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Welcome to the Florida Transit Manager’s Toolkit 
Welcome to the Florida Rural Transit Assistance Program (RTAP) Florida Transit Manager’s Toolkit. This online 
toolkit, developed as a supplement to the National RTAP Transit Manager’s Toolkit, provides necessary 
information that is pertinent to Florida rural transit managers. This document provides a collection of adaptable 
resources that can be customized to fit the needs of new and experienced transit managers. The resources 
contained in this toolkit will assist Florida transit managers dealing with the multiple responsibilities a transit 
agency demands including managing their daily routine, responding to emergencies, and ensuring compliance. 

The toolkit contains the following sections: 

 Administration 
 Planning 
 Safety, Security, and Emergency Management 
 Compliance 

Acknowledgments 
Funded by the Florida Department of Transportation, Office of Modal Development.  

Contributors: Tony Brandin, Florida Department of Transportation Transit Safety Programs Manager; and 
Heather Kay, Florida Department of Transportation, Federal Grants Manager 

Florida RTAP staff would like to thank the following its members whose expertise and experience shaped the 
development of the Toolkit and provided their agency information to support the document. 

▪ Baker County Council on Aging, Inc 
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▪ Calhoun County Senior Citizens Assn., Inc. 
▪ Central Florida Regional Planning Council 
▪ Citrus County Transit 
▪ City of Key West- Key West Transit 
▪ Dr. Piper Center for Social Services 
▪ Easter Seals Florida, Inc. 
▪ Escambia County Area Transit 
▪ Flagler County Public Transportation 
▪ Gulf County ARC 
▪ Henderson Behavioral Health 
▪ Hendry County BOCC 
▪ Hillsborough County Sunshine Line 
▪ Key West Transit 
▪ Levy County BOCC/Levy County Transit 
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▪ NassauTRANSIT 
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▪ Ridge Area Arc 
▪ St. Johns County Council on Aging 



Florida Transit Manager’s Toolkit | October 2022  Page 2 

▪ Senior Resource Association/Indian River Transit 
▪ Sumter BOCC 
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▪ Suwannee River Economic Council 
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Disclaimer  
The opinions, findings, and conclusions expressed in this publication are those of the authors who are 
responsible for the facts and accuracy of the data presented herein. The contents do not necessarily reflect the 
views and policies of the Florida Department of Transportation. This report does not constitute a standard, 
specification, or regulation. 

All of the agency provided data was collected in 2021.  There responses are provided throughout this document.  
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Administration 
Mission and Values 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Mission and 
Leadership.  

In National RTAP’s Roles and Responsibilities of Transit Managers, transit leaders need to have a clear vision and 
mission, and identify the core values of the organization. 

• A vision statement is a view of an organization at its future best.  
• A mission statement identifies why an organization exists.  
• A value statement describes core beliefs and principles that guide an organization. 

The vision is the highest role the transit manager sees the organization playing in the community both tomorrow 
and into the long-term future. It is the organization at its best, and each decision is oriented toward achieving 
this highest role. This vision can change as an organization grows and re-evaluates its purpose. 

A transit manager should promote a vision for the organization based on values shared by the management, 
staff and the community served. Without this vision and a clear mission statement, it will be difficult to provide 
appropriate services, develop employee skills, and measure the success of the organization.  

The organization’s mission and vision drive strategic planning, service planning, and longer-range planning, as 
discussed in the Planning and Evaluation section of the National RTAPtoolkit. The performance and behavior of 
the agency’s employees should be also related to the mission and vision. The transit manager may also wish to 
establish written organizational values, principles and beliefs that guide organizational behavior. 

Examples of Transit System Vision and Mission Statements 
The following were provided by several Florida agencies: 

Transit System Vision Statement Mission Statement Defined Values 
Big Bend 
Transit, Inc. 
(Tallahassee) 

Excellence: We strive to 
constantly improve in order to 
meet and exceed the high 
expectation of our customers. 
Community: We have a sense 
of responsibility and 
contribution to our community 
which defines our existence. 
Compassion: To show care and 
kindness for others and helping 
those individuals who are in 
need.  
Safety: To ensure the safety of 
our customers and public while 
providing reliable and timely 
services to our customers and 
the community. 

To provide safe, reliable, 
courteous, and affordable 
transportation to the 
community while maintaining 
dignity and respect for our 
customers. This service will 
improve the quality of life for 
our customers by providing 
access to health care, 
education, employment, and 
recreation. We will constantly 
solicit feedback to improve 
our service to our customers 
as they will always be our 
highest priority.  

Integrity: We revere honesty. 
We adhere to high ethical 
standards. Every action, and 
every decision upholds the 
values and principles of Big 
Bend Transit, Inc.  
Golden Rule: We respect all 
people, value differences 
among them and deal with 
them in the way that we wish to 
be dealt with. To do this, we 
must know ourselves and try to 
understand others. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Mission-and-Leadership#MissionandLeadership
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Mission-and-Leadership#MissionandLeadership
https://cloud.nationalrtap.org/Resource-Center/Advanced-Search/fid/113?_ga=2.265980172.2067671548.1648480936-586393898.1629383263
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Planning-and-Evaluation
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Transit System Vision Statement Mission Statement Defined Values 
Central Florida 
Regional 
Planning 
Council 
(Bartow) 

 The Central Florida Regional 
Planning Council’s (CFRPC) 
primary mission is to provide 
support to the citizens and 
counties of our region and to 
seek ways to improve the 
quality of life of the citizens 
of the Heartland. 

 

Citrus County 
Transit 
(Lecanto) 

To be a viable transportation 
choice for the public in Citrus 
County. 

Provide an efficient, 
affordable, safe public transit 
service that is accessible to 
all, while improving the 
quality of life by building a 
sense of community through 
connecting neighborhoods. 

 

Dr. Piper 
Center for 
Social Services 
(Ft. Myers) 

We see hope each day and we 
want the community to see it 
with us. At the Dr. Piper Center, 
our eyes, hearts and minds are 
focused on empowerment and 
improving quality of life in our 
community. We see children 
embracing life like never 
before. We see seniors joining 
together for a common good. 
We see a community reaching 
out to us for our knowledge 
and our love. We see a better 
community because of us. 

The Dr. Piper Center seeks to 
enhance the social and 
economic wellbeing of those 
55 and older individuals who 
reside in Southwest Florida 
and make a positive impact in 
the lives of frail elderly, at-
risk youth, special needs 
children, and our 
communities.  

 

Flagler County 
Public 
Transportation 
(Bunnell) 

Flagler County Public 
Transportation standards are to 
enhance people’s lives 
everyday through passion, 
pride, and performance. Daily 
decisions are based on four (4) 
service standards: Safety, 
Courtesy, Efficiency, and 
Cleanliness. 

The mission of Flagler County 
Public Transportation is to 
provide safe, reliable, 
efficient and courteous 
transit services to the 
community by maintaining a 
diverse workforce that 
inspires communication, 
integrity, excellence, 
cooperation and a high 
standard of customer service 
through empowerment.  

Flagler County Public 
Transportation (FCPT) is a 
demand response, shared ride, 
door-to-door service. This 
means our operators are picking 
up/dropping off multiple 
persons per hour and are 
expected to assist both 
ambulatory and non-
ambulatory clients boarding and 
alighting the vehicle whenever 
necessary. 
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Transit System Vision Statement Mission Statement Defined Values 
Gulf County 
ARC 
(Port St. John) 

Providing quality services with 
compassion and dignity to the 
citizens of Gulf & Franklin 
Counties. 

To ensure the availability of 
efficient, cost-effective, and 
quality transportation 
services for transportation 
disadvantaged persons and 
the general public. 

Maximized quality of life for our 
clients, the community and our 
employees through: Kindness, 
Professionalism, and Equity 

Henderson 
Behavioral 
Health 
(Davie) 

It is the vision of Henderson 
Behavioral Health to be 
recognized as the leading 
provider of quality and cost-
effective behavioral healthcare 
services in South Florida; to 
provide a comprehensive, 
multi-disciplinary array of 
evidenced-based services to 
improve the quality of life of 
everyone we serve. Henderson 
Behavioral Health’s vision is to: 

• be recognized as the 
leading provider of 
quality and cost-
effective behavioral 
healthcare services in 
South Florida,  

• improve the quality of 
life of those we serve,  

• actively listen to our 
participants and be 
flexible and creative in 
meeting the demands 
of a changing 
marketplace, and  

• be known as a place 
who has highly skilled 
and qualified staff who 
utilize Evidence-Based 
Practices to achieve 
positive client 
outcomes and 
management goals.  

It is our Mission to be the 
premier provider of 
accessible, cost effective, and 
quality behavioral healthcare 
services to the people of 
South Florida, in order to 
promote their mental health 
and well-being. 

Statement of Values: In pursuit 
of our missions, we commit to 
upholding the following values 
in all our interactions with our 
customers and staff: 
Integrity: We lead by example, 
tolerating only honest and 
professional behavior. 
Respect: We demonstrate 
regard for others in our actions 
and communications; 
Commitment: We pledge our 
dedication to the achievement 
of our Mission, and our 
allegiance to the staff that 
pursue those goals inherent in 
our Mission; 
Compassion: We care for those 
we serve by actively listening to 
their concerns, and supporting 
them in their pursuit of well-
being;  
Accountability: We accept 
responsibility for our own 
actions, the tasks we are given, 
the resources to which we have 
access, and most importantly, 
to the individuals we serve;  
Professionalism: We establish 
and maintain ethical codes of 
behavior and conduct which are 
reflective of the quality of 
service our customers deserve 
and expect.  
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Transit System Vision Statement Mission Statement Defined Values 
Hillsborough 
County 
Sunshine Line 
(Tampa) 

One team, one County, one 
community 

Sunshine Line is Committed 
to Helping Create Community 
Prosperity by Providing Safe 
and Efficient Transportation 
Service to the Transportation 
Disadvantaged of 
Hillsborough County 

Professionalism, customer 
service, communication, 
teamwork, work ethic, and 
safety culture 

Manatee 
County Area 
Transit 
(Sarasota) 

Providing dedicated public 
transportation leadership for 
enhanced mobility and 
sustained economic vitality, 
thereby improving the quality 
of life of the community, region 
and state.  

Providing safe, reliable, 
affordable, and efficient 
mobility services.  

The approach to successful 
implementation for public 
transit service, infrastructure 
and technology improvements, 
including strategic initiatives 
and innovations, require a set of 
core principles including: 

1. Effectively listening to 
customers to 
understand their needs 

2. Treating internal and 
external customers with 
courtesy and respect, 
while providing 
thoughtful, earnest 
feedback 

3. Consistently exude a 
“can-do,” favorable 
attitude while 
developing creative, 
innovative approaches 
to problem-solving and 
service delivery needs 

4. Conduct work efforts 
with a collective spirit 
while utilizing each 
person’s unique skill 
sets to facilitate the 
overall “team;” and 

5. Develop leadership 
skills through 
collaborative problem-
solving, project delivery, 
and decision-making at 
every level of the 
organization.  
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Transit System Vision Statement Mission Statement Defined Values 
Parc (St. 
Petersburg) 

A Community where all 
individuals live with dignity and 
are treated with respect. 

To provide opportunities for 
children and adults with 
developmental disabilities to 
exercise their independence 
and experience to the fullers.  

Respect: At PARC, we treat 
everyone as a person first. 
Dignity guides all interactions, 
and we work together as a team 
to advance the vision and 
mission of our organization. 
Integrity: At PARC, we exercise 
honesty, transparency, and the 
highest level of ethical practice. 
We believe firmly in always 
doing the right thing, even 
when no one is looking. 
Service: At PARC, we believe in 
making a difference to the 
person in front of you. We serve 
every individual and family in 
our care with compassion, 
empowerment, kindness, and 
purpose. 
Empathy: At PARC, we step into 
the world of those we serve and 
those who serve our 
organization. All actions are 
guided by first asking ourselves 
what another may be thinking, 
feeling, experiencing, or 
enduring.  

Ridge Area Arc 
(Avon Park) 

The vision of the Ridge Area Arc 
to be the best consumer-
focused provider of services for 
individuals with developmental 
and other disabilities in 
Highlands and the surrounding 
counties. 

Serving and advocating for 
individuals with 
developmental and other 
disabilities so they may have 
the opportunity to choose 
and realize their goals. 

• Treat everyone with 
respect  

• Treat every person as an 
individual 

• Respect and honor 
opinions and choices 

• Encourage independence 
and inclusion 

• Always act with integrity 
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Transit System Vision Statement Mission Statement Defined Values 
St. Johns 
County Council 
on Aging 
(SJCCOA) (St. 
Augustine) 

To provide the opportunity for 
every person in St. Johns 
County to enjoy wellness, 
longevity and quality of life 
choices within a strong, healthy 
community. 

To lead and advocate for the 
dignity, independence, health 
and community involvement 
of older St. Johns County 
residents. 

Advocacy: We are committed to 
speaking and acting on behalf of 
the issues facing Florida's 
diverse older adult population. 
Communication: We are 
committed to open and honest 
dialogue among our members, 
elders and other professionals 
working with older adults and 
the decision-makers who 
represent them.  
Excellence: We are committed 
to promoting excellence in 
professional standards, 
education, and innovation, both 
within the organization and 
externally.  
Relationships: We are 
committed to building 
productive and lasting 
relationships and collaborative 
efforts, both within the 
organization and externally.  
Common Ground: We are 
committed to finding the 
common ground that focuses 
our concern on older adults. 
Integrity: We are committed to 
promoting honesty and 
accountability among our 
members and other 
professionals within the diverse 
aging network. 

Senior 
Resource 
Association 
/Indian River 
Transit (Vero 
Beach) 

We provide nourishment, 
supervised socialization, 
transportation and information 
referral services for seniors and 
their families. Our goal is to 
keep seniors healthy and in 
their own homes for as long as 
safely possible. 

The Senior Resource 
Association promotes 
independence and dignity in 
our community by providing 
services to older adults and 
transportation for all. 

Safety and customer service.  
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Transit System Vision Statement Mission Statement Defined Values 
Wakulla 
Transportation 
(Crawfordville)  

To provide transportation 
services that allows our County 
residents to live their lives as 
independently as possible.  

Our primary mission at 
Wakulla Transportation is to 
provide transportation to the 
residents of Wakulla County 
who would otherwise not 
have transportation to life 
sustaining needs such as; 
medical appointments, 
banking, employment, 
grocery shopping, 
government services, legal 
services, and education. 

 

 

Driver Recruitment, Training, and Retention 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Driver Recruitment, 
Training, and Retention. 

One part of a transit organization is a team of well-qualified, well-trained, and motivated drivers. An agency’s 
drivers are not only essential for operating the service, but they are also responsible for safe and reliable service, 
and are the most visible representatives of an organization. It can be challenging to recruit and retain good 
people, particularly when funding is tight. This section of the toolkit introduces both requirements and 
suggested practices in the areas of driver recruiting/hiring, retention/motivation, and training.  

Recruitment 
The recruitment process is an integral part of running any transit agency. Hiring can be tough on its own, and 
according to a 2021 study by Harris Poll, 52 percent of U.S. workers are considering a job change within the year. 
What’s more, 44 percent of this talent have actual plans in place to make the leap. That means this is the year to 
step up your recruitment efforts and develop a strategy so your job opening will stand out among the 
competition. Hiring has now become all about the candidate experience.  

  

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Driver-Recruitment-Training-and-Retention
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Driver-Recruitment-Training-and-Retention
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In 2021, Florida transit managers have identified the following strategies (Figure 1) they are currently using to 
hire new employees.  

 

Figure 1. Workforce Shortages Strategies 

The agencies that noted “other” have used the following recruitment strategies. 

 Loosened license requirements 
 Billboard advertising  
 We already offer benefits and paid time off  
 Follows County government rules 
 A newly developed employee recognition program agency wide. 
 Outsourced drivers we work around their schedules, but we cannot offer anything else since we are not 

the employer 

Driver Training 
Florida Small and Rural Transit Agency Bus Operator Training Program 
The Florida Small and Rural Transit Agency Bus Operator Training Program was developed to meet state training 
requirements described in Rule 14-90 Florida Administrative Code (FAC). This rule applies to public 
transportation providers that receive state funding/funding from the 5307 and 5311 programs. The curriculum 
was developed to also include, but not be limited to ADA regulations, driver orientation, bloodborne pathogens, 
wireless communication devices, communications (including radio use), customer service, de-escalation, 
defensive driving, disability etiquette, driving in adverse conditions, drug and alcohol and/or a drug-free 
workplace, fitness for duty, maneuvering a vehicle, operator and passenger seat belt use, pre- and post-trip 
inspections, safe boarding and alighting of passengers, securement, transit safety and security, vehicle 
familiarization, vehicle equipment, and other areas determined to be necessary. 
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https://www.floridartap.org/training/small-and-rural-training-program/
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It should be noted that organizations that receive funding from the 5310 funding program must adhere to the 
requirements of the State Management Plan (SMP), unless they also receive funding from the 5311 program, in 
which case, they must comply with Rule 14-90, FAC. The specific training requirements from the SMP include 
these topics:  

 Vehicle equipment and familiarization 
 Vehicle and equipment inspections 
 Basic vehicle operations and maneuvering 
 Boarding and alighting 
 Operation of wheelchair lifts and other special equipment 
 Passenger assistance and securement 
 Defensive driving 
 Distracted driving 
 Handling of emergencies 
 Wireless communication 

Recognizing that agencies have their specific policies and procedures, the curriculum was developed to allow 
agency operations and training personnel to insert specific agency training into the content. This locally 
developed content could include, but not be limited to manifests, route orientation/maneuverings, inspections, 
and communication methods. 

Minimum suggested bus operator core training elements for the Florida Small and Rural Transit Agency Bus 
Operator Training Program have been identified with recommended length of training to be provided by core 
topic. Existing training resources will be identified, noting how to access the training material, and how to 
deliver the training (e.g., instructor-led, computer-based training (CBT), webinars, etc.). 

Defensive Driving Training Program for Florida Small and Rural Transit Agencies 
This training program was developed by Florida RTAP and is included within Florida Small and Rural Transit 
Agency Bus Operator Training Program. 

The Defensive Driving Training Program for Florida Small and Rural Transit Agencies course is designed to meet 
the requirements outlined in Rule Chapter 14-90, Florida Administrative Code, and the Florida State 
Management Plan requirements. 

The goal of the Defensive Driving Training Program for Florida Small and Rural Transit Agencies course is to train 
operators about the importance of defensive driving. Specific emphasis is placed on understanding the 
difference between driving a car and a paratransit vehicle and how different types of terrain and weather 
impact the maneuverability of a vehicle. Proper application of defensive driving techniques can help decrease 
traffic violations, lower the risk of accidents or incidents, reduce employee injury and absenteeism, and reduce 
costs associated with vehicle repair and replacement. 

The course is divided into eight modules: 

 Module 1: Course Introduction 
 Module 2: Basics of Defensive Driving 
 Module 3: Rule Chapter 14-90, F.A.C. and Florida State Management Plan 
 Module 4: Getting to Know Your Vehicle 
 Module 5: Hazards and Mitigations 

https://www.floridartap.org/training/defensive-driving/
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 Module 6: Accidents and Incidents 
 Module 7: Fitness for Duty and Agency Policies 
 Module 8: Course Summary 

Additional topics such as road conditions, roadway design, road hazards, emergency management, pre- and 
post- trip inspections, road hazards, passenger distractions, and accident report documentation are also 
included in the modules listed above. 

This training program may be customized to include agency-specific policies, procedures, forms and other 
documentation. As an example, if an agency has a specific policy regarding backing up, a slide has been included 
to address exactly what steps the operators need to take when performing vehicle maneuvers. It is encouraged 
to have a vehicle available to conduct onboard training and familiarize the operator with any agency authorized 
equipment. Suggested topics to be covered during on-board training may include door and lift operations; seat 
and mirror adjustments; and on-board safety equipment. 

