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G R T C  T R A N S I T  S Y S T E M S  

 

 

 

Vision:  

 

GRTC Transit System seeks to become the leading provider of World class 

Transportation services and mobility solutions. 

 

Our Mission: 

 

GRTC Transit System’s mission is to provide clean, safe, reliable transportation to 

improve mobility and access throughout Central Virginia 

 

Core Values: 

 

• Absolute Integrity, Competence, Diligence in performance of our duties 

• Commitment to put Safety First in order to provide safe transportation to our 

customers and a safe work environment for our employees 

• Commitment to provide exceptional customer service 

• Responsiveness to the needs of the communities we serve 

• Promotion of the personal and professional growth of our employees 
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TO:  All Employees and Other Interested Individuals 

FROM: Chief Operating Officer 

DATE:  Original Date August 1, 2016 (Date of Revision April 9, 2021) 

RE:  GRTC Transit System Emergency Response Plan 

 

It is the objective of the GRTC Transit System to ensure, as best we can, the safety of our 

employees and customers, and to provide reliable service in the event of natural or 

manmade disasters. To this end, it is the responsibility of all GRTC Transit System 

employees to make sure we provide service in the most secure manner possible. 

 

As part of our commitment to security and emergency responses, the Board of Directors 

passed a resolution calling for the development of a system security and emergency 

response plan. The overall goals are to maximize the level of security experienced by all 

passengers, employees, and any other individuals who come into contact with GRTC 

Transit System, and to minimize the costs and effects of any disaster, natural or 

manmade that may occur. To ensure that the system security and emergency response 

plan is successfully implemented the Chief of Transit Operations is designated as the 

GRTC Transit System Security and Emergency Response Coordinator (ERC). In the 

absence of the Chief of Transit Operations at the time of an emergency the Director of 

Risk Management will assume the responsibility of ERC and will maintain that role until 

the return of the Chief of Transit Operations. 

 

The Board of Directors of GRTC Transit System and I are absolutely and fully committed 

to this system security and emergency response plan because it formalizes security and 

emergency response in concert with safety as our transportation system's top priority. 

Please join me in supporting this important program. 

 

 

____________________________________   _____________________ 

Sheryl Adams                            Date 

Chief Operating Officer 
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1.0        BACKGROUND HISTORY 

 

Backgrounds and History of GRTC Transit System 

The first, commercially successful, electric street railway in the United States was built in 

Richmond by Frank Julian Sprague. Public electric railway service began in 1888, 

replacing the horse-car service inaugurated in 1860. Street railway service was operated 

until 1949, when the system became fully motorized. Motorized transit service first 

appeared on Richmond streets in 1923. 

 

The company that employed Sprague developed into the Virginia Railway and Power 

Company, later renamed the Virginia Electric and Power Company (now Dominion 

Power), which operated street railways and motor bus service in Richmond until the 

federal government ordered divestiture of the company's transit in 1944. The successor 

company, Virginia Transit Company, which operated the transit systems in Richmond, 

Norfolk, and Portsmouth, became part of the United Transit Company, a national 

holding company in 1945. Virginia Transit Company ceased operations in Portsmouth on 

September 16, 1961. 

 

In 1962, the United Transit Company holdings in Virginia were purchased by American 

Transportation Enterprises and continued to operate as the Richmond and Norfolk 

divisions of the Virginia Transit Company. The Norfolk division was sold to the City of 

Norfolk on March 8, 1973. The Richmond division was sold to the Greater Richmond 

Transit Company, as a division of the City of Richmond, on September 1, 1973. Since 

that time, the Greater Richmond Transit Company has provided transit service in 

Richmond and the surrounding area. 

 

Greater Richmond Transit Company 

The Greater Richmond Transit Company (GRTC) is the principal public transportation 

provider for the Richmond urbanized area. GRTC was created pursuant to authority 

granted to the City of Richmond in Section 2.03.3 of the Richmond City Charter and was 

incorporated on April 12, 1973, for the purpose of providing public transportation 

service in the Richmond area. Currently, GRTC operates fixed-route and paratransit 

service within the City of Richmond, and to a lesser extent, in portions of Chesterfield 

and Henrico counties and the City of Petersburg. Weekend fixed-route service and 
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paratransit service are available.  GRTC has continuously serviced this region throughout 

years with great success. Throughout the years there have been many changes to the 

organization. One of bigger projects that have taken place were the construction of the 

new Administrative office and the GRTC Pulse which will go into operation in 2017. 

 

 

2.0      PURPOSE OF EMERGENCY RESPONSE  

 

Emergencies or disasters may occur at any time. Types of emergencies or disasters 

range from technological to natural disasters to civil disturbances. Regardless of the 

type of emergency or disaster, the initial activation and implementation of the 

Emergency Response Plan (ERP) should always be the same. Because stress and 

confusion are to be expected at the emergency scene, quick and efficient 

implementation of the plan will provide clear directions, responsibility, and continuity of 

control for key offices. 

 

It must be emphasized that the ERP will only be implemented when there is actual or 

imminent danger to a large number of people. Routine management for isolated 

incidents will not require activation of the ERP unless the incident becomes out of 

control, for example, a dumpster fire that spreads to an adjacent building, or an 

accident within the maintenance area. 

 

3.0      BASICS FOR PLAN EXECUTION 

 

• To deal effectively with emergencies arising from natural or manmade hazards, 

including acts of terrorism. 

• To protect the company's facilities or reputation from further damage in the 

event of an emergency. 

• To ensure the orderly and efficient transition from normal to emergency 

operations and back to normal. 

 

4.0 DEFINITIONS AND CLASSIFICATIONS OF EMERGENCIES 

 

The following definitions of an emergency are provided guidelines to assist in 
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determining the appropriate response:  

 

Geographical Emergencies. This plan recognizes three basic types of geographical 

emergency situations: 

1. Internal Emergency - An emergency that endangers the overall safety and well-

being of customers, employees, visitors, vehicles and structures within the area of 

GRTC’s responsibility. 

2. Community Emergency - An emergency in the immediate vicinity of the GRTC or 

surrounding areas, which could create a large number of injuries/casualties or 

have an impact upon the vicinity. 

3. City, State or National Emergency – An emergency that will normally be managed 

by the City of Richmond Office of Emergency Services. 

 

 

4.1 TYPES OF EMERGENCIES 

Natural 

• Tornadoes 

• Earthquakes 

• Severe Storms 

• Hurricane 

 

Accidental 

• Fires 

• Hazardous materials spill 

• Transportation/Vehicle 

• Explosions 

• Prolonged utilities outages 

 

Societal 

• Civil disturbances 

• Bomb threats or explosions 

• Mail 
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4.2 CLASSIFICATIONS OF EMERGENCIES  

These classifications help to determine the severity of the situation: 

 

Minor Emergency - Any incident, potential or actual, which will not seriously affect the 

overall capacity of GRTC or its operations. 

 

Major Emergency - Any incident potential or actual, which affects transportation assets, 

building or buildings, and that, will disrupt the overall operations of GRTC. Outside 

emergency support services will probably be required, as well as major efforts from 

Richmond City support services. During a major emergency significant policy 

considerations and decisions will usually be required from GRTC leadership and the 

Emergency Response Team (ERT). 

 

Disaster - Any event or occurrence that has taken place and has seriously impaired or 

halted the operations of GRTC. In some cases, mass personal injuries/casualties and 

severe property damage may be sustained. A coordinated effort of all GRTC resources is 

required to effectively control the situation. Outside emergency services will be 

essential. In all cases of disaster, the Emergency Response Center (ERC) will be 

activated, and the appropriate support and operational plans will be executed. In 

addition, any incident that has the potential for adverse publicity for GRTC should 

immediately be reported to the Emergency Communication Team (ECT). 

 

5.0      EVACUATION 

 

Level I - Non - life-threatening event such as major power outage or severe storm. 

 

Level II - Partial evacuation in the event one building or area must be evacuated. It may 

reasonably be expected that this situation could be managed without outside support. 

 

Level III - Immediate evacuation of the property or vehicle  due to a potential or actual 

threatening event such as an accident involving the emission of toxic gases and vapors, 

fire or bomb threat. 
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6.0     ASSUMPTIONS 

 

In the event of emergency: 

 

• Local ambulance services and police will respond to bus accidents with company 

supervisors. 

