APPENDIX A

TRANSIT AGENCY 
STAFF SAFETY ROLES AND RESPONSIBILITIES

[bookmark: _Hlk29202491][bookmark: _GoBack]Complete the table below, in addition to the staff roles and responsibilities you may have provided in Section X of the PTASP. You must include the Accountable Executive, Chief Safety Officer, agency leadership and executive management, and key staff (operations and maintenance, for example) – be sure to include any and all staff that might have some role in a safe transit agency (executive/management level, HR, and finance may likely be included). Blue text is included only as an example – this appendix should be adjusted using your transit agency’s information.

	Completed by: INSERT NAME
	Date: INSERT DATE



	Position Title
	Name of Staff Member
	Position Description
	Safety Responsibilities

	Accountable Executive
	INSERT STAFF MEMBER NAME
	49 CFR § 673.5 – 
Accountable Executive means a single, identifiable person who has ultimate responsibility for carrying out the PTASP; responsibility for carrying out the agency’s TAM Plan; and control or direction over the human and capital resources needed to develop and maintain both the agency’s PTASP, in accordance with 49 U.S.C. § 5329(d), and the agency’s TAM Plan in accordance with 49 U.S.C. § 5326.
	· Ultimate responsibility for carrying out the PTASP
· Responsibility for carrying out the TAM Plan
· Control or direction over the human and capital resources needed to develop and maintain both plans
· Ensuring the agency’s SMS is effectively implemented throughout the system
· Ensuring action is taken, as necessary, to address substandard performance in the agency’s SMS
· May delegate specific responsibilities, except ultimate accountability for the agency’s safety performance, which always rests with the Accountable Executive

	Chief Safety Officer
	INSERT STAFF MEMBER NAME
	49 CFR § 673.5 – 
Chief Safety Officer means an adequately trained individual who has responsibility for safety and reports directly to a transit agency’s chief executive officer, general manager, president, or equivalent officer. 

A Chief Safety Officer (CSO) for a small public transportation provider (as defined in Part 673) may serve in capacities (operational or maintenance) unless the agency ceases to be a small public transportation provider or operates a rail transit system.
	· Is adequately trained
· Responsibility for safety
· Reports directly to agency’s Accountable Executive
· Authority and responsibility for day-to-day implementation and operation of agency’s SMS

	Safety Manager
(may be same as/merged with CSO position)
	INSERT STAFF MEMBER NAME
	Ensure coordinated development and implementation of the PTASP
(may be same as/merged with CSO position)
	· May be same as/merged with CSO position
· Maintains a safe working environment
· Adheres to all safety policies and procedures
· Promotes safety awareness throughout the organization
· Ensures safety documentation is current and accessible to all employees
· Communicates changes in safety documents to all personnel
· Monitors effectiveness of corrective actions
· Provides periodic reports on safety performance
· Renders independent advice to the CEO, senior managers, and other personnel on safety-related matters
· Ensures that safety management has a high priority throughout the organization

	Transit Supervisor
	INSERT STAFF MEMBER NAME
	Supervisors are responsible for communicating the transit agency's safety policies to all employees.
	· Maintains a safe working environment
· Adheres to all safety policies and procedures
· Full knowledge of all standard and safety operating procedures
· Ensures that drivers make safety a primary concern when on the job
· Listens and acts upon any safety concerns raised
· Immediately reports safety concerns to the CSO/SM
· Provides leadership and direction to employees during security incidents
· Handles minor non-threatening rule violations
· Defuses minor arguments
· Determines when to call for assistance
· Responds to fare disputes and service complaints
· Responds to security related calls with police officers when required, rendering assistance with crowd control, victim/witness information gathering, and general on-scene assistance
· Completes necessary security related reports
· Takes photographs of damage and injuries
· Coordinates with all outside agencies at incident scenes

	Bus Operator
	INSERT STAFF MEMBER NAME
	Drivers are responsible for exercising maximum care and good judgment in identifying and reporting suspicious activities, in managing security incidents, and in responding to emergencies.  
	· Maintains a safe working environment
· Adheres to all safety policies and procedures
· Takes charge of a hazard incident scene until the arrival of supervisory or emergency personnel
· Collects fares in accordance with agency policy
· Familiar with TRANSIT AGENCY Employee Manual and Procedures
· Attempts to handle minor non-threatening rule violations
· Responds verbally to complaints
· Attempts to defuse minor arguments
· Determines when to call for assistance
· Maintains control of the vehicle
· Reports all safety incidents to Supervisor on duty
· Completes all necessary safety related reports

	Maintenance
	INSERT STAFF MEMBER NAME
	Mechanic performs major running repairs of buses. Fully qualified and completely capable of repairing, maintaining, and rebuilding all parts of all equipment.
	· Maintains a safe working environment
· Adheres to all safety policies and procedures
· Responsible for repair of vehicle components, including engine and transmission rebuilds
· Conducts all levels of inspections
· Assists in all aspects of repair and maintenance work
· Makes bus assignments (if needed)
· Maintains a safe working environment and adheres to all safety policies and procedures
· Makes road calls
· Tire changes and repairs
· Brake relines
· Driver reported defects
· Supervises bus-washing activities
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