Refresher Training 
Experienced drivers can also benefit from training. Refresher training should periodically be provided for safety 
topics, other areas where drivers may need to update their skills, and emerging issues and service needs. 
National RTAP’s Transit Manager’s Toolkit identifies a number of topics that can be conducted as refresher 
training, Florida transit managers have identified the following circumstances they perform refresher training 
and how often that occurs.  

 Recurring training is conducted for perishable skills and refresher when trends or training shortfalls are 
identified 

 Periodic or if there is an incident 
 Quarterly 
 When a complaint is made and after we investigate 
 Once a year on specific trainings, as needed basis on others and training which will be expiring or 

meeting a deadline 
 Corrective action or someone from the supervisory staff observe unsafe/in correct handling passengers 

or equipment 
 At least semi-annual, or as needed 
 Annually, at our all staff meeting or upon an infraction or incident 
 Throughout the year. Refresher training is done during quarterly meetings, and if the occasion arises.  
 After a promotion 
 Annually for safety training. Follow-up training after any incident as determined by management. 
 Monthly, quarterly and annually depending on topic 
 We do this frequently and as needed 
 Accidents or incidents 
 After a vehicle accident or other incident, an assessment is conducted by risk management and an 

action plan to prevent a future repeat and possibly include additional staff training. This process is 
managed by our Quality Improvement staff, including the Risk Manager. 

Remedial Training 
Remedial Training (or retraining) is required when an operator is involved in a preventable accident or observed 
operating the bus in an unsafe manner. The remedial training is designed to meet the specific situation and lead 
to corrective actions. Trainer road observation may also be conducted. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Driver-Recruitment-Training-and-Retention
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Florida transit managers have identified the following circumstances when they perform remedial training: 

 When individual performance issues or lack of job knowledge/skills are identified 
 Incident based 
 When the issue is reoccurring 
 When an employee has failed to comply with what's been trained, numerous or consistent problem 

issues like accidents, etc. 
 As needed (i.e., traffic accident) 
 Complaints or accidents or during random viewing of video tape 
 Upon an accident resulting in destruction of property or injury 
 Quarterly and when performance issues occur 
 If an incident compromises the implementation or perception of accomplishing our goals and values 
 When there is a complaint or incident 
 Complaint, driver question, accident 
 We provide remedial training when a problem is identified 
 Accidents or incidents or noticeable issues from cameras 
 Depends on root cause analysis, what level of training is provided 

Entry-Level Driver Training (ELDT) Regulations 
Starting in February 2022, the Federal Motor Carrier Safety Administration’s (FMCSA) Entry Level Driver Training 
(ELDT) regulations set the baseline for training requirements for entry-level drivers. This applies to those seeking 
to: 

 Obtain a Class A or Class B CDL for the first time; 
 Upgrade an existing Class B CDL to a Class A CDL; or 
 Obtain a school bus (S), passenger (P), or hazardous materials (H) endorsement for the first time. 

The ELDT regulations are not retroactive; individuals who were issued a CDL or an S, P, or H endorsement prior 
to February 7, 2022, are not required to complete training for the respective CDL or endorsement. If an 
applicant who obtained a Commercial Learners Permit (CLP) prior to February 7, 2022 and obtains a CDL before 
the CLP or renewed CLP expires, the applicant is not subject to the ELDT requirements. Any individual who 
meets one of the exceptions for taking a skills test in 49 CFR Part 383 is also exempt from the ELDT 
requirements.  

About the Training Provider Registry 
The FMCSA Training Provider Registry retains a record of which CDL applicants have completed the new training 
and certification process outlined in the Entry-Level Driver Training (ELDT) regulations. 

The ELDT regulations and the Training Provider Registry were mandated under the Moving Ahead for Progress in 
the 21st Century Act (MAP-21). The ELDT final rule was based, in part, on consensus recommendations from the 
Agency’s Entry-Level Driver Training Advisory Committee (ELDTAC), a negotiated rulemaking committee that 
held a series of meetings in 2015. 

Driver Retention 
Performance Appraisals 
National RTAP’s Transit Managers Toolkit identifies the following suggestion to keep drivers on board. 

https://tpr.fmcsa.dot.gov/
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Driver-Recruitment-Training-and-Retention#KeepingDriversonBoard
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Provide employees with periodic on-board performance appraisals (suggested 90 days for new hires) aligned to 
their job descriptions (making sure the job description aligns with their current responsibilities or updating the 
job description). Be sure to provide plenty of advanced notice - the appraisal shouldn’t be a surprise. On-board 
appraisals are recommended for evaluating drivers because this helps the manager more fully understand the 
demands of the job and provides a coaching opportunity. 

Florida transit managers identified they complete evaluations on the following schedule: 

 Mid-year 
 Annually 
 New hires: 30, 60, and 90 days 

This is the process the agencies use to assess employee performance: 

 Field observations, ride-a-longs, monitoring, calibration meetings, and annual evaluations with pre-
planning (job expectations) and mid-terms. 

 Annual evaluation  
 Mid-check reviews, which through County Government the mid check are goals and objective you go 

over with the employee. and the final yearly is reaching/not reaching those goals and objectives which is 
the outcome of yearly. 

 Annual evaluations 
 Performance reviews 
 Annual evaluation; regularly one-on-ones with supervisor 
 We have an annual evaluation and a monthly drawing for above and beyond activities of employees 

where they win $25. 
 Annual evaluations prepared by the supervisors. Impromptu ride-along with drivers, field checks by an 

RN with in-home health employees. 
 Performance review, video review, ride-a-longs, road supervisor training, and lead driver training. 
 We are small enough to use hands-on interaction and feedback 
 County employee evaluation based on position 
 90-day evaluation and annually thereafter. We also include a 1-page employee self-assessment at these 

intervals. 

If an employee needs to improve their performance, these are the steps Florida transit managers follow: 

 Coaching, reinforcement training, counseling, Performance Improvement Program, and progressive 
discipline if behavioral. 

 Analyze the problem with the employee taking the lead.  
 Corrective action plan with key step to implement, focusing on a problematic situation and what will be 

changed to better meet the goals 
 Performance Improvement Plans 
 Corrective action, meeting, possible refresher training with documentation. 
 Depending on issue, develop a PIP and discuss with employee. Monitor and provide support regularly, 

through PIP timeframe. 
 Corrective action plans 
 Retraining, verbal warning, written warning, performance improvement plan and then other disciplinary 

actions up to termination 
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 Addressing and documenting the needed improvement(s) and setting an "improve by date," monitoring 
and mentoring, follow-up discussions related to improvements made or lack of improvement. 

 Coaching, hands on training, video review, mentoring, and follow-up 
 One on one interviews with two-way communication focusing on clear quantifiable solutions and follow-

up. 
 Performance Improvement Plans 
 Meet with them to address area 
 Coaching, retraining, and review of policies 
 We use progressive discipline when there are difficulties and regular supervision meetings usually 

resolve most performance issues. 

Teleworking 
In the National RTAP Transit Managers Toolkit on Teleworking, the toolkit states: “For some positions within the 
transit agency, it may be possible for staff to effectively work at home for at least part of their work schedules. 
The COVID-19 pandemic created a need for many agencies to develop telework policies. Transit systems with 
positions that do not always require working at the transit offices, on the bus, or within the field may wish to 
adopt teleworking policies for those job functions that can be performed at home. Examples of such positions 
and tasks include call center staff and many administrative functions that can be performed entirely by 
computer and telephone, such as development and review of procurement documents, grant writing, data 
analysis, preparation of reports, developing planning documents, website maintenance, etc. While teleworking 
may not be something an organization can feasibly allow permanently, having a telework policy in place can help 
the organization respond quickly to unexpected office closures due to fire, other disaster, or future pandemic. 
Telework policies should address requirements such as hours of work, telephone and email staff contact 
availability, virtual meetings, daily protocols, recordkeeping, performance objectives, home workspace, 
equipment, and software provided by the organization.” 

This is how Florida transit agencies adjusted to a work from home model and the departments that have been 
able to work from home. 

 Administration staff and the customer service work remotely. Some staff is hybrid.  
 Customer Service Representatives will continue to work remotely.  
 Customer Service Representatives in the call center.  
 Marketing, business development, human resources, and eligibility. Eligibility was back in house on 

1/1/22. The rest can stay at home.  
 Customer service department. If and when needed, we allow them to work from home. 
 All staff is in the office. They only worked remotely during the mandatory lockdown.  
 Yes, customer service, management, and human resources. 
 Grant administrator 
 All departments work from home. The driver supervisor is the only employee at base to monitor 

drivers/buses/safety/security. 
 Some staff did work from home, but as a health care organization, we remained open and nearly fully 

staffed. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Human-Resources#Teleworking


Florida Transit Manager’s Toolkit | October 2022  Page 16 

Succession Planning 
To ensure a transit agency will continue to function well after a transit manager retires or transitions to a new 
job, transit managers need to develop an effective succession plan for their successors. Florida transit agencies 
have implemented a number of strategies for succession planning, these include: 

 Get drivers 
 We are hoping to be able to increase wages in order to be more competitive in recruiting new staff and 

retaining current staff. 
 Bonuses and increased wages 
 Cross-training staff. Continued training of drivers. 
 Part of our strategic plan that the CEO updates annually. 
 The organizational structure is designed for succession except for two positions, the Accountant and 

Business and Compliance Coordinator. These functions would be covered by other Departments within 
the larger organization. Other employees are cross trained and those with additional skills, abilities, 
knowledge and potential are up trained. 

 An agency notes they have formal objectives to develop a succession plan and mentorship: 
o Objective #1.1: Integrate and overlap staff roles and functions whenever possible to achieve 

overall team redundancy and develop a more well-rounded staff, including cross-functional 
work scoping and accountability, and buy-in and ownership across all “team” disciplines (i.e., 
administration, fleet maintenance, and operations).  
 Utilize a “mentorship” approach to problem solve and assess situations so that the 

“team” continues to move forward on key objectives.  
 Mentor emerging leaders and support their professional progress and growth.  
 Tailor assistance for those that are struggling in their daily work or with specific work 

assignments. 
o Objective #1.2: Invest the time necessary for training and tutelage, including the sharing of 

knowledge and experience. Expose staff to training opportunities, new projects, business 
decisions, and problem solving, so that staff are prepared to assume leadership roles over time.  
 Expose emerging leaders to community outreach functions and develop the collective 

ability of the “team” to share ideas and concepts.  
 Over time, staff learns to communicate more effectively, while establishing new 

partnerships.  
o Objective #1.3: Continue to develop a network-based organizational approach based upon 

shared values, ownership and responsibility, and informal communication, as opposed to 
hierarchy. Spend the time necessary to establish tailored development plans for staff, and when 
necessary, corrective action/success plans for underperforming staff.  
 Expand the scope for each team member for continued growth and development.  
 Develop strong interpersonal skills amongst staff that to minimize/resolve conflict and 

promote the growth potential for everyone. 

Budgeting and Finance 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Budgeting and 
Finance 101. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Budgeting-and-Finance-101
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Budgeting-and-Finance-101
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This section of the toolkit introduces budgeting and finance concepts that rural transit managers need to know. 
Developing and monitoring an annual budget, ensuring that expenses are in line with the budget, and obtaining 
funding from a variety of sources are key to sustaining the transit system.  

Also, it is important that any purchases using FTA funds comply with FTA procurement requirements. These are 
summarized in the Procurement 101 section of the National RTAP Transit Manager’s toolkit. 

The sections of the National RTAP Transit Manager’s Toolkit include: 

▪ FTA Financial Management Requirements for Grantees 
− Internal Controls 
− Non-federal Share (Local Match) 
− Financial Plan 
− Allowable Costs 
− Indirect Costs 
− Program Income 
− Audit 
− Reporting Requirements 
− Recordkeeping Requirements 
− Closeout 
− Revenue from Sale of FTA-funded Assets 

▪ Rural Transit Budget Development 
▪ Budget Monitoring 
▪ Developing a Multi-Year Financial Plan for Rural Transit 
▪ Potential Funding Sources for Rural Public Transportation 

− FTA Grant Programs 
− Non-Federal Sources 

▪ Grant Writing Tips 

National Transit Database Reporting Requirements 
In National RTAP’s Transit Manager’s Toolkit, Budgeting and Finance 101, it states are subject to grant reporting 
requirements to FTA (including financial reports and milestone progress reports). To prepare their reports, and 
to help ensure funding is being spent in accordance with the subrecipient grant agreement, states need reports 
from their subrecipients. Subrecipient financial reporting requirements vary from state to state. Data required 
for the National Transit Database (NTD) are common to all states, including total annual revenue, sources of 
revenue, total annual operating costs, total annual capital costs, fleet size and type, related facilities, revenue 
vehicle miles, and ridership. For more information, see National RTAP’s Fundamental Financial Management for 
Rural Transit Agencies. 

Cost Allocation 
The Florida Department of Transportation (FDOT) Public Transit Office has developed a Microsoft Excel-based 
Cost Allocation Tool to enable agencies or organizations providing public transportation services to allocate 
operating expenses using a consistent methodology.  

The Cost Allocation Tool guides user input of service, operational, and financial data to allocate operating 
expenses by services, jurisdictions or geography, and other common situations. Its accompanying guidebook 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Compliance/procurement-101
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Budgeting-and-Finance-101
https://www.transit.dot.gov/ntd
http://cloud.nationalrtap.org/Resource-Library/Advanced-Search/fid=109
http://cloud.nationalrtap.org/Resource-Library/Advanced-Search/fid=109
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discusses an overview of cost allocation and the methodology used in the Cost Allocation Tool and provides 
step-by-step user instructions for the Cost Allocation Tool. 

Potential Funding Sources for Rural Public Transportation 
Common funding sources for rural transit systems are available through the Florida Department of 
Transportation (FDOT) or the Florida Commission of Transportation Disadvantaged (CTD). 

Grants Administration and Procurement 
FDOT Transit Office administers Federal and State transit grants, monitors compliance with transit regulations, 
Title VI, and provides planning, procurement assistance and technical assistance to Florida’s transit agencies and 
communities. The Florida Department of Transportation’s State Management Plan is organized into three 
sections. The first section is the Overview that summarizes the information required, by circular, on the 
Department’s management of the Federal Programs.  

This FDOT’s Procurement Guidance provides for the assistance in administration and management of the 
Federal and State Transit Grant Programs. The templates provided in the guidance documents serve as a 
technical assistance resource for sub-recipients of Federal funding administered by the FDOT. Sub-recipients 
using the technical assistance resources should be advised that the templates should be tailored to reflect the 
actual administration procedures of the sub-recipient agency. 

Shirley Conroy Grant 
The Shirley Conroy Rural Area Capital Assistance Grant was named in honor of Mrs. Shirley Jenkins Conroy 
(1930-2010). Mrs. Conroy was a tireless advocate for coordinated community transportation services and those 
who were disadvantaged. Each year, the Florida Department of Transportation (FDOT) transfers $1.4 million to 
the Transportation Disadvantaged Trust Fund to provide financial assistance to Community Transportation 
Coordinators for the purchase of capital equipment. Equipment shall support the provision of transportation 
disadvantaged services in rural areas of the State. 

Trip & Equipment Grant 
The Trip and Equipment Grant program was established to provide opportunities for non-sponsored 
transportation disadvantaged citizens to obtain access to transportation for daily living needs when they are not 
sponsored for that need by any other available federal, state, or local funding source. This is a reimbursement 
grant. Grantees must provide service or procure capital equipment before seeking reimbursement. 

Planning Grant 
The Planning Grant Program was established to provide funding to designated official planning agencies to assist 
the Commission in their responsibilities at the local level and to provide support to the Local Coordinating 
Boards. 

Innovative Service Development Grant 
As part of the 2022 Legislative Session, the Florida Legislature authorized the use of up to $4 million in 
Transportation Disadvantaged Trust Fund monies to administer the Innovative Service Development Grant 
Program. 

The legislation directs the Commission to award this funding through competitive grants to Community 
Transportation Coordinators for projects that support more cost-effective and time-efficient services to the 
transportation disadvantaged. Projects must meet at least one of the following objectives: 

https://www.fdot.gov/transit/currentpages/navigation/grantsadministration.shtm
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/state-managment-plan-part-1-overview-10-11-19.pdf?sfvrsn=dc4df417_2
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/procurement-guidance-combined.pdf?sfvrsn=df784b3c_2
https://ctd.fdot.gov/Grants.htm
https://ctd.fdot.gov/Grants.htm
https://ctd.fdot.gov/Grants.htm
https://ctd.fdot.gov/Grants.htm
https://ctd.fdot.gov/Grants.htm
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 Increase a transportation disadvantaged person’s access to daily activities that could include 
employment, education, medical and shopping, etc. 

 Enhance regional connectivity and cross-county mobility; or, 
 Reduce the difficulty in connecting transportation disadvantaged persons to a transportation hub and 

from the hub to their final destination. 

Greatest Lesson Learned 
COVID-19 pandemic changed transit operations, service planning, and ridership. The last question of the agency 
survey portion of this project asked the respondents to identify the greatest lesson learned over the last 12-24 
months. These were their responses: 

 Flexibility, effective communications, and employee engagement are critical for success 
 How important our personnel is and their value. Retention is a big issue, and we are doing our best to 

increase the salaries. Just recognizing and getting our local government to understand the importance of 
the work that is done by our transit operators. 

 Patience 
 One person can’t do everything. Take care of the client and then the office work.  
 The world is changing very fast. 
 The importance of implementing health and personal protective strategies, for the volunteers (drivers) 

and clients. 
 Expect the unexpected. 
 Procurement and employee retention. 
 Do not assume anything. 
 How to continue service while providing social distance on a bus. 
 Customer service, even in times of pandemics, is still the most important thing a transportation service 

can do. 
 We can save by parking our vehicles that are not being used and putting the insurance on hold, but not 

using these vehicles creates another issue. It has been a challenge to maintain our transportation 
department with the decreased funding due to low enrollment and fewer trips.  

 Patience and empathy can really get you through difficult times and selfcare is essential. 

Sources 
 Defensive Driving Training Program for Florida Small and Rural Transit Agencies 
 FDOT Transit Office 
 FDOT’s Procurement Guidance 
 Florida Department of Transportation’s State Management Plan 
 Florida Small and Rural Transit Agency Bus Operator Training Program 
 FMCSA Entry-Level Driver Training (ELDT) 
 FMCSA FAQ 
 FMCSA Toolkit for Developers 
 FMCSA Training Provider Registry 
 Innovative Service Development Grant Program 
 National RTAP Budgeting and Finance 101 
 National RTAP Budgeting and Finance 101 
 National RTAP Teleworking 

https://www.floridartap.org/training/defensive-driving/
https://www.fdot.gov/transit/currentpages/navigation/grantsadministration.shtm
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/procurement-guidance-combined.pdf?sfvrsn=df784b3c_2
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/state-managment-plan-part-1-overview-10-11-19.pdf?sfvrsn=dc4df417_2
https://www.floridartap.org/training/small-and-rural-training-program/
https://www.fmcsa.dot.gov/registration/commercial-drivers-license/entry-level-driver-training-eldt
https://tpr.fmcsa.dot.gov/FAQ
https://tpr.fmcsa.dot.gov/Learn/DeveloperToolkit
https://tpr.fmcsa.dot.gov/
https://ctd.fdot.gov/Grants.htm
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Budgeting-and-Finance-101
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Budgeting-and-Finance-101
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Human-Resources#Teleworking
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 National RTP Driver Recruitment, Training, and Retention 
 Shirley Conroy Rural Area Capital Assistance Grant 
 Trip and Equipment Grant 
 The National Transit Database (NTD) 

Planning 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Planning and 
Evaluation. 