• Local fire department will respond to facility and vehicle fires. 

• Local police will respond to bomb threats at any GRTC facility or on GRTC buses. 

• City personnel and equipment will respond to natural emergencies such as 

hurricanes and tornadoes.  GRTC will supplement where needed with manpower, 

materials and equipment. 

• Local police and fire emergency response teams will handle chemical or biological 

hazards delivered by mail or other means. 

 

7.0 EMERGENCY RESPONSE TEAM ORGANIZATION AND RESPONSIBILITIES 

 

GENERAL RESPONSE POLICY 

Direction and Control 

 

The overall control of emergency operations is the responsibility of the Chief of Transit 

Operations, who at the time of, and for the duration of the emergency is designated the 

Emergency Response Coordinator (ERC). In the event the Chief of Transit Operations is 

not available, the Director of Risk Management will assume responsibility. The ERC is 

responsible for making decisions as to when, and what type of emergency exists; and 

when, and what type of emergency response to implement. In addition to keeping the 

CEO and COO fully informed of situation decisions and status of the emergency, the ERC 

will coordinate closely and fully with the Emergency Communication Coordinator (ECC). 

The position of Public Relations Manager is designated ECC and has the responsibility of 

representing GRTC with the media and other news, information and general public 

sources external to GRTC. 

 

7.1 OPERATIONAL RESPONSIBILITIES OF THE ERC 

Include, but are not limited to the following: 
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• Initiate the portions of the emergency plan as appropriate to deal with the 

emergency in progress. 

• Organize and direct the emergency operations of the Emergency Response Team 

(ERT) to insure that proper steps are being taken. 

• Communicate with proper support services, city and state agencies and 

coordinate response actions (i.e. police, fire, and ambulance). 

• Communicate with top management on the progress in handling the emergency. 

• Declare when emergency has ceased. 

 

8.0     EMERGENCY RESPONSE TEAM (ERT)/COMPOSITION/RESPONSIBILITIES 

 

Emergency Communications Coordinator will stay in close and constant contact with the 

ERC for the purpose of providing public relations advice and acting as the GRTC 

representative to the public news and information sources. 

 

9.0      PLAN DISTRIBUTION 

 

• CEO 

• COO 

• Department Heads 

• Supervisors 

• Foremen 

• City of Richmond Emergency Response Center 

• City of Richmond Police Department 

• City of Richmond Fire Department 

• Selected sections of Plan (13.0-13.11) to all current and new employees  

 

10.0 EMERGENCY ALERT AND NOTIFICATION SYSTEM 

 

10.1 TELEPHONE TREE – Please refer to page 41, 43 and 44 for Emergency Contacts  

10.2 ALARM/ALERT SYSTEM – Please refer to page 42 Alarm/Alert Procedures 

10.3 RADIO/TELEPHONE-  Please refer to page 43 and 44 for Radio and Telephone   
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11.0   NOTIFICATION OF KEY/CRITICAL PERSONNEL:  

 

• Electronic or Verbal Communication 

• On site notification (duty hours) 

• Reference on duty calling tree 

• Off site notification (non duty hours) 

• Reference off duty calling tree 

• Alarm/Alert System 

• Radio/Telephone 

 

12.0 GENERAL NOTIFICATION AND EVACUATION PROCEDURES 

 

• Call the alert from a safe location and remember to stay calm. 

• Notify the Emergency Response Coordinator (and others) in the designated order 

and as appropriate with the emergency situation. Be prepared to answer the 

following questions: 

o Where is the emergency located? 

o What is the emergency? (Fire, medical, hazardous, etc.) 

o What caused the emergency event if known? 

o Give your identity as the caller. 

• Gather any other information that may be useful for the emergency responders 

(e.g. are there any injuries involved?). Do not hang up until instructed to do so. 

Quickly gather as much information as you can and give a telephone number or 

safe location where the emergency responders can contact or meet you, and wait 

for the responders at the safe location.  

 

12.1 GENERAL EVACUATION PROCEDURES 

The purpose of an evacuation plan is to chart and facilitate the quick and orderly 

evacuation of all personnel in the event of an unanticipated crisis.  GRTC has established 

building evacuation procedures for all employees.  

 

Fire Drills 

Quarterly drills are conducted to review employee awareness of evacuation routes, 

procedures and site response team effectiveness.  The Transportation Safety 
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Coordinator is responsible for conducting these drills to ensure prior coordination 

between the Emergency Response Coordinator, Evacuation Coordinators, and the local 

fire department. 

 

When evacuating your building or work area: 

a. Stay calm, do not rush, and do not panic. 

b. Safely stop your work. 

c. Gather your personal belongings if it is safe to do so. (Reminder: take prescription 

medications with you, if at all possible; it may be hours before you are allowed 

back in the building and you may be required to continue operations from 

another location.) 

d. If safe, close your office / work area doors and windows, but do not lock them. 

e. Use the nearest safe stairs and proceed to the nearest designated exit. Proceed to 

the designated Emergency Assembly Point (AP) and report to your Evacuation 

Coordinator. 

f. Wait for any instructions from emergency responders. 

g. DO NOT drive any vehicles unless directed to do so. 

h. Do not re-enter the building or work area until you have been instructed to do so. 

 

12.2 EVACUATION PROCEDURES INFORMATION 

A building occupant is required by law to evacuate the building when the fire alarm 

sounds.  

• Fire extinguishers (Types B and C) are located throughout the buildings. Those 

GRTC employees who have been trained on their use are responsible for locating 

the extinguishers and other fire suppression equipment in his/her work area. 

Employees are trained only to extinguish incipient stage fires. 

• Emergency first aid kits are located throughout the maintenance shop and in the 

Administration building. 

 

12.3 EVACUATION OF PERSONS WITH DISABILITIES (General) 

In all emergencies, after an evacuation has been ordered:  

• Evacuate people with disabilities, if possible. 

• If the situation is life threatening, call 9-911. 
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• Check on people with special needs during an evacuation. A “buddy system” for 

people with disabilities is a good option.  Volunteers, (co-workers) to alert and 

assist the disabled in an emergency is recommended and an encouraged method. 

• People with disabilities who are unable to negotiate steps are to report to an 

established “Designated Area of Rescue” near the elevators, if above ground 

level. 

• Attempt a rescue evacuation ONLY if you have had rescue training or if the person 

is in immediate life threatening danger and cannot wait for professional 

assistance. 

• ALWAYS ASK persons with disabilities what assistance or special consideration is 

needed before attempting any rescue effort.  

   

12.4 ASSISTANCE TO PERSONS WITH DISABILITIES (Specific) 

Blind or Visual Impairment 

 

Bomb Threat, Earthquake, Fire, Hazardous Materials Releases and Power Outages: 

• Give verbal instructions to advise about the safest route or direction using 

compass directions, estimated distances, and directional terms. 

• DO NOT grasp a visually impaired person's arm. Ask if he or she would like to hold 

onto your arm as you exit, especially if there is debris or a crowd. 

• Give other verbal instructions or information (i.e., elevators cannot be used).  

 

Hearing Loss 

 

Bomb Threat, Earthquake, Fire, Hazardous Materials Releases, and Power Outages:  

• Get the attention of a person with a hearing disability by touch and eye contact. 

Clearly state the problem. Gestures and pointing are helpful, but be prepared to 

write a brief statement if the person does not seem to understand. 

• Offer visual instructions to advice of safest route or direction by pointing toward 

exits or evacuation maps.  

 

Mobility Impaired  

 

Bomb Threat, Earthquake, Fire, Hazardous Materials Releases: 
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• It may be necessary to help clear the exit route of debris (if possible) so that 

the person with a disability can move out or to a safer area. 

• If people with mobility impairments cannot exit, they should move to a safer 

area, e.g., 

o Most enclosed stairwells. 

o An office with the door shut which is a good distance from the hazard 

and away from falling debris in the case of earthquakes. 

• Notify police or fire personnel immediately about any people remaining in the 

building and their locations. 

• Police or fire personnel will decide whether people are safe where they are, 

and will evacuate them as necessary. The Fire Department may determine that 

it is safe to override the rule against using elevators. 

• If people are in an immediate life threatening situation with no safer area 

while waiting for assistance, it may be necessary to evacuate them by 

whatever means possible. 

