Emergency
Evacuation Plan for procedures.

m  The PT EOC instructs the Warehouse, Procurement and Facilities Management to assign staff
to assist in moving materials and equipment to alternate locations.

m  If possible, IT will ensure critical systems, records and databases are available within the
recovery time objectives, utilizing back-up systems and data as necessary.

m If radio connectivity is not available, if safe to do so, Operators will return to the nearest
Transit Facility and wait for instructions from a Service Supervisor or Public Safety Officer.

m  Service Supervisors and Public Safety Officers will position themselves at Transit Centers and
Facilities and will keep Operators updated on the situation.

m  Employee Services is responsible for keeping personnel contact lists updated and maintained
in hard copy, off-site. Upon request, this information should be provided to the Operations
Section Chief of the PT EOC.

Phase Il — Alternate Facility Operations

® Once it is determined that an alternative facility is needed, the PT EOC will coordinate the
move with Facilities, Procurement, IT and the Warehouse.

m A list of alternative facilities can be found in Table 2.

11
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The Communications Manager or designee provides additional information as required by
the situation to non-essential employees via available means. See the PT Emergency
Communication Plan for procedures.

PT EOC Manager or Reconstitution Manager initiates efforts to return to normal operations
(reconstitution).

Phase Ill — Reconstitution

Key employees continue to provide essential services.

The CEO or designee informs agency personnel that the threat of, or actual emergency, no
longer exists, and provides instructions for resumption of normal operations and staffing.
Announcement is disseminated via established notification procedures. See PT Emergency
Communication Plan.

PT EOC reports the status of reconstitution to contractors, agency partners, and other key
contacts (local jurisdictions, vendors, etc.), as applicable.

PT EOC Manager conducts a “hot wash"” or review of its COOP operations and the
effectiveness of its plans and procedures soon after the event.

1.2 Table 2 - Alternate Facilities
Alternate Facility Location Information

WORK LOCATION NOTES
GROUP
Admin 1. Depending on which building is still | Dependencies - All future computer replacements will
Employees available, essential employees could | be laptops.
be consolidated into building 4 or 5.
from home should telework. that need to be on site with staff, they will report to
2. IfPT HQ is not available, all Admin | where their workgroup has been assigned.
employees will telework If there are not enough workstations for essential
employees at PT HQ, shifts could be staggered so
workstations are shared.
WORK LOCATION NOTES
GROUP

Comm Center

1. See Emergency Communication Plan. | Comm Center has a bug-out plan & GO-KIT and can
relocate within minutes.

Dispatch

1. Building 5 front lobby, SHUTTLE Dispatch has a bug-out plan & GO-KIT and can relocate
sign-in area. within minutes.
2. Supervisor Vans-for short term use.
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Alternate Facility Location Information

office at First Transit.

Facilities 1. Building 6 {Shared with Warehouse).

Maintenance 2. TDS old surveillance room for Mgmt.
staff.

Fleet TBD.

Fueling 1. See Emergency Fueling Plan. Updated Jan 2020.

Im 1. Depending on status of Data Center | With loss of Data Center, we would lose everything
in Building 1 - if OK, IT can work except Active Directory, Skype, and Clarity and our
from any building or telecommute. | hosted applications (Office 365, Highline & NeoGov,

2. With loss of Data Center, some One Solution, Trackit, Van Pool, etc.). Other core
system loss will occur, but if Intenet | ¢u.csom< \would be unavailable until new servers could
'bs a"a","’l'bllj?' some core systems will be setup and rebuilt and then systems restored from
€ avarlable. tape backups. We are currently working to establish
snapshot backups in the cloud for our Core Systems —
until then we can only use tape backups.

Marketing 1. Telework and Building 4 as needed. | Building 4 does not have high quality printers, which
will require all public facing projects to be printed by a
print shop.

| PT EOC 1. Bldg. 4, Grand Conference Room. Grand Conference - will use laptops and cell phones.
2. Back section of TDS Customer ) . .
Service Office. Customer Service has three workstations, kitchen and
conference area.
Public Safety 1. Building 4.
2. TDS Surveillance Office.
Service 1. Building 5 for vehicles and telework
Supervisors for Mgmt. staff.
2. TDS Supervisors Office for staff and
vehicles.
3. Mgmt. will telework and Supervisors
take their vans home at night.
WORK LOCATION NOTES
GROUP

SHUTTLE 1. Operators and vans will move with | First Transit Location - 2310 104" St CT S Lakewood.
Fixed Route vehicles. See Dispatch
and Maint. plans. Cherry Thomas will work with Linda Shilley to develop

2. Dispatchers will work from small

a MOU.

12
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Alternate Facility Location Information

Surveillance 1. Building 5, PS Office.
Room 2. Physical Security has a plan under
development.
TDS Customer 1. Magr. and call takers will telework. Sales calls must be conducted in a secure area, which
Service 2, The Phone Sales CSR will work from | will require one CSR to work from the Comm Center
the existing desk in the back office of | hack office.
the Comm Center.
Vanpool 1. Building 5. 1. Move vans behind Bldg. 5. Essential staff can work
2. TDS. from building 5 & all others will telework.
2. Park vans in TDS garage. Essential staff will work
from the small office on the bus platform.
Warehouse 1. Building 6 (Vanpool Building) shared

with Facilities.

SCENARIO 2: Loss of Services Due to a Reduction in Workfarce

The following section addresses the agency’s procedures when the COOP is implemented due
to reduction in workforce with or without advance notice. The most likely event to cause a
reduction in workforce is a pandemic. Refer to the PT Pandemic Response Plan for detailed
instruction.

if the reduction in work force is caused by an unexpected event such as an earthquake, civil
unrest or terrorist act, the steps below provide guidance.

Assumptions

The agency is vulnerable to the full range of hazards (man-made, natural, and technological
disasters);

Leadership and employees have been cross-trained;

If properly implemented, this COOP will reduce or prevent disaster-related losses;

A reduction in workforce might occur during or after operating hours;

The agency has implemented reduction in workforce policies and procedures, such as cross
training and alternate work arrangements (i.e., telework).

COOP Implementation

17
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Implementation of the plan is based on three phases of operation:

Activation
Reduction in workforce operations

Reconstitution

Phase | - Activation

The CEO or designee determines the need to activate the COOP. The CEO or designee will
contact the Communications Manager and Transportation Manager of Service Support
instructing them to send out notifications.

The Transportation Manager of Service Support will instruct the Communication Center to send
out an Everbridge alert to the Rapid Recall List alerting key staff that the COOP has been
activated and provides them with initial directions (For example, “Report to the PT EOC within
two hours”).

The Transportation Manager of Service Support sends out a GovDelivery message to PT EOC
members instructing Team 1, 2, or 3 to report immediately.

The CEO or designee reviews the Executive Team Succession and Delegation of Authority Plan.
Table #3

The CEQ or designee and the Communications Manager begin developing internal and
external messaging.

The CEO or designee will contact the Board of Commissioners with a situational update.

Additional notification measures within 12 hours of activation include:

The Communications Manager or designee prepares any necessary press release or public
messages (For example, “Pierce Transit services are being reduced”).

The Communications Manager will coordinate with the CEO to develop general messaging
updates for agency staff, that will be sent out using processes outlined in the PT Emergency
Communication Plan,

As appropriate and necessary, the PT EOC notifies the primary points of contact for
surrounding organizations and jurisdictions of the COOP activation, any potential
consequences, and planned alternate actions that might be required until normal operations
can be restored.

Phase Il —Alternate Workforce Operations

Activated personnel continue essential operations.
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m The Executive Team and Planning Manager determine the appropriate service levels based on
available staffing.

m  The Chief Executive Officer provides additional guidance as required by the situation to staff
via ZOOM meetings and through processes outlined in the PT Emergency Communication Plan.

m  Executive Team provides general policies and procedures of alternate work arrangements to
key personnel.
Phase Il — Reconstitution
m  Activated employees continue to provide essential services.

m The Chief Executive Officer or designee informs agency personnel that resumption of normal
operations and staffing can occur.

m The Communication Manager updates external customers of the return to normal operations.

m  PT EOC reports the status of reconstitution to contractors, agency partners, and other key
contacts (local jurisdictions, vendors, etc.}, as applicable.

m The PT EOC Manager conducts a "hot wash” of its COOP operations and the effectiveness of
its plans and procedures as soon as possible.

Orders of Succession and Delegation of Authority

The order of succession and delegation of authority are an essential part of Pierce Transit's Business
Continuity Plan. It is critical that agency personnel know who assumes authority and responsibility and
their limitations if the CEO or an Executive Director becomes incapacitated or are otherwise
unavailable. Departmental succession plans can be found on the BIA sheets in Appendix A.

1.3 Table 3 - Orders of Executive Succession & Delegation of Authority

Chief Executive Officer Executive Director of | Executive Director of The Board of
Planning & Service Delivery & Commissioners would
Community Support / Safety Officer | determine this
Development

Executive Director Service Transportation Transportation Hiring

Delivery and Support/ Manager Service Manager Service

Chief Safety Officer Delivery Support

Executive Director Employee Services Risk Manager

Administration Manager
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Key Position ] Successor 1 Limitations

Executive Director Fleet Manager Warehouse Assistant | Warehouse Assistant
Maintenance Manager Manager limited to
Fleet Mgr. or EDM role

Executive Director Planning & | Planning Manager Community
Community Development Development Manager
Executive Director Finance Information Finance Manager

Technology Manager -

C10

SCENARIO 3: Loss of Services Due to System or Equipment Failure

The following section addresses the procedures when the COOP is implemented from the loss
of services due to equipment or system failure, with or without advance notice.

Assumptions

m If properly implemented, this COOP will reduce or prevent disaster-related losses.

m  Loss of equipment or systems might occur during or after operating hours.

m Leadership and personnel will continue to recognize their responsibilities to public safety and
exercise their authority to implement the COOP in a timely manner when confronted with
disasters.

m The agency has established interim processes for various operating procedures as necessary.

m The Pierce Transit Emergency Communications Plan can be utilized if communications
systems fail.

m  The Pierce Transit IT Disaster Plan can be activated if IT systems fail.

m The Pierce Transit Emergency Fueling Plan can be activated if fueling systems fail.