State of Florida Planning Requirements 
In Florida, a Transportation Disadvantaged Service Plan (TDSP) is required for Community Transportation 
Coordinators (CTCs), as overseen by the Florida Commission for the Transportation Disadvantaged (CTD). In an 
effort to move towards becoming true mobility managers, many transit systems have taken on the additional 
role of the CTC and must prepare and submit both TDPs and TDSPs to the State.  

Transportation Disadvantaged Service Plan (TDSP) 
The Transportation Disadvantaged Service Plan (TDSP) is developed by the Community Transportation 
Coordinator (CTC) and the planning agency under the guidance and approval of the local coordinating board 
(LCB). It is a statutory requirement of Chapter 427 of State Statutes. The plan is an annually updated tactical plan 
with components of development, service and quality assurance. Through the local LCB’s involvement in the 
review and approval of the TDSP, the LCB is able to guide and support the CTC in implementing coordination 
efforts or locally developed service standards that are consistent with the needs and resources of the 
community. It is submitted to the Commission for Transportation Disadvantaged (CTD) for final action. The 
following two documents describe the CTD, the CTC and TDSP and explain their purpose for transportation 
planning. 

Sources 
 TDSP Resource Guide: https://planfortransit.com/tdsp-resource-center/  
 CTD: Memorandum of Agreement & Transportation Service Plan: https://ctd.fdot.gov/serviceplan.htm 
 FDOT Transit Planning and Policy: 

https://www.fdot.gov/transit/pages/newtransitplanningandpolicy.shtm  

Safety, Security, and Emergency Management 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Safety, Security, and 
Emergency Management. 

State of Florida Requirements  
The state of Florida requires agencies to develop and maintain two specific documents for safe and secure 
transit operations. The requirement for these two documents are outlined in Rule Chapter 14-90, FAC. 

 Security Program Plan (SPP) means a document developed and adopted by the bus transit system 
detailing its policies, objectives, responsibilities, and procedures for the protection and defense of the 
system and persons from intentional acts of harm. 

 System Safety Program Plan (SSPP) means a document developed and adopted by the bus transit system 
detailing its policies, objectives, responsibilities, and procedures against injuries or damage. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Administration/Driver-Recruitment-Training-and-Retention
https://ctd.fdot.gov/Grants.htm
https://ctd.fdot.gov/Grants.htm
https://www.transit.dot.gov/ntd
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Planning-and-Evaluation
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Planning-and-Evaluation
https://ctd.fdot.gov/serviceplan.htm
https://planfortransit.com/tdsp-resource-center/
https://ctd.fdot.gov/serviceplan.htm
https://www.fdot.gov/transit/pages/newtransitplanningandpolicy.shtm
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Safety-Security-and-Emergency-Management#SafetySecurityandEmergencyManagement
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Safety-Security-and-Emergency-Management#SafetySecurityandEmergencyManagement
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
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The Florida Compliance Oversight and Technical Assistance Program provides a template for the SPP. 

Public Transportation Agency Safety Plan (PTASP) 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Safety, Security and 
Emergency Management. 

On July 19, 2018, the Federal Transit Administration (FTA) published the Public Transportation Agency Safety 
Plan (PTASP) Final Rule that required Section 5307-funded urban transit systems to develop safety plans that 
include the processes and procedures to implement Safety Management Systems (SMS). Under current rules, 
Section 5310 and/or 5311 funded agencies are not required at this time to develop an FTA-compliant safety 
plan. However, the SMS and safety plan elements presented in this section of the toolkit should be considered 
as best practices for Section 5310 and/or 5311 funded agencies. 

The National RTAP Transit Manager’s Toolkit is divided into the following sections that cover PTASP and SMS: 

 The Role of the Accountable Executive / Safety Officer 
 Safety Management System (SMS) Framework 

− Moving Ahead for Progress in the 21st Century (MAP 21) 
− The National Public Transportation Safety Plan (NPTSP) 
− The Public Transportation Agency Safety Plan (PTASP) 
− The Safety Management System (SMS) – A Brief Overview 
− Safety Management System Overview – 4 Pillars 
− Safety & Overarching Theme 

Florida Department of Transportation Resources 
There are a number of resources and training presentations available to Florida transit agencies to help 
implement PTASP and SMS. 

PTASP-14-90 Guidance Document: This document provides a step-by-step process to use as a guide when 
developing a Public Transportation Agency Safety Plan. Additionally, this resource guide provides an outline to 
use as an example for a compliant PTASP. 

SMS GAP Analysis Template – The SMS GAP Analysis Template will assist transit agencies with identifying areas 
within the organization that may not be currently consistent with the safety management structure as outlined 
by the Federal Transit Administration. This template will guide agency personnel through the necessary steps 
that must be completed to develop a functional and scalable SMS at the transit agency. 

SMS Implementation Exercise – The SMS Implementation Exercise provides an example of a methodology to use 
when approaching and understanding the requirements of the Safety Management System. 

Non-punitive Employee Reporting Presentation 

Introduction to Hazard Risk Assessments 
This training session provided participants with the basic fundamentals needed to conduct a hazard and risk 
analysis to assist agencies with developing a proactive safety culture while minimizing risk. The session focused 
on small to mid-sized transit agencies and will provide an understanding of the process by “keeping it simple” 
and will include a group exercise. Conducting risk assessments are one of the key fundamentals of managing 
safety and is the backbone of a successful Safety Management System. 

https://www.floridacota.org/resources/
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Safety-Security-and-Emergency-Maintenance
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Safety-Security-and-Emergency-Maintenance
https://ftson.org/sms-ptasp-toolkit/
https://ftson.org/sms-ptasp-toolkit/
https://ftson.org/sms-ptasp-toolkit/
https://ftson.org/sms-ptasp-toolkit/
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Recording: https://cutr.adobeconnect.com/pqnavvl98c4t/  

Examples of Hazard Risk Assessments 
Florida transit managers have identified the following circumstances when they had to perform a hazard risk 
assessment: 

 New sites, events, and reported or identified safety issues. 
 When we have assisted in hazardous situation like gas leaks, emergency exercises, etc. Utilizing what we 

learned from the situations to teach others on what to do/or not do. 
 Unsafe bus stop locations 
 Post triennial review (March 2021) 
 Since the inception of our PTASP 
 We use the experiences of our peers to identify if the same risk factors exist in our agency either in 

practice or in the policy.  
 When implementing a new process or equipment and with reported concerns. 
 This is a plan we re-assess annually. Findings from incident reviews are added or deleted as needed. 

Emergency Management 
State of Florida Requirements 
The agency should have a plan on how to prepare, respond, and recover from transit emergencies. The type of 
plan required is dependent upon the type of funding. 

1. Security Program Plan (SPP) is required if you receive a combination of 5307/5311 funds 
2. Transportation Operation Procedure (TOP) is required if you receive only 5310 or only 5311 funds 

Security and Emergency Preparedness Plan Requirements for 5307/5311 Agencies 
Generally, agencies receiving 5307/5311 funds are required to develop a plan that is comprehensive of the 
following elements: 

 Management commitment 
 Security policies, goals, and objectives 
 Organization, roles, and responsibilities 
 Emergency management processes and procedures: 

o Mitigation 
o Preparedness 
o Response 
o Recovery 

 Procedures for the investigation of events 
 Procedures for the establishment of interfaces with emergency response organizations 
 Employee security and threat awareness training programs 
 Security data acquisition and analysis 
 Emergency preparedness drills and exercises 
 Certification requirements 
 SPP requirements for contractors 

o Contractors are required to meet the requirements in the plan 
 Procedures for oversight and monitoring of contractors’ compliance with security requirements 
 Review threat and vulnerability assessment 

https://cutr.adobeconnect.com/pqnavvl98c4t/
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 Procedures for SPP maintenance and distribution includes disclosure prohibition per section 
119.071(3)(a), F.S. 

o Rule Chapter 14-90.004: (d) Bus transit systems are prohibited by Section 119.071(3)(a), F.S., 
from publicly disclosing the SPP or the security portion of the SSPP, as applicable, under any 
circumstance. 

o Transportation Security Administration (TSA) Sensitive Security Information (SSI) is information 
that, if publicly released, would be detrimental to transportation security, as defined by Federal 
Regulation 49 C.F.R. Part 1520. 

o As persons receiving SSI in order to carry out responsibilities related to transportation security, 
TSA stakeholders and non-DHS government employees and contractors, are considered 
“covered persons” under the SSI regulation and have special obligations to protect this 
information from unauthorized disclosure. 

Additionally, the emergency plan should contain these additional elements: 

 Emergency communication and handling of hazards, unsafe conditions, and security threats 
 Emergency evacuation procedures that specifically address wheelchair evacuation for vehicles with 

more than three (3) wheelchair positions 
 Hazard analysis to assess the level of risk the seating capacity and configuration could pose if a vehicle 

needed to be evacuated in an emergency situation for vehicles with more than three (3) wheelchair 
positions. 

Transportation Operation Procedure (TOP) Requirements for 5310 Agencies 
There are fewer requirements for 5310 only agencies but having a plan, implementation and testing is equally 
important. 

 Management commitment 
o Signed by the CEO, commitment to follow the plan 

 Agency’s procedures for handling emergencies that occur when the vehicle is being used away from the 
facility 

 Driver training that addresses handling emergency situations 
 Emergency evacuation procedures that specifically address wheelchair evacuation for vehicles with 

more than three (3) wheelchair positions 
 Hazard analysis to assess the level of risk the seating capacity and configuration could pose if a vehicle 

needed to be evacuated in an emergency situation for vehicles with more than three (3) wheelchair 
positions 

Emergencies presented to Florida public transit agencies may come unexpectedly or may evolve over time. 
Emergencies can present in many forms and each emergency must be dealt with individually based on their size 
and complexity. An emergency is defined as a sudden, generally unexpected occurrence or set of circumstances 
which demands immediate attention. 

Two types of emergencies: 

1. Predicted emergency a set of expected events that can threaten the transit system and the community, 
posing serious impacts on regular transit operations 
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2. Unpredicted emergency an event that happen suddenly or with short notice, like earthquakes, tornados, 
mudslides, or sink hole 

Types of Emergencies Affecting Transit 
 Acts of nature  
 Accidents 
 Hazardous Materials/Chemical Releases 
 Active Shooter 
 Pandemics and epidemics 
 Terrorism or other security events 
 Cyber-attacks 
 Search and recovery efforts 
 Civil unrest 

Situations and How to be Prepared 
 Coordination with emergency management officials 
 Response varies based on the type, size, scale and complexity of the emergency 
 Each situation has a unique set of challenges for public transit 
 Preparation could be the difference between success and failure 

Key elements in an emergency management plan include detailed key personnel contact lists, checklists by 
functional area of actions to be undertaken, action timelines for before, during and after an event, standard 
operating procedures in the event of a disaster, clear disaster response policies and practices, and 
communications protocols. 

Transit’s Role in Non-Transit Emergencies 
 Support community response needs 

o Provide supplemental transportation in affected areas 
o Public evacuation of an affected area – ADA equipment 

 Movement of emergency responders and their equipment into and out of an affected area 
 Provide vehicle maintenance assistance 
 Technical and professional assistance 
 Provide augmentation for local law enforcement  
 Provide emergency short-term shelter 
 Provide mobile rehabilitation for first responders 
 Provide “eyes and ears” along routes for damage or situational assessments 
 Provide alternate transportation system 
 Provide a temporary mobile command or relief center 

Emergency Management Stakeholders 
In any emergency there are several primary players that must come together 

1. City/county/state Emergency Operations Centers (EOC)  
2. Police and fire departments  
3. Rescue operations (which may or may not be separate from the fire department)  
4. 911 operations (which, again, may or may not be separate)  
5. Public works department  
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6. Public health officials 
7. Select public officials (e.g., the mayor) 
8. School districts 
9. Other transportation providers 
10. Other relevant agencies involved in disaster planning (e.g. airports) 

In the state of Florida other key stakeholders are involved in the coordination and communication regarding 
transit during emergencies: 

 Florida DOT 
 Florida Public Transportation Association 
 Commission for Transportation Disadvantaged 

The Local Emergency Operations Center (EOC) should be the first stakeholder in the development of an 
emergency plan. It is the responsibility of the EOC to lead community coordination of other agencies and 
services in emergencies, not the transit agency. It is imperative that directives are coordinated from the top-
level down, without duplicating work. State, county, city and town managers can leverage available funding to 
enable coordination. 

Emergency Support Functions (ESF) 
The state of Florida Comprehensive Emergency Management Plan (CEMP) establishes a framework through 
which local governments prepare for, respond to, recover from, and mitigate the impacts of a wide variety of 
disasters that could adversely affect the health, safety and/or general welfare of the residents of their 
jurisdictions. The plan provides guidance to State and local officials on procedures, organization, and 
responsibilities, as well as provides an integrated and coordinated local, state, and federal response. The plan 
also defines the responsibilities of local and state agencies and volunteer organizations. 

The CEMP adopts a functional approach that groups the types of assistance to be provided into 18 Emergency 
Support Functions (ESF’s) which are patterned after the federal emergency response system detailed in the 
Federal Response Plan. Each ESF is headed by a lead agency or organization, which has been selected based 
upon its authorities, resources, and capabilities in that functional area. 

The ESF structure is intended to provide support, resources, program implementation, and services that are 
most likely needed to save lives, protect property and the environment, restore essential services and critical 
infrastructure, and help victims and communities return to normalcy following domestic incidents. Each ESF is 
supported by two coordinating councils – government and private sector – working closely together to ensure 
an effective public-private partnership to advance resiliency. 

There are 3 ESFs which Florida agencies will most likely be involved in or need to coordinate with:  

ESF-1 Transportation: The purpose of ESF-1 is to provide, in a coordinated manner, the resources (human, 
technical, equipment, facility, materials and supplies) of member agencies to support emergency transportation 
needs during an emergency disaster situation. 

Transportation resources obtainable through ESF-1 will be used to assist in the following: 

 Evacuation of persons from threatened or immediate danger 
 Monitoring, control, and coordination of vehicular traffic flow 
 Provision of infrastructure status reports for all modes of transportation 
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 Multi-modal logistical transportation of evacuees, personnel, equipment, and materials and supplies 
 Provision of maps for all modes of transportation 
 Identification of obstructions and damage to the multi-modal transportation infrastructure 
 Prioritization and initiation of emergency work tasking 
 Provide respite care for first responders 

ESF-6 Mass Care: ESF-6 coordinates activities involved with the emergency provision of temporary shelters, 
emergency mass feedings, and the bulk distribution of coordinated relief supplies for victims of a disaster and 
disaster workers. 

ESF-8 Health and Medical Services: ESF-8 provides health, medical care, and social service needs. Among the 
transportation-related functions include transportation of victims of a disaster, assistance in the evacuation of 
victims out of the disaster area after the event, immediate support to hospitals and nursing homes – all 
functions that deal directly with persons with special needs. 

Develop a Command System 
The Standardized Emergency Management Systems (SEMS) used in the United States and the State of Florida 
requires that emergency management agencies use the Incident Command System (ICS) as the basic emergency 
management system. ICS is a flexible means for command, control, and coordination at the scene of an incident, 
emergency, or disaster. It is a management tool for organizing personnel, facilities, equipment, and 
communications. 

Using ICS ensures an effective span of control for incident management, and the use of common terminology to 
prevent misunderstandings. ICS communications are integrated to assure that resources are effectively 
deployed during the response. 

 

Figure 2. Incident Command System Communications 

ICS has a modular format consisting of an Incident Commander and four supporting staffs:  

 Operations: coordinate the tactical response for the incident. 
 Planning: collect and disseminate information, as appropriate, and plan the next steps. The Planning 

Staff assess the ongoing situation; collect, evaluate, and disseminate information about the incident; 
and develop intelligence information for contingency plans. 

 Logistics: Staff locates and stages necessary equipment and supplies. The Logistics Staff are responsible 
for the provision of facilities, services, and materials, including transportation, and fuel, shelter, personal 
hygiene, food, potable water, water for fire suppression, medical attention and supplies, and relief 
personnel. 

 Finance and Administration: handle emergency procurement, accounting, and personnel notifications. 
The Finance and Administration Staff track all incident costs and evaluate financial considerations. 

https://www.cutr.usf.edu/wp-content/uploads/2012/07/Hurricane-Report-Combined-10_26_2005-.pdf
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Emergency Management Phases 
There are four phases of an emergency management 

1. Mitigation 
2. Preparedness 
3. Response 
4. Recovery 

Mitigation 
The mitigation phase of emergency management differs from the other phases because it focuses on long-term 
measures for reducing or eliminating risks, and it is a continuous activity. 

Mitigation activities related to transit systems include: 

 Establishing procedures and policies that promote a safe operating environment 
 Determining and adhering to design codes and standards 
 Design characteristics to design out potential hazards 
 Purchasing appropriate insurance coverage 
 Vehicle and facility design considerations 
 Training in safety procedures and standards 
 Dissemination of materials, such as hurricane manuals 
 Identification of GAPs in the process and implementation of corrective actions based on lessons learned 
 Conduct table top exercises and/or mock evacuations 

Elements of mitigation are:  

1. Historical – the events that have previously occurred. What have you learned? How can you keep that 
same incident from happening again? 

2. Technological – what could result from a process or system failure? 
a. Computer system failures 
b. Cyber attacks 
c. Telecommunication failures 
d. Heating and cooling system failures 
e. Intelligent transportation system failures 

3. Physical – what types of emergencies could result from the design or construction of a transit facility or 
vehicle? Does the physical facility enhance safety? 

4. Geographic – what can happen near the transit system’s location? 
a. Flood plains 
b. Proximity to companies that produce, use, or store hazardous materials (use LT example of 

taking in polluted air from nearby recycling plant) 
c. Proximity to nuclear power plants 

5. Human error – what emergencies can be caused by human error? 
a. Fatigue 
b. Substance abuse 
c. Misconduct 
d. Lack of training 

https://www.fema.gov/mission-areas
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Preparedness 
Emergency preparedness activities specific to transit systems should include establishing general emergency 
procedures such as communication/notification, situation assessment, evacuation from hazardous areas, and 
use of emergency equipment; hazard-specific procedures for severe weather, hazardous material spills, and 
other natural or technological disasters; and the establishment of a command and control structure. Moreover, 
it is important to establish mutual agreements with law enforcement and first responders at the county and city 
levels to assist during the emergency and during the preparedness phase, ensuring that drills and exercises are 
conducted at the highest practical level. The establishment of mutual agreements provides the opportunity for 
relationships to be made, which will improve the likelihood of beneficial communication occurring during a 
declaration of emergency. Transit agencies should also consider establishing mutual aid agreements with 
agencies not in close proximity to their location to stage vehicles/equipment during storms and flooding. 