 

12. 5  POWER OUTAGES 

• If an outage occurs during daylight hours and disabled inhabitants choose to 

remain in their present location for restoration of electricity they should move to 

an area with access to natural sunlight and a working communications device.  

Make Evacuation Coordinators aware of these individuals in order to advise 

emergency personnel of their situation. 

• If an evacuation order has been given and people are forced to leave buildings, or 

an outage occurs at night, call 9-911 to request evacuation assistance from 

emergency service personnel. 

 

13.0 GENERAL EMERGENCY PROCEDURES FOR SPECIFIC SITUATIONS 

 

FIRE PROCEDURES  

Building occupants are required by law to evacuate when a fire alarm sounds as soon as 

possible. 

 

Fire in your Work Area: 



Emergency Response Plan 

 

Page 16 

• First notify the Fire Department by pulling the manual pull station or calling 9-911.  

Alert Supervisor/Evacuations Coordinator and other personnel in the area. 

• If trained to use a portable fire extinguisher and can safely extinguish the blaze, 

do so very carefully.  Be sure there is a safe exit from the area in the event the fire 

extinguisher fails, or if the one fire extinguisher is not enough. 

• Proceed by either the primary or secondary route to your designated Emergency 

Assembly Point (AP). 

• On your way out, warn others nearby. 

• Move away from smoke and fire. Close doors and windows if time permits as well 

as disabling any electrical appliances. 

• Touch closed doors before opening. Do not open them if they are hot. 

• Do not re-enter the building or work area unless instructed to do so by the 

emergency responders.  

 

Bus Fire on the Street:  

• Shut the engine down. 

• Get everyone off the bus and move them to a safe location. 

• Call Dispatch notifying them of the situation. 

• Wait for GRTC and Emergency Response Personnel to arrive. 

• Note: The 200, 300, 400, and 900 series buses have on-board fire suppression 

systems. 

 

Bus Fire (BRT) on the Street: 

• Shut the engine down. 

• Get everyone off the bus and move them to a safe location. 

• Call Dispatch notifying them of the situation. 

• Wait for GRTC and Emergency Response Personnel to arrive. 

• Note: The BRT series buses have on-board fire suppression systems. 
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14.0 MEDICAL EMERGENCIES (serious injury or illness) 

 

• Stay with victim. Yell for help. 

• Quickly assess the situation. 

• Have someone phone 9-911. 

 

While on Bus/BRT 

            Operators should properly stop and secure the bus 

            Access situation and make sure victim or passengers are not in any harm.  

         Contact Radio/Dispatch and emergency responders  

 

When making the emergency call, state: 

• Where the emergency is: building, floor and room. 

• The phone number from where you are calling. 

• What happened: fall, heart attack, chemical spill, etc. 

• How many persons need help: 

o Condition of victim(s); what is being done for the victim? 

o You hang up last. 

• CPR: If possible, persons currently licensed in CPR/First Aid should administer aid 

to the victim until professional help arrives. 

• If CPR is unsuccessful, use an AED to try and restart the victim’s heart. 

• Automated External Defibrillator Units (AED units) are located in these areas of 

the company: 

BUILDING LOCATION 

Operations/Maintenance Dispatcher's Office 

Administrative Building Safety and Risk Management Office 

Repair Shop (Belt Boulevard) Foreman's Office 

RideFinders (Lavatory) 1013 East Main Street - Richmond, VA. 

• Be sure to notify Evacuation Coordinators. 

 

14.1 EARTHQUAKE PROCEDURES 

Inside the Building: 
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• Duck under the nearest sturdy object and hold onto it until the shaking stops. If 

you are not near a sturdy object, make yourself as small as possible and cover 

your head and neck. 

• If you stand in a doorway, brace yourself against the frame and watch out for a 

swinging door or other people. 

• Avoid windows, filing cabinets, bookcases and other heavy objects that could fall 

or shatter. 

• Stay under cover until the shaking stops, then leave the building and proceed to 

your building AP.  

 

Outside the Building: 

• Move away from trees, signs, buildings, electrical poles and wires. 

• Protect your head with your arms from falling bricks, glass, plaster, and other 

debris. 

• Move away from fire and smoke. 

• Proceed to the nearest Emergency Assembly Point if safe to do so or an alternate 

location designated by one of the Evacuation Coordinators. 

• Stay alert for further instructions. 

 

14.2 TORNADOES 

Inside the Building: 

An underground area, such as a basement or storm cellar, provides the best protection 

from a tornado. If an underground shelter is unavailable, consider the following: 

• Seek a small interior room or hallway on the lowest floor possible 

• Stay away from doors, windows, and outside walls 

• Stay in the center of the room, and avoid corners because they attract debris 

• Consider rooms constructed with reinforced concrete, brick or block with no 

windows and a heavy concrete floor or roof system overhead 

 

Outside the Building: 

Personnel should also be aware of what to do if caught outdoors when a tornado is 

threatening.  
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Seek shelter in a basement or a sturdy building. If one is not within walking distance, try 

driving a vehicle, using a seatbelt, to the nearest shelter.  

 

Encountering flying debris while in a vehicle, there are two options: 

• Staying in the vehicle with the seat belt on, keeping your head below the windows 

and covering your head with your hands or a blanket, 

• If there is an area outside the vehicle that is noticeably lower than the roadway, 

lie in that area and cover your head with your hands. 

 

While operating Bus(BRT) 

 

     Personnel should also be aware of what to do if caught outdoors when a tornado is      

threatening.  

 

Seek shelter in a basement or a sturdy building. If one is not within walking distance, try 

driving a vehicle, using a seatbelt, to the nearest shelter.  

 

Encountering flying debris while in a vehicle, there are two options: 

• Staying in the vehicle with the seat belt on, keeping your head below the windows 

and covering your head with your hands or a blanket, 

• If there is an area outside the vehicle that is noticeably lower than the roadway, 

lie in that area and cover your head with your hands. 

 

 

15.0   CIVIL DISTURBANCE/DEMONSTRATION PROCEDURES 

 

Most demonstrations are peaceful and people not involved should attempt to carry on 

business as usual. Avoid provoking or obstructing demonstrators. Should a disturbance 

occur, call Police at 9-911. If a disturbance seems to threaten the occupants of the 

building, report it immediately to the Police and take the following actions: 

• Alert all persons in the area of the situation. 

• Lock all doors. 

• Close blinds to prevent flying glass. 

• If necessary, your department may decide to cease work operations. 
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• If necessary to evacuate, follow directions from police. 

• If evacuation is ordered, meet at the location designated as your building's 

Emergency Assembly Point (AP) or as directed by Police. 

 

CIVIL DISTURBANCE/DEMONSTRATION PROCEDURES AWAY FROM THE PROPERTY  

 

Most demonstrations are peaceful and people not involved should attempt to carry on 

business as usual. Avoid provoking or obstructing demonstrators. Should a disturbance 

occur,  contact dispatch.  Dispatch will call Police and send assistance to you as quickly 

as possible.  

• Dispatch will coordinate with management to get buses in the area detoured and 

away from the location.  

• Operator should alert passengers as to what is going on and remain as calm as 

possible. 

• If situation does turn violent, operators should do everything possible to remove 

passengers and yourself from the situation.  

• Once in a safe location await for assistance.  

 

 

 

 

 

15.1 CRIMINAL OR VIOLENT BEHAVIOR 

Everyone is asked to assist in making GRTC and its facilities a safe workplace by being 

alert to suspicious situations or persons and reporting them as outlined below: 

 

If you are a victim, or are involved in any workplace violation of the law such as assault, 

robbery, theft, overt sexual behavior, etc., do not take any unnecessary risks. Notify 

Police as soon as possible and give them the following information: 

• Nature of the incident; 

• Location of the incident; 

• Description of the person(s) involved; 

• Description of the property involved. 
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If you witness a criminal act or notice person(s) acting suspiciously on or around the 

property, immediately notify Police at 9-911. DO NOT ATTEMPT TO INTERVENE. 

 

Assist the police when they arrive by supplying them with any additional information 

requested; ask others to do the same.  

 

16.0        EXPLOSION, BOMB THREAT, AND BIOLOGICAL RELEASE 

 

A suspicious-looking box, package, object or container in or near your work area may be 

a bomb, or explosive material. Do not handle or touch the object. Move to a safe area 

and call the Police and fire at 9-911. Use a telephone, radio, or cell phone from a safe 

area. Do not operate any power switch, and do not activate the fire alarm. 