COOP Plan Implementation

implementation of the plan is based on three phases of operation:
m  Activation
m  Operations during systems failures
m  Reconstitution

Phase | — Activation
® The CEO or designee determines the need to activate the COOP. The CEO or designee will
contact the Communications Manager and Transportation Manager of Service Support
instructing them to send out notifications.
® The Transportation Manager of Service Support will instruct the Communication Center to
send out an Everbridge alert to the Rapid Recall List alerting key staff that the COOP has
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been activated and provides them with initial directions (For example, “Arrive at PT EOC
within two hours”).

m  The Transportation Manager of Service Support sends out a GovDelivery message to PT EQC
members instructing Team 1, 2, or 3 to report immediately.

m  The CEO or designee and the Communications Manager begin developing internal and
external messaging.

m  The CEO or designee will contact the Board of Commissioners with a situational update.

Additional notification measures within 12 hours of activation include:

® Communications Manager or designee prepares any necessary press release or public
messages (For example, "Pierce Transit phones are temporarily down”).

m  The Communications Manager will coordinate with the CEO to develop general messaging
updates for agency staff, that will be sent out using processes outlined in the PT Emergency
Communication Plan.

m  As appropriate and necessary, the PT EOC notifies the primary points of contact for
surrounding organizations and jurisdictions of the COOP activation, any potential
consequences, and planned alternate actions that might be required until normal operations
can be restored.

= Upon order of the CEQ, using GovDelivery, the Communications Manager may notify non-
essential employees to remain at home. See the Pierce Transit Emergency Communication
Plan for details.

m  The PT EOC coordinates aciivities to guide the actions being taken by the agency, including
alert, notification, and guidance to support personnel and the public {e.g., reduction in
services or operational hours).

Phase Il — Operations during system failures
m  Adivated personnel continue essential operations.
®  Depending on the system failure the following agency plans can be activated:
o PT Emergency Fueling Plan
o PT Emergency Communications Plan
o PTIT Disaster Plan
m  The PT EOC initiates efforts to return to normal operations {reconstitution).

Phase Il — Reconstitution
m  The Chief Executive Officer or designee informs personnel that the system failure no longer
exists and provides instructions for resumption of normal operations and staffing.
Announcement is made using the procedures outlined in the PT Emergency Communications
Plan.
® The PT EOC reports the status of reconstitution to contractors, agency partners, and other key
contacts (local jurisdictions, vendors, etc.), as applicable.
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®  As soon as possible, the PT EOC Manager conducts a “hot wash” or review of its COOP

Go-Kits

operations and the effectiveness of its plans and procedures.

Each work group should develop a Go-Kit, for their department. A Go-Kit should include anything
needed to perform essential functions if computers and programs are not readily available. This could
include standard operating procedures, departmental emergency plans, operating orders or
regulations, and other relevant guidance that is not already pre-positioned at an alternate location.
The Go-Kit may also include:

The agency's COOP;

Current contact lists for personnel and external parties;
General office supplies (small amount);

Office contact information;

Current equipment report;

Current software report; and

Current vita! records and files

A sample Go-Kit is available for viewing in either the Communications Center or Dispatch.
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Appendix B: COOP Team Members

[] d

EOC Manager Eric Donner Barb Strong-Nelson | Rod Chandler

Liaison at PCEM Scott Gaines Trevor Swynenburg | Mark Davilla

Communications Rebecca Japhet Kelly Harp Alexandra Mather

Public Safety Tony Oliver Bill Mack Shane See

Officers

Safety Officer Reggie Reese Jason Hovde Brentt Mackie

Operations Section | Mark Veach James Sullivan Fran Draxton
Krista Sheehy Ron McKenzie Eric Gallagher

Logistics Section Victoria Dodson Tammara Good Bevon Ingraham
John Riggs Tina Vaslet

Planning Section Lonnie Salzberg Sandy Johnson Jason Morris

Finance

(as needed)

Jeff Forslund

Liz Passmore

As assigned by Finance

Webmaster

(works remotely)

Jason Robertson
{Primary)

Tunisia Price

Jason Robertson
(Primary)

Tunisia Price

N/A

(Secondary) (Secondary)
Comm Center Earl Fowlkes Rodney Dye Laurie Langlois
Maintenance Adam Davis Jerry Blades Sean Derry
Paratransit Cherry Thomas Kelvin Berring As assigned by Para
Megr.
Facilities Larry McCarty Steve Jefferies Jace Banta
(works remotely)
Customer Service Chris Barry Julie Clapham assigned by C.S. Mgr.
51
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Contact Information

MAINTENANCE CONTACTS

Adam Davis, Interim Exec. Dir of Maintenance

480.334.8027

253.722.9238

Jerry Blades, Acting Fleet Manager

253.875.5074

253.405.1163

Larry McCarty, Facilities Manager

360.438.1806

253.377.9486

Sean Derry, Fleet Assistant Manager

253.761.6401

253.377.9179

Bill Serenbetz, Fleet Assistant Manager

706.767.4555

253.377.4833

Steve Jeffries, Facilities Assistant Manager

253.847.1259

253.255.8590

Jason Hovde, Safety Officer

253.278.7665

253.606.4604

OPERATIONS CONTACTS

Dispatch:

253.581.8113

Communication Center:

253.581.8109

Mike Griffus, Exec Dir Service Delivery & Support &
Chief Safety Officer

925.699.5787

253.365.4081

Dena Withrow, Trans. Mgr. Service Delivery

253.208.4607

253.606.0544

Laurie Langlois, Trans. Mgr. Service Support

253.906.5683

253.625.4545

Jo Ann Artis, Emergency Mgmt. Coord

253.302.9027

253.514.1301

COMMUNICATIONS (public relations)

Rebecca Japhet

360.628.6836

253.377. 5436

CNG REFUELING STATIONS

Clean Energy SeaTac Station/CNG Station 1.866.278.3674 24 Hours
19425 28™ Ave S, SeaTac, WA. Site #10-364 *

Clean n Green Kenyon Street Station

149 SW Kenyon Street, Seattle

Mechanical Dispensing Issues 1.800.950.3835 24 hours

Aaron Reding (VP Cardlock Operations)
Wes Sherman (Cardlock Manager)

253.867.3233
253.867.3281

Clean Scape 8™ Ave South

7308 8™ Ave S Seattle, WA 98108
Kevin Kelly, General Manager

Doug Fenty, Maint. Manager

206.619.0892
206.859.6700

Puget Sound Energy 38™ St. Station Tacoma
3130 S 38" Street Tacoma, WA

David Wooten, Sup, Alternative Fuels

Shane Richards, Major Accounts Exec Emergency
Hotline for gas leaks

253.476.6202
425.505.3442
425.223.1407
1800.552.7171

Messages only after
hours

(unlisted)
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Associated Petroleum Products (Diesel) 24 hours
3224 S Tacoma Way, Tacoma, WA 98409

Initial Steps After Fuel House Breakdown

Maintenance

The service station attendants (SSAs) or lead mechanic are the first line of communication.
The SSAs or lead mechanic will call the Facilities Maintenance pager, assistant maintenance
managers, and the maintenance managers in the event of a breakdown or power outage.

Once Facilities assesses the situation, an SSA, lead mechanic or assistant manager will
contact the Communications Center. It is critical that Service Delivery be notified as soon
as possible as early notification gives Operations an opportunity to hold buses that are in
the Seattle area and fuel them at the nearest CNG station.

A lead mechanic or assistant manager will determine the best course of action depending
on the estimated completion time of repairs or interruption, time of day, and number of
buses that require fuel.

If the Emergency CNG Refueling Plan needs to be initiated, Fleet Maintenance will notify the
on-duty Communications Center Controller immediately.

If a problem occurs with our CNG station, Fleet Maintenance and Facilities will evaluate the

situation before deciding to fuel off site. There are many variables in determining the need

to access fuel outside of our site; some include:

o Before 6:00 PM or after 6:00 PM considerations apply to the evaluation and
determination process.

1. The amount of fuel we can dispense (we may be able to fuel at limited capacity)

2. How much fuel is currently in vehicles (some vehicles may have enough fuel for use,
depending on the miles traveled and current fuel capacity)

3. Number of vehicles needed (if problems occur on or before the start of a weekend,
fewer vehicles will be needed for peak pull)
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CNG Emergency Prior to 6:00 PM

Fleet Manager, Assistant Manager or Lead Mechanic will perform the following tasks.

Notify Facilities Maintenance and request repair estimate on when CNG station will be
operational.

o Record incident on Facilities tab on Bank Sheet.
Notify Fleet Manager via telephone or text of all fueling concerns, regardless of
importance level.
Notify Comm. Center of situation and initiate Everbridge message.
Contact SSA’s and prepare arrangements to start their shift later based on Facilities
estimate.
If CNG will not be operational until after 9:00 PM, dispatch a Dayshift SSA equipped
with a fuel card and a radio or cell phone to one of the offsite CNG fueling stations.
Coordinate with Comm Center to have buses “Dead Head” to offsite fueling station
(Only a few buses can be fueled at a time, too many causes traffic issues).
Continue with CNG Emergency after 6:00 PM fueling plan below.

CNG Emergency after 6:00 PM

Fleet Assistant Manager or Lead Mechanic will perform the following tasks.

Notify Facilities Maintenance and request estimate on when CNG station will be
operational.

o Record incident on Facilities tab on Bank Sheet.
Notify Fleet Manager via telephone or text of all fueling concerns, regardless of
importance level.
Notify Comm. Center of situation and initiate Everbridge message.
Confirm the number of ST and PT buses needed for sign out with Lot Attendant.
Direct SSA’s to sweep, probe, wash and park buses by fuel level. Buses with 2000 psi or
more will be parked for regular service. Segregate buses with less than 2000 psi of fuel.
Meet with Lot Attendant and Comm. Center; inform them of the bus numbers and lanes
the segregated buses are parked in. These buses will be assigned to low mileage runs.
Once CNG fueling capabilities are repaired, return with normal fueling operations, but
only fuel to 2700 psi to expedite fueling process (300 series buses need to be filled to
3000 psi).

Fleet Assistant Manager or Lead Mechanic will also perform the following tasks while CNG is
nonoperational.

Decide if'it’s feasible to utilize offsite CNG fueling station based on the estimate of days
out of service from Facilities.

If decision is made to fuel offsite, dispatch two SSA’s with fuel cards and a radio or cell
phone to one of the offsite CNG fueling stations. Coordinate with Fleet Maintenance
personnel and have buses driven to offsite fueling location.

If needed, coordinate with Comm. Center to have returning buses “Dead Head” to offsite
fueling station.

Coordinate for activation of the Reserve Bus Fleet.
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Communications Center

The Communication Center will relay the information to the Service Support On-Call Manager,
the Communications Manager, units in the field (buses, supervisors and others), other agency
personnel and outside agencies.

