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	Responsibilities and 
Assignments
	General Manager – Responsible for system oversight and daily follow-up on active incidents and or threats
Responsible Staff Member – The staff member taking the original call and assessing an imminent threat or need for immediate emergency response

	Procedures
	RIDE has put a procedure in place in case of emergency/threat that provides the Statewide office staff with the tools needed to continue to provide direct support to the Bus vendors, school districts, schools and Parents served by the Statewide Transportation Program. The following is an overview of this process and is broken down into two sections. 1) The RIDE office, Internet and or remote VPN access is available 2) The RIDE office, RIDE servers and VPN access is unavailable
RIDE Office, RIDE Internet and VPN is available
-Each TransPar employee would have a flash drive that would contain the following transportation data
· [bookmark: _GoBack]Student list that contains route #, vendor location, bus stop info, p/u and d/o times, contact information, school, district ,UCOA and transportation accommodations ( updated and saved to drive daily )
· School, District and bus vendor contact lists
· School bell time sheet
· School Calendars PCCT and Spec Ed and MV
· Inclement weather matrix ( drive updated weekly )
· Word doc with list of links user name and PW to Eride, STARS, School Messenger, The Box, Zonar, Sonovia, Safestop, Outlook email and Quickbooks
· Copy of SOP for reference
- Full VPN access is also available to Cathy and Nicole to complete all job functions from home to route any new students or changes that may occur during the outage
Ride office and Server is unavailable
-Each TransPar employee would have a flash drive that would contain the following transportation data
· Student list that contains route #, vendor location, bus stop info, p/u and d/o times, contact information, school, district ,UCOA and transportation accommodations ( updated and saved to drive daily )
· School, District and bus vendor contact lists
· School bell time sheet
· School Calendars PCCT and Spec Ed and MV
· Inclement weather matrix ( drive updated weekly )
· Word doc with list of links user name and PW to Eride, STARS, School Messenger, The Box, Zonar, Sonovia, Safestop, Outlook email and Quickbooks
· Copy of SOP for reference
-Routing would need to be completed in conjunction with the bus yards using the tools on the Flash Drive on a temporary basis until the outage was over 
-In the event that the RIDE office is unavailable long term, arrangements would be made to set up a temporary office until the Ride office is available
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