 

 

• Take cover under sturdy furniture, or leave the building if directed to do so by 

emergency responders. Report to your designated AP. 

• Stay away from windows. 

• Do not light matches. 

• Move well away from the site of the hazard to a safe location. 

 

 

 

 

 

 

 

16.1 BOMB THREAT (via the telephone): 

• Stay calm and keep your voice calm. 

• Pay close attention to details. Talk to the caller to obtain as much information as 

possible. 

• Take notes. Ask questions:  

o When will it explode? 

o Where is it right now? 

o What does it look like? 



Emergency Response Plan 

 

Page 22 

o What kind of bomb is it? 

o Where did you leave it? 

o Did you place the bomb? 

o Who is the target? 

o Why did you plant it? 

o What is your address? 

o What is your name? 

• Observe the caller's: 

o Speech patterns (accent, tone) 

o Emotional state (angry, agitated, calm, etc.) 

o Background noise (traffic, people talking and accents, music and type, etc.) 

o Age and gender 

• Write down other data: 

o Date and time of call 

o How threat was received (letter, note, telephone) 

• Call police and submit your notes from the telephone call or the bomb threat. 

o Follow police instructions 

• If you are told by emergency responders to evacuate the building: 

o Check your work area for unfamiliar items. Do not touch suspicious items; 

report them to your supervisor. 

o Take personal belongings when you leave. 

o Leave doors and windows open. Do not turn light switches on or off.  Move 

to your designated AP and/or follow instructions from emergency 

responders. 

o Do not allow re-entry into buildings or buses until declared safe by proper 

authorities. 

o Do not discuss the bomb threat with news media or other unauthorized 

persons. Company policy prohibits this act because your comments may be 

misrepresented and additional bomb threats may be precipitated. 

o When allowed back into facilities follow access control requirements. 

o Note the event on the Incident Management System and complete any 

related Incident Reporting Procedures. Keep all information factual and 

include a timeline of events. 
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16.2      BOMB THREAT AFTER HOURS 

• Call Police and relay information from the Bomb Threat Checklist. 

• Call the GRTC Transit System Security Officer and COO at home. 

• DO NOT PULL THE FIRE ALARM unless instructed by building management. 

• Evacuate the buildings and buses once given the order to do so. 

• Fill out the Bomb Threat Checklist.  Follow procedures 1-9. 

• The police will authorize re-entry to the building when they feel it is safe. 

• Complete an Incident Report. 

 

 

16.3 SEARCH PROCEDURES 

All roving security personnel will report to appropriate command center to await an 

assigned area of search only if the person in charge allows this to happen.  Other 

emergency personnel will be assigned areas to make secure. 

• If anything unusual is found, DO NOT TOUCH IT!  Immediately report to current 

person in charge (who will be stationed at a designated command center), notify 

them of what was found and where it was found. 

• Turn over all information including recorded information on the Telephone Bomb 

Threat Reminder so that incident reports can be written. 

• Make sure that GRTC Security and the Chief Operating Officer are informed of the 

incident. 

 

 

 

 

16.4  BOMBTHREAT CHECKLIST 
 
 
 
 

BOMB THREAT CHECKLIST 
INSTRUCTIONS:    LISTEN!    DO NOT INTERRUPT THE CALLER! 

 

Name of person taking call: Title: Date: 

      

CALLER’S IDENTITY: 
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  SEX:    MALE     FEMALE      APPROXIMATE AGE:                       YEARS 

ORIGIN OF CALL: 

 LOCAL     LONG DISTANCE    PAY PHONE   INTERNAL (from which building): 

VOICE CHARACTERISTICS SPEECH LANGUAGE 

 Loud  Soft  Fast  Slow  Excellent  Good 

 High Pitch  Deep  Distinct  Distorted  Fair  Poor 

 Raspy  Pleasant  Stutter  Nasal  Foul   

 Intoxicated    Slurred    Other: 

 Other:  Other     

  MANNER BACKGROUND NOISES 

 Local  Not Local  Calm  Angry  Office 
Machinery 

 Factory 
Machinery 

 Foreign  Caucasian  Rational  Irrational     

 Race  Region  Coherent  Incoherent  Street Traffic  Airplanes 

Explain:  Deliberate  Emotional  Bedlam  Trains 

   Righteous  Laughing  Animals  Voices 

       Quiet  Music 

       Mixed  Party 

BOMB FACTS 

KEEP CALLER TALKING 

With caller’s permission, ask: 

WHEN WILL IT GO OFF? Certain Hour? Time Remaining? 

WHERE IS IT PLANTED? Building? Area? 

WHAT IS YOUR NAME? 

Did the caller appear familiar with the plant of building by his description of the bomb location?   YES    NO 

ACTION TO TAKE IMMEDIATELY AFTER THE CALL 

Notify your supervisor.  Talk to no one other than instructed by your supervisor. 

Write out the message in its entirety (Use other side if necessary) 

  

  

Remarks: 

 

 

16.5 SUSPICIOUS PACKAGES 

Refer to Post Order: Positions and responsibilities for procedures when handling a 

delivered package. 

 

The item does not require delivery by a carrier.  Most bombers set up and deliver bombs 
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themselves. Use the following suggestions to assess suspicious packages you find during 

your checking procedures or left at a desk for delivery within the building: 

 

• If delivered by a carrier, inspect for lumps, bulges, or protrusions. Do not apply 

pressure, and balance check to see if lopsided or heavy sided. 

• Handwritten addresses or labels from companies are improper.  Check to see if 

the company exists and if they sent a package or letter. 

• Packages wrapped in string are automatically suspicious, modern packaging 

materials have eliminated the need for string or twine. 

• Excess postage on small packages indicates the package was not weighed by the 

Post Office.  No postage or non-canceled postage.  Any foreign writing, addresses, 

or postage. 

• Handwritten notes such as; “To Be Opened in the Privacy Of” or “CONFIDENTIAL”, 

“Your Lucky Day is Here” and lastly, “Prize Enclosed”. 

Improper spelling of common names, places, or titles.  Generic or incorrect titles. 

• Leaks, stains, or protruding wires, string, or tape, etc. 

• Packages or letters that are hand delivered, or dropped off.  No return address or 

irrational return address.  Any letters or packages arriving before or after a phone 

call from an unknown person asking if the item was received.  

• Operators should be aware of any packages or items left on the bus unattended. 

Operators are to notify dispatch immediately in the case of any unattended 

packages or items left on the buses 

 

If you have a suspicious letter or package, call: 911 - ISOLATE – EVACUATE. 

Bombs can be constructed to look like almost anything and can be placed or delivered in 

any number of ways.  The probability of finding a bomb that looks like the stereotypical 

bomb is almost nonexistent.  The only common denominator that exists among bombs 

is that they are designed or intended to explode. 

 

Most bombs are homemade and limited in their design only by the imagination and 

resources available to the bomber.  Remember when searching for a bomb that 

anything that looks out of place or unusual is suspect.  Let trained bomb technicians 

determine what is or is not a bomb. 
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IF YOU SUSPECT UNLAWFUL POSSESSION OR USE OF EXPLOSIVES OR BOMBS, CALL 1-

888-ATF-BOMB OR YOUR LOCAL ATF OFFICE FOR ASSISTANCE. 

 

Minimum evacuation distance is the range at which a life-threatening injury from blast 

or fragment hazards is unlikely.  However, non-threatening injury or temporary hearing 

loss may occur.  

• Hazard ranges are based on open, level terrain. 

• Minimum evacuation distance may be less when the explosion is confined within 

a structure. 

• Falling glass hazard range is dependent on line-of-sight from explosion source to 

windows. 

• Metric equivalent values are mathematically calculated. 

• Explosion confined within a structural collapse or building debris hazards. 

• Additional hazards include vehicle debris.  

 

17.0 EVACUATION GUIDELINES: SUSPECT CAR BOMB 

 

In the case of a large sedan, the indoor evacuation distance determined by the Technical 

Support Working Group (TSWG) is 400 feet (approximately one city block). The outdoor 

evacuation distance is 1,750 feet (approximately 4 1/2 city blocks). These distances 

account for the potential damage that can be created by a 1,000 lb. TNT charge (TSWG's 

maximum charge weight for a large car bomb). 