Elements of preparedness are: 

 Essential Material Supply 
o Fuel, electricity, and other resources 

 Avoid duplication of emergency service obligations 
o Multiple simultaneous service requests from social service agencies/resident care centers 

 Surge Capacity 
o Central personnel 
o Vehicle operations 
o Vehicle orientation 

 National Incident Management System Training 
 Training for emergency response 
 Employee and family preparedness 
 Exercises and drills 

o Discussion-based (tabletop) 
o Operational 
o Inclusion of people with access and functional needs 

Prevention 
Basic elements of prevention are: 

 Threat and vulnerability assessment 
o Critical assets 
o Hazard and threats 

 Interagency risk-related communications 
o Human service agencies, resident care centers, and medical providers 
o Emergency management, law enforcement fire 
o Prepare employees and their families  

 Insurance Limitations 
o Liability coverage for assets mobilized for emergency response 

 Memoranda of Understanding and Mutual Aid Agreements 
o How transit will operate during emergencies 
o Reimbursement for providing emergency services 

 Customer Preparedness 
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o How to prepare for emergencies 
o Strategies for evacuating or sheltering in place 

 Adaptive Equipment 
o Equipment people with disabilities need to take with them 
o Developing sound emergency plans 
o Testing plans and conducting tabletop exercises and drills 

Response 
Elements of the response section in the plan are: 

 Interoperable communication 
o Interoperable radio systems for responders to communicate with each other 

 Customer communication 
o Advisories about service continuity, disruptions, cancellations 

 Emergency Operations Center (EOC) 
o Incident objectives established 
o Resource allocation decisions made 

 Departmental Emergency Operations Center 
o To coordinate a combination of public transit, human service transportation, student 

transportation and paratransit services 
 Vehicle Staging and Pre-positioning 

o For rapid response 
 Service Continuity 

o Essential life-supporting transportation needs 
o Customers “in the system” and waiting for pick up 

 Emergency Dispatching 
o Plan for power loss 

 Identifying Individuals Needing Evacuation Assistance 
o Challenge – private residences 
o Oversized mobility devices 

 Mobilization 
o Strategy for quickly mobilizing staff and equipment 

 Transporting Pets 
o Strategy for emergency conditions 

Recovery 
Elements of the recovery phase are: 

 Continuing essential life support services 
o After a disaster – locating customers 
o Scheduling trips outside of the service area 

 Restoring service 
o Address in stages 

 Re-entry 
o Returning people to residences 
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 Coordinating transportation to a long-term shelter for those whose homes are not 
accessible or inhabitable  

 Post-Disaster Service Assessment 
o May require altering service 

 Post Crisis Counseling 
o Employees ready and able to return to work 

 Documenting Damage 
o Personal injuries 
o Buildings/facilities 
o Vehicles/equipment 

 Reimbursement 
o Have accurate records of response assignments 
o MOU with Emergency Management 
o Contractor challenges 

Tips to Succeed in Emergency Management 
 Develop a solid plan according to the requirements and the agency need 
 The plan should be scalable at the lowest practical level 
 The plan should be intended as a living document 
 Exercises with local emergency responders (via MOU) 
 Establish a relationship with local EOC 
 Test the plan 
 MOU with agencies away from your location to stage vehicles or equipment during storms or floods 

Developing a Plan 
Public transit systems have a history of aiding during emergencies by performing vital transit services such as the 
evacuation of citizens, which may include individuals with special needs and transit-dependent populations, 
providing respite care for first responders and using buses as barriers. In addition to these transportation 
services, public transit agencies in Florida may be called upon to assist the State Emergency Operations 
Command and the Florida Department of Transportation (FDOT) during emergencies in providing transportation 
services as needed. Since public transit systems play such an important role in emergency management, written 
guidelines for public transit emergency planning are necessary and potentially crucial tool. 

Emergency Management Taskforce 
Develop a cross-departmental emergency preparedness and response task force. Ensure that all departments 
are represented. By developing a cross-departmental emergency task force, you will ensure that all departments 
within your agency are represented, have input on and provide critical specific information relating to the 
emergency. This is critically important as many departments have specific rules or practices, they must follow 
event during emergencies. Task force members can assist management with a small task and can report back on 
progress or potential issues. 

Pull the connection into the Incident Command Structure 

1. Administration – contact needs and essential support 
2. Finance – how will you pay for supplies if there are no purchase orders, credit cards or cash? Also, 

finance will be the lead in requesting financial reimbursement 
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3. Maintenance – essential function and will be tasked with maintaining vehicles during adverse 
conditions. 

4. Marketing – changes to service – public announcements 
5. Operations – operators, dispatchers, road supervisors, paratransit/special needs service 
6. Planning – may need to determine alternate routes 

This task force can be used to: 

 Enhance stakeholder involvement 
 Assist in developing SOP based on lessons learned 
 Update agency contact list due to personnel changes, be sure essential employees understand their 

roles and responsibilities 
 Develop methods for contacting riders 
 Stockpile necessary supplies 

o Bottled water – extremely important if sheltering employees and others at facility. 
o Protein bars and snacks 
o Other non-perishable items 
o Weather gear 
o Pandemic supplies – masks, gloves, hand sanitizer, CDC recommended cleaning products. 

 Develop agency-specific checklist and their roles and responsibilities 
o For example, what needs to be done 90-, 60-, 30, and 15- days before hurricane season 

 Identify Resources 
1. Communication Resources 

a. Employee contact lists – identify which employees are essential and non-essential 
i. Include: names, titles, phone numbers, and email addresses 

ii. Have a hard copy in the event computer systems are non-functional 
b. Extra portable radios 
c. Satellite telephones 
d. Stand-alone portable communication system at a common frequency 
e. Back up database and manifest of paratransit related information 
f. Two-way radios that do not require service or tower 

2. Fuel Needs 
a. Portable fueling systems 
b. Replacement fuel availability 

3. Electric generators – test generators and ensure it is fully fueled 
4. Parts and supplies 

a. Maintenance-related 
b. Facility related 
c. General 

5. Mobile Repair Trucks 
6. Staffing Back-Up: temporary reassignment of staff to impacted agencies/systems (such as mechanics, 

operation supervisors, dispatchers, bus aides, etc.) 
7. Portable Command Center/Bus 
8. Dispatch upgrades to allow conversion of “visiting buses” two-way radios to common local radio 

frequency 
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9. Availability of extra buses for service and for relief support, including accessible vehicles. 
10. Battery replacement and recharge capabilities 
11. Portable charging stations for all personal wireless devices 

Establish a Relationship with the Local EOC 
Lesson learned from Hurricane Michael: Coordinate with your EOC ahead of time to determine if your presence 
will be needed at the EOC prior to the storm. The EOC will be heavily staffed, and space is very limited.  

EOC Functions 
Facility from which the multiple agencies involved in an incident coordinate  

 Collection, analysis, and sharing of information 
 Supporting resource needs and requests 
 Coordinating plans and determining future needs 
 Provide coordination and policy direction 
 Identify needs within jurisdictional areas 
 Establish mission numbers 
 Prioritize needs and response 
 Provide a unified response effort 
 Manage multiple coordinated efforts 

County EOCs coordinate with the State EOC (SEOC) in Tallahassee. If the mission comes from local EOC, they 
drive the process and must provide information regarding conditions and what is needed. If the mission comes 
from the state, the state provides information regarding conditions and what is needed.  

Pre-Establish Evacuation Routes 
Transit agencies may elect to establish evacuation routes and bus assignments in advance of a storm or 
emergency event. The FDOT has evacuation routes, the agency should review these routes and utilize them 
when necessary. This allows the system passengers (especially the transit-dependent passengers) to be made 
aware of the transit service that will be made available in the event of a disaster. From an agency’s perspective, 
the existence of evacuation routes facilitates quick disaster response and expedited implementation of the 
evacuation service. 

Develop a Mutual Aid Agreements and Memorandum of Understandings 
Agency Agreements – in the 2004 multi hurricane system event, transit agencies had memorandums of 
agreement and/or mutual aid agreements with their local governments – noting specifically all local agencies 
that could assist. This included coordination with local school boards. Remember, once schools are closed, these 
buses are sitting idle and can be used for mass evacuations.  

In most cases, a local school board’s bus fleet is much larger than the local transit agencies and includes several 
smaller specialized vehicles. 

 Quickly respond to and assist others when needed 
 Develop and sign mutual aid agreements with other agencies 

o Inter-state agreement 
o Agreements with neighboring agencies 
o Agreements with agencies on the opposite coast 

 Benefits of mutual aid agreements 

https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
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o House fleet in other areas of the state to prevent total fleet loss 
o Help support the loss of critical infrastructure (fuel shortage) 
o Back-up critical software or files for use during an outage (i.e. personnel, payroll files) 
o Borrow equipment or fleet, if needed 
o Temporary staff including bus operators 

Interorganizational Agreements 
Think outside of your neighboring counties. Agencies in neighboring counties have likely been hit by the same 
natural disaster. 

Interorganizational agreements help to organize coordinated efforts between transit agencies and other 
emergency response personnel. This structure should designate the lead and support agencies for emergency 
response functions, as well as the lead personnel within each agency. 

Elements of an interorganizational agreement between the transit agency and other local agencies/authorities 
should include the following: 

 Activities that the transit agency will (a) lead or (b) support 
 Chain of communication between and within agencies 
 Responsibilities and authority 
 Resources of transit agencies and other support organizations 
 Funding for emergency response activities 

Emergency Service Standards – Maximum Wind Level Policy 
To provide a balance of extending the mass evacuation period as long as possible, as well as other supporting 
functions, most EOCs and transit agencies establish a maximum wind level threshold at which operations are 
ceased and the buses and support vehicles return to the garage or seek other shelter. This is especially critical 
for transit buses that offer a large profile for the wind and makes them susceptible to unsafe operation for the 
driver, the passengers, and the public. As the hurricane intensity increases, there becomes a point where it is 
unsafe to continue evacuation operations due to the high winds. 

Guidance has been developed that sustained winds of 40 MPH are the threshold to cease bus services. 

Fare Suspension Policy 
Transit agencies, especially fixed route systems, should consider establishing a no-fare policy that could be 
instituted in times of emergency response. Such a policy facilitates faster vehicle boarding, is more user-friendly 
to first time passengers, and eliminates the security and money handling issues related to fare collection. A fare 
suspension policy should be adjusted for different types of emergencies (i.e. pandemics vs weather-related) 

Shelter Management Practices 
The logistics of getting people to and from evacuation shelters during emergency situations is extremely 
challenging. Incomplete information, lack of a main point of contact, and other associated factors lead to 
inefficient deployment of transit resources.  

A point of contact must be established at each shelter to focus on the transportation needs of that shelter, 
including accessing vehicles, meeting arriving buses, escorting the transported passengers into the shelter 
processing area, and arranging for return trips in an organized manner.  

Identify which shelters are pet friendly. 

https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.cutr.usf.edu/wp-content/uploads/2012/07/Hurricane-Report-Combined-10_26_2005-.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
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Continuously review shelter locations to determine when they are full or closed. 

Transit agencies should work with the shelter sites and ESF-6 (Mass Care, Housing, and Human Services) to 
establish this contact. In some instances, it may be in the transit agency’s interest to place a staff person on site. 
Information for passengers should be available in alternative formats (e.g., Braille, electronic, and large print) for 
individuals with visual impairments and alternative languages for individuals with limited English proficiency. 

Pre-Planning for Special Needs Evacuation 
Transit agencies, working through the EOCs ESF-1 (Transportation), are often responsible for or play a key part in 
the evacuation of “people with special needs”. Working proactively with the local EOC and ESF-6 (Mass Care, 
Housing, and Human Services) and ESF-8 (Public Health and Medical Services), transit agencies can help add 
structure to the registration and evacuation routing for these vulnerable population groups. The use of the 
transit agency’s paratransit scheduling software can improve aspects of the people with special needs process. 

Special Population Evacuation 
Planning for the evacuation of special populations to shelters should be proactive. Working with community 
human service agencies, transit agencies can pre-establish pick-up locations for transport to shelters. In 
addition, transit agencies should work with human service agencies to identify individuals who will need special 
transportation assistance at various locations. 

One way to identify individuals who require transportation assistance prior to an emergency situation is to work 
with health and human service providers in advance to obtain registries where individuals have voluntarily 
identified themselves as requiring transportation assistance. It may also be helpful to explore shared data use 
agreements with human service agencies to continue identifying those individuals who will require 
transportation. 

 Identify and address linguistic, institutional, cultural, economic, and historical barriers that may prevent 
special needs populations from participating in the agencies’ planning process 

 Identify areas with special needs populations, i.e., populations whose members may need additional 
response assistance, such as those who have disabilities; who live in institutionalized settings; who are 
elderly; who have limited English proficiency or are non-English-speaking; or who are transportation 
disadvantaged 

 Partner with and provide emergency transportation plans and information to local social-service, 
culture- and faith-based, and other non-profit organizations so that these organizations can educate 
their transit-dependent constituents on transportation services available during emergencies 

 Share information with partner agencies and organizations on coordinating vehicles, operators, 
dispatch, and technologies for passenger evacuation and transport. 

Coordinating Paratransit Services 
Some passengers will require to be picked up at their individual locations in order to evacuate. Prior to an 
emergency it will be important to create a voluntary registry or agreement for information sharing regarding 
passengers requiring special transportation assistance. Transit agencies can also plan the scheduling, 
dispatching, and rider notification processes (that will be necessary during an evacuation) in advance. 

https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
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Emergency Plan Dissemination and Education 
Each transit agency should clarify the expectations and duties of their employees during emergency events. If 
mandatory, these expectations should be part of the employee job description. If voluntary, prior commitments 
should be obtained to ensure proper staffing for emergency response.  

Training and test scenarios are essential to the effectiveness of any emergency plan. Training and testing allow 
weaknesses in communications and procedures to be detected and corrected or mitigated before they damage 
an actual response effort. Personnel participating in training and training exercises become familiar with 
procedures and decision making, reducing the “guesswork” for carrying out similar decisions and procedures 
during an actual crisis situation. 

The first step of effective education is the dissemination of the emergency plan and procedures to all employees 
who will have a role in carrying out the plan. Which also includes the rules and standard operating procedures of 
the transit system and operation instructions for vehicles and equipment. Ideally, these standard and 
emergency operating procedures should be presented and discussed as part of initial employee training and in 
regular reviews and refresher courses. The agency’s SSPP is required by Rule Chapter 14-90, FAC and should be 
maintained securely and only public information should be included within employee handbooks or rule books. 

Training Procedures 
Demonstration and hands-on training are important to written instructions. All transit personnel, regardless of 
the specific job assignments, should receive training on the agency’s standard operating and emergency 
procedures, including the following topics: 

 Vehicles 
o operation of regular and emergency exits 
o location and operation of emergency equipment 
o operation of wheelchair lifts and restraints, if applicable 

 Communications 
o operation of radio, sat phone/cell phone, and/or mobile data terminal 
o standard and emergency radio channels 
o emergency notification procedures and points of contact 

 Facilities 
o location and operation of emergency equipment 
o exit and evacuation procedures 

More specific training should be provided to personnel according to their specific job assignments: 

 Driving in adverse conditions 
 Securing and staging facilities and assets  
 Damage Assessments 
 Reimbursement processes and procedures 

Emergency Management Training for Families 
During the 2004 hurricane season agencies provided essential employees with the required training on 
preparedness for both them and their families. Employees were taught how to pre-prepare their families, so 
that the employee felt comfortable reporting during an emergency. 

Have essential employees create “to go” kits with non-perishable supplies. 

https://static.tti.tamu.edu/tti.tamu.edu/documents/1834-4.pdf
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 Medication – Employees need to bring any self-medications that they take daily, in the event they are 
on-site for more than 24 hours. 

 Weather gear 
 Personal protective equipment 
 Personal hygiene items 
 Fresh water 
 Food 
 Clothing 
 Bedding 
 Cash (to be stored in a secure location) 

Exercises and Drills 
These activities provide a means to assess whether or not transit agency employees understand the agency’s 
emergency management plan and the critical interrelationships with community partners and passengers, 
including people with disabilities, older adults, persons with lower incomes, and individuals with limited English 
proficiency. 

 Tabletop exercises—requiring the least equipment, preparation time, and cost, tabletop exercises are a 
verbal discussion and review a single procedure or scenario. Tabletop exercises are useful to develop or 
confirm procedures by helping to identify overlapping duties and areas of confusion. They are usually 
conducted in a conference-room setting, and are most effective with a small group. 

 Walk-through drills can involve more participants and are a more thorough review of procedures, but 
still without an extensive commitment of equipment and preparation time. 

 Functional drills test specific emergency procedures such as notification/communication, vehicle 
evacuation, and use of emergency equipment. 

 Full-scale exercises may involve the transit agency alone, drilling response activities and 
communications among the different departments (dispatch, maintenance, vehicle operators); or they 
may be community-wide, testing the coordination of responsibilities among the county’s or city’s 
emergency response agencies. 

Sample exercises are available on the FEMA website.  

Know the Location of and Test Equipment 
Have satellite phones available before the storm. Each person should know how to set up and use the phones 
prior to the storm. 

Also have assigned personnel check the following equipment: 

 Generators 
 Fueling Stations 
 Emergency Lighting 
 Electric Door Overrides 
 IT infrastructure 
 HVAC systems 
 Keys or swipe card 
 Spare parts for door readers 
 Means to open electrically controlled gates or doors 

https://www.fema.gov/emergency-planning-exercises
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 Storm shutters and or other point of egress coverings 

Lesson learned from Hurricane Michael: It is recommended that there be a minimum of three phones available, 
one per person at the EOC, one for the dispatcher, and one for the road supervisor directing transits response 
on the ground. Additionally, transit agencies should consider using two-way walkie talkie type or talk around 
radios that do not require a tower or repeater. 

Backup Communication Systems and Protocols 
Transit agencies must be prepared for disruptions in their communication systems during and immediately 
following storm events. Wind damage to radio towers and cell phone towers may temporarily disrupt reliable 
reception for primary communication systems. Telephone systems, especially today’s more sophisticated 
telecommunication modules, may become non-functional. A lack of electricity may limit access to telephone 
communications, especially if they are routed through internal systems. Each agency should plan for redundancy 
and expect disruption. Transit providers are encouraged to create hard copies of communications protocols and 
contact information and back up electronic versions of passenger records and manifests used for scheduling and 
dispatching during paratransit operations. 

Lesson learned from Bay County Hurricane Michael: Have spare or “burner phones” available to activate and 
provide to personnel. Need to ensure that the phone carrier is different from the carrier normally used for cell 
service. For example, if staff phones are provided through Verizon, then you should make sure the burner 
phones are AT&T phones. Most likely one of the cellular providers will lose service and having more than one 
service provider will increase your chances of having connectivity.  

Responding to an Emergency 
Public transit systems have a history of aiding during emergencies by performing vital transit services such as the 
evacuation of citizens, which may include individuals with special needs and transit-dependent population, 
providing respite care for first responders and in extreme cases, using buses as barriers. In addition to these 
transportation services, public transit agencies in Florida may be called upon to assist the Florida Department of 
Transportation (FDOT) during emergencies in providing transportation services as needed. Since public transit 
systems play such an important role in emergency management, written guidelines for public transit emergency 
planning are necessary and potentially crucial tool. 

Key Actions Transit Agencies Need to Deploy when Disaster Strikes 
In an emergency, all stakeholders need to cooperate and make and execute critical decisions. This section lists 
key actions transit agencies need to deploy when disaster strikes. 

A point-person within the agency is authorized to respond and commit resources.  

Employees must understand their role in an emergency.  

A manager should be available to respond around the clock. Provide local 911 units with a primary contact and a 
backup. 

Have a plan in place to reach your drivers. Employee phone numbers, emails, and addresses can often change. 
Be sure drivers promptly notify the agency of any changes—including cell phone numbers.  

Coordinate with agencies that contract your service. In an emergency, everything changes.  

http://cloud.nationalrtap.org/Resource-Library/Advanced-Search/fid=159
http://cloud.nationalrtap.org/Resource-Library/Advanced-Search/fid=159
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Make sure maintenance support is ready. Emergency response strains equipment as well as personnel. Plan for 
maintenance needs—including tires, fuel, wrecker service, and maintenance support—well before you need 
them. Consult the agency’s insurance carrier about coverage limits in an emergency. 

Notify part-time drivers. Some drivers also may be first responders or have other commitments. Know in 
advance who will be available, and when. 

Establish a location where transit management reports in an emergency. Managers must be in place to 
coordinate with response teams and drivers. It’s critical that they know where to go when disaster strikes. 
Identify an alternate location in case the disaster prevents access to the primary site. During asset inventory, 
make sure resources and locations are not already being used (for example, if a parking lot is identified as a 
staging area for transit and emergency responders, make sure it isn’t also designated as an evacuation location 
for residents). 