A Communications Controller & Bus Lot Mechanic will assign buses to runs according to fuel
capacity and determine which runs may be re-routed or canceled

Public Relations

The Communications Manager is responsible for external communications. If the
Communication Center, Dispatch, Reception, etc. receives an inquiry from a news media
representative, please record the time, their name, phone number and the news agency they
represent. Contact Rebecca Japhet, Communications Manager at 360.628.6836 personal cell
or by business cell phone at 253.377.5436. She will return the call as soon as she has
gathered preliminary information. Pierce Transit supervisors with technical information may
be asked to respond to the media after conferring with the Communications Manager.
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Communication Flow Chart - Inoperative CNG Compressor

Inoperative CNG Compressor

Service Station Attendants
Lead Mechanic
Facilities Maintenance Mechanic
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Facilities Manager
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Fleet Manager
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Fueling Lead Mechanic
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Dispatch
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Fleet Asst. Mgr.
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Laborers

The Pierce Transit
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Comm. Manager
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Route changes
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Communication Flow Chart- Curtailment

Notice of Curtailment

Puget Sound Energy contacts PT in this order (left to right) until

someone responds.

Facilities
Manager

Fleet Manager

Fleet Assistant
Manager

Exec Dir Maint

Clean Energy

Service Station Attendants
Laborers
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CSRs
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Communication Flow Chart — Natural Disaster

Natural Disaster

PT Emergency Operations Center
Executive Director of Maintenance
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Facilities Asst. Manager

Fleet Manager Maintenance

|
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Refueling Stations

PUGET SOUND ENERGY (PSE)
3130 S. 38™ Street, Tacoma, WA

Puget Sound Energy is closed from 5 PM to 7 AM. Contact the supervisor of
alternative fueling to get access to the facility. Shuttles only due to limited space.

e One SSA is required for fueling (approximate fueling time 30-45 minutes per
vehicle) and 3-5 vehicles can be staged for fueling.

e One SSA is needed to shuttle buses

e Due to clearances, only trained SSA’s can refuel low floor buses at PSE.

e Use Pierce Transit fuel sheets to document fuel transactions

10
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Clean Energy SeaTac Station
19425 28" Avenue South, SeaTac, WA
This station is open 24 hours a day and has no access restrictions.

e The SSAs will fuel vehicles they take to this location. (Approximate drive time one way is
20 minutes; fueling time is approximately 8-20 minutes — about 22 buses in a 6-hour
period), space allows for 4-8 vehicles to be staged for fueling.

e An SSA will be stationed at this site. Operators who are in the area can drive to the
station for fuel

You will need the Maintenance Voyager fuel card in order to obtain fuel. Fleet Assistant

Managers and Lead Mechanics can issue the Voyager card and the code needed to access fuel.

The limit for the Voyager fleet card is currently $1000. The Fleet Manager or Assistant

Manager can go to fleetcommanderonline.com to raise the limit.

Directions from Pierce Transit to SeaTac CNG station:

1. Start out going East on 96™ St SW toward South Tacoma Way ~ 0.08 mi
2. Turn RIGHT onto South Tacoma Way 0.43 mi
3. Turn LEFT onto WA-512 East 0.2 mi
4. Merge onto I-5 North toward Tacoma/Seattle 23.62 mi
5. Take the South 188" Street exit (Exit number 152),
6. take LEFT at light onto 188™ Street
7. Proceed STRAIGHT (1.4 miles) to 28" Avenue South;
8. Take LEFT onto 28™ Ave South 1.4 mi
9. Proceed STRAIGHT for .4 miles, take RIGHT

(29" Ave S marking not very visible) 0.4 mi

(see photographs next page)

11
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Clean Energy SeaTac Station

SO G » agery EJ0Y) Botatione Gectye.
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e This station is open 24 hours a day and has no access restrictions

e The Service Station Attendants will fuel vehicles they take to this location. Approximate drive
time is 41 minutes, one way. 3-6 vehicles can be staged for fueling.

e Approximately 22 buses can be fueled in a 6-hour period.

e You will need the Petro card in order to dispense fuel. Fleet Assistant Managers or Lead
Mechanics can issue the cards.

e Use Pierce Transits fuel sheet to document fuel dispensed.

Directions from Pierce Transit Headquarters to Kenyon ST. Station

1. Start going east on 96" St. SW toward South Tacoma Way 0.1 mi

2. Turn right onto South Tacoma Way 0.4 mi
3. Turn left onto WA-512 East 0.2 mi
4. Merge onto I-5 North toward Tacoma/Seattle 28.3 mi

5. Merge onto WA-599 N via Exit 156 to Tukwila/West Marginal Wy 2.1 mi
6. WA-599 North becomes WA-99 North 3.1 mi
7. Stay straight to go onto West Marginal Way South .5 mi
8. Turn Left onto 2™ Avenue South West 4 mi
9. 2™ Avenue South West becomes 1 Avenue South A mi

10. Turn right onto Southwest Kenyon Street the station is on the left 0.0mi

13
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Clean Scape 8" Ave
7303 8" Ave S. Seattle, WA 98108

Can only be used from 8 PM to 6 AM. Call to find out if there is any room on the lot. POC is

Kevin Kelly, General Manager 206.619.0892

The Service Station Attendants will fuel vehicles they take to this location. Approximate drive

time is 45 minutes, one way. 2-4 vehicles can be staged for fueling.

Approximately 16 buses can be fueled in a 6-hour period.
Use Pierce Transits fuel sheet to document fuel dispensed.

Directions from Pierce Transit Headquarters to Clean Scape.

oONOYUT DS WIN —

Start going east on 96" St. SW toward South Tacoma Way
Turn right onto South Tacoma Way

Turn left onto WA-512 East

Merge onto I-5 North toward Tacoma/Seattle

Take exit 158 S. Boeing access road

Take a right on East Marginal Way S.

Take a left on South Myrtle St.

Take a left on 8™ Ave S. located just past South Othello St.

14

g mi
A mi

2 mi
30.3 mi
4.0 mi
.6 mi

2 mi
0.0 mi
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Associated Petroleum Products (Diesel Refueling)
3224 S Tacoma Way, Tacoma, WA 98409

This station is open 24 hours a day and has no access restrictions. Shuttle vehicles will be
fueled at 1 Transit.

The SSAs will fuel vehicles they take to this location. (Approximate drive time one-way is 10
minutes; fueling time is approximately 5-10 minutes), space allows for one additional vehicle
to be staged for fueling.

An SSA will be stationed at this site. Operators who are in the area can drive to the station for
fuel

Use Pierce Transits fuel sheet to document fuel dispensed and save the receipt.

You will need the Maintenance CFN fuel card in order to obtain fuel. A Lead Mechanic or

Assistant Manager can issue the CFN card and the code needed to access fuel. The Posi Lock
fuel adapter will need to also be taken to the fuel station.

Directions from Pierce Transit Headquarters to Associated Petroleum Products.

1. Head east on 96" St SW toward S. Tacoma Way 187 ft.
2. Turn left at the first cross street onto S. Tacoma Way 4.0 mi
Note: You will pass a Starbucks on the right at 2.5 miles. Destination will be on the right.

15
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CNG Fuel Sheet

Location

CNG FUEL SHEET

Date

Bus #

PSI Before

PSI After

Therms / Gallon Equivalent

16
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Maintenance CAD Block Numbers

CAD
Block | Vehicle

Number | Number Use
3020 N/A |PT Auto Road Test
3021 N/A |PT Auto Road Test
3022 N/A |PT Auto Road Test
3023 N/A |PT Auto Road Test
3024 N/A |PT Auto Road Test
3025 N/A |PT Auto Road Test
3026 N/A |PT Auto Road Test
3027 N/A |PT Auto Road Test
3028 N/A |PT Auto Road Test
3029 N/A |PT Auto Road Test
3030 N/A [PT Bus Road Test
3031 N/A |PT Bus Road Test
3032 N/A |PT Bus Road Test
3033 N/A |PT Bus Road Test
3034 N/A |PT Bus Road Test
3035 N/A |PT Bus Road Test
3036 N/A |PT Bus Road Test
3037 N/A |PT Bus Road Test
3038 N/A [PT Bus Road Test
3039 N/A |PT Bus Road Test

17
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OVERVIEW
This plan was developed to provide, guidance, promote planning, and to establish training for
departments that occupy Pierce Transit facilities in preparing for emergency evacuation.

It is expected that all departments will review, discuss, and customize this plan, if necessary, to meet
any specific needs or operations.

This plan has been distributed internally within Pierce Transit and to external organizations that may
be affected by its implementation.

APPROVALS

Approved: Date
Sue Dreier, Chief Executive Officer

Approved: Date

Mike Griffus, Executive Director Service Delivery & Support
Chief Safety Officer
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1. ROLES AND RESPONSIBILITIES:

1.1 Employee
The employee is responsible for:

Being familiar with and following the procedures in this plan
Participating in all evacuation drills

Participating in training as required

Orienting and informing visitors of procedures to be followed in case of a
building alarm or emergency

When a fire alarm is heard or instructions are received via the Early
Warning System (EWS) or any other way, the employee:

e Evacuates the building via the nearest exit

Do not use elevators, use the stairways
Help visitors find the nearest exit and assembly area
Assist mobility challenged employees and visitors as needed to ensure safe evacuation
o Escort mobility challenged employees to the top of stairs
o If they can safety negotiate the stairs, assistthem
o If they are unable to use the stairs, ask them to remain at the top of
the stairs until they receive instructions from their area monitor to
return to their workarea
o Provide this information to the Area Monitor or contact the Comm
Center 253-581-8109, and let them know the number of employees
remaining inside and their location; the Comm Center will inform
Lakewood Fire of the situation
Proceeds to the nearest designated assembly area for each building or 500 feet away

Does not return to the building until instructed by an Area Monitor

1.2 Supervisor/Manager
The supervisor or the manager is responsible for:

e Ensuring that his/her employees know emergency procedures
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e Following all emergency procedures
e Participating in all evacuation drills
e Ensuring that emergency plans for your work area are updated

1.3 Incident Commander (Service Supervisor)
The Incident Commander (Service Supervisor) is responsible for:
e Knowing the emergency procedures
e Attend all training and drills
e Respond to the incident, set up an incident command or join a unified command
e Acts as the liaison with the responding emergency service
e Any possible problem areas must be reported to responding emergency personnel
e Provide regular updates to the Communication Center

1.3 Safety Officer
The Safety Officer is responsible for:

e Preparing, reviewing and annually updating the Emergency Evacuation Plan

e Ensure that employees are notified and/or trained when current procedures change

e Assign Area and Door Monitors (and alternates) for all areas of the building and
ensure that they know what their duties are in case of an evacuation

e Schedule "Area & Door Monitor Training" for assigned personnel

e Coordinate with Facilities Maintenance to schedule, conduct, and record annual fire
drills as required by the Lakewood Fire Code and WAC 51-54A-0405

1.4  Communication Controllers

When the fire alarm is activated in Building 5, or credible notice of evacuation is received
through any other method, all Communication Center occupants will immediately exit
the building.