 
All people located within the 400 ft indoor evacuation range (indicated in the chart 

above by the orange band), should evacuate the building they are in and move to a 
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location beyond the outdoor evacuation distance (1,750 ft) or to a safe indoor location 

at least 400 ft from the suspected car bomb. Anyone who remains indoors within the 

400 ft indoor range is at possible risk of severe injury or death due to structural failure if 

the bomb explodes.  

 

People that are located indoors beyond the 400 ft range should seek refuge toward the 

interior of the building in a location away from any glass, overhead fixtures, and weak 

structural elements. If the car bomb explodes, there may be damage to the exterior of 

the building and moderate interior damage due to projected window glass, but most 

buildings will remain structurally intact. 

 

People that are located outdoors should move beyond the 1,750 ft outdoor danger 

range. Beyond 1,750 ft, outdoor hazards of blast exposure and debris from a large car 

bomb will be very minimal. 

 

These same principles for indoor and outdoor evacuation apply to other types of 

possible vehicle bombs. Refer to the chart below for the appropriate evacuation 

distances for each type of vehicle. 

 

 

17.1 TSWG EVACUATION DISTANCES 

 

 

Vehicle Type Outdoor Indoor 

Small Car  1,500 ft. 320 ft. 

Large Sedan  1,750 ft. 400 ft. 

Cargo Van  2,750 ft. 640 ft. 

Box Van  3,750 ft. 840 ft. 

Water/Fuel Truck 6,500 ft. 1,240 ft. 

Tractor Trailer 7,000 ft. 1,570 ft. 

 

18.0 BIOLOGICAL THREAT 
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Overview: If there is a biological threat … protect yourself 

  

Visual Guide: 

 

A biological attack is the release of germs or other biological substances. 

Many agents must be inhaled, enter through a cut in the skin or be eaten 

to make you sick. Some biological agents can cause contagious diseases, 

others do not. 

 

 

A biological attack may or may not be immediately obvious. While it is 

possible that you will see signs of a biological attack it is perhaps more 

likely that local health care workers will report a pattern of unusual 

illness. 

 

  

If you become aware of an unusual or suspicious release of an unknown 

substance nearby, it doesn't hurt to protect yourself. 

 

 

 

  

 

 

 

Get away from the substance as quickly as possible. 
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Cover your mouth and nose with layers of fabric that can filter the air 

but still allow breathing. 

  

 

 

 

 

18.1 CHEMICAL THREAT 

Overview: A chemical attack is the deliberate release of a toxic gas, liquid or solid that 

can poison people and the environment. 

 

Possible Signs of Chemical Threat 

• Many people suffering from watery eyes, twitching, choking, having trouble 

breathing or losing coordination.  

• Many sick or dead birds, fish or small animals are also cause for suspicion. 

  

A chemical attack is the deliberate release of a toxic gas, liquid or solid 

that can poison people and the environment. 

 

 

 

Watch for signs such as many people suffering from watery eyes, twitching, choking, 

having trouble breathing or losing coordination. 

 

 

If you see signs of a chemical attack, quickly try to define the impacted 

area or where the chemical is coming from, if possible. 
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Take immediate action to get away from any sign of a chemical attack. 

If the chemical is inside a building where you are, try to get out of the 

building without passing through the contaminated area, if possible. 

 

 

 

Otherwise, it may be better to move as far away from where you 

suspect the chemical release is and "shelter-in-place." 

 

 

 

 

If you are outside when you see signs of a chemical attack, you must 

quickly decide the fastest way to get away from the chemical threat. 

 

 

 

  

Consider if you can get out of the area or if it would be better to go 

inside a building and follow your plan to "shelter-in-place." 

 

 

     

 

If your eyes are watering, your skin is stinging, you are having trouble 

breathing or you simply think you may have been exposed to a 

chemical, immediately strip and wash. Look for a hose, fountain, or any 

source of water. 

 

 

Wash with soap and water, if possible, but do not scrub the chemical 

into your skin. 
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Seek emergency medical attention. 

 

 

 

 

 

18.2  RADIATION THREAT 

A radiation threat, commonly referred to as a "dirty bomb" or "radiological 

dispersion device (RDD)", is the use of common explosives to spread radioactive 

materials over a targeted area. It is not a nuclear blast. The force of the explosion 

and radioactive contamination will be more localized. While the blast will be 

immediately obvious, the presence of radiation will not be clearly defined until 

trained personnel with specialized equipment are on the scene. As with any 

radiation, you want to try to limit exposure. It is important to avoid breathing 

radiological dust that may be released in the air. 

 

 

If there is a Radiation Threat or "Dirty Bomb" 

1. If you are outside and there is an explosion or authorities warn of a radiation 

release nearby, cover your nose and mouth and quickly go inside a building 

that has not been damaged. If you are already inside check to see if your 

building has been damaged. If your building is stable, stay where you are. 

Close windows and doors; turn off air conditioners, heaters or other 

ventilation systems. 

2. If you are inside and there is an explosion near where you are or you are 

warned of a radiation release inside, cover nose and mouth and go outside 

immediately. Look for a building or other shelter that has not been damaged 

and quickly get inside. Once you are inside, close windows and doors; turn off 

air conditioners, heaters or other ventilation systems. 

3. If you think you have been exposed to radiation, take off your clothes and 

wash as soon as possible. 
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4. Stay where you are, watch TV, listen to the radio, or check the Internet for 

official news as it becomes available. 

5. Remember: To limit the amount of radiation you are exposed to, think about 

shielding, distance and time. 

a. Shielding: If you have a thick shield between yourself and the 

radioactive materials more of the radiation will be absorbed, and you 

will be exposed to less. 

b. Distance: The farther away you are from the blast and the fallout the 

lower your exposure. 

c. Time: Minimizing time spent exposed will also reduce your risk. 

 

 

A radiation threat or "Dirty Bomb" is the use of common explosives to 

spread radioactive materials. 

 

 

 

 

 

It is not a nuclear blast. The force of the explosion and radioactive 

contamination will be more localized. In order to limit the amount of 

radiation you are exposed to, think about shielding, distance and time. 

 

 

 

 

Shielding: If you have a thick shield between yourself and the radioactive 

materials, more of the radiation will be absorbed by the thick shield, and 

you will be exposed to less. 
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Distance: The farther away you are from the radiation the lower your 

exposure. 

 

 

 

 

 

Time: Minimizing time spent exposed will also reduce your risk. 

 

 

 

  

 

 

Local authorities may not be able to immediately provide information on 

what is happening and what you should do. However, you should watch 

TV, listen to the radio, or check the Internet often for official news and 

information as it becomes available. 

 

 

18.3     HAZARDOUS MATERIAL 

 

If you are a hazardous material user, your supervisor, or the Safety Compliance 

Specialist, will train you on the proper use and storage of hazardous materials. This 

training should include hazard information, proper procedures for preventing spills, and 

emergency procedures when a spill happens. 

  

If as a user you spill a hazardous material or materials: 

• Leave the area of the spill first and proceed to a safe location nearby. 

• Assess if you have the proper training, protective gear, and absorbent material to 

clean up the spill. 

• If you are able to clean up the spill, follow proper cleanup procedures and use 

proper personal protective equipment. 
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• Dispose of any hazardous waste according to local, state, and federal regulations. 

 

Consult your supervisor if necessary: 

• If you require assistance to clean up the spill. 

• If the spill is flammable, emitting hazardous vapors, or corrosive and will require 

respiratory protective equipment. 

• If you suspect or witness a release of a hazardous material to the environment 

(air, water, ground) call the Fire Department.  

 

19.0    UTILITY FAILURE 

 

• Evacuate the building if the fire alarm sounds and/or upon notification by the 

police. 

• A major power outage may not in itself be destructive, but a possible resulting 

panic or fire could endanger life and property. In buildings, fume hoods do not 

operate during a power outage and most should not be used until the ventilation 

is properly restored. 

 

19.1 FLOODING/PLUMBING FAILURE 

If flooding occurs (due to a plumbing failure or other problem):  

1. Shut off water source. 

2. Cease using all electrical equipment. 

3. If necessary, evacuate the building. 

 

 

20.0  GAS LEAK 

 

If you smell natural gas: 

1. Cease all operations immediately. 

2. Do not turn on/off light switches or electrical equipment. 

3. Notify Police and Fire: 911 

4. If possible, cut off fuel source. 
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Evacuate as soon as possible (see General Evacuation Procedures)     

 

20.1  VENTILATION PROBLEM 

If odors come from the ventilation system: 

• Immediately notify supervisor and facilities manager. 