Establish a location where transit drivers report. Find a convenient initial meeting place where drivers can report 
and be debriefed on the situation. This also provides an opportunity to assess the availability of buses and 
drivers before deployment. Again, establish an alternate location. Provide maps for drivers as backups to GPS. 

Set the communications infrastructure in place. Because emergency evacuations and disaster responses are 
complex and dynamic, constant communication is critical. Identify a member of the transit agency on-site to 
coordinate communications with police, fire and public works officials (DPW staff may be first responders). 
Make sure managers can communicate with drivers and drivers can communicate among themselves. If 
communication units are battery-powered, be sure replacement batteries or rechargers are available. Utilize 
social media to inform the public about any service delays, cancellations, route changes or any other 
information related to the disaster. Utilize a voice message call in message box where you can leave important 
emergency updated information.  

Provide dedicated transportation for the on-site transit manager. An official vehicle should be available to 
provide access into restricted or controlled areas. It also can be equipped to serve as a communications 
platform. 

Identify resources to augment your agency in an emergency. Know what resources may be available from 
surrounding communities, counties and jurisdictions. These may include school buses, local senior center 
transportation, other transit systems, church buses, military and local charter companies. However, just because 
resources have been identified, don’t assume the owners will cooperate. 

Have a mutual-support agreement in place. Expand this to other communities impacted by the emergency. 

Identify who is in charge of agency vehicles. A well-defined chain of command is the key to smooth operation. 

Identify who provides driver and vehicle support for expanded fleet vehicles. Borrowed vehicles can provide 
their own resources, or they can be integrated into the existing support structure. The integration of 
communications systems is especially important. 

Make sure your system’s emergency response plan stays current and viable. Over time, the plan will evolve and 
change. Make sure any changes are reviewed and finalized with your local emergency management coalition, 
and that you hold regular meetings to stay up-to-speed with each other. In addition to your agency’s emergency 
plan, any policies and procedures related to emergencies or disasters should be in place and reviewed 
periodically. 
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Provide relief for operators. Driving during adverse conditions is far more stressful than on a normal day.  

Lessons learned from 2004 Hurricane Season: Each agency topped off vehicles, tanks and any other fueling 
locations 

Mission Numbers 
The State Emergency Operations Center (SEOC), located in Tallahassee, serves as the central clearinghouse for 
disaster-related information, and requests for deployment of assistance. The Florida State Emergency Response 
Team uses WebEOC, a statewide emergency management platform. All event coordination is conducted using 
WebEOC. 

The key for reimbursement is to have a mission number before deploying. If you deploy without one, your costs 
may not be reimbursable – no freelancing!  

 A Mission number is established to track, authorize, categorize and document request for assistance or 
task 

 The State can generate a Mission number 
 A County EOC can generate a Mission number 
 WebEOC is the database that the State and County EOCs use to track all Missions 
 Local transit agencies should work through their local EOC to request Missions prior to calling FDOT 
 Coordination between local transit agencies, local EOC, and State EOC is critical to avoid confusion and 

duplication of efforts 
 Mission numbers provide the mechanism to apply for FEMA reimbursement 
 Become familiar with the reimbursement process and required forms (get a copy of the ICS 214 form). 
 Document everything you do and take notes, hand write temporarily as computer systems may be lost 
 Identify a staff person responsible for maintaining and submitting information, and a safe location for all 

pertinent information, (documents, notes, purchases, receipts, etc.) 
 Update FTA and FDOT central office when necessary 

Documentation 
Save everything – Important for FEMA reimbursements 

 Vehicles used, mileage, and fuel costs  
 Number of trips and passenger count 

o Track where your clients have been taken to, once the event is over you will need to return them 
to their homes or other facilities. 

 Mission assignments and timelines  
o When were you assigned missions (with the numbers) and when did you start and when did you 

finish?  
 Conflicts  
 Accidents and injuries  
 Resource acquisition (quotes from vendors, receipts, conversations with Finance/Admin Section)  
 Time keeping – employee hours 

Transporting People 
Transporting people is the primary task for transit agencies during emergencies. It is important to understand 
your role and responsibility to the community and leadership when asked to respond to request for 
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transportation services. Transit agencies should follow instructions and direction from their local EOC or leaders 
when asked to provide transit service during emergencies. In some cases if your agency is not impacted by an 
emergency that has affected another area in Florida you may be asked by FDOT Central Office to assist by 
responding to other areas. This assistance can be in the form of providing vehicles, equipment, staff or other 
resources. 

Shelter Evacuations 
Evacuation routes, what shelters will take pets, what shelters will take special needs population 

Use your pre-established evacuation routes to shelters – passengers will know. 

This allows the system passengers (especially the transit-dependent passengers) to be made aware of the transit 
service that will be made available in the event of a disaster. From an agency’s perspective, the existence of 
evacuation routes facilitates quick disaster response and expedited implementation of the evacuation service. 

Providing local evacuations to shelters is of paramount importance before a threat impacts an area. Many 
people in the community will wait until the last minute to decide to go to shelters and may need transportation. 
This is also true of transit-dependent people. Transit agencies should prepare for this to the best of their ability 
and work with local EOC’s to get the word out well ahead of the impact time to try and move people to shelters 
as soon as possible. Special attention needs to be placed on special needs populations to make certain that any 
medical life-sustaining care can be given at the shelter that they are going to. Transit agencies should develop a 
list of their local shelters and all staff need to be familiar with these locations. Unique challenges will always be 
presented when providing transportation during emergencies. People are not generally prepared to the extent 
that they should be and the transit agency must be prepared to overcome unique challenges while transporting 
people during emergencies. Bus operators and transit staff should have all necessary equipment, PPE, 
communications equipment and information as well as any other information they need to perform seamless 
transportation during emergencies. Generally pet shelters are limited and care should be given to make certain 
that people that are allergic to pets are not mixed in with people in pet shelters. Transit agencies should work 
with local EOC to identify pet shelters and special instructions that may go along with utilizing pet friendly 
shelters. 

Transporting Oxygen Tanks 
Bus Carrying Elderly Storm Evacuees Explodes Near Dallas (September 23, 2005) 

 Secure each cylinder to prevent movement and leakage. “Secured” means the cylinder is not free to 
move when the vehicle is in motion. Each cylinder should be equipped with a valve protection cap.  

 Never store or secure oxygen cylinders or other medical support equipment in the aisle. Make sure that 
the seating of the passenger requiring oxygen does not restrict access to exits or use of the aisle.  

 Since the release of oxygen from a cylinder could accelerate a fire, secure each cylinder away from 
sources of heat or potential sparks.  

 Under no circumstances should smoking or open flames (cigarette lighter or matches) be permitted in 
the passenger compartment when medical oxygen is present.  

 When you reach your destination, immediately remove all cylinders from the bus. 

Transporting Pets 
The CDC recommends that your emergency management plans include: 

 All pets being transported have collars and tags with up-to-date owner identification 

https://www.nytimes.com/2005/09/23/national/nationalspecial/bus-carrying-elderly-storm-evacuees-explodes-near.html
https://www.cdc.gov/healthypets/keeping-pets-and-people-healthy/emergencies.html
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 Work with your local animal shelter/licensing entity to encourage owners to have their pets chipped. 
This will assist in matching owners with pets, should they be separated. 

 Make sure owners bring whatever medication or specific food the animal may need 
 Locate an animal hospital in your area, in the event an animal gets sick or injured 

o Include public outreach for all animal owners to have a “to go” kit for their pets 
o Determine in advance if there is a shelter or vet who can house your pet during an emergency 

 When returning home, make sure that everything is as safe for your pet as it is for you. 

Lesson Learned from Bay County, Hurricane Michael: Some would not go unless they could bring their pet. Bay 
County made exceptions to our no animal policy in order to get the person to agree to be transported. 

Evacuation of Special Needs 
Evacuation of special needs populations is of the highest transportation priority during emergencies that require 
this group of people to be moved to a safer location. Bus operators should be trained on how to perform these 
transports and this training should include the challenges and complexities that may go along with transporting 
special needs. Transit agency staff should be prepared well ahead of any special needs transports and should 
work with their local EOC to establish an accurate list of the special needs populations in their service area. This 
list should be maintained by the transit agency. Special needs populations may rely on life-sustaining on going 
care that make emergency transport to shelters or other areas a high priority. Transit agency staff should 
become familiar with where the special needs shelters are located and develop a schedule to provide all 
necessary trips to and from these locations. Special attention should be given to transporting passengers’ 
medical supplies and or any medical equipment to make certain that safety is being considered during these 
transports. 

Transit agencies should develop their special needs list and make certain these are kept updated. The agency 
should coordinate with the EOC if applicable when developing this list. 

Service Shift – Essential Trips vs Leisure Trips 
Transit agencies should develop schedule and service priority levels before and after emergency events. It is 
critical to identify when to suspend non-essential trips to allow priority to life-sustaining trips.  

Communication with the EOC  
Transit agency managers should designate one or more staff members to work with or at the local EOC if 
applicable. At a minimum the transit agency should be aware of the EOC mission and should maintain 
communications with their local EOC before, during and after emergencies that present the potential of life-
threatening outcomes. 

When will Shelters Open 
Transit agencies should maintain a list of all shelters that they may need to bring people to and should 
coordinate with the local EOC before the event to stay up to date on any changes with shelter locations as well 
as changes in shelter designations. 

Recovery, After-Action Review, and Mitigation 
Putting things back together in long-term recovery after an emergency or disaster can be a difficult process for 
transit agencies and transportation providers that have depleted their energy and resources in disaster 
response. The primary activities of the recovery phase of emergency management are the restoration of normal 
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(or improved) conditions in the community, the restoration of normal transit service, and assessment and 
documentation of emergency response operations. 

Prioritization of Phases of Recovery 
Recovery is typically considered to be a series of discrete efforts that take place after an event or disaster to 
restore lifelines and is often considered in phases: 

 Short-term recovery – sustainment of life, temporary structures, and infrastructure is put in place 
 Long-term recovery/reconstruction – permanent reconstruction and restoration 

Recovery efforts are executed more efficiently when resources are pre-positioned, contractors have been pre-
approved, and alternate facilities are already identified. In addition, recovery can begin quickly without the need 
to wait until recovery plans are developed after the disaster. 

An effective recovery process includes not only repairing and rebuilding damaged infrastructure, but also 
rebuilding infrastructure in a way that reduces future risks. Planning for recovery provides the opportunity to 
assess potential effects of an event, use improved construction methods and materials, and identify mitigation 
strategies to reduce risks. 

Transportation systems are critical to a community’s economic recovery. Along with the transport of critical 
goods and services, transportation networks provide access to workplaces and commercial businesses. The 
extended disruption of these systems can have a catastrophic impact on a region’s economic health. 
Understanding community economic needs are important and should be incorporated into transportation pre-
event recovery planning. 

“After a major disaster, smaller communities will be dependent on the ability of larger communities that are 
home to regional infrastructure systems to recover quickly and efficiently before they can recover.” 

Support neighboring counties in recovery first – before responding to statewide efforts 

Establish Priorities in Advance 
Given competing demands, limited resources, and the urgency of the recovery effort, establishing recovery 
priorities and agreeing on trigger-setting processes before an event is essential to avoiding conflicts and delays 
during the recovery process. When there is scarce capacity, it is important to determine how and when to use it. 
The priorities established beforehand will guide decision-making during the actual recovery process and should 
minimize any unintended consequences or conflicts since the recovery team will be working toward established 
goals. 

 Organization goals: What critical facilities and assets are necessary to provide required service levels? 
What temporary measures can be taken to enable getting back to normal quickly while working on long-
term fixes? How much redundancy can be provided to support the service levels required? 

 Economic recovery goals. What specific transportation requirements are parts of the community 
recovery plan? What facilities are required to support economic recovery? 

 Long-term planning goals. What long-term projects have been planned to improve the transportation 
network? What projects have been considered to increase the resiliency of the transportation system? 

Restoration of Normal Conditions and Service 
Depending on the responsibilities of the transit agency as specified in the local emergency management plan, 
recovery activities may include transportation of work crews and returning evacuees, delivery of supplies and 

https://www.trb.org/Publications/Blurbs/169296.aspx
https://www.floridadisaster.org/globalassets/importedpdfs/post-disaster-redevelopment-planning-guidebook-lo.pdf
https://www.floridadisaster.org/globalassets/importedpdfs/post-disaster-redevelopment-planning-guidebook-lo.pdf
https://www.trb.org/Publications/Blurbs/169296.aspx
https://www.trb.org/Publications/Blurbs/169296.aspx
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equipment, and/or continued assistance with communications, roadway monitoring, or other recovery 
operations. 

If transit service has been altered or suspended during the emergency, it should be restored as soon as is 
feasible. If normal service cannot be restored activate the continuity of operations plan (COOP) 

Restoring Transit Service 
Depending on the nature and severity of the emergency and its aftermath, restoration of transit service will be 
dependent on other recovery activities: 

 Identifying the availability of transit vehicles 
 Identifying the availability of transit staff 
 Establishing staff revised schedules 
 Clearing debris from roadways and transit facilities, 
 Repairing damaged vehicles and/or acquiring replacements (temporary or permanent), 
 Monitoring damaged roadways and assessing stability, 
 Testing equipment that may have been affected by the emergency 
 Replenishing supplies, fuel, facilities, and cleaning products 

Continued communications and coordination with other local agencies as specified in the emergency 
management plan will help to maximize the effectiveness of these activities and will help to ensure that any 
requests by the local jurisdiction for state or federal assistance/funding include transit needs. 

After-Action Reports, Debriefing, and Assessment 
After-action reports include documentation of vehicle, facility, and equipment use, along with any necessary 
repairs or maintenance records of activities performed by all departments during response and recovery; and 
identification of problem areas and lessons learned. 

Immediate debriefing of all personnel involved with emergency operations is recommended to capture details 
about the events, activities, and difficulties encountered. A more formal, systematic debriefing should be 
conducted within two weeks of the incident. 

The following topics should be included in debriefings for major incidents: 

 Interagency relationships: communications, misunderstandings, tasks that were not covered 
 in the response or actions that were needlessly performed by more than one agency 
 Decision-making processes GAPS 
 Problems encountered and possible solutions or mitigating actions for future events 
 Communications breakdowns and mitigations put in place to prevent the re-occurrence of these 
 Internal agency issues or GAPS in current policies and/or practices should be updated based on lessons 

learned 
 Command issues or breakdowns 
 Roles and responsibility issues and mitigations that can be implemented to overcome these for future 

events 
 Limits and capabilities of what you can provide to update plans to be in line with what you can provide 

based on what was problematic 
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The resulting assessment of the response and recovery phases will provide valuable information for future 
modifications to the emergency plan. 

Supporting other Transit Agencies 
Address local needs first and then respond to statewide needs second 

 Transit agencies will receive assistance 
 Transit agencies will be expected to respond to state requests for assistance. 

Strategies to Prevent, Reduce and Mitigate Bus Collisions 
This research report summarizes the data findings from profiling 17 Florida transit agencies in regards to rear-
ended and side collisions. Site visits were conducted to get a better understanding of their procedures for 
investigating, tracking, and preventing collisions. It also included an analysis of their NTD and non-NTD collision 
data. Based on the findings, this report recommends several strategies to help reduce bus rear-ended and side 
collisions. They include a statewide awareness campaign, the creation of a statewide transit collision database 
and search tool, supporting innovative bus lighting treatments, supporting the creation of bus pullouts, 
investigating bus operator complacency, and eliminating bus rear advertising. It also cites as a best practice the 
use of the DriveCam system by Jacksonville Transportation Authority. 

Security Awareness 
In the National RTAP Transit Manager’s Toolkit is states, the transit manager needs to ensure during this era of 
increased criminal activity and drug use, heightened national security, and greater technical piracy, that all 
employees are trained to be the eyes and ears in the community. A system for “if you see something, say 
something” should be in place for employees and passengers to report suspicious people, activities, vehicles, 
packages, objects, and behaviors that could pose a potential security risk or incident. All employees should be 
trained in BOLO (Be On the Lookout) and know who to tell when identifying someone or something suspicious. 
In addition, with the advent of smart phones, applications have been created for the public to photograph and 
report anything suspicious. 

This toolkit includes two additional topics that are pertinent to Florida Transit Managers 

Cybersecurity 
As transportation systems continue to adapt and evolve with technological advances, cybersecurity has become 
a major concern for agencies around the world. Transportation systems are an enticing target for attackers and 
terrorists due to the massive impacts and widespread harm that could occur. 

Enhancing Cybersecurity in Public Transportation 
Cybersecurity is a significant concern in all industries. Given the rapid adoption of technology in the area of 
automated and connected vehicles, transportation infrastructure is a particularly attractive target. The concern 
is so great that in 2013 the Florida Legislature requested the formation of the Florida Center for Cybersecurity, 
which named transportation as a key focus area. The goal of this project is to improve the cybersecurity of 
public transportation systems in Florida. More specifically, the objectives of the research project are to identify 
and mitigate transit cybersecurity liabilities and facilitate ongoing cybersecurity information exchange among 
Florida transit agencies, their vendors, and cybersecurity researchers. 

https://ftson.org/research-in-progress-strategies-to-prevent-reduce-and-mitigate-bus-collisions/
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Operations-and-Planning/Safety-Security-and-Emergency-Maintenance


Florida Transit Manager’s Toolkit | October 2022  Page 45 

Federal Transit Administration Cybersecurity Resources for Transit Agencies 
The FTA has aggregated cybersecurity resources to support transit agencies as they prepare for, mitigate, and 
respond to cybersecurity issues.  This page includes information on the following topics: 

 Funding Opportunities 
 Cybersecurity Preparedness and Reporting Incidents, Phishing, Malware or Vulnerabilities 
 Training 
 Resources 

Securing Facilities/Vehicles 
A primary mission of public transportation agencies, regardless of their size, is to ensure the highest extent 
possible the security of passengers, employees, and system properties. Public transportation is an industry that 
provides 9.9 billion trips annually. The five modes, which include buses, subways or elevated rail, long-distance 
train or commuter rail, light rail, streetcars or trolleys, and ferryboats combined employ 7.8 million people which 
represent 5% of the entire U.S. workforce. Approximately 6,800 organizations provide public transportation in 
the U.S. They utilize over 8,000 transit facilities and approximately 415,000 vehicles of any type. The transit 
industry is worth over $80 billion and is constantly growing, especially in times of economic recession and high 
inflation. With this volume of passengers, employees, and assets, mass transit systems are an attractive target 
for criminals and have historically experienced crime problems that in recent years have seen an increase due to 
the overall rise of crime rates in the U.S. The increased crimes have serious consequences for transit systems, 
especially when it involves crimes against passengers. These crimes have a direct link to the ridership decline 
and may affect the public’s willingness to fund transit initiatives, causing the long-term viability of public 
transportation. In addition, crimes can result in costly lawsuits, service disruptions, and most importantly, 
injuries and even loss of lives.  Therefore, security is a crucial element of mass transit and the primary 
responsibility of transit leader. 

Although crimes against patrons have a great impact on how transit is perceived by the general public and by 
policymakers, assaults, graffiti, vandalism, trespassing, theft of transit properties, and fare evasions are all safety 
and security breaches that impact the public perception of the system and undermine the financial viability of 
public transportation systems.  

The necessary level of prevention can be achieved through training, safety, and security campaigns, and 
effective communication skills. Training is recommended to increase focus on transit employees that have to be 
instructed on how to recognize potential threats, how to report them, and how to respond to them. In addition, 
transit agencies must develop campaigns focused on preventing crimes on transit properties, educating their 
patrons, and constantly communicating security tips to maintain a high level of alert. Lastly, security becomes a 
top priority during declared and unannounced emergencies where public employees, patrons, and assets 
become more vulnerable to criminal threats.  