This procedure isdesigned based upon the assumption that there will be at least two (2)
Fixed-Route/Public Safety Controllers on duty at the time of an evacuation incident.
However, this procedure can be carried out by a single on-duty Controller, acting as
both Controller A & B simultaneously. Under this assumption, Communication
Controllers will:

Action By

Controller-A Activate EWS or Fire alarm if an alarm has not sounded.
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Controller-B Call 9-1-1

Controller-A 1) Broadcast directive to evacuate on EWS channel. (repeat this directive)
2) Announce over Public Safety (PT PD-Prime), “Comm Center is being
evacuated. Priority Traffic only”. (repeat thisannouncement)
3) Direct TDS PS Video Surveillance Room to handle all Public Safety radio
traffic. (Ensureyou receive an affirmationfromthe TDS PS Video Surveillance

Room)
TDS Camera Repeat announcement over Public Safety (PT PD-Prime), “Comm Center is
Room PSO being evacuated. Priority Traffic only”. (repeat this announcemeni)
Controller-A Re-broadcast directive to evacuate on EWS channel. (repeat this directive)

Controller-A & B Evacuate the building via the nearest available exit and, if time permits without risk of
injury or becoming trapped, take the following items with you:
1) Portable radio(s)
2) Emergency cell phone(s)
3) Station Tablet(s)
4) "Go" bag(s)
5) Area and Door Monitor Assignments and Check-in List ( page 15)
Assist others to evacuate the building.

Controller-A Contact Area and Door monitors using Area and Door Monitor Assignment and
Check-In list. ( page 15)
Controller-B Select a Service Supervisor and direct them to handle all non-Public Safety, priority radio

traffic. Send a Service Supervisor to the location to act as Incident Commander.

Selected Service 1) Announce over PT BUS 1, 2, & 3, informing all that the Comm Center is being
Supervisor evacuated and to hold all non-priority (no threat of physical bodily injury orillness, or
significant property/equipment damage) radio traffic.
2) Send a text message informing all field units that the Comm Center is being
evacuated and to hold all non-priority (no threat of physical bodily injury or llness, or
significant property/equipment damage) radio traffic.
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Controller-B 1)
2)
3)
4)

5)
6)

7)
8)

9)

Send a “Fire/Smoke”, “High Profile Event”, or other appropriate Everbridge alert.
Acquire a Service Supervisor vehicle. (West Base)

Start-up OrbCAD and Motorola.

Release selected Service Supervisor from radio traffic monitoring duties and take
over lead controller status.

Re-announce Comm Center Evacuation status.

Re-broadcast direction to hold all non-priority (no threat of physical bodily or
equipment harm/illness) radio calls.

Address other calls based on priority.

Designate additional controllers, asavailable, for PS Control, PTBus 3, PTBus 2,
and PT Bus 1.

“Close”, with notification, the Everbridge Alert noting re-establishment of

normal operations once operational communications has been fully re-
established.

Controller-A When communications have been fully re-established in the Communications

Center;

1) Broadcastamessage on PT PD Prime informing all that, “Communications Controllers
have returned to normal operations in the Comm Center. All radio traffic is now being
accepted.”

2) Broadcast a message on Zone 2 new EWS channel informing area monitors,

“All clear. Employees may return to their respective work areas”.

3) Send a “Closed” Everbridge “High Profile Event" alert update, informing all
that, “Communications Controllers have returned to normal operations in the
Comm Center. All radio traffic is now being accepted.”

Controller-B When communications have been fully re-established in the Communications

Center;

1) Broadcast a message on PT Bus 1, 2, & 3, informing all that,

“Communications Controllers have returned to normal operations in the Comm
Center. All radio traffic is now being accepted.” (repeat this announcement twice
in 5-minuteintervals)

2) Sendatextmessageinformingallfield units that, “Communications Controllers
have returned to normal operations in the Comm Center. All radio traffic is now
being accepted.”

1.5  Dispatch

Should Dispatch need to evacuate building 4, at no time should a Dispatcher put themselves
or others in danger to complete any of these tasks.
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1.6

To maintain service and provide direction to operators Dispatchers should bring the following
items to the Ped gate along 96™ Street:

Go Box — this rolling box should be maintained with current shakeup Paddles
2. Spare relief van key box
Current day’s change sheet, car sheet, other sign out sheets, Extra Board/RTO and
Assignment reports
Dispatch emergency cell phone — charged at all times
Dispatch emergency flashlights — charged at all times
Radio from Next Day’s desk - charged at all times
Dispatcher should take their personal, work issued cell phone and radio. These items
should be fully charged at all times.
Long term evacuation will require an alternative worksite with Hastus access be established.
The first choice would be in building 5 due to operator access/reporting. Computer and
printer access required. Same Day could be in the Shuttle reporting area — currently there is a
swipe in station there. Next Day would need computer access perhaps in BS&T.

No v s

Paratransit
1. Evacuate the Communication Center via the nearest available exit and, if time permits
without risk of injury or becoming trapped, take the following items with you:

a. Portable radios

b. Emergency cell phones

c. "Go" bag

2. Contact a Service Supervisor and direct them to assume dispatching duties until further
notice.

a. Service Supervisor send TRAX message to operators indicating that there has been
an evacuation from the comm center and that they are assuming dispatch duties
until further notice and to hold all non-priority calls.

b. Service Supervisor send an Everbridge alert indicating SHUTTLE staff have
evacuated and all SHUTTLE communications are being handled by the Service
Supervisor until further notice.

3. Dispatchers report to Mobile Communication Center (MCC)
4. Start-up and login to all systems
5. When communications have been fully established in the MCC:
a. Contact Service Supervisor in charge and release them of dispatch duties
i. Get update from Supervisor on any current issues to address and direct
Supervisor on what to do next.
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b. Send TRAX message to operators informing them the MCC is up and Dispatch will
assume control.

c. Send Everbridge alert indicating communication in MCC are up and running.

6. When the Comm Center is ready to reoccupy:

a. Contact Service Supervisor and direct them to assume dispatching duties until
further notice.

b. Send TRAX message to operators indicating Comm Center communication are in
the process of being restored, Service Supervisor will be assuming duties, and hold
all non-priority calls until further notice.

c. Send Everbridge alert indicating SHUTTLE communications are being handled by
the Service Supervisor while restoring comm center.

Shutdown and reorganize MCC.
Lock up MCC and move to the comm center, take the following with you:
i. Portable radios
ii. Emergency cell phones
iii. Re-packed “Go" bag
7. When communications have been fully re-stablished in the Communications Center:
f.  Contact Service Supervisor and release them of dispatch duties
i. Get update from Supervisor on any current issues to address and direct
Supervisor on what to do next.

g. Send TRAX message to operators informing them that communications have been
fully re-established, and Dispatch will assume control.

h. Send Everbridge alert indicating all Dispatchers have returned to normal
operations in the Comm Center.

1.7 Facilities Maintenance
Facilities Maintenance is responsible for:
e Knowing Pierce Transit emergency evacuation procedures
e Being available 24/7 to provide the building information and support to Lakewood Fire
and Police Departments
e Coordinating Evacuation/Fire drills with the Safety Officer

1.8 Area Monitors
Area Monitors, and their alternates are employees have been appointed to serve in these
positions. They receive special training and the authority for their role in employee safety.

The Area Monitors are responsible for:
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a. Being familiar with the information in Pierce Transit emergency evacuation
procedures

Attending training sessions and meetings to review procedures and duties
Being familiar with their areas

Knowing people in their areas, especially people with disabilities

Knowing at least two nearest exits for evacuation

Knowing the location of any flammable hazardous materials or conditions
Knowing the location of pull station, telephones, refugee areas, first aid, AED,
disaster kits and fire extinguishers

h. Helping new co-workers quickly learn about emergency procedures
Coordinating with the other Area Monitors on their floor to avoid duplication
Notifying the other Area Monitors on their floor when they are out of the office
k. Cooperating with the Safety Department to promote safety in their work areas

a -~ o an o

—— —

When a fire alarm is heard or instructions are received via Early Warning System
(EWS) or any other way, the Area Monitor:

Puts on Area Monitor vest (stored in the Area Monitor's work area)
Retrieves and turns on Agency Motorola Radio (see section 2 for instructions)
Checks assigned area of the building to ensure that all personnel have vacated
Directs employees and visitors to safe evacuation exits
Give instructions to use stairs, not elevators
Assists or obtains assistance for mobility challenged employees or visitors as needed
to ensure safe evacuation:
i. Escort mobility challenged employees to the top of stairs
ii. If they can safety negotiate the stairs, assist them
iii. If they are unable to use the stairs, ask them to remain at the top of the stairs
until emergency personnel can assist or they receive instructions from their
Area Monitor to return to their work area
iv. Contact the Comm Center and let them know the number of employees
remaining inside and their location; the Comm Center will inform Lakewood
Fire of the situation
Evacuates the building via the nearest exit
Do not use elevators, use stairways
Help visitors find the nearest exit and assembly area
Proceeds to the nearest designated assembly area for each building
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Monitors agency radio (EWS channel) and waits for further instructions from the Comm
Center

Responds to Comm Center's request for status of each building and area

Wait for the Comm Center to call for status of their area of responsibility, for example
"Building 1, Area 1 Report"

Press right side button in to transmit, "Building 1, Area 1 All clear (or personnel
unaccounted for, hazardous conditions, etc.) release left side button

Relays instructions related to the emergency to employees and visitors in assembly
area

Does not allow employees to return to the building until "All Clear" is given by the
Comm Center

1.9 Door Monitor (9 radios are needed and should be included in the 2021 M&O budget)
Door Monitors are responsible for:

a.
b.

C.

Knowing the Pierce Transit emergency evacuation procedures

Attending training sessions and meetings to review procedures and duties

During the evacuation, proceeds to the assigned building entrance to prevent anyone,
other than emergency services personnel, from reentering the building

Not allowing people inside the building until you receive an “All Clear” radio call from
the Comm Center

When a fire alarm is heard or instructions are received via Early Warning System
(EWS) or any other way, the Door Monitor:

h.