• If necessary, cease all operations and evacuate area. 

• If smoke is present, activate the fire alarm system by pulling the pull station, if 

available, and call 9-911 from a safe location.  

 

 

30.0 TRAINING AND DOCUMENTATION 

 

Training is an integral part of the safety program for your building and it is the 

responsibility of each department to ensure all their employees are trained on the 

Building Emergency Plan for the building(s) they occupy. It is the responsibility of the 

occupant to become familiar with the Building Emergency Plan, to know evacuation 

routes and assembly points, and to attend training(s) given by their department. As a 

supplement to the training, the Evacuation Coordinator will post information in the 

building to ensure all occupants and guests can safely exit during an emergency. 

 

 

 

 

40.0 KEY PERSONNEL RESPONSIBILITIES 

 

 

40.1  EMERGENCY RESPONSE COORDINATOR 

This person has the responsibility for the overall control of the emergency operations. 

Operation responsibilities include, but are not limited to the following: 

• Determines what type of emergency exists. 

• Initiates the portions of the Emergency Response Plan appropriate to deal with 

the emergency in progress. 

• Organizes and directs the emergency operation of the staff to ensure that proper 

steps are being taken. 
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• Communicates with the proper municipal support agencies and coordinates their 

response activities. 

• Communicates with company management officials on the progress in handling 

the emergency. 

• Works with the Richmond City Emergency officials at the Richmond Emergency 

Operations Center (R.E.O.C.). Road closures and power outages should be 

communicated to personnel at the R.E.O.C. 

• Advises the Emergency Communications Coordinator. 

• Declares when emergency has ceased.  

 

 

40.2  ASSISTANT CHIEF OF TRANSIT OPERATIONS 

The Assistant Chief of Transit Operations is responsible for, but not limited to the 

following: 

• Carries out instructions for Transportation Department as directed by Emergency 

Response Coordinator. 

• Makes sure sufficient service is in operation also to include specially designated 

routes to shelters. 

• Positions street supervisors in key areas to control emergency. 

• Keeps Dispatchers and other Transportation Department employees abreast of 

situation. 

• Coordinates bus operations from alternate locations if necessary. 

• Maintains open lines of communications with Emergency Response Coordinator 

and Emergency Communications Coordinator regarding route changes. 

 

 

40.3  DIRECTOR OF MAINTENANCE 

The Facilities Operations Coordinator is responsible for, but not limited to the following: 

• Carries out instructions for facilities as directed by Emergency Response 

Coordinator. 

• Knows where Shift Foreman is at all times. 

• Ensure that enough personnel are on duty to handle maintenance services and 

assist in other areas as needed. 
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• Communicate to departments if maintenance service demands cannot be fulfilled 

to GRTC’s fixed route or Specialized Transportation services. 

• Keeps abreast of location and state of operation of all equipment. 

• Coordinates operation of maintenance function at alternate location if necessary. 

• Maintains open line of communication with Emergency Response Coordinator. 

 

40.4 DIRECTOR OF SAFETY AND RISK MANAGEMENT 

The Director of Risk Management is responsible for, but not limited to the following: 

• Coordinating the safe operation of GRTC Transit System’s equipment. 

• In regards to expected service in areas that may have become unsafe to 

determine whether buses will operate in those areas. 

 

 

40.5 SPECIALIZED TRANSPORTATION GENERAL MANAGER 

The General Manager is responsible for, but not limited to the following: 

• Notifying Specialized Transportation employees who will be required to report for 

duty. 

• Defining expectations of operations and making available to appropriate agencies. 

• Operations information will be made available to Emergency Communications 

Coordinator as well as Customer Service Department. 

 

 

40.6 DIRECTOR OF INFORMATION TECHNOLOGY 

The Director of Information Technology is responsible for, but not limited to the 

following: 

• Coordinate IT services and manage losses due to power surges as well as make 

sure power continues to all servers, GFI, telephones, radios, and fare box probes 

by whatever means is available. 

 

 

40.7 Safety Service Manager 

The Safety Service Manager is responsible for, but not limited to the following: 

• Make sure the Customer Service Center has a sufficient number of Customer 

Services Representatives (CSRs) to handle in-coming calls. 
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• Communicates the status, type, and number of calls coming to the customer 

service center to appropriate departments or agencies. 

 

 

 

 

40.8 EVACUATION COORDINATORS 

In the event of an emergency situation where it becomes necessary to evacuate a GRTC 

building, the designated Evacuation Coordinator is completely in charge of the 

evacuation of personnel from the building. The Evacuation Coordinator is responsible 

for, but not limited to the following: 

• Personnel assigned to the building. 

• Where the assigned personnel are usually located. 

• The evacuation plans for the building; i.e., routes and exits. 

• Assembly areas away from building. 

• Knowledge of and location of furniture and equipment usually assigned to the 

building. 

• Location of fire alarm. 

• Maintaining communication with the Emergency Response Coordinator. 

 

 

 

 

40.8.1 Designate for Ride finders 

 

The Designate of Ride finders is responsible for, but not limited to the following: 

• Coordinating the safe operation at the GRTC Transit System Ride Finders Facility 

and other equipment. 

• Notifying and coordinating with other employees that may have to report for 

duty.  

• Keeping Executive Director of Ride finders and Executive Management of GRTC 

informed and abreast of any Emergency Situations, that will require the 

Emergency Response Plan to be activated.   
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40.8.2 EVACUATION COORDINATOR STAFF 

 

1. Executive Staff  

• Executive Staff Designate --------------------------------------------------- Janice Witt 

2. Chief of Transit Operations 

• Transportation Designate ------------------------------------------------- Isaac Wright 

3. Chief Financial/Administrative  Officer ------------------------------------- John Zinzarella 

4. Director of Human Resources 

• HR Designate ----------------------------------------------------------- Marsha Bonomo 

5. Director of Safety and Risk Management -------------------------------- Anthony Carter 

6. Director of Maintenance ----------------------------------------------------- Tony Byrd 

7. Director of Information Technology -------------------------------------------- Rob Taggard 

8. Acting Director of Planning ------------------------------------- ------------- Emily DelRoss 

• Scheduling Designate ------------------------------------------------------ David Horne 

9.  Executive Director of RideFinders 

• RideFinders Designate -------------------------------------------------- Brigitte Carter 

10.  Facility Manager ------------------------------------------------Joey Agee 

11.  Director of Communications  ---------------------------------------------Carrie Rose- Pace  

12.  Safety Service Manager ------------------------------------------------     Monica Carter  

13.  Training Manager -------------------------------------------------------------------Mark Carter 

14.  Specialized Transportation---------------------------------------------------   Mia Bailey  
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40.9 EMERGENCY COMMUNICATION COORDINATOR 

 

Here are some basic ground rules for designated spokespersons to follow when 

communicating with the news media during a crisis: 

• Never say anything to a reporter that you would not be comfortable seeing in 

print. 

• When you have answered a reporter's question, stop talking and wait for the next 

question. Experienced reporters know that if they remain silent, the spokesperson 

may become uncomfortable and make additional, unplanned comments. 

• Establish a reliable communications link between the spokesperson and a 

company official at the scene or gathering information. Make sure the 

spokesperson is always kept updated on the most recent developments. 

• Get the facts as quickly as possible. Verify accuracy with police, fire department 

and/or hospital officials if possible. Do not guess, make estimates or speculate 

about damages or victims' chances of recovery. 

• Never provide names of accident victims before next of kin have been notified. 

• In announcing fatalities or injuries, express regrets and shared grief without in any 

way conceding company responsibility for the accident. Responsibility is a matter 

for the company's officers and legal counsel, and possibly the courts, ultimately, 

to assess. 

• When answering media inquiries, if you don't know the answer to a question, say 

you'll get it. Don't ad lib or speculate or elaborate. Stop and wait for the 

reporter's next question. 

• Never flatly refuse information -especially with the words "No comment." A 

better way: "I'd like to be able to answer that question, but I don't yet have 

enough facts on which to base an answer." 