All these responsibilities fall under the role of transit managers, to successfully manage their agency,  possess 
security knowledge and must understand the modern security threats that the transit industry is facing and, 
specifically, must be knowledgeable on the particular menaces of the geographic area in which they provide 
transportation.  This toolkit provides specific security sections where leaders may obtain information that will 
assist in addressing security threats specific to their agency.        

https://www.transit.dot.gov/regulations-and-programs/safety/cybersecurity-resources-transit-agencies
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Security Issues 
Passenger Security 
Although all transit systems consider passenger security to be a matter of primary concern, the extent to which 
it is a day-to-day problem varies considerably among systems. Crime against patrons is a daily occurrence on 
some systems; on other systems, it is infrequent. Larger urban transit systems operating in high-crime inner-city 
areas generally experience more crime against passengers such as assaults than smaller systems or those 
systems operating commuter-oriented services in suburban areas. Some suburban, commuter-oriented systems 
have a significant problem with parking lot crimes, such as trespassing, vandalism, or graffiti.  

Vehicle Security 
Transit agencies have been plagued with catalytic converter thefts that can easily be scrapped for cash in 
exchange for the precious metals inside.  When the catalytic converter are stollen, they cut into the exhaust 
system causing costly and extensive damage.  This often leads to the vehicle being out of service for an extended 
period of time.  It is recommended that cutaway vehicles, have a catalytic converter protection device installed.  
Additionally, vehicles should be parked in an enclosed, secured, and well-lit area.  One more recommendation 
includes having the vehicle VIN etched on the catalytic converter would help as it would be easier for law 
enforcement to track, if stolen. 

Employee Security  
Crime against employees is a problem of varying magnitude in transit systems. It is more frequent in larger 
urban systems but is often rare in smaller systems. Transit employees, such as bus operators and station booth 
attendants, who work in isolated positions are particularly vulnerable to violent acts. These employees are 
additionally vulnerable as they are the guardians of revenue and are the visible enforcers of various transit 
system regulations, such as fare enforcement. Although exact change policies have partially eliminated robbery 
as a motive for attacks, driver assault is still a serious problem that can be mitigated with specific de-escalation 
techniques. 

Revenue Security 
Transit revenue collection is typically a diverse process with many types of fare media and many points at which 
revenue is collected. Consequently, precise accounting is difficult, and losses may go undetected. Fares can be 
stolen externally and internally.  Fare digitalization helps tremendously in securing revenue. Many transit 
employees who are involved in handling revenue have the opportunity to steal, including bus drivers, change 
booth attendants, fare collection equipment maintenance workers, vault or cash box pullers, revenue truck 
personnel, and counting room employees. Examples of revenue theft by workers in each of these categories 
were discovered during the site visits. Internal theft, particularly small-scale robbery, may go undetected for 
long periods of time because of its covert nature and the general lack of precise accounting. Consequently, 
internal theft is often overlooked by management. Although amounts pilfered on a day-to-day basis may be 
small, cumulative losses may add up,  Large-scale internal theft does occur occasionally. Lastly, fare evasion is a 
pervasive problem in transit systems regardless of size or type. The extent of the problem is difficult to 
determine, although some officials report having sizeable problems. Methods of fare evasion include outright 
refusal to pay, paying less than full fare, counterfeiting fare media, and misuse of existing media. Newer 
systems, using automatic fare collection equipment are not immune from fare evasion problems; patrons have 
devised many ingenious ways to circumvent these fare collection systems. Fare evasion, like employee theft, can 
easily be ignored by management because of its covert nature. 
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Facility Security 
Vandalism and graffiti are problems in transit systems of all sizes. The extent of vandalism and graffiti seems to 
be as much a function of the system's efforts to control it as the size or type of system. Some systems have the 
resources and motivation to keep vandalism largely under control; others appear to be fighting a losing battle. 
There is evidence that vandalized property invites more vandalism and that, conversely, keeping vehicles and 
facilities in good repair serves as a preventive measure. The theory that addressing small infractions will deter 
larger ones is the basis for this belief.  

Theft of transit property by employees is a problem of unknown dimensions. Several systems acknowledge 
incidents of such theft and some have initiated countermeasures, but overall this security area is not given high 
priority. The lack of good inventory control in many systems compounds the problem. Theft of property by 
persons outside the transit system does occur, but seems to be a relatively minor problem and is more easily 
controlled than internal theft. 

Security Countermeasures 
Law Enforcement 
All transit systems need to rely upon police officers for situations in which arrest or intervention is necessary. 
Large urban systems tend to have transit police forces or use special transit units within municipal police 
departments. Smaller systems often have no security personnel of their own but rely on local police when 
dealing with situations requiring arrest. Other systems hire off-duty municipal officers or private security guards. 
The use of police officers, however, is usually confined to the protection of patrons and employees. Protection 
of property and revenues often is the responsibility of security guards or other transit system employees. Most 
transit police forces are guided by standard operating procedures and the existence of long-range security plans 
and emergency procedures helps in guiding private security and transit police to enforce agency rules and state 
laws.  

Security Equipment and Technology 
Closed-circuit television (CCTV) is used by many transit systems to protect employees, passengers, property, and 
facilities. The extent of its use and opinions regarding its effectiveness varies widely. Areas where its use appears 
to have a detectably positive impact, include surveillance of revenue counting activities and station security, at 
least as perceived by transit passengers. Two-way radios or cell phones are in use in practically all systems. In 
addition to their use by patrol officers, these communication devices are used by all forms of transportation in 
communication with a control center. Although their main function, in this case, is to monitor system 
operations, they also serve as an important security function by allowing vehicle operators to call for assistance.  

Silent alarms, which are standard equipment on transit vehicles at many systems, allow the drivers to signal 
trouble on a bus without alerting those on board. The simplest alarms activate flashing lights on the vehicle’s 
exterior. More complex alarms transmit a signal to the dispatcher indicating a problem on a specific bus. The 
operational efficiency of silent alarms, particularly the issuance of false alarms, can be a major problem limiting 
their usefulness.  

Security Outreach Programs 
Outreach programs that involve the public in transit crime prevention have been instituted in many transit 
systems. Agencies have school programs that teach children how to ride the system safely and explain why 
vandalism is expensive and dangerous. Other outreach efforts mentioned include community programs to 
increase public awareness of transit crime and how to avoid it, to involve the public in reporting transit crime, 
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and to reduce fare evasion, with “See Something-Say Something” being used nationally across all forms of public 
transit.  

Efforts to communicate with and involve representatives of legal systems are an important part of transit crime 
deterrence. Careful record keeping identifying repeat offenders is useful in obtaining prosecution through the 
court system. Lastly, many systems launch campaigns in their transfer centers and stations where they can reach 
a great number of customers.  

Sources 
• APTA: Public Transportation Facts: https://www.apta.com/news-publications/public-transportation-

facts/#:~:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20pub
lic%20transportation  

• Bureau of Transportation Statistics: Number of U.S. Aircraft, Vehicles, Vessels, and Other Conveyances: 
https://www.bts.gov/content/number-us-aircraft-vehicles-vessels-and-other-conveyances  

• Department of Homeland Security – TSA: Budget Overview: 
https://www.dhs.gov/sites/default/files/2022-
03/Transportation%20Security%20Administration_Remediated.pdf  

• FTA: Perspective on Transit Security in the 1990s Strategies for Success: 
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-
1_Perspectives_on_Transit_Security.pdf   

• FTA: Transit Security: A Description of Problems and Countermeasures: 
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/TS_Problem_Coutnermeasures.pdf  

• U.S. Census Bureau: Commuting by Public Transportation in the United States: 2019: 
https://www.census.gov/content/dam/Census/library/publications/2021/acs/acs-48.pdf  

COVID-19 – Emergency Management Tips and Practices for Bus Transit Systems 
In response to the COVID-19 pandemic, FDOT and CUTR recognize the need to provide transit agencies with 
guidance to help them effectively respond to this crisis. This document is a compilation of tips, strategies, and 
practices that other public transit across the country have implemented to help reduce the risk of being infected 
and/or spreading the COVID-19 virus. Additionally, it is pertinent to include mitigation strategies and updates 
from the Centers for Disease Control and Prevention (CDC), state and local emergency operations centers, and 
industry associations, such as the National Rural Transit Assistance Program (National RTAP), Community 
Transportation Association of America (CTAA), and the American Public Transportation Association (APTA). 
Many of the actions and practices listed herein may help prevent the spread of the virus and may offer 
protections to people who are not infected. It is important to understand that this particular viral pandemic is 
relatively new to our country and response and practices are fluid in nature. As such, this document may be 
updated periodically as mitigation strategies, and Federal and state directives are issued. This document is not 
intended to be regulatory in nature and is only published and disseminated to offer suggestions based on what 
has been shared by Federal, state, and local governing bodies and the public transit industry. Additionally, care 
has been given to ensure the guidance given does not conflict with Federal or state laws, rules, regulations, or 
guidance issued by Federal or state agencies. Where applicable, links to resources and information are provided. 

Transit agencies should continue to communicate and coordinate with their local emergency operations centers 
to obtain resources and make certain that updates, initiatives, and actions are following a unified command 
response. Also remember to report changes and updates to the respective FDOT district offices. This information 

https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.bts.gov/content/number-us-aircraft-vehicles-vessels-and-other-conveyances
https://www.dhs.gov/sites/default/files/2022-03/Transportation%20Security%20Administration_Remediated.pdf
https://www.dhs.gov/sites/default/files/2022-03/Transportation%20Security%20Administration_Remediated.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-1_Perspectives_on_Transit_Security.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-1_Perspectives_on_Transit_Security.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/TS_Problem_Coutnermeasures.pdf
https://www.census.gov/content/dam/Census/library/publications/2021/acs/acs-48.pdf
https://ftson.org/covid-19-fl-bus-transit-systems/
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is very important and FDOT Central Office shares this information with the State Emergency Operations Center 
(SEOC) to coordinate resources to local agencies. 

It is helpful if transit agencies collect, maintain, and share all data related to emergency response activities. This 
information will be essential in developing best practices for our State going forward. Many of the tips, 
suggestions, and practices within this document may also be useful in assisting our extended transit family 
members, friends, and constituents in their efforts to combat this dangerous virus. 

Sources 
 Role of Public Transportation in a Natural Disaster State of Emergency Declaration  
 National RTAP Transit’s Role in Emergency Response 
 Capacity-Building Toolkit for including Aging & Disability Networks in Emergency Planning, February 5, 

2019 
 FEMA: National Incident Management System: https://www.fema.gov/emergency-managers/nims  
 FEMA: Mission Areas and Core Capabilities: https://www.fema.gov/emergency-managers/national-

preparedness/mission-core-capabilities  
 TSI FT00456 Effectively Managing Transit Emergencies 
 Transit Emergency Planning and Response Assessment Initiative, Reep & Goodwill, 2005 
 FTA, Disaster Response and Recovery Resource for Transit Agencies, 2006 
 Bus Carrying Elderly Storm Evacuees Explodes Near Dallas 
 NHCRP 753, A Pre-Event Recovery Planning Guide for Transportation (2013) 
 State of Florida Post-Disaster Redevelopment Planning: A Guide for Florida Communities (2010) 
 COVID-19 – Emergency Management Tips and Practices for Bus Transit Systems 
 Strategies to Prevent, Reduce and Mitigate Bus Collisions 
 Enhancing Cybersecurity in Public Transportation: https://www.cutr.usf.edu/enhancingcybersecurity/  
 Federal Transit Administration’s Cybersecurity Resources for Transit Agencies 
 APTA: Public Transportation Facts: https://www.apta.com/news-publications/public-transportation-

facts/#:~:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20pub
lic%20transportation. 

 Bureau of Transportation Statistics: Number of U.S. Aircraft, Vehicles, Vessels, and Other Conveyances: 
https://www.bts.gov/content/number-us-aircraft-vehicles-vessels-and-other-conveyances 

 Department of Homeland Security – TSA: Budget Overview: 
https://www.dhs.gov/sites/default/files/2022-
03/Transportation%20Security%20Administration_Remediated.pdf 

 FTA: Perspective on Transit Security in the 1990s Strategies for Success: 
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-
1_Perspectives_on_Transit_Security.pdf  

 FTA: Transit Security: A Description of Problems and Countermeasures: 
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/TS_Problem_Coutnermeasures.pdf 

 U.S. Census Bureau: Commuting by Public Transportation in the United States: 2019: 
https://www.census.gov/content/dam/Census/library/publications/2021/acs/acs-48.pdf 

 

https://journals.sagepub.com/doi/10.1177/0361198119835814#:%7E:text=The%20Federal%20Emergency%20Management%20Agency,and%20declared%20or%20undeclared%20emergencies.
http://cloud.nationalrtap.org/Resource-Library/Advanced-Search/fid=159
https://www.fema.gov/emergency-managers/nims
https://www.fema.gov/emergency-managers/national-preparedness/mission-core-capabilities
https://www.fema.gov/emergency-managers/national-preparedness/mission-core-capabilities
https://www.cutr.usf.edu/wp-content/uploads/2012/07/Hurricane-Report-Combined-10_26_2005-.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/Response_and_Recovery_for_Declared_Emergencies_and_Disasters_062813.pdf
https://www.nytimes.com/2005/09/23/national/nationalspecial/bus-carrying-elderly-storm-evacuees-explodes-near.html
https://www.trb.org/Publications/Blurbs/169296.aspx
https://www.floridadisaster.org/globalassets/importedpdfs/post-disaster-redevelopment-planning-guidebook-lo.pdf
https://ftson.org/covid-19-fl-bus-transit-systems/
https://ftson.org/research-in-progress-strategies-to-prevent-reduce-and-mitigate-bus-collisions/
https://www.cutr.usf.edu/enhancingcybersecurity/
https://www.transit.dot.gov/regulations-and-programs/safety/cybersecurity-resources-transit-agencies
https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.apta.com/news-publications/public-transportation-facts/#:%7E:text=In%202019%2C%20Americans%20took%209.9,weekday%2C%20people%20board%20public%20transportation
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-1_Perspectives_on_Transit_Security.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA-MA-90-7006-96-1_Perspectives_on_Transit_Security.pdf
https://www.census.gov/content/dam/Census/library/publications/2021/acs/acs-48.pdf
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Compliance 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Compliance. 

This section provides a summary the requirements of Rule Chapter 14-90, Florida Administrative Code and the 
Florida State Management Plan. Also included are the resources which are available for a successful FDOT 
Triennial Review process. 

Rule Chapter 14-90, Florida Administrative Code 
The Florida Administrative Code is the official compilation of administrative rules for the state of Florida. It is 
important to understand that Rule 14-90 provides minimum state standards to public transit agencies, including 
the operator. Each state agency in Florida may establish administrative rules and codes that implement or 
interpret the specific powers and duties granted by enabling Florida Statutes. The agency may have more 
stringent and specific policies and procedures.  

Rule 14-90, Florida Administrative Code provides Florida public transit agencies with those rules and standards 
related to transit bus equipment and operational safety and includes the following sections: 

 14-90.002 – Definitions 
 14-90.004 – Bus Transit System Operational Standards 
 14-90.0041 – Medical Examinations for Bus Transit System Drivers 
 14-90.006 – Operational and Driving Requirements 
 14-90.007 – Vehicle Equipment Standards and Procurement Criteria 
 14-90.009 – Bus Safety Inspections 
 14-90.010 – Certification 
 14-90.012 – Safety and Security Inspections and Reviews 

Bus Operator Training 
The Florida Department of Transportation in partnership with the Center for Urban Transportation Research 
developed the “Rule Chapter 14-90, Florida Administrative Code: A Review for You – A Course for Bus Transit 
Drivers” computer-based training (CBT) course.  

This CBT course offers bus transit drivers an overview of the Equipment and Operational Safety Standards 
contained within Rule Chapter 14-90, FAC. While Chapter 14-90 is comprehensive and addresses many safety 
standards in various areas, this course focuses on those items pertinent to the bus transit driver, including:  

 Module 1: What is Rule Chapter 14-90, Florida Administrative Code? 
 Module 2: Driver Selection, Qualification, and Minimum Driver Training Requirements 
 Module 3: Wireless Communication Devices 
 Module 4: Operational and Driving Requirements 
 Module 5: Operational Safety and Medical Examinations 
 Module 6: Pre-Trip Inspections 

A Certificate of Completion is generated upon successful completion so the participants can print a copy for 
their personal and employment records. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Compliance/Federal-Regulations-and-Circulars
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
https://ftson.org/wp-content/uploads/2015/04/RuleChapter1490.pdf
https://ftson.org/wp-content/uploads/2015/04/RuleChapter1490.pdf
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Florida State Management Plan 
The State Management Plan developed by FDOT Central Office is used as a guide for conducting the Triennial 
Reviews. The roles and responsibilities of the FDOT Central Office, FDOT District Offices, their 
consultants/facilitators and its contractor are outlined in the SMP along with the Triennial Review elements and 
standard operating procedures. 

Triennial Reviews 
Public safety is a critical concern in the provision of transportation services in Florida. Transit agencies that 
obtain state and federal grant funds to operate public transportation and/or purchase capital equipment are 
required to meet or exceed the minimum requirements set forth in Chapter 14-90: Equipment and Operational 
Safety Standards for Bus Transit Systems of the Florida Administrative Code and the Florida Department of 
Transportation’s State Management Plan Routine monitoring of transit agency compliance with these standards 
is essential to ensure the safety of Florida’s residents who rely on their services. 

The purpose of the Triennial Review is: 

 To verify a transit agency’s compliance with state safety, security and maintenance requirements 
 To provide technical assistance resources to help transit agencies achieve compliance with these 

requirements 

Triennial Reviews of a 5311 Agency 
A “5311 agency” is a transit agency that receives FTA Formula Grants for Rural Areas Section 5311 funding for 
the purchase of capital equipment and/or operations of passenger transportation services. These agencies may 
also receive FTA Section 5307 and/or Section 5310 grant funding in addition to the Section 5311 funding.  

Triennial Reviews of 5311 agencies are guided by the requirements and standard operating procedures detailed 
in the FDOT State Management Plan. The purpose of the Triennial Review is to verify the agency’s compliance 
with Chapter 14-90 of the Florida Administrative Code and the most current published FDOT Preventative 
Maintenance Standards Manual. The reviews also examine the agency’s unique safety, security, and 
maintenance practices to determine whether they comply with the policies outlined in their System Safety 
Program Plan, Security Program Plan, Vehicle Maintenance Plan, and Facility/Equipment Maintenance Plan. 
Recommendations are provided to assist transit agencies with improving overall system performance, agency 
readiness, and responsiveness while minimizing additional risks associated with safety, security and capital 
equipment failure. 

Review Resources 
Triennial review elements for 5311 agencies are comprehensively outlined in the 5311 Triennial Review Process. 
The following resources are all available: 

 5311 Workbooks: These workbooks include sample staff interview questions and information that is 
collected and analyzed during 5311 reviews. 

 Security Program Plan (SPP): This is a template for the development of the SPP that is required by 
Chapter 14-90.001, F.A.C. for transit agencies receiving FTA Section 5307 and/or 5311 funding. This 
template includes the minimum elements required by FDOT and provides prompts for the agency to 
incorporate their own unique practices. 

 Pre-trip/post-trip Inspection Forms: Sample pre-trip/post-trip inspection forms that meet FDOT’s 
minimum standards. 

https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/state-managment-plan-part-2-sop-10-11-19.pdf?sfvrsn=6e547a69_2
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
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 In-house Maintenance Plan Template: This is a template for the development of the Vehicle 
Maintenance Plan that is required by Chapter 14-90.004, F.A.C. The template includes the minimum 
maintenance plan elements required by FDOT for agencies with their own in-house maintenance shop 
and provides prompts for the agency to incorporate their own unique practices. 