Puts on Door Monitor vest (stored in the Door Monitor's work area)

Retrieves and turns on Agency Motorola Radio (see section 2 for instructions)
Immediately reports to the assigned entrance door and prevents people from
reentering the building. Some assignments may require you to place an A board in
the entrance driveway of your building to alert arriving staff of the emergency
Provide updates to arriving emergency responders

1.10  Crossing Guards
Crossing Guards will be used to assist evacuees as they use the crosswalk on 96" street
between buildings 4 & 5 and at 96" at 39" Ave, near Westbase. Crossing Guards will
wear safety vests and carry a warning flag provided to them during training.
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2. TRANSMITTING AND RECEIVING ON PORTABLE RADIOS

When it is necessary to communicate emergency
information and receive instructions from the Comm
Center during emergency situations, the Area & Door
Monitor:

a. Retrieves agency radio from charger in work area
b. Take copy of the Area and Door Monitor Assignments

Check List if evacuating the building

¢. Turns on radio by pressing down or twisting large
knob on top of radio

d. Adjusts volume setting by twisting large knob to right
to turn up volume

e. Ensures radio is set to channel 16 "Zone 2 new EWS"

f. Channel is changed by adjusting dial to desired number

g. Screen on face of radio will reveal channel name
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h. EWS designated radios will be automatically on "Zone 2 new EWS"

| _IP .
EWS ZONE +— Step |
EWS ]

BLDG 4-2. Us‘ StEP J

Chan

i. Depresses and hold green and black talk button on side of the radio when ready to
speak and releases the talk button when done speaking

j.  Listens for communication from the Comm Center for assistance or information

k. May be asked to check work area

[.  May be asked to look for alarm source

m. Uses agency radio when available to communicate during evacuation

n. Monitors agency radio transmissions until the Comm Center has announced an "All
Clear" signaling the end of the emergency

0. Turns off radio and returns radio to its charger at the conclusion of the emergency or
drill

NOTE: Do not press the orange button on the top of the radio unless there is an imminent threat to personal
safety. If you press this button an alarm will go off in the Communication Center alerting them you have an
emergency, but you will still need to talk with them as they will not know where you are or the nature of the
emergency.
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3. EVACUATION ASSEMBLY AREAS (see section 7 for maps)

Buildings Locations

Building 1, 2, 3, 4 Assembly Area B - located in the Building 5- Visitors Parking Lot
Building 5 Assembly Area A - located in the Building 4, Visitors Parking Lot
Building 6 Assembly Area C- Located in the Building 7 (Westbase) Parking Lot
(Vanpool)

Building 7 & 8 Assembly Area D- Located in the Building 6 (Vanpool) Parking Lot
(Westbase)

Commerce Zone D

TDS Bus Shop Northeast Corner of East 25" & East D Street

TDS Platform & Southeast Corner of Puyallup Ave at East “E" street

Surveillance
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4. AREA & DOOR MONITOR ASSIGNMENTS & CHECK-IN LIST

&4

Responsibility Area Current Employee \ Checked-in
Building 1
*Fleet Asst. Manager Building 1, Area 1 Day (Su-Th) Bill Serenbetz
*Lead Mechanic Building 1, Area 2 Day (Su-Th) Steve Adams
*Training Coordinator Building 1, Area 3 Day (M-F) Brent Riffel
*Lead Mechanic Building 1, Area 4 Day (Tu-Sa) Ed Bautista
Vehicle Custodian Building 1, Area 1, Door 2 Day (Tu-Sa) Roland Artero
Warehouse Manager Building 1, Area 2, Doors 1 Day (M-F) Stephanie Prine
&5
Senior Executive Assistant | Building 1, Area 3, Doors 3 Day (M-F) Vacant
&4
Comp. Rebuild Asst. Building 1, Area 4, Day (M-F) Jerry Blades
Manager
*Fleet Asst. Manager Building 1, Area 1 Swing (M-F) Sean Derry
*Lead Mechanic Building 1, Area 2 Swing (Su-Th) Kim Huynh
*JLM - Centerlane Building 1, Area 3 Swing (Tu-Sa) Phil Moore
*Lead Mechanic Building 1, Area 4 Swing (Tu-Sa) Kirk Hamblen
Upholstery Building 1, Area 1, Door 2 Swing (Su-Th) Phil Eargle
Automotive Tech Building 1, Area 2, Doors 1 Swing (M-F) Steve Miller
&5
JLM — Centerlane Building 1, Area 3, Doors 3 | Swing (Su-Th) Jared Miles

Body Shop Tech

Building 1, Area 4

Swing (M-F)

Charlie Marquard

*Fleet Asst. Manager

Building 1, Area 1

Grave (Su-Th)

Marah Harris
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Victoria Dodson
Will also cover Area 4 on Sun & Mon

Victoria Dodson
Will also cover Area 2 on Fri & Sat

Victoria Dodson
Will also cover Area 4 on Sun & Mon

Victoria Dodson
Will also cover Area 2 on Fri & Sat


*Lead Mechanic

Building 1, Area 2

Grave (Su-Th)

Dave Kreienbrink

*JLM-Centerlane

Building 1, Area 3

Grave (Su-Th)

John Gumataotao

*Lead Mechanic

Building 1, Area 4

Grave (Tu-Sa)

Vince Cassino

JLM-Running Repair

Building 1, Area 1, Door 2

Grave (M-F)

Travis Loss

Automotive Tech

Building 1, Area 2, Doors 1
&5

Grave (Su-Th)

Greg Gustafson

JLM-Centerlane

Building 1, Area 3, Doors 3
&4

Grave (Tu-Sa)

Rich Bare

JLM-Comp Rebuild,

Building 1, Area 4

Grave (Su-Th)

Marcus Van Eck

Farebox

Responsibility Area Current Employee
Building 2
*Facilities Asst. Manager Building 2, Area 1 Day (M-F) Jace Banta
Facilities Asst. Manager Building 2, Area 1 Day (M-F) Steve Jeffries
Building 3
*Money Counter Building 3, Area 1 Day (M,W,F) Helen Salvador
Money Counter Building 3, Area 1 Day (M,W,F) Sue Clinton
*Lot Attendant Building 3, Fuel Island Day (M-F) John Hoheusle
Service Station Attendant Building 3, Fuel Island Day (M-F) Dave Orozco
*Lot Attendant Building 3, Fuel Island Swing (M-F) Sharon Anderson
Service Station Attendant Building 3, Fuel Island Swing (M-F) Jacob Casillas
*Lead Mechanic Building 3, Fuel Island Grave (M-F) Harry Morris

Lot Attendant

Building 3, Fuel Island

Grave (Su-Th)

Jeff Abbott

Service Station Attendant

Building 3, Fuel Island

Grave (Tu-Sa)

Erich Schimitchek
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Victoria Dodson
Will also cover Area 4 on Sun & Mon

Victoria Dodson
Will also cover Area 2 on Fri & Sat

Victoria Dodson
Back-up Lot Attendant

Victoria Dodson
Back-up Lot Attendant


AREA AND DOOR MONITOR CHECK-IN

NAME BUILDING | AREA DETAILS SHIFT CHECK- IN

Building 4

Scott Gaines Bldg. 4 Area 1 Assist Mgrs., Mothers Room, Ops Lobby, Vending & Dispatch Days

Brent Mackie Bldg. 4 Area 1 Assist Mgrs. Mothers Room, Ops Lobby, Vending & Dispatch Days

Amy Maxwell Bldg. 4 Area 2 Transportation Management and Small Ops meeting room Days

Teresa Coleman Bldg. 4 Area 2 Transportation Management and small Ops meeting room

Selena Ngo Bldg. 4 Area 3 Risk, Quiet Room, Locker Rooms & Gym Days

Brandi Tuggle Bldg. 4 Area 3 Risk, Quiet Room, Locker Rooms & Gym Days

Shawna Thomas Bldg. 4 Area 4 Employee Services, Grand Conf Room & Adjacent Restrooms Days

Tracy Freeman Bldg. 4 Area 4 Employee Services, Grand Conf Room & Adjacent restrooms Days

Samantha Einarson Bldg. 4 Area 5 Budget & Budget Meeting Room, Front Reception, Lean and Days
Workforce

Kelli Dion Bldg. 4 Area 5 Budget & Budget Meeting Room, Front Reception, Lean and Days
Workforce

Eric Donner Bldg. 4 Area 6 Planning, Scheduling, Bus Stops Days

Sandy Johnson Bldg. 4 Area 6 Planning, Scheduling, Bus Stops Days
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Kristol Bias Bldg. 4 Area 7 Executive, Vault, Alder, Nobel Days
Deanne Jacobsen Bldg. 4 Area 7 Executive, Vault, Alder, Nobel Days
Mike Gulbranson Bldg. 4 Area 8 IT, Server Room, Legal Days
Christian Handsaker Bldg. 4 Area 8 IT, Server Room, Legal 7-4
Ashley DeGraffenreid Bldg. 4 Area 9 Project Mgmt., Finance, & Purchasing Days
Melonie Norton Bldg. 4 Area 9 Project Mgmt., Finance, & Purchasing Days
Shawna Fore Bldg. 4 Area 9 Project Mgmt., Finance, & Purchasing Days
Mike Hayes Bldg. 4 Door 1 Door Monitor- Main Entrance (will place A-board in main Days
driveway at 96"
Laural Curry Bldg. 4 Door 2 Door Monitor- Operators Lobby Entrance Days
Tina Vaslet Bldg. 4 Door 3,4 | Door Monitor- Side doors by Risk and Planning Days
Tammara Good Bldg. 4 96th St | Crossing Guard S 96" Street between buildings 4 & 5 Days
AREA MONITOR CHECK-IN & KEY
NAME BUILDING | AREA DETAILS SHIFT/ | CHECK- IN
HOURS
Bldg.5
Jim Kelley Bldg. 5 Area PS Public Safety Offices, 1* Floor restrooms, Records Days
Shane See Bldg. 5 Area PS Public Safety Offices 1* Floor restrooms, Records Days
Katie Marcelia Bldg. 5 Area 1 Records, Rainer Room and front Lobby Days
James Gamble Bldg. 5 Area 1 Records, Rainer Room and front Lobby Days
Fran Draxton Bldg. 5 Area 1 Bus Safety & Training, St Helens, Olympic and Lunchroom Days
Judy Hubert Bldg. 5 Area 1 Bus Safety & Training, St Helens, Olympic and Lunchroom Days
Jason Robertson Bldg. 5 Area 2 Marketing Days
Tunisia Price Bldg. 5 Area 2 Marketing Days
Kim Grimes Bldg. 5 Area 3 ADA & Archivists Days
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Trisha Cantzler Bldg. 5 Area 3 ADA & Archivists Days
Teri Bartle Bldg. 5 Area 4 SHUTTLE Customer Services & Restrooms Days
Deborah Zeller Bldg. 5 Area 4 SHUTTLE Customer Services & Restrooms Days
David Robinson Bldg. 5 Area 5 Communications Center Nights
Kevin Setzer Bldg. 5 Area 5 Communications Center Days
Kelvin Berring Bldg. 5 Door 1 Door Monitor- Main Entrance (place A board at visitors parking Days
entrance)
Kathy Walton Bldg. 5 Door 2 Door Monitor — Exterior near Public Safety Office Days
Earl Fowlkes Bldg. 5 Door 3 &4 | Door Monitor- Exterior door between lunch & Olympic room and Days
the shipping door (place A board outside of entrance gate)
Cherry Thomas Bldg. 5 96" Street | Crossing Guard on S 96" between buildings 4 & 5 Days
Building 6 (Vanpool)
Ellen Scott Bldg. 6 Area 1 Vanpool Building Days
Lani Fowlkes Bldg. 6 39" Ave @ | Crossing Guard Days
96th
Building 7 & 8 (Westbase)
Tamara Holtz Bldg. 7&8 | Area 1 Service Support and Radio Shop Days
Mark Davilla Bldg. 7 39" Ave @ | Crossing Guard Days
96th
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5. EMERGENCY RESOURCES AND CONTACTS