• As soon as possible, prepare a written fact sheet or statement for distribution to 

the press. The statement should include information verified by the police, fire 

department and/or hospital officials in addition to an expression of regret by the 

company. 
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• In the event of a city-wide or larger area emergency, all responses to the media 

must be pre-approved by the top authority, For example, in a city-wide 

emergency media responses must be vetted by the Mayor’s office. 

•  

• Try to have positive information, such as safety statistics, at hand to emphasize 

the company's overall excellent record. 

• Always remember the potential impact that photos or videotape can have. 

Widespread circulation of a graphic image from a disaster can have a much 

greater negative impact than an article. If the accident occurs on company 

property, exercise prudent control over granting access to photographers. Visitors 

to company facilities must be accompanied at all times.  

• Always remain courteous and professional in answering questions. Some 

journalists ask hostile, loaded questions designed to provoke angry responses, 

which cast the interviewee in a poor light. Do not be trapped by "Do you still drive 

drunk?" types of questions, where no answer is flattering. Restructure the 

question to reflect the message we want to convey. 

• Never threaten to withdraw advertising from a publication if an article is printed. 

Such threats only serve to antagonize reporters and editors and could result in 

more negative coverage than might otherwise be the case. 

• Always know to whom you're speaking. Get the reporter's name, the news outlet 

he or she represents, and the phone number so you can follow up. Follow-up calls 

should be made in a timely fashion, no longer than 24 hours after they are 

received. 

• Never ask to read a reporter's story in advance, and never argue with him or her 

about the value of a story. Reporters resent attempts at interference with the 

content of a story, and the request might prejudice their coverage against you. 

• Don't play favorites with journalists. Any information you give to one must be 

given to all. 
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50.0 TELEPHONE CALLING CHART 

 
 

 

First Alert

Emergency 
Response 

Coordinator

Chief of Transit 
Operations

Transportation 
Supervisors

Facilities Coordinator

Shop Foremen

Emergency 
Communications 

Coordinator

CEO

COO

Media/Public

911 Emergency 
Response as 
Appropriate
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60.0        ALARM/ALERT SYSTEM 

 

In the event of an emergency of any kind, employees must be notified promptly and in a 

manner not to cause panic. 

• If available in your work area, pull emergency evacuation alarm. If not, the 

Emergency Response Coordinator shall be notified by telephone (ext. 342). 

• If the Emergency Response Coordinator is not available then notify the Director of 

Risk Management (ext. 381). 

• If neither one is available, then call the switchboard operator. 

 

 

60.1  RADIO/TELEPHONE 

During an emergency situation, normal radio/telephone procedure will be used to 

communicate. 

In the event the Dispatcher's Office is disabled or must be evacuated for any length of 

time; the GRTC Mobile Communications Center will be brought into use. This unit will be 

a van-type vehicle equipped to communicate with buses and supervisors in a manner 

similar to the stationary Dispatcher's Office. 
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60.2 WORK PHONE NUMBERS WITH EXT. 

 

Chief of Transit Operations    804-358-3871  342 

Window Dispatcher     804-358-3871  324 

Radio Dispatcher      804-358-3871  325 or 373 

Director of Risk Management    804-358-3871  381 

Chief Executive Officer     804-358-3871  366 

Chief Operating Officer     804-358-3871  338 

Director of Maintenance     804-358-3871  610 

Director of Information Systems   804-358-3871  315 

Safety Compliance Specialist    804-358-3871  319 

Safety Coordinator      804-358-3871  304 

Repair Shop 1      804-358-3871  520 

Facility /Construction Mgr.                         804-358-3871  359 

General Manager/Specialized Transportation 804-358-3871  329 

Director of Communications    804-358-3871  354 
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60.3 EMERGENCY NUMBERS  

 

Tim Barham        (C) 804-839-2080 

 

                                           

Sheryl Adams       (C) 804-484-4179 

 

Joey Agee                   (H) 804-474-9359 

         (C) 804-551-0367 

 

Tony Byrd        (H) 804-366-2280 

         (C) 804-307-1345 

 

Gerry Puzon                                                  (C) 804-920-1833 

     

Anthony Carter             (H) 804-815-4338 

         (C) 804-484-4180  

 
Carrie Rose Pace        (C) 804-516-4148 
 
Monica Carter        (O) 804-474-9304 
 
 
 
 
 
 
 
 
 
 
 
 



Emergency Response Plan 

 

Page 47 

 
 
 
 
70.0 DEPARTMENT OF ENVIRONMENTAL QUALITY  
 
Richard Weeks - Director 
4949-A Cox Road 
Glen Allen, Va. 23060 
(804) 527-5020 
 
70.1 DEPARTMENT OF EMERGENCY MANAGEMENT – 24 hours  
(800) 468-8892 
 
70.2 CITY OF RICHMOND FIRE AND RESCUE 
911 
 
70.3 FIRST CALL ENVIRONMENTAL 24 HOURS EMERGENCY NUMBER 
(800) 646-1290 
 
70.4 STAFF DIRECTORY 
Keith Staples direct line: (804) 385-5933  
kstaples@firstcallenvironmental.com 
 
Haywood Kidd direct line: (804) 385-8605  
hkidd@firstcallenvironmental.com 
 
Mike Harris direct line: (804) 385-8292  
mharris@firstcallenvironmental.com 
 
Jim Gorey direct line: (804) 317-9259  
jgorey@firstcallenvironmental.com 
 
 
 
 
 
 

mailto:kstaples@firstcallenvironmental.com
mailto:hkidd@firstcallenvironmental.com
mailto:mharris@firstcallenvironmental.com
mailto:jgorey@firstcallenvironmental.com
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71.0   Infectious Disease Outbreak Response Plan  

 

This plan will be implemented at the direction of GRTC’s Executive Management.  

Action committee will consist of both Executive and Senior Management and/or other 

members designated. 

 

I. Purpose 

 The purpose of the Infectious Disease Outbreak Response Plan is to ensure that 

employees of Greater Richmond Transit Company are informed concerning infectious 

disease emergencies, which range from naturally occurring outbreaks of illness (e.g., 

measles, pertussis, hepatitis A, meningococcal disease) to emerging infectious diseases 

(e.g., SARS, avian influenza, COVID-19), or intentional acts of bioterrorism (e.g., anthrax). 

The circumstances of infectious disease emergencies vary by many factors, including 

type of agent, scale of exposure, and mode of transmission but these events have the 

potential to cause widespread illness and death. Planning and preparing in advance of 

an infectious disease emergency is critical for an effective response.   

 

II.  Objective  

Reduce the transmission of disease among staff and members of the public. 2. Protect 

people who are at higher risk for adverse health complications. 3. Minimize adverse 

effects to employees. 4. Minimize adverse effects on other entities. 5. Ensure the ability 

to provide continued essential services to the community.  

 

 III.       Responsibilities  
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A. Infectious Disease Emergency Action Committee.  Executive and Senior 

Management.   

 

The duties of the Action Committee are as follows:  

 1. Identify critical processes/personnel that would be jeopardized or placed in harm’s 

way if normal     operation were to continue during the infectious disease emergency.   

2. Identify any non-essential operations that could be suspended as a result of the 

major/catastrophic infectious disease emergency. 

3. Develop, implement, and maintain appropriate Action Levels, depending upon the 

severity of the crisis.  

4. Coordinate with local and state health departments to ensure consistency of 

response.  

5. Ensure that all personnel, including all levels of management, are familiar with this 

plan.  

  

  B.  Greater Richmond Transit Company Executive and Senior Management  

 1. Directors of each department, or their appointed designee, will be responsible to 

disseminate pertinent information, direction, and instructions to company personnel. 2. 

Management or designee(s) will relay information, direction, and instructions regarding 

what level of response will be implemented. 3. Management or designee(s) will relay 

follow up information, direction, and instructions when the infectious disease 

emergency is over.  

  

IV.  Plan Activation   

 The Plan is intended to be used for any infectious disease emergency that requires a 

response in coordination with all pertinent Federal, State and Local Entities or Agencies.  

The Levels of Response, described in this Plan, are graduated based on need: Level 1 - 
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Initial Response, Level 2 – Moderate Response, Level 3 – Heightened Response, and 

Level 4 - Full Activation.  By organizing the Plan into levels of activation, we will structure 

our response to specific outbreaks using the plan and be prepared to implement the 

plan to respond to larger emergencies.  

 Potential triggers to activate the Plan include: Public health response to a new/novel 

communicable disease. Multi-agency joint investigation into a public health threat. 