 Outsource Maintenance Plan Template: This is a template for the development of the Vehicle 
Maintenance Plan that is required by Chapter 14-90.004, F.A.C. The template includes the minimum 
maintenance plan elements required by FDOT for agencies who outsource all of their vehicle 
maintenance and provides prompts for the agency to incorporate their own unique practices. 

 Outsource Maintenance Service Agreement Template: This is a template for the development of a 
service agreement with the outsource maintenance provider conducting your preventative maintenance 
inspections. The template includes sample language for the agreement and includes minimum 
maintenance standards required by FDOT for inspecting Type II vehicles. 

 Preventative Maintenance (PM) Inspection Forms: Sample PM safety inspection forms that meet 
FDOT’s minimum standards. 

Triennial Reviews of 5310 Agency 
A “5310 agency” is a transit agency that receives only FTA Enhanced Mobility of Seniors and Individuals with 
Disabilities Program Section 5310 grant funding for the purchase of capital equipment and/or operations of 
passenger transportation services. These agencies do not receive additional funding from FTA Section 5307 or 
5311 grant programs. Triennial Reviews of 5310 agencies are guided by the requirements and standard 
operating procedures detailed in the FDOT State Management Plan. The purpose of the Triennial Review is to 
verify the agency’s compliance with the FDOT State Management Plan requirements. The review also examines 
the agency’s unique safety, security and maintenance practices to determine whether they comply with the 
policies outlined in their Transportation Operating Plan. Recommendations are provided to assist transit 
agencies with improving overall system performance, agency readiness and responsiveness while minimizing 
additional risks associated with safety, security, and capital equipment failure. 

Review Resources 
Triennial review elements for 5310 agencies are comprehensively outlined in the 5310 Triennial Review Process. 
The following resources are all available on the Florida COTA website: 

 5310 Workbook: These workbooks include sample staff interview questions and information that is 
collected and analyzed during 5310 reviews. 

 TOP Template: This is a template for the development of the Transportation Operating Plan (TOP) that 
is required by FDOT. The TOP details the 5310 agency’s safety, security, and maintenance policies. The 
following template includes the minimum elements and provides prompts for the agency to incorporate 
their own unique practices. 

 Pre-trip/post-trip Inspection Forms: Sample pre-trip/post-trip inspection forms that meet FDOT’s 
minimum standards. 

 Preventative Maintenance (PM) Inspection Forms: Sample PM safety inspection forms that meet 
FDOT’s minimum standards. 

 Outsources Maintenance: This is a template for the development of the Vehicle Maintenance Plan that 
is required by Chapter 14-90.004, F.A.C. The template includes the minimum maintenance plan 
elements required by FDOT for agencies who outsource all of their vehicle maintenance and provides 
prompts for the agency to incorporate their own unique practices. 

https://www.floridacota.org/5310-agencies/
https://www.floridacota.org/5310-agencies/
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 Drug and Alcohol Guidance: Substance abuse management guidance to “5310-only” agencies, which 
includes information regarding the applicability of federal drug and alcohol testing regulations and the 
FDOT Substance Abuse Policy requirements. 

Next Step, Corrective Action Plan: How to be a Closer 
Transit agencies have learned (1) how to prepare for the triennial review (2), what to expect during the triennial 
review, and (3), common findings from the triennial review. So, what’s the next step in the triennial review 
process? Corrective Action Plans (CAPs). This session recording covers how to respond to corrective action plans 
and to close out respective findings for safety, security, and maintenance deficiencies. Additionally, this 
recording provides important tips and steps to successfully navigate the CAP process. 

Recording: https://cutr.adobeconnect.com/pdcsb7isp0g8/  

Drug and Alcohol Program Compliance 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit on Drug & Alcohol 
Program. The following resources are available for Florida transit agencies. 

Drug and Alcohol Testing Compliance Oversight Toolkit for FTA Covered Employees 
This toolkit will aid transit agencies in evaluating internal compliance and contractor compliance with USDOT 
and FTA regulations. 

The following items are included within this Toolkit: 

 Self-Assessment Checklist 
 Drug and Alcohol Policy Writing Resources 
 Training Resources 
 Implementation Forms and Checklists 
 Monitoring Service Agent Compliance  
 Order FTA Lanyards 

Substance Abuse Model Policy Templates and Instructions for Adopting Policy 
To ensure FDOT’s compliance with FTA rule, all 5311 sub-recipient agencies and contractors performing 
transportation services for a 5311 sub-recipient, are required to adopt one of the two policy templates. (Other 
transit systems are welcome to utilize the policy templates as well, if they choose to do so). 

The following templates are available for use on the Substance Abuse Management Program website:  

 Instructions for Adopting one of the State Model Substance Abuse Policies 
 Employee Policy Acknowledgement Form 
 State Model Substance Abuse Policy for “Zero Tolerance” Agencies 
 State Model Substance Abuse Policy for “Second Chance” Agencies 

Statewide Contract for Drug and Alcohol Testing Services 
FDOT, in cooperation with FDOE, has awarded FSSolutions, the statewide contract for Third Party Administration 
services related to the administration of USDOT Drug and Alcohol Testing Programs. These services are offered 
to all government agencies who are required to comply with USDOT regulations. (Florida transit systems, School 
Districts, City Governments, etc.) A copy of the contract and handbook can be downloaded from the Substance 
Abuse Management Program website. 

https://cutr.adobeconnect.com/pdcsb7isp0g8/
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Compliance/drug-and-alcohol-programs#DrugandAlcoholPrograms
https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Compliance/drug-and-alcohol-programs#DrugandAlcoholPrograms
https://sam.cutr.usf.edu/wp-content/uploads/2020/07/Drug-and-Alcohol-Testing-Compliance-Oversight-Toolkit.pdf
https://sam.cutr.usf.edu/regulations/
https://sam.cutr.usf.edu/resources/
https://sam.cutr.usf.edu/resources/
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Training Tools 
Several training tools intended to aid transit systems in meeting compliance to the education and training 
requirements as outlined above. Please note that employers (transit systems) are responsible for ensuring that 
the training implemented is meeting at least the minimum training required in 49 CFR Part 655.14. Employers 
must also retain key documentation related to the training: agendas, sign-in sheets, copies of the training 
materials and copies of any training certificates that are issued to the participants. 

USDOT/FTA Drug and Alcohol Testing Program Handbook for Transit Employers and Employees 
This publication describes the history of the drug and alcohol testing regulations and the testing circumstances 
under which safety-sensitive employees are subject to. Includes a discussion on the specimen collection process, 
consequences of refusing to test as well as facts about each of the five DOT prohibited drugs and alcohol. 

Drug & Alcohol “Small Bytes” Training Video Series 
Brief drug and alcohol testing program training videos are available. These easily accessible videos allow 
agencies to quickly receive training on a variety of topics related to testing program compliance.  

The video topics include: 

 Small Bytes Episode One: Effective Random Testing 
 Small Bytes Episode Two: Record Keeping Best Practices 
 Small Bytes Episode Three: Collection Sites 
 Small Bytes Episode Four: Terminology 
 Small Bytes Episode Five: Post Accident Testing 

Florida Department of Transportation Preventative Maintenance Guide 
Preventative maintenance (PM) is the cornerstone of a transit agency’s maintenance program. A PM program 
seeks to identify and subsequently repair or replace worn or defective vehicle components before they result in 
a failure. This should be accomplished through a systematic program of scheduled maintenance activities, such 
as inspections, lubrication, and services at predetermined intervals that meet the vehicle manufacturer’s original 
equipment manufacturer (OEM) recommendations. These inspections should ensure that vehicles remain in safe 
operating condition. Successful PM programs seek to have the majority of their maintenance work performed 
during these scheduled maintenance activities in order to have a proactive, cost-efficient maintenance program 
that minimizes downtime and the impact to passenger transportation. The PM program’s overall effectiveness is 
dependent on the success and functionality of each element of the program. 

The Florida Department of Transportation (FDOT) requires agencies that use state and/or federal grant funding 
to provide transportation services to have preventative maintenance programs that ensure all vehicles operated 
by the transit agency are systematically inspected, maintained and lubricated using methods and standards that 
meet or exceed the vehicle manufacturer recommendations. Agencies are required to operate safe vehicles to 
transport clients and/or the general public. This is accomplished by ensuring vehicles are properly maintained at 
all times. Not only will this improve the vehicle’s performance measures, but it will also help vehicles to meet 
their life expectancy. The purpose of the Preventative Maintenance Guide is to provide agencies with a resource 
to assist with developing comprehensive PM programs that emphasize passenger safety useful life of the vehicle 
by featuring a combination of basic guidelines, industry standards, and technical support in public transit vehicle 
maintenance. 

https://sam.cutr.usf.edu/training/training-tools/
http://www.ecfr.gov/cgi-bin/text-idx?SID=d12244ed9bd2d4fd38d97b0127a31977&node=49:7.1.2.1.16&rgn=div5#49:7.1.2.1.16.2.1.4
https://sam.cutr.usf.edu/training/web-based-training/
https://www.livelypip.com/resources/
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Overview 
As vehicle technology and industry standards evolve, the preventative maintenance process must be evaluated, 
reviewed, and updated to meet the ever-increasing demand for controlling vehicle operating costs and 
extending equipment utilization life cycles. 

To assist in this task, the Florida Department of Transportation (FDOT) provides the Preventative Maintenance 
(PM) Guide. The PM Guide was revised in September 2021 to reflect the specialized transportation vehicles 
currently used. The updated PM Guide can be used as both a detailed description and a quick reference 
concerning vehicle preventative maintenance best practices, vehicle component inspections, and FDOT 
requirements.  

The PM Guide contains items and requirements needed to develop, implement, and oversee a comprehensive 
maintenance plan or Transportation Operating Plan (TOP). The guide includes pre- and post- trip inspection 
process, addresses preventative maintenance cycles and intervals, and assists the agency in developing a 
maintenance schedule that maximizes unit up-time and lowering overall vehicle operation cost. 

Vehicle preventative maintenance target intervals are now based on a combination of:  

 Public safety 
 Vehicle OEM requirements and recommendations 
 Annual operating miles per unit 
 Duty cycle and operating profile of bus route (urban, suburban, and commuter or fixed route) 

By using the listed target intervals, the agency can establish a mileage or calendar date interval as needed for 
each particular unit in the fleet. Note that all agencies are required to conduct routine scheduled inspections of 
vehicle safety-sensitive components. The PM Guide lists each of these safety-related components as well as 
inspection best practices. 

Preventative maintenance scheduling and tracking examples are included within the PM Guide. FDOT requires 
all agencies to track and monitor ongoing maintenance activities. This can be accomplished by using manual 
vehicle history files, spreadsheets or a maintenance software program. PM tracking and oversight allows for: 

 Scheduling upcoming PM inspections and OEM services to ensure on-time inspections 
 Ensuring all inspection forms are thoroughly completed 
 Reviewing completed inspection forms to address defects, safety concerns and schedule any needed 

follow up repairs 
 Monitoring defects to identify repairs eligible for warranty 
 Monitoring unscheduled maintenance/repairs to determine thoroughness of the PMI process 
 Identifying repeat or like vehicle repairs to determine root causes of failure 

Agencies with in-house maintenance programs must ensure maintenance technicians are qualified as required 
by the FDOT. The PM Guide provides information needed to ensure technicians understand vehicle component 
inspection expectations. The technician must meet or exceed the following qualifications: 

 Understand the maintenance requirement as set forth in Rule 14-90, FAC and can identify defective 
components 

 Is knowledgeable of and has mastered the methods, procedures, tools and equipment used when 
performing an inspection for the types of vehicles operated by the agency 

https://www.livelypip.com/resources/
https://www.livelypip.com/resources/
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 Has at least one year of training and/or experience as a technician or inspector in a vehicle maintenance 
program with sufficient general knowledge of the types of agency vehicles to recognize deficiencies or 
mechanical defects 

Maintenance program compliance and technical assistance resources are also available in the guide. The FDOT 
Preventative Maintenance Guide provides transit agencies with a solid resource to assist with developing a 
comprehensive preventative maintenance program. The guide can be used to maximize the useful life of transit 
vehicles while ensuring passenger safety and lowering life cycle cost. 

FDOT has contracted with Lively Technical College to provide the Lively Paratransit Instructional Program (LPIP). 
The LPIP program offers maintenance technician training for paratransit vehicles. Additionally, the program 
addresses agency maintenance procedures and oversight, and provides opportunities to network with rural 
maintenance managers and professionals through the Florida Association of Paratransit Technicians . FAPT hosts 
a multitude of technical assistance resources to assist transit agencies in the area of preventative maintenance. 
Some of these resources include, but are not limited to: 

 Maintenance plan templates for in-house and outsourced maintenance programs 
 Transportation Operating Plan templates for 5310-only agencies 
 Facility and Equipment Maintenance Plan templates 
 Outsource Service Agreement templates 
 Sample preventative maintenance inspection forms for Type I, Type II and other 
 Public transit vehicles 
 Sample pre-trip/post-trip inspection forms 

Choosing an Outsource Vehicle Maintenance Vendor 
Choosing an outsource maintenance provider often is not an easy task. Many times, the selection is different 
depending on where the agency is located. However, there are a few steps that can be taken by an agency to 
ensure a positive selection. We’ll detail some general tips that can be used to assist an agency in making a good 
decision. 

First and foremost, choose a vendor with whom you can effectively communicate. One that understands your 
needs and expectations and will work with you to reach those objectives. The relationship an agency builds with 
its vendor directly affects the service provided. 

Effective communication relative to invoicing should also be addressed. Be sure the vendor is capable and 
willing to provide the repair information needed to correctly maintain your vehicle history files. Be clear when 
choosing a maintenance provider about what is expected on a repair work order. All repair orders should detail 
the issue, the failure, and the repair. We’ll use a brake issue as an example: 

 Concern – Brakes make a noise when stopping: The way you describe the issue, try to be as specific as 
possible. Do not just say “brakes making a noise.” 

 Cause – Brake disc pads are worn to limit: The service shop should detail what's causing the issue. 
 Correction – Replace worn disc brake pads, perform complete brake inspection, road test unit and check 

operation. 
 Vehicle unit number, mileage, and wheelchair lift cycle count (if equipped) must be noted on the work 

order. 

https://www.livelypip.com/
http://www.flparatech.com/
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Cost can be the primary decision-making factor. A shop that will provide “menu” fixed type pricing for common 
repetitive services will help determine annual cost. Preventive maintenance inspection and tire replacement are 
a few examples of repairs that benefit from a fixed cost. There should be no surprises here. Costs for major 
repairs may not be calculated initially but standard, routine services can be easily determined. If more than one 
vendor location is necessary, obtain a pricing menu from both shops. This will make it much easier to establish 
and maintain a maintenance budget. 

Location will also be a major determinant. Determine what would be the maximum distance the agency could 
travel to a maintenance provider that meets all FDOT requirements and search for the best provider in your 
area. Sometimes it may be a little longer driving distance to a provider that can provide services with less 
downtime versus a provider nearby that keeps the unit out of service longer. A few questions to ask: 

 Does the provider offer pick-up and delivery of your vehicle? 
 Is the shop area secure enough to leave the vehicle outside if dropped off after hours? 
 If not, the hours of shop operation become significant.  
 Will you be able to pick up your vehicle without causing stress on the agency?  

When a maintenance provider is selected, be sure all concerned at your agency are aware of the provider’s 
normal operating hours. Most times after hours of service/repairs will cost much more. After-hours repairs will 
add to total vehicle cost. Some outsource providers may use another vendor, for example, towing, tire work, or 
24-hour breakdown services. Be sure that pricing is in line with expectations.  

Service technicians’ qualifications are often overlooked and not addressed in the decision-making process. 
Preventive Maintenance Inspection (PMI) is often assigned to the less experienced tech who may not be familiar 
with transit vehicle equipment. Be sure the vendor is committed to technician training. As transit vehicle 
technology is improving and becoming more sophisticated, technicians must remain up to date. ASE 
certifications are an important indicator, but original equipment manufacturer (OEM) and supplier certifications 
may also be important. A few questions to ask: 

 Does the vendor have enough qualified technicians to repair your vehicle and in an acceptable time 
frame?  

 Is the provider able to perform sometimes complex repairs on paratransit bus HVAC systems or 
wheelchair lifts?  

 Can the service provider do any non-PMI repairs, such as brake pad replacement or tire repairs at the 
same time as PMI?  

 How soon can the unit be scheduled for repairs with minimal amount of downtime? 
 Ask if the shop has up-to-date diagnostic software for your vehicles.  
 Does the shop maintain a parts inventory or have access to parts in a timely fashion to prevent 

unnecessary down time? 

The lack of common parts and supplies needed creates unnecessary vehicle downtime. The agency should list 
their expectations in writing to the service provider and, if applicable, as part of any signed agreement they 
might enter into. Maintenance providers should be asked what their expectations are as well, such as the time 
needed for PMI, notification of PMI due, how to and who to contact at the agency for repairs other than PMI. 
Taking the extra steps and defining what the agency’s expectations are to the service provider will help make 
vehicle maintenance a stress-free experience. When defining expectations to an outside service provider, be 
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sure that FDOT processes are known, and the paratransit PMI has three levels of progressive inspection. Provide 
the shop with a copy of the FDOT maintenance standards manual for guidance. 

Many transportation providers depend on an outside shop to ensure safe, reliable cost-effective means of 
vehicle maintenance. These provider “partnerships” excel with good communication.  

Vehicle Procurement 
Transit Research, Inspection and Procurement Services (TRIPS) Purpose 
Transit Research, Inspection and Procurement Services (TRIPS) program is a transit vehicle procurement, 
inspection, safety, and research and analysis program. The multifaceted program leverages a statewide pooled 
procurement model to research, negotiate, develop, test and deliver quality, cost effective and safe public 
transit vehicles to serve Florida’s transit dependent community. The TRIPS program serves as the procurement 
steward for the efficiency, effectiveness and safety of five-to-ten-year cutaway transit vehicles. The TRIPS 
program is managed and administered from three main offices; one located in Tampa and two located in 
Tallahassee. These locations serve as strategic, regional sites for testing, receiving, delivery, inspection and 
research related program activities. The TRIPS program employees are superintendents of both the program’s 
mission and goals and are committed to its success. The program has six main goals that direct the efforts of 
every employee: 

 Provide safe, clean, reliable, quality, transit vehicles 
 Ensure compliance with Federal and State purchasing requirements 
 Promote customer satisfaction 
 Provide safe equipment for the transportation of Florida’s citizens 
 Maximize the use of State and Federal funds 
 Conduct research that enhances product performance 

Bus Inspection/Technical Assistance 
TRIPS Technicians perform research, testing and bus inspections at FDOT’s Springhill facility in Tallahassee. All 
new vehicles purchased through TRIPS are brought to the Springhill facility prior to delivery for quality control 
and a detailed inspection to confirm that the vehicle was built to specifications. All defects that are identified are 
reported to the responsible Florida Dealer and must be repaired or corrected before the agency procuring the 
vehicle can complete the acceptance process.  

Following the award of all new vehicle contracts, our inspectors observe the building of a prototype bus at the 
manufacturing facility. This enables the resolution of any last-minute questions, concerns and improvements to 
the technical specifications. On a frequent basis, each Florida Vehicle Dealer and partner manufacturer meet in 
Tallahassee with TRIPS staff and FDOT to discuss manufacturer quality control and dealer warranty related 
services. 

TRIPS Technicians are available to individual transit systems to assist in resolving warranty issues with the 
Florida Dealer or diagnosing fleet problems, once the agency has exhausted all remedies proposed by their 
dealer. Transit systems experiencing a major collision or fire involving a bus procured through a TRIPS contract 
should immediately notify FDOT or the Springhill office. 

Grant Program Administration 
The Grant Program is managed by FDOT staff and administered by CUTR through continuous communication 
with Florida Dealer contractors. A tracking system is in place and is continually updated, which generates all 
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documents, including transmittal documents, copies of direct orders, order forms, recipient purchase orders, 
etc.  