5.1  Lakewood Police and Fire Department
The Lakewood Police Department (LPD) and Lakewood Fire Department (LFD), maintain an
emergency Communication Center 24/7 through South Sound 911. To report a life
threating emergency, including but not limited to fire, medical emergency, or bomb
threats, dial 911. If making a 911 call from cell phones, be sure to ask to be transferred to
Lakewood Fire or Lakewood Police.

5.2 Chief Safety Officer
The Chief Safety Officer is available to provide consultation and support to departments
during normal business hours, 7:30am to 4:00pm at 252-983-2734. After hours, the Chief
Safety Officer may be reach via cell phone at 253-365-4081.

5.3 Facilities Maintenance
Facilities Maintenance maintains a 24/7 response unit. They respond to all fire alarms, and other
emergencies to provide support for the agency and LFD. This support includes, but is not limited to
operating the heating, ventilation, and air-conditioning system (HVAC), and utility shutdown
coordination. Contact the Communication Center 253-581-8109 who will notify Facilities.

5.4  KIRO AM #710 « Official Emergency Broadcast Station
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6. FIRST AID AND AUTOMATIC DEFIBRILLATOR (AED) LOCATIONS:

Building Number

(Maint Garage)

AED

Breakroom

1°t Aid Kits

Body Shop Restroom

Component Rebuild

Automotive

Lead Office

(Facilities)

Upholstery

Near Lead Office

(Fuel Island)

Counting Room

(Main HQ)

Operator Lobhy

Fuel island

Front Lobby

2nd Floor Lunch Room

Human Resources

Second floor; near mailboxes

Second floor lunchroom

(Training Center)

Front Lobby

Ops Lobb

S&T Office

Staff Area lunchroom

Second floor hallway

(Vanpool)

(Westbase)

Front Lobby of Supervisors
Office

Front lobb

|Breakroom

Front Lobby of Supervisors Office

Bus Shop Front Counter and near L&F
Ops Break Area Ops Break Room on Island
Surveillance In Break Area

Supervisors Office

[ Commerce Tunnel | Ops Lo Av:

Ops Lobby Area
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7. MAPS OF EVACUATION ROUTES AND ASSEMBLY AREAS

= Fire Extinguisher
& =Eye Wash Station

@ = First Aid Kit

;‘\gj =Spill Control Material

(( %)) == ;;1:; Station

=== = Evacuation Route
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Pierce Transit Campus Map of Evacuation Routing and Assembly Areas
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COVID-19 PREVENTION PLAN

OVERVIEW

Coronavirus disease (COVID-19) is an infectious disease caused by a newly discovered coronavirus, SARS-CoV-2.
Most people infected with the COVID-19 disease will experience mild to moderate respiratory illness and recover
without requiring special treatment. Older people and those with underlying medical problems like cardiovascular
disease, diabetes, chronic respiratory disease, and cancer are at higher risk for developing serious illness from
COVID-19.

The COVID-19 disease spreads primarily through droplets of saliva or discharge from the nose when an infected
person coughs or sneezes, so it's important that you also practice respiratory etiquette (for example, by coughing
into a flexed elbow). The best way to prevent and slow down transmission is be well informed about the COVID-19
disease and how it spreads. Protect yourself and others from infection by washing your hands or using an alcohol-
based rub frequently and not touching your face.

At this time, there are no specific vaccines or treatments for COVID-19. However, there are many ongoing clinical
trials evaluating potential treatments.

SIGNS AND SYMPTOMS
Reported illnesses have ranged from mild symptoms to severe illness and death for confirmed COVID-19 cases.
These symptoms may appear 2-14 days after exposure and include the following:

. Fever . Muscle pain

. Cough . Headache

. Shortness of breath . Sore throat

. Chills . Loss of taste or smell

JOBSITE PREVENTION PROCEDURES
The following procedures will be implemented to prevent the potential spread of COVID-19 at the jobsite:

1. Presently all workers and visitors arriving at the jobsite each day will be screened for COVID-19 symptoms
by answering the following health questions issued by the State of Washington Department of Health:

Since your last day of work, or last visit here, have you had any of these symptoms that is not attributable
to another condition?

O Cough

O Shortness of breath or difficulty breathing
O Or at least two of these symptoms

Fever

Chills

Repeated shaking with chills

Muscle pain

Headache

Sore throat

aooaaoaaq
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O New loss of taste or smell

If a worker answers YES to any of the screening questions, the worker will be asked to leave the site and
encouraged to be seen by a medical professional to verify their ability to return to work.

2. Every work shift begins with a review of the COVID-19 pandemic, using the daily Situation Report (new
information is attached as needed).

3. During subsequent safety meetings, workers will be instructed to maintain 6 feet of personal space, wash
their hands often, practice respiratory etiquette, and not touch their eyes, noses, or mouths and wear face
coverings.

4. Personal protective equipment (PPE) will be assigned to each individual, not shared among groups. In
addition to standard PPE requirements (safety glasses, face shields, etc.), for operators, a 100% glove and/or
face covering policy may be instituted. Gloves will be removed, and hands washed before eating, drinking,
using the restroom, etc. Shuttle operators are assigned this enhanced PPE level because of their (hands-on)
close proximity due to passenger assistance duties.

5. Any shared tools, equipment, etc. and common surfaces (door handles, tables, passenger stanchions,
vehicle interior hard surfaces, etc.) will be wiped down before storing, or at the end of every shift, with
effective (for the virus) industrial, household disinfectants. The agency will determine and supply the EPA-
approved disinfectant.

6. Atlocations where restroom facilities are unavailable, a temporary toilet with a handwash station, or other
means to wash and/or sanitize hands, will be provided.

7. All fixed-route vehicles will be affixed with a virus barrier screen to ensure protection and distancing from
infection. A schedule is created for sanitizing/disinfecting all agency vehicles.

8. To maintain social distancing requirements and eliminate pen sharing, signatures should 70t be collected on
any documents. Instead, the supervisor or designee should document names of meeting attendees, site
visitors, etc. electronically on the field report.

PERSONAL PREVENTION PROCEDURES
Workers will be reminded at each safety meeting to follow the prevention guidelines outlined by the CDC
(https://www.cdc.gov/coronavirus/2019-ncov/prepare/prevention.html ), including the following:

e Stay home when you are sick.

e Avoid unnecessary close contact (within six feet) with other people.

e Avoid touching your eyes, nose, and mouth.

o Cover your cough or sneeze with a tissue, then throw the tissue in the trash.

o C(lean and disinfect frequently touched objects and surfaces using a regular household cleaning spray

or wipe.

413 of 495


https://www.cdc.gov/coronavirus/2019-ncov/prepare/prevention.html

e Wash your hands often with soap and water for at least 20 seconds, especially after going to the
bathroom; before eating; and after blowing your nose, coughing, or sneezing. If soap and water are
not readily available, use an alcohol-based hand sanitizer with at least 60% alcohol.

ISOLATION PROCEDURES
If any workers are diagnosed with COVID-19, the following isolation precautions issued by the State of Washington
Department of Health will be enforced:

If a worker has been diagnosed with COVID-19, the worker should immediately enter home isolation and
remain under home isolation precautions for 10 days from initial onset of symptoms or until 72 hours after
fever is gone and symptoms resolve, whichever is longer.

If another worker has had close contact* with the sick worker and has common symptoms of COVID-19
including fever, cough, or shortness of breath, that worker should begin home isolation immediately, and
should remain under home isolation precautions for 10 days after onset of symptoms or until 72 hours after
fever is gone and symptoms resolve, whichever is longer.

*Close contact is defined as being within 6 feet of a person for more than 15 minutes while symptomatic
and for one day prior.

If a worker has had close contact with the sick employee with COVID-19, but does not have symptoms, that
worker should begin home self-quarantine immediately, and remain under home quarantine for 14 days
following last contact with the ill person. That worker should also monitor their health for fever, cough, or
shortness of breath for 14 days following last contact with the ill person.

If a worker is sick with fever or respiratory symptoms but has had no known exposures to someone with
COVID-19, that worker should stay home and away from others until 72 hours after the fever is gone and
symptoms get better. They should talk with their doctor about whether testing is needed based on their
symptoms. Workers should notify their supervisor and stay home if they are sick.

If a worker is at work when they learn they have been in close contact with someone diagnosed with
COVID-19, that worker should also return home immediately and begin home isolation.

CONTACT INFORMATION
For questions or additional information regarding this COVID-19 Prevention Plan, please contact the Emergency
Management Coordinator.

Currently the Emergency Management Coordinator is:
Rod Chandler
Mobile Phone: (253) 606-4626

Email:

rchandler@piercetransit.org
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1. Introduction

Viral ilinesses infect the respiratory system and spread easily from person to person. Each year vaccines are
developed which provide some protection against influenza viruses, typically known as seasonal flu. Still,
seasonal flu results in thousands of hospitalizations and deaths in the United States each year.