Public health response involving multiple federal, state and local jurisdictions which  

requires CDC /VDOH(Center for Disease Control /Virginia Department of Health) 

coordination. As well as a  State of Emergency declaration by the Governor of Virginia.  

  

V.  Levels of Company Response  

 

A. Level 1 – Initial Response  

 Initial Response is the lowest level and does not impact routine operations.  However, 

the Action Committee initiates the Plan and monitors activities.  Adjustments are made 

to weekly and monthly safety trainings to remind employees of “good housekeeping” 

habits and emphasizes good hygiene (wash hands, wear proper PPE, etc.), specifically:  

Provide additional specific training to employees via posted information, safety 

meetings, memorandums, etc.  Review sick leave policy and emphasize staying home 

when sick, using proper cough and sneeze etiquette, and proper hand hygiene.   

Implement routine environmental cleaning in the workplace.  Begin initial evaluation of 

threat, monitor recommendations by CDC and State and Local Health Departments.  

Update Plan as necessary considering current information regarding specific threat(s).  

  

 B. Level 2 – Moderate Response  

 Moderate Response Level will likely have an impact on operations.  The Action 

Committee will implement procedures that curtail employee interactions and 

interactions with the public, such as:  
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 a) Disinfectants and sanitizers are widely available, and workspaces should be sanitized 

at least daily.  b) Equipment operators are to sanitize their machine at the beginning of 

their shift and remain on the same piece of equipment throughout the day leaving the 

equipment idle during breaks whenever possible. c) Employees who are well, but who 

have a sick family member at home with COVID-19 or other highly infectious diseases , 

should notify their supervisor and conduct a risk assessment of their potential exposure. 

d) Monthly safety meetings and all gatherings in excess of 5 healthy people will be 

canceled and/or changed to virtual settings.   

 

C. Level 3 – Heightened Response  

 Heightened Response Level will have a substantial impact on operations and may be 

required to further limit person to person contact or in the event of a staffing shortage. 

Other actions will be implemented regarding the operators and supervisors that must 

have contact with the general public.  

Sanitizer, gloves and other PPE will be provided to essential personnel and those 

employees that must have face to face contact with the public. Will start to implement 

communications to the public that will educate the public on reduction of service and 

limited ridership.  

 

D. Level 4 – Full Response  

 Full Activation Response is the highest level of response and will be in coordination with 

GRTC Executive Management the CDC and State of Virginia VDOH and CD directives.  If 

this level is reached then we will be in a State of Emergency.  

 

This level will include:  

 a) Facility entry will be only granted to essential personnel needed to keep operations 

running.  

 b) Operational staff will work remote shifts to maintain an absolute minimum number 

of employees on site at any given time.  
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 c) Administrative staff will work remotely, as much as possible.  

 d) Reduce or shut down all operational areas that do not pertain to essential services. 

 

 
71.1   COVID-19 Safety and Health Plan  

GRTC’s primary focus is always to make sure everyone is as safe and as healthy as 

possible.  The purpose of this plan is to communicate the rules and actions that GRTC 

has taken to keep everyone as safe as possible as it relates to COVID-19. These rules and 

regulations are heavily inspired by the recommendations of the Center for Disease 

Control.  

The potential sources of exposure include having close contact with individuals with 

COVID-19, by contacting surfaces touched or handled by a person with COVID-19, or by 

touching your mouth, nose, or eyes. 

GRTC has implemented a plan that helps in preventing the contracting and spreading of 

the COVID-19 virus.  

 

Regulations implemented in Operations:  

Limit close contact with others by maintaining a distance of at least 6 feet, when 

possible. 

Bus passengers enter and exit the bus through rear entry doors. 

Remove fare from buses to limit the amount of contact between passengers and the bus 

operators.   

Actions have been taken so that passengers avoid standing or sitting within 6 feet of the 

bus driver. We enforce this rule by sectioning off the bus with materials which do not 

allow passengers to sit within 6 ft of the operator. There are also posted notifications on 

the bus explaining why this is in place.  
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Operators, mechanics and other employees are issued gloves to use so they will not be 

constantly touching highly used areas that have a greater risk to be contaminated. GRTC 

issued cloth masks to all employees as well as to our customers.  

Employees are reminded through companywide text messaging and posted notices 

throughout the building to practice routine cleaning and disinfection of frequently 

touched surfaces, including surfaces in the driver’s area of the bus commonly touched 

by the operator. Employees are given proper equipment so that these location can be 

cleaned. Also GRTC ‘s cleaning staff for the buses as well as the facilities have been 

increased  in an effort to maintain a clean environment. GRTC opened most of the doors 

throughout the building to eliminate touching of handles. 

GRTC will provide disposable disinfectant wipes so that surfaces commonly touched by 

the bus operator can be wiped down. To disinfect, use products that meet EPA’s criteria 

for use against SARS-CoV-2 

Employees are reminded  through companywide text messaging and posted notices 

throughout the building to use proper hand hygiene, it is an important infection control 

measure. Wash your hands regularly with soap and water for at least 20 seconds. If soap 

and water are not readily available, use an alcohol-based hand sanitizer containing at 

least 60% alcohol. GRTC has placed hand sanitizer throughout the facility and on the 

buses.  

Buses are being equipped with bus shields that surround the driver’s area.  

Operators are also supplied with face shields to wear.  

 

GRTC is constantly sending out companywide text messages to all employees. These text 

remind employees of things such as :  

Key times to clean hands in general include:  

Before, during, and after preparing food 

Before eating food 

After using the toilet 

After blowing your nose, coughing, or sneezing 
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Additional times to clean hands on the job include:  

Before and after work shifts 

Before and after work breaks 

After touching frequently touched surfaces, such as fareboxes and handrails 

After putting on, touching, or removing cloth face coverings 

Avoid touching your eyes, nose, or mouth. 

 

Regulations implemented in Administration : 

In order to help prevent the spread of COVID-19 if an employee is sick. GRTC actively 

encourages the sick employees to stay home. Sick employees should not return to work 

until the criteria to discontinue home isolation are met, in consultation with healthcare 

providers and state and local health departments. GRTC Human Resources Department 

will provide information on who to contact if employees become sick.  

The Human Resource Department as well as the Risk Management Department is 

involved in the tracing and documenting of employees to identify those that may or may 

not have been directly exposed to COVID-19. All information obtained in this tracing 

process is strictly confidential as GRTC will remain in compliance with all privacy laws 

and regulations.  

 

COVID-19 Tracking Sheet :  

COVID-19 Tracking 

Sheet.xls  

 

GRTC has Implemented flexible sick leave as well as supportive policies specific to 

COVID-19 related cases. GRTC pays all employees to be quarantine that have possible 

exposure, family exposure to COVID or anyone with COVID-like symptoms 
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GRTC’s Human resources Department is the designated department   responsible for 

responding to COVID-19 concerns. Employees can contact  anyone in the Human 

Resources Department with questions or concerns.  

GRTC has posted notices throughout  the facility as well as information on the electronic 

boards throughout the facility. This information  provides employees with correct 

information about COVID-19, how it spreads, and risk of exposure. 

GRTC conducts worksite assessments with the GRTC cleaning staff. We have identified 

high travel and high contact location at the facility and have increased efforts to clean 

these locations thoroughly, these location do include employee workstations.  

GRTC has reached out to local public health officials to establish ongoing 

communications to facilitate access to relevant information before and during a local 

outbreak. GRTC offers free testing for all employees as often as they like.  GRTC now 

offers testing on-site. 

 

Additional Information: 

The plan we have in place shows that we have taken extreme measures to help with 

preventing the contracting and spreading of COVID-19. However; one of the biggest and 

most efficient actions an employee can do is stay informed. Talk to your employer, 

supervisor, union representative, or agency personnel who are responsible for 

responding to COVID-19 concerns. See these sources below for more information on 

worker exposures to COVID-19: 

CDC Interim Guidance for Businesses and Employers to Plan and Respond to Coronavirus 

Disease 2019 www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-

response.html 

NIOSH Workplace Safety and Health Topic website: 

www.cdc.gov/niosh/emres/2019_ncov.html 

CDC COVID-19 website: www.cdc.gov/coronavirus/2019-ncov/ 

OSHA COVID-19 website: www.osha.gov/SLTC/covid-19/controlprevention.html 
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