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1. [bookmark: _GoBack]OBJECTIVE:
To establish the policies and procedures for requests to use transit vehicles, and for determinations of having to suspend transit services for safety reasons. 

2. DEFINITIONS: 
A. 	Essential. Certain positions are defined as being essential to performing duties during suspension of service, and therefore those employees in those departments or job codes (“essential”) will need to report to their regularly scheduled shift. 
B. 	Non-essential. When an emergency is declared, certain departments, for the safety of the employees, should not report to work. It is up to department managers to communicate with employees and make them aware of alternate working locations. 
C. 	Suspension of Service. For safety reasons a transit route or routes may require suspension of service or rerouting around emergency or closed transit routes. The suspension will last if needed to ensure transit riders and staff safety. The Service suspension will start from the time the emergency is declared until the time that the transit route is declared open again. 

3. [bookmark: _Hlk10210773]OVERVIEW: 
Consistent with its mission, MCTS prioritizes passenger service over non-emergency bus requests.  Suspension of service or a request to use a bus, in situations in which an emergency has been declared and the Emergency Operations Center (EOC) has been activated involve coordination at the EOC.  MCTS Representative at the EOC will provide data on the operational input into the EOC flowchart process. The OEM and MCTS representatives will coordinate on a recommendation that must be forwarded to the CEX and to MCTS Leadership to provide input into the CEX final decision on suspension of service or a request to use a bus.  

Conversely, if it is not an emergency; but rather, a non-emergency request to use additional buses, the inquiries will be directed to the Non-emergency 24/7 OEM line in which a command duty officer will answer and pass the information to the appropriate OEM staff that will collect the information or specifics needed before reaching out to Transit for approval.

4. PROCEDURE:
Anytime an agency wants to use a Milwaukee County Transit System (MCTS) bus, they must contact an Office of Emergency Management (OEM) Dispatcher at 414-257-4709.  The OEM Dispatcher will contact a MCTS dispatcher to submit the request and begin the approval process --- see the attached flow chart.
Any time MCTS is considering suspending service, staff will also use the attached flow chart to guide the decision-making and approval process.    


A. Requesting a Bus
Criteria for Bus requests include:
· Buses will only operate for 6 hours due to staffing limitations. If a bus is needed for more than six hours, then, upon approval, a new bus (and operator) may be brought in.
· Transit Operational Supervisor must clear all requests.
· Clear Justification is provided for the Vehicle Requests.
· In a declared emergency, Transit PIO and Transit Leadership representation will report to the EOC.

Bus requests will be granted as soon as possible for the following emergency situations:
· To provide a safe space for warming/cooling/counseling/transporting civilians displaced or affected by fires, gas leaks, weather destruction, building evacuations, neighborhood evacuations, school bomb threats, and mass casualty incidents.
· To provide a warm, cool, or dry rest area for firefighters, law enforcement personnel or volunteers working at the scene of an emergency incident.

Buses are never to be used for/as:
· Transporting prisoners or individuals in custody of law enforcement
· Blockades or roadblocks implemented by law enforcement

Bus requests for the following situations will be considered on a case-by-case basis and will be granted only upon completion of the official approval process:
· Transporting and/or staging of buses for law enforcement or military personnel/equipment for civil unrest events.
· Heating/Cooling areas for private events (Summerfest, State Fair, festivals or special events) unless the bus is also being used for MCTS or County marketing/promotion purposes.
· Crime Scene and witness investigations for incidents such as police stand-offs, hostage situations, and shooting investigations.
· Crowd control incident requests from law enforcement for private events or businesses (street festivals, special events, entertainment or sports complexes).
· Transporting airline passengers from planes on the tarmac to a terminal at Mitchell International Airport.

B. Service Suspensions
The County Executive may declare Transit service to be suspended.  The Office of Emergency Management, the Director of Transportation and the Director of Administrative Services would be included in the decision-making process in a short-term suspension.  Short-term detours and delays in service are standard, daily occurrences in the operation of a public transportation system.  However, in rare circumstances, more substantial service suspensions may be temporary periods of inclement weather, severe flooding or winter weather conditions (deep snow, ice and freezing rain) that make it impossible or especially dangerous to operate vehicles.

The County Executive’s office shall notify the Office of Emergency Management, Director of Transportation, Director of Milwaukee County Transit System and the Department of Administration on the status of the suspension and the length of the closure effecting neighborhoods and communities. Department heads shall continue to notify employees of the status of the suspension, and if their duties continue to be essential or non-essential during the suspension timeframe.  Employees shall make themselves available during their regularly scheduled hours unless notified by a department head that their duties cannot be performed during the suspension of service. 

If a decision is made to suspend service, MCTS will conduct a comprehensive communications effort to spread the word to the public and stakeholders.  Announcements will be made using the following communications methods:

· RideMCTS.com - Updates get posted to the homepage and several other sections of the website.
· Ride MCTS app - Alerts section, announcement area, and push notifications sent to phones.  User must “opt in” in order to receive push notifications.
· Rider Insider e-newsletter - Riders can sign up to be part of this email list.  As of this writing, there are more than 50,000 subscribers in the database.  Most are passengers. However, anyone else – including stakeholders – can sign up to receive these emails.
· Social Media - Facebook, Twitter, Instagram
· Press Release to news media - When appropriate, MCTS also provides interviews to news media.
· Email to Milwaukee County Board of Supervisors and other stakeholders.
· Anyone else who would like to receive important announcements and press releases can contact the MCTS Marketing Department and request to be added to the MCTS distribution list.
· Recorded Message on MCTS’ 24/7 automated telephone hotline

MCTS Customer service center (open during regular business hours) provides live, one-on-one information to people who call or email MCTS with questions.
· If appropriate, in consultation with OEM, it is possible to send an emergency alert about MCTS service using the countywide Emergency Alert System.
· If appropriate, MCTS Route Supervisors can utilize smaller vehicles to patrol the streets and inform any passengers seen waiting at bus stops.
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