In January 2020, COVID-19, a novel coronavirus, emerged. By March, the impacts of this pandemic severely
affected Pierce Transit's ability to provide service.

Since a vaccine for COVID-19, is estimated to be up to 18 months away, effects of the pandemic will require
Pierce Transit to continue adjusting service levels and staffing, as conditions, revenue and government
directives require.

Pierce Transit works closely with the Tacoma-Pierce County Health Department (TPCHD), various state
agencies and others as we prepare and respond to a pandemic.
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2. Overview

2.1 Concept of Operations

o This plan specifies response requirements for triggers, communication, education, disinfection, PPE,
sanitary aids and vaccinations.

e Pierce Transit's All Hazards Plan may include additional requirements that may be associated with
preparing for a Pandemic.

e Pierce Transit’s Continuity of Operations Plan (COOP) will provide succession and essential function
information.

e The Pierce Transit Pandemic Response Plan will be reviewed and updated annually.

2.2 Purpose

The purpose of the Pierce Transit Pandemic Response Plan is to outline preparedness, response and business
continuity for Pierce Transit operations during a pandemic:

e Limit disruption to core service
e Minimize spread of illness to employees and customers
e Minimize economic losses

2.3 Reference

World Health Organization, Center for Disease Control and Prevention (CDC), Washington State Department
of Health and the Tacoma-Pierce County Health Department.

2.4 Definitions

e (COVID-19: an infection caused by the SARS-CoV-2, 2019 Novel Coronavirus, nCov
e Pandemic: existing in the form of a widespread epidemic that affects people in many different
countries.

e Flu: Type Aflu orinfluenza A viruses are capable of infecting people as well as animals.

2.5 Abbreviations and Acronyms

) CEO Chief Executive Officer

. CcooP Continuity of Operation Plan

) Fleet Facilities and Fleet Maintenance

. COMM Communications Center

. PT Pierce Transit

. ES Employee Services

o PCEM Pierce County Emergency Management
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J PT EOC Pierce Transit Emergency Operations Center
. TPCHD Tacoma - Pierce County Health Department

3. Implementation of the Pierce Transit Pandemic Response Plan

Pierce Transit's Pandemic Response Plan will be activated by order of the Pierce Transit CEO or when a
Pierce County Public Health Officer declares a state of emergency resulting from the emergence of human-to-
human transmission of a pandemic illness;

e Public Transit is an essential service which must operate under emergency pandemic conditions to
ensure residents with no travel alternatives have transportation for medical appointments, work,
grocery trips and other essential travel. Severe negative social and economic impacts would result
from cancellation of all public transit services;

e Steps must be taken to protect transit employee health during a pandemic, particularly those who
operate on the frontline in serving the public, such as transit operators, supervisors, public safety
and customer service staff. Additionally, efforts must be taken to protect employees from infecting
each other;

e Transit service may operate at a reduced level due to employees being in short supply, and demand
for bus service decreasing. Alternative routing that provides the most geographic coverage and
meet the most demand for service may be developed and implemented;

e During a pandemic event, Pierce Transit will continue operating transit service in coordination with
PCEM and TPCHD.

4. Elements of the Pierce Transit Pandemic Response Plan

This plan covers elements specific to a pandemic that are outside the scope of an all-hazards COOP. These
specific elements include the following:

— Identification of phases that trigger specific action

— Information and education program

— Disinfection program

— Personal Protective Equipment and sanitary aids to limit spread
— Vaccine/antiviral medications

— Service reduction, shutdown and restoration

4.1 Identification of Phases that Trigger Specific Action

Planning and response to a pandemic will depend on the risks involved. Unlike a catastrophic event, such as
an earthquake, a pandemic will likely have various lifecycle phases. Each phase may need a different
response strategy. For example, one phase might be the presence of unfounded fears and concern regarding
a certain virus, and the response might call for education and public awareness regarding the low risk
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involved. Another phase, however, may be the onset of a full pandemic, which calls for extreme measures to
limit its spread.

Phase Corresponding Pierce Transit Action
1 No Virus — No Action
2 | Animal to Human Virus —  Contact TPCHD for more information
Identified
3 | Worldwide Sporadic Cases — Contact TPCHD for recommendations
|dentified — Agency Awareness and Education to begin

—  Drill Private Medication Center Plan

— Managers meet to review the Pierce Transit Pandemic
Response Plan

— Finance assigns a project code to be used for
pandemic related expenses

—  Warehouse and Safety Office to inventory stockpile
and order applicable supplies ( Appendix G)

4 | Community Level Outbreaks — Contact TPCHD for recommendations
— Mangers to review departmental plans with staff
5 Pandemic Imminent — Coordinate with TPCHD

— Begin elevated cleaning and disinfection efforts
(Appendices D, E & F)

— Train employees on the use of PPE and sanitary aids

— Issue PPE and sanitary aids based on current needs

— Planning and Service Delivery staff to review and
adjust service levels as limited by staffing and
resources

— Investigate childcare programs and other benefits for
essential employees

— Coordinate with unions

6 | Global Pandemic Underway —  PT Emergency Operations Center is activated

— CEO may issue Emergency Declaration

— CEO may sign a Declaration of Emergency for
procurement of public works, goods and services

— CEO may suspend fare collection and implement rear
door entrance and exit on coaches

— CEO may order telework

—  CEO may consider furloughs for non-essential
employees

— CEO may close administrative offices and/or Bus Shop
to visitors

— Health screenings may begin (Appendix J)

— Implement social distancing measures aboard
vehicles and administrative areas
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— Daily Situation Reports are distributed to all
employees ( Appendix I)

— Planning to review and adjust service levels. Initiate
shutdown procedures where appropriate

— Begin recovery planning

7 Post Pandemic —  After-action meeting scheduled

—  Continue recovery planning

— Update Pierce Transit Pandemic Response Plan
— Replenish Stockpile

4.2 Communication and Education

Communications, in the form of information and educational programs, are a major part of pandemic
response. Communications will be divided into two distinct areas: communications to employees (internal)
and communications to the riding public (external).

Response tasks might be identified as a function of the various phases shown above. As a phase of the virus
is reached, the Agency may perform identified tasks. Those tasks might include press releases and social
media posts to the public regarding the risks involved and the actions taken by the Agency to reduce the risk
of infection on the system, dissemination of appropriate information to employees, and training sessions for
employees regarding personal hygiene at work and at home.

Internal communications will include reviewing policies and collective bargaining agreements to determine
whether policy and/or contractual changes should be made to address expected needs in a pandemic.
Employee Services (ES) policy changes might include such measures as the ability to require ill employees to
go home, additional telecommuting or flex scheduling, or a furlough policy if service cannot operate due to
shortages. A daily Situation Report ( ICS 214), generated by the Pierce Transit Emergency Operations
Center, should be completed and emailed/posted to all employees at the end of each workday ( Appendix I).

External communications may include system changes such as a reduced service network. Pierce Transit
could reduce service by percentages or by switching to a Saturday or Sunday schedule. Special consideration
will be made to continue to maintain service to medical facilities.

Information and educational training should be consistent with information recommended by federal, state
and local health departments. Agency staff will coordinate with these agencies to ensure that accurate and
appropriate information is being released. As the risk increases (different phases are reached), the degree of
informational outreach to both the riding public and employees may need to be adjusted and the amount of
educational training increased (Appendix A).
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INTERNAL COMMUNICATIONS

Phase

Actions

Responsibility

Update the agency’s Safety Plan with a section on precautions
against pandemic.

Distribute personal hygiene information through the Safety
Reminders program ( Appendix B and C)

Safety Office

Develop articles on employee personal hygiene and precautions
against pandemic flus.

Wellness Committee
Leads &
Communications
Manager

Disseminate articles through Microsoft Outlook emails, PT Pulse,
the agency website, CEO messages, printed newsletters,
internal agency monitors, and other forms of communications
Partner with public health departments, especially their
PCWARN and Education sections, to acquire timely information,
and to coordinate appropriate news releases to employees and
riding public

Communications
Manager

Develop a training video and/or poster(s) on hygiene and
precautionary measures against viruses both at work and in the
home

Commence disseminating the video and/or poster(s) to agency
departments

Develop signage needed at base (Appendix A)

Place pertinent information on the agency intranet PT Pulse

Marketing

5 and

Develop and deliver a more formal awareness program that
includes personal visits to employee work locations to
disseminate facts and to address concerns. This will commence
with briefings to managers and unions to solicit their support.
Continue to update employees with status reports of the virus
condition, using all appropriate means of distribution

Safety Office

Prepare and distribute a Daily Situation Report
(Appendix 1)

PT EOC
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EXTERNAL COMMUNICATIONS

Phase Actlons Responsibility
4 — Partner with public health departments, especially Tacoma- Employee Services and
Pierce County Health Department's education group, to acquire | Communications
timely information, and to coordinate release of appropriate Manager
news releases to employees and riding public
4-6 | — Prepare outreach/education materials in the form of social Communications
media posts, news releases, passenger bulletins, onboard Manager

announcements, external monitors and website articles that
provide guidance on personal hygiene, and keep patrons
informed on the risks involved

— Design, produce, and post communication materials above Marketing
(Appendix A)
5-6 | — Discuss with public officials regarding what Pierce Transit is Government &
doing Community Relations,

Employee Services

4.3 Disinfection Program

Various pandemic viruses can survive on surface materials for eight hours or longer. Consequently, Pierce
Transit should consider doing whatever is practical to improve the overall level of cleanliness and to
decontaminate all surfaces that patrons are likely to touch (hand-contact surfaces) both on board the
vehicles and in Transit Centers. These surfaces might include handrails, seat armrests, staircase hand grips,
access gates and other surfaces that patrons might touch.

Specific tasks will be identified by Fleet and Facilities Management to implement a disinfection program at
the appropriate risk level (i.e., when a predetermined, specific phase of the virus is reached). Additionally,
the disinfection program may be tiered up as the risk increases. For example, the frequency of disinfecting
various hand-contact surfaces will change considerably as the risk of infection intensifies.

When the risk of the virus is low, Pierce Transit might use its own personnel to carry out periodic disinfection
of hand-contact surfaces. But when the risk increases, hand-contact surfaces likely would need to be
disinfected several times a day, and the general level of cleanliness on board vehicles and at Transit Centers
would probably be increased considerably. Pierce Transit might need the services of an outside contractor to
conduct the appropriate level of cleaning ( Appendices D, E & F)
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DISINFECTION PROGRAM

}f‘hl:;te Action Responsibility
— Review plan for enhanced cleanliness of the system’s buses, | Facilities and Fleet
transit centers, particularly hand-contact surfaces. The plan | Maintenance.
should assess in-house resources and explore contract
5 ; ) )
services and costs geared to the different pandemic phases.
Review the training program for internal and external
disinfection
— Initiate program of disinfecting hand-contact surfaces at Facilities and Fleet
5.6 Transit Centers and on buses several times throughout each | Maintenance.
day, so that patrons perceive Pierce Transit to be a safe
environment

4.4 PPE and Sanitary Aids to Limit Spread
Pierce Transit has a responsibility to provide appropriate protective equipment to its employees.

PPE and sanitary aids can assist significantly in limiting the spread of a virus. During a pandemic outbreak,
sanitary aids along with a disinfection program can alleviate health concerns of the riding public and assist
in building confidence that Pierce Transit is a safe and viable means of transportation. Additionally, sanitary
aids can reassure Pierce Transit employees and provide them with an added layer of protection in
performing their daily functions.

Pierce Transit has included disposable or cloth face masks, gloves, disinfectant wipes, disinfectant sprays,
and disinfectant hand sanitizers as necessary supplies. The TPCHD currently recommends that N95 masks be
reserved for health care providers.

Disinfectant hand sanitizers will be made available to Pierce Transit employees at various locations
throughout the work environment.

Disposable and cloth masks should be distributed under the guidance of the Tacoma-Pierce County Health
Department or Pierce Transit CEO.

Face masks may be provided to different employees at different phases of the virus spread. For example,
employees who work in high-density patron environments, such as service supervisors, customer service,
public safety and transit operators, might be issued masks earlier than those who work in a more socially
distant environment.
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Pierce Transit has purchased a stockpile of products to protect employees while at work. During a
Pandemic, these supplies become increasingly difficult to purchase. Every effort will be made to keep 4-5
months of supplies on hand (Appendix H).

An alert phase table listing PPE and sanitary aid response is shown below:

PPE & SANITARY AIDS

Alert
Phase

Action

Responsibility

3-4

Establish funding authorization for PPE and sanitary aid
expenses related to the pandemic.

Purchase a enough of a supply of face masks, wipes, gloves
and disinfectants for the duration of the pandemic.

Work with suppliers to ensure a steady flow of these aids
for employees, given a progression of the virus to higher
alert levels. Estimate supplies needed for each alert phase

Warehouse
Procurement
Safety Office
PT EOC

3&
beyond

Distribute hand sanitizer throughout the agency for
employees. In the event there is limited supply, hand
sanitizer and PPE will be administered in sequential order
using the tiered distribution, identified in Section 5- Private
Medical Center

Service Delivery
Safety Office

Prepare Operators Lobby, Commerce and break areas to
ensure social distancing. Close pool table, rope off areas,
remove some seating, close gym, quiet room and building 4
computer room

Provide disinfectant wipes and sprays

Under guidance from the TPCHD and Pierce Transit CEO
issue employees’ protective masks

Safety Office

Continue to promote social distancing

Safety Office
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4.4.1 Warehouse

During a Pandemic, purchases of supplies and materials related to our Pandemic response should be made
through the Warehouse, allowing us to better track consumption and inventory.

During alert phase 3, the Warehouse will coordinate with the PT EOC, Maintenance and the Safety Office to
determine the appropriate amount of cleaning, disinfectant, paper products, PPE and sanitary aids required
(Appendix G).

An annual inventory of Pandemic Equipment and Supplies will be performed by the Warehouse and safety
office to ensure a four-month supply.

If cloth masks or face shields are needed, the PT Upholstery shop may fabricate them. Warehouse staff will
assist with the procurement of fabric and materials (Appendix H).

4.4.2 Procurement

In support of our emergency response, Procurement staff will develop all Interlocal Agreements, service and
construction contract and Mutual Aid Agreements. Procurement staff will support the Pierce Transit
Emergency Operations Center as needed.

5. Private Medication Center & Vaccinations
Each fall, given the spread of seasonal flu, Pierce Transit offers regular flu vaccinations to its employees.

During a pandemic, Pierce Transit partners with the Pierce County Health Department and may act as a
Private Medication Center (see Private Medication Center Plan), dispensing emergency medication to
employees and their families based on predetermined groupings and risks.

When vaccinations are available to Pierce Transit in limited supply, they will be administered in sequential
order. Within the tier, individuals in sub tier A will be vaccinated first until completed, then sub tiers, B, C,
and D.

Tier Sub tier A Sub tier B Sub tier C Sub tier D

Description | Transit employees directly e Vehicle custodians | Employees in The balance of

exposed to customers, including: | ¢ Mechanics business continuity | transit employees
e Service station critical positions. and their families

e Paratransit operators attendants who wish to be
e Fixed route operators Essential positions | vaccinated.
e Service Supervisors are listed in the
e Fixed route customer service COOP.
e Facilities custodians,
e Instructors
e Public Safety
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6. Service Levels

Pierce Transit will aim to provide service throughout the life cycle of a pandemic to the extent that they can
comply with public health department recommendations, and that enough employees are available to
maintain and operate transit vehicles. Nevertheless, it is likely that Pierce Transit will need to reduce service
in the event of a pandemic.

Pierce Transit will identify tasks related to developing service reduction plans, system shutdown plans, and
system restoration plans. Service reduction planning will consider ridership needs, employee availability and
include strategies for tiering down service.

Functions that must continue to operate during pandemic conditions are identified in the COOP.

6.1 Service Reduction

The following indicators will be monitored by Planning and Service Delivery as potential service reduction
triggers:

1. Ridership
2. Employee attendance
3. Asset availability

Service levels will be adjusted as necessary, with the following anticipated progression:

Drop certain bus runs from the schedule
Adopt Saturday service schedule

Adopt Sunday service schedule
Alternative modes and schedules

Shut down the system

U S~ W N —

Service reduction issues are anticipated to include the following:

Collective bargaining agreement(s) language

Sound Transit contract language

Employee welfare

Development of work rules/quidelines regarding hygiene practices in the work environment

N wWwN —

6.2 Service Shutdown

A Service Shutdown can only occur by order of the Pierce Transit CEO

In the event we are ordered to shut down service, the primary objective will be to execute an orderly, safe
conclusion of service, which preserves agency assets in a condition that will facilitate later service
restoration.
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Major tasks involved in the service shutdown consist of:

Notification to internal and external customers and contractors

Coaches will complete entire trips before returning to base

Supervisors will drive the system alerting passengers waiting at stops of the shutdown

Close transit centers and Tacoma Dome Station (TDS)

Secure shop/yard buildings

Recover all types of maintenance equipment

Complete revenue pickup and processing

Deploy property protection

Establish communications and logistics plan for administrative work (possible coordination from
home, individual office or other location as needed. (See COOP)

O o0~ =

Initial shutdown: bus operations
1. All revenue vehicles will be appropriately positioned in the yards at close of operations
2. Notifications will be provided to Sound Transit and the dispatch centers of other transit providers in
the area

Initial shutdown: bus maintenance
1. Fleet will secure buses in yard
2. Bus maintenance will fuel, clean and inspect fleet

Initial shutdown of Transit Centers and Bus Shop
1. Service Support and Public Safety will post personnel at transit centers and the bus shop
2. Facilities Maintenance will post personnel at maintenance shops and provide personnel for power
and mechanical support
3. Bus maintenance will post personnel at the bus yard
4. Public Safety will provide ongoing property protection

Initial shutdown offices
1. Pierce Transit offices will be closed and secured upon receipt of a shutdown order
2. Ongoing security may be provided by Public Safety
3. Spedial security provisions will be determined by the Safety Office and Public Safety
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6.3 Restoration of Service

Service can only resume by order of the Pierce Transit CEO

At the peak of the pandemic the agency should create a Recovery Team that will begin to plan for the
restoration of service. Team members should include:

Executive Director Service Delivery and Support
Executive Director Finance (needed during the sustainable service levels discussions)
Maintenance Manager

Employee Services Manager

Contract and Program Administrator

Facilities Manager

Planning Manager

Service Delivery Manager

Marketing Assistant Manager

Communications Manager

Executive Director Administration

Fixed Route Dispatcher (while designing the schedule)
ATU Advisor

The objectives of the recovery team:

Determine the appropriate service levels

Ensure sufficient staffing and resources to meet the identified service levels

Communicate these plans with the public and PT staff using social media, the PT Website and other
communication methods identified in the COOP.
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7. Department Checklists

1.1 Employee Services Checklist

If a Pierce Transit Employee reports they have tested positive for COVID-19, Employee Services will take the
following steps:

TASK

Instruct employee to follow instructions provided by their healthcare provider or Department of Health
(DOH).
The DOH states employees should stay home for 72 hours after fever resolves and at least 7 days
after onset of illness.

An employee who is waiting for test results should not return to work until they have
confirmation the test was negative and are symptom-free for 72 hours.

Explain leave options to the employee

Email affidavit to employee to return
Request a copy of their doctor’s note
leave@piercetransit.org or fax 253.984.8224

Advise employee that they will not be identified by name to the organization
The employee’s name will be provided to the Tacoma-Pierce County Health Department, along with their
contact information.

Establish the relevant 14-day period. Ask the following questions:

When did the employee test positive?
What was the last day worked?
When did employee begin showing COVID-19 symptoms?

If a Transit Operator, ask for the assignment number for the last day they worked.
Ask for the employee’s email address and a good contact number.
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Ask the positive employee to identify all areas in the workplace where they were physically present since
they began experiencing symptoms and to identify any individuals with whom they came into close
contact™ in the workplace.

*Close contact is defined as being within 6 feet of a person for more than 10 minutes while symptomatic
and for one day prior.

DOH guidelines recommend that individuals with potential exposure self-monitor for symptoms for 14
days from date of last known contact:

Notifications made by Employee Services (ES):

1. Tacoma-Pierce County Health Department-253.798.6410. Ask the receptionist to connect you
with the Health and Medical Liaison to provide them with the name of an employee that tested
positive

2. Employee’s Manager/Director- to coordinate leave and assistance in tracking exposed co-workers.

3. If a Transit Operator, SDS management will work with Dispatch to determine what employees
may have been exposed.

4. PT Emergency Operations Center (EOC)— Do not share the employee’s name. They will update the
Situation report to reflect a COVID positive employee. They will arrange for a text message to be
sent to Risk, Safety Office, Executive Team, Maintenance and the Communications Manager. This
message will alert agency leaders th