This project assists the Florida Department of Transportation in meeting Federal Transit Administration 
requirements, related to the administration and management of the FTA grant programs, more efficiently and 
cost-effectively. This procedure reduces unnecessary expenses for the Florida Dealers which can be passed on to 
transit systems by reducing the cost of new buses. A list of all available vehicles is available on the TRIPS 
website.  

Research and Testing 
TRIPS monitors industry innovations and improvements to identify the latest component technology. These 
improvements are utilized to keep the vehicle technical specifications up to date with the latest applications. 
Component testing is done to ensure adherence to contract specifications. Prototypes of new products are often 
installed in a TRIPS bus (or buses) and monitored for performance prior to including them in future contracts. 
Working as partners with FAMU/FSU Engineering Department, TRIPS performs crash analysis using live vehicles 
and components as well as Finite Element Modeling. This Research & Testing has led to the development of 
Florida Performance Standards to improve the integrity and safety of the passenger compartment, air 
conditioning, parking brake, and alternator performance standards. This effort has resulted in increased 
structural safety and overall improved quality of the vehicle, providing a bus that, with proper preventive 
maintenance, will last longer than its predicted life. 

Springhill 
“Springhill” is a FDOT facility located on Springhill Road in southwest Tallahassee, FL and used as the 
headquarters for the TRIPS Program. Every vehicle ordered through TRIPS passes through Springhill where it is 
given a detailed final inspection before delivery to the procuring agency. Any defects identified are required to 
be repaired by the responsible Contract Dealer prior to “Acceptance” by the procuring agency. 

Springhill is manned by three TRIPS Supervisor Technicians who, in addition to inspections, provide agencies and 
their fleet managers with technical assistance on fleet issues and undiagnosed fleet problems. Also, part of the 
Supervisor Technician responsibilities are to research new products, develop Performance Standards that are 
included in new contract technical specifications and assist Engineers in conducting Crash-testing Worthiness of 
cutaway vehicles. This effort is to improve the vehicle technical specifications to provide safer passenger 
compartment construction. 

Sources 
 Training: Rule Chapter 14-90, Florida Administrative Code: A Review for You – A Course for Bus Transit 

Drivers  
 Lively Paratransit Instructional Program (LPIP) 
 Rule 14-90, Florida Administrative Code 
 State Management Plan 
 Chapter 14-90: Equipment and Operational Safety Standards for Bus Transit Systems of the Florida 

Administrative Code 
 Florida Compliance Oversight and Technical Assistance (COTA) 
 Preventative Maintenance (PM) Guide 
 Substance Abuse Management Resource Site: Regulations 
 Substance Abuse Management Resource Site: 5310-only Agency 

https://tripsflorida.org/contracts.html
https://tripsflorida.org/contracts.html
https://tripsflorida.org/performancetests.html
https://tripsflorida.org/Springhill.html
https://ftson.org/wp-content/uploads/2015/04/RuleChapter1490.pdf
https://ftson.org/wp-content/uploads/2015/04/RuleChapter1490.pdf
https://www.livelypip.com/
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/state-managment-plan-part-2-sop-10-11-19.pdf?sfvrsn=6e547a69_2
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=14-90
https://www.floridacota.org/5311-agencies/
https://sam.cutr.usf.edu/regulations/
https://sam.cutr.usf.edu/5310-only/
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 Substance Abuse Management Resource Site: Resources 
 Substance Abuse Management Resource Site: Small Bytes 
 Substance Abuse Management Resource Site: Training Tools 
 Drug and Alcohol Testing Compliance Oversight Toolkit for FTA Covered Employees  
 USDOT/FTA Drug and Alcohol Testing Program Handbook for Transit Employers and Employees 
 TRIPS: What’s on the Market? 
 Florida Performance Standards 
 TRIPS: Springhill 

Florida Department of Transportation 
FDOT operates a decentralized program comprised of a Central Office in 
Tallahassee and seven (7) District Offices. The Central Office is 
responsible for the development of policies for the administration of the 
programs, financial management and all TrAMS functions. The District 
Offices implement and monitor the programs, including but not limited 
to managing the grant notification, application, and award processes; 
sub-recipient monitoring; and on-site program management. 

Document and publications available from the Florida Department of Transportation. 

The following information is provided about each of the seven districts with major cities identified for each. 

 

Figure 3. FDOT District Map 

District 1 (Southwest Florida) 
▪ Major cities: Arcadia, Bartow, Fort Myers, Lakeland, Naples, North Port, Sarasota, Sebring, and Venice 

https://sam.cutr.usf.edu/resources/
https://sam.cutr.usf.edu/training/web-based-training/
https://sam.cutr.usf.edu/training/training-tools/
https://sam.cutr.usf.edu/wp-content/uploads/2020/07/Drug-and-Alcohol-Testing-Compliance-Oversight-Toolkit.pdf
https://sam.cutr.usf.edu/product-details/drug-and-alcohol-testing-program-manual-for-fta-covered-employees/
https://tripsflorida.org/contracts.html
https://tripsflorida.org/performancetests.html
https://tripsflorida.org/Springhill.html
https://www.fdot.gov/research/documents.shtm
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▪ Counties: Charlotte, Collier, De Soto, Glades, Hardee, Hendry, Highlands, Lee, Manatee, Okeechobee, 
Polk, and Sarasota 

District 2 (Northeast Florida) 
▪ Major cities: Gainesville, Jacksonville, Lake City, Palatka, Perry, Saint Augustine, and Starke 
▪ Counties: Alachua, Baker, Bradford, Clay, Columbia, Dixie, Duval, Gilchrist, Hamilton, Lafayette, Levy, 

Madison, Nassau, Putnam, St. Johns, Suwannee, Taylor, and Union 

District 3 (Northwest Florida) 
▪ Major cities: Apalachicola, Chipley, Crestview, Fort Walton Beach, Marianna, Panama City, Pensacola, 

Quincy, and Tallahassee 
▪ Counties: Bay, Calhoun, Escambia, Franklin, Gadsden, Gulf, Holmes, Jackson, Jefferson, Leon, Liberty, 

Okaloosa, Santa Rosa, Wakulla, Walton, and Washington 

District 4 (Southeast Florida) 
▪ Major cities: Belle Glade, Boca Raton, Fort Lauderdale, Fort Pierce, Hollywood, Pompano Beach, Royal 

Palm Beach, Stuart, Vero Beach, and West Palm Beach 
▪ Counties: Broward, Indian River, Martin, Palm Beach, and St. Lucie 

District 5 (Central Florida) 
▪ Major cities: Daytona Beach, DeLand, Melbourne, Merritt Island, Ocala, Orlando, and Titusville 
▪ Counties: Brevard, Flagler, Lake, Marion, Orange, Osceola, Seminole, Sumter, and Volusia 

District 6 (South Florida) 
▪ Major cities: Coral Gables, Hialeah, Key West, and Miami 
▪ Counties: Miami-Dade and Monroe 

District 7 (West Central Florida) 
▪ Major cities: Brooksville, Clearwater, Dunedin, Largo, New Port Richey, St. Petersburg, and Tampa 
▪ Counties: Citrus, Hernando, Hillsborough, Pasco, and Pinellas 

Sources 
• Florida Department of Transportation District Maps  
• Florida State Management Plan 

Florida Department of Transportation Programs 
FDOT is committed to providing training and technical assistance to Florida’s public transportation professionals. 
In partnership with a number of institutions, agencies, and other organizations, various clearinghouses of 
training and technical assistance programs have been established to provide professional development 
opportunities for transit planners, operations staff, administrators, general managers, maintenance technicians, 
field supervisors, safety officers, substance abuse management professionals, and transit trainers. 

The programs that have been developed provide single- and multi-day courses; multi-day professional 
development workshops led by private contracted trainers, State-certified transit trainers, and in-house staff; 
and one-on-one technical assistance. 

https://www.fdot.gov/publications/distmap/index.shtm
https://fdotwww.blob.core.windows.net/sitefinity/docs/default-source/transit/documents/state-managment-plan-part-2-sop-10-11-19.pdf?sfvrsn=6e547a69_2
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Florida Rural Transit Assistance Program (RTAP)  
In Florida, the Public Transit Office of the Florida Department of Transportation (FDOT) administers the Rural 
Transit Assistance Program (RTAP) Center. Since 2003, FDOT has retained the Center for Urban Transportation 
Research at the University of South Florida (USF) to manage the Florida RTAP Center and help address the 
training and technical assistance needs to Florida’s small urban and rural transit systems. RTAP is a federally 
developed program that provides training and technical assistance primarily to rural public transportation 
agencies and transportation service providers throughout the state. 

Florida RTAP is a broad program that provides training, continuing education, and technical assistance to those 
who provide or assist in the provision of public transportation services in rural and small urban communities in 
order to promote the coordinated delivery of safe, efficient, and effective transit services. 

The program objectives of Florida RTAP are to: 

1. Promote the safe and effective delivery of public transportation in non-urbanized (rural and small urban) 
areas and to make more efficient use of public and private resources; 

2. Foster the development of state and local capacity for addressing the training and technical assistance 
needs of the rural and small-urban transportation communities; 

3. Improve the quality of information and technical assistance available through the development of 
training and technical assistance resource materials; 

4. Facilitate peer-to-peer self-help through the development of local networks of transit professionals; 
5. Support the coordination of public, private, specialized and human service transportation services; 
6. Make RTAP a household word with small urban and rural providers who will actively use and benefit 

from the center; and 
7. Develop and implement an evaluation process that ensures the training being offered is of the highest 

quality and is meeting the needs of the small urban and rural provider. 

Program website: www.floridartap.org  

Compliance Oversight and Technical Assistance (COTA) Program 
Public safety is a critical concern in the provision of transportation services in Florida. Transit agencies that 
obtain state and federal grant funds to operate public transportation and/or purchase capital equipment are 
required to meet or exceed the minimum requirements set forth in Chapter 14-90: Equipment and Operational 
Safety Standards for Bus Transit Systems of the Florida Administrative Code, the Florida Department of 
Transportation’s State Management Plan and all other evolving transit requirements established by the state 
and federal government. Routine monitoring of transit agency compliance with these standards is essential to 
ensure the safety of Florida’s residents who rely on their services.  

Section 14-90.012, FAC requires that FDOT or its contractor conduct a system safety, security, and maintenance 
review of each transit agency every three years to ensure the agency’s compliance with state and federal 
guidelines. The Compliance Oversight and Technical Assistance (COTA) Program was established by FDOT to 
assist FDOT Districts and their contractor(s) in conducting the required system safety, security, and maintenance 
reviews, called Triennial Reviews. The COTA program is managed by the Center for Urban Transportation 
Research (CUTR) at the University of South Florida under direction of the Florida Department of Transportation. 
Through the Triennial Reviews, the COTA program also seeks to provide recommendations to assist transit 
agencies with improving overall system performance by offering technical assistance resources, identifying 
training needs, and suggesting training opportunities in coordination with other FDOT projects when applicable.  

http://www.floridartap.org/
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FDOT District Offices Managers are responsible for the implementation of the Triennial Reviews for the transit 
agencies in their respective regions. The COTA program team is contracted by the FDOT Central Office to assist 
FDOT District Offices and their consultants/facilitators in performing the Triennial Reviews by serving as subject 
matter experts in the areas of system safety, security and maintenance. The State Management Plan developed 
by FDOT Central Office is used as a guide for conducting the Triennial Reviews. The roles and responsibilities of 
the FDOT Central Office, FDOT District Offices, their consultants/facilitators and the COTA program team are 
outlined in the SMP along with the Triennial Review elements and standard operating procedures.  

Program website: www.floridacota.org  

Transit Research Inspection Procurement Services (TRIPS)  
Transit Research, Inspection and Procurement Services (TRIPS) program is a transit vehicle procurement, 
inspection, safety, and research and analysis program. The multifaceted program leverages a statewide pooled 
procurement model to research, negotiate, develop, test, and deliver quality, cost-effective and safe public 
transit vehicles to serve Florida’s transit-dependent community. The TRIPS program serves as the procurement 
steward for the efficiency, effectiveness, and safety of five-to-ten-year cutaway transit vehicles. The TRIPS 
program is managed and administered from three main offices; one located in Tampa and two located in 
Tallahassee. These locations serve as strategic, regional sites for testing, receiving, delivery, inspection, and 
research related program activities. The TRIPS program employees are superintendents of both the program’s 
mission and goals and are committed to its success. The program has six main goals that direct the efforts of 
every employee: 

1. Provide safe, clean, reliable, quality, transit vehicles 
2. Ensure compliance with Federal and State purchasing requirements 
3. Promote customer satisfaction 
4. Provide safe equipment for the transportation of Florida’s citizens 
5. Maximize the use of State and Federal funds 
6. Conduct research that enhances product performance 

Program website: https://tripsflorida.org/  

Crashworthiness & Impact Analysis Laboratory (CIAL) 
The State of Florida acquires about 300 cutaway buses every year. They are used for paratransit services in all 
cities and counties in the state and they are also popular to transport the elderly in nursing homes, youngsters 
for schools, passengers around airports, and others. Their structure is unique as they are made in two-step 
process. In the first, a cutaway vehicle (consisting of a chassis and a driver cab) is made by one of the major auto 
manufacturers. The second stage comprises adding a passenger compartment per customer specification. 

The Transit Office of the Florida Department of Transportation (FDOT) established the Crashworthiness 
Evaluation of Cutaway Buses Program in 1999. The Program is located at the Crashworthiness and Impact 
Analysis Laboratory (CIAL) at the Florida A&M University – Florida State University joint College of Engineering in 
Tallahassee, Florida. Parts of the experimental Program are also carried out in Transit Research, Inspection, and 
Procurement Services (TRIPS) at Springhill Rd in Tallahassee, FL. The Crashworthiness Evaluation Program has a 
mission of using cutting-edge computational mechanics and experimentation to ensure the safest paratransit 
services in the State of Florida. 

Program website: www.eng.famu.fsu.edu/cial  

http://www.floridacota.org/
https://tripsflorida.org/
http://www.eng.famu.fsu.edu/cial
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Florida Transit Safety and Operations Network (FTSON) 
The Florida Transit Safety and Operations Network (FTSON) is comprised of members representing each of 
Florida’s public transit agencies and the Florida Department of Transportation. The purpose of the FTSON is to 
provide a platform for discussion of safety and operational challenges, opportunities, and initiatives impacting 
public transportation providers in Florida. This forum allows urban and rural member transit agencies to identify 
safety and operational issues and share leading practices that lead to better outcomes. The FTSON is a resource 
to the Florida Department of Transportation (FDOT) Public Transit Office bringing forward transit safety and 
operational concerns which represent the greatest risks faced by local service providers. 

The FTSON maintains a coordinated statewide front to address and adequately prepare for and respond to the 
national Federal Transit Administration (FTA) transit safety program requirements originally described in MAP-
21 and furthered by the FAST Act. Locally, it acts as a mechanism for collaborating stakeholder input for 
proposed modifications to Rule Chapter 14-90, Florida Administrative Code, as well as other statewide policies, 
procedures and rules. The FTSON coordinates with other FDOT sponsored transit networks such as Florida 
Transit Maintenance Consortium (FTMC), the Florida Transit Planning Network (FTPN), etc. on topics of shared 
interest to further efforts to embrace a culture of safety at transit systems. The FTSON also complements the 
Statewide Transit Training and Technical Assistance (STTAT) Program, by providing advice and suggestions on 
proposed training topics. 

The Florida Transit Safety and Operations Network is funded by the Florida Department of Transportation Office 
of Freight, Logistics and Passenger Operations. The network is administered by the Center for Urban 
Transportation Research at the University of South Florida. 

Program website: https://ftson.org/  

Florida Substance Abuse Management Oversight and Technical Assistance (SAM) 
The Florida Substance Abuse Management Oversight and Technical Assistance (SAM) program supports the 
Department in meeting the required certification, reporting and oversight responsibilities related to federal drug 
and alcohol testing program compliance. The SAM program’s primary objective is to promote safe public 
transportation through the development of drug and alcohol programs that have as their components, clear 
policies, provisions for education and training and federally compliant drug and alcohol testing of safety-
sensitive employees.  

1. Provide FDOT with subject matter expertise in USDOT and FTA drug and alcohol testing program 
regulations to support the Department in its oversight activity and annual certification of transit agency 
compliance. 

2. Evaluate the drug and alcohol testing programs of Florida’s 5311 sub-recipient agencies, in collaboration 
with the Florida Compliance Oversight and Technical Assistance (COTA) team and provide technical 
assistance and regulatory guidance to transit agencies to improve areas of non-compliance when 
identified as part of the triennial review process. 

3. Develop and deliver training to transit agencies on the topic of FTA drug and alcohol testing program 
requirements 

4. Maintain a website for FDOT to disseminate information related to FTA drug and alcohol testing 
regulations, regulatory updates, and program implementation best practices. 

5. Foster the development of peer-to-peer networking using the Substance Abuse Management Listserv to 
disseminate information relevant to transit agency personnel directly responsible for maintaining 
compliance with FTA and USDOT drug and alcohol testing regulations. 

https://ftson.org/
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Program website: https://sam.cutr.usf.edu/  

Lively Paratransit Instructional Program (LPIP) 
Lively Technical College and the Florida Department of Transportation have partnered to form the Lively 
Paratransit Instructional Program (LPIP). The program purpose is to provide state of the art industry level 
training to Florida paratransit technicians. LPIP will provide paratransit technicians with quality training and 
information to facilitate improved performance and efficiency in the public transit area. The training will include 
classroom and lab settings and will be a resource for training materials and various tools and equipment used 
daily throughout the state of Florida. 

Program website: www.LivelyPIP.com  

Florida Association of Paratransit Technicians (FAPT) 
The Florida Association of Paratransit Technicians (FAPT) is comprised of paratransit maintenance professionals 
throughout the state of Florida. FAPT allows for better collaboration and communication among the Florida 
paratransit industry professionals and strives to provide for the state of Florida a safer, better trained, better 
informed and more competent workforce. The sharing of best practices, industry trends, updates and successful 
programs and practices allows for “working smarter” thus saving time for the technician and money for the 
agency. Organizational membership is available to all Florida paratransit professionals. Agency employed 
maintenance professionals are encouraged to join and participate as well as contracted outsourced locations 
serving in a maintenance capacity. 

Program website: https://flparatech.com/  

Florida Transit Information System (FTIS) 
Florida Transit Information System (FTIS) is a suite of web-based systems developed for transit planning 
applications in Florida. The current version of FTIS includes the following four major systems: 

 Urban Integrated National Transit Database (Urban iNTD): A web-based system for the retrieval and 
analysis of multiple years of urban National Transit Database (NTD). 

 Rural Integrated National Transit Database (Rural iNTD): A web-based system for the retrieval and 
analysis of multiple years of rural National Transit Database (NTD). 

 Florida Transit Data Exchange (FTDE): A web-based system for the sharing of planning-related spatial 
data of the Florida fixed-route transit agencies. These include General Transit Feed Specification (GTFS) 
and geographic information system (GIS) data. 

 Automated Transit Stop Inventory Model (ATSIM): A web-based mobile system for the collection, 
analysis, and maintenance of transit stop inventories 

Program website: https://ftis.org/ 

Florida Transit Planning Network (FTPN) 
The Florida Transit Planning Network provides a forum for Florida transit planners and other interested 
professionals to discuss issues, share information, network, and promote professional development. 

Program objectives include enhancing and facilitating communication among Florida public transportation 
agency planning professionals, supporting the FDOT Public Transportation Office in developing an annual work 
program that identifies public transportation planning issues and needs, promoting statewide transit planning 
information sharing and training, and providing professional development opportunities for its membership. 

https://sam.cutr.usf.edu/
http://www.livelypip.com/
https://flparatech.com/
https://ftis.org/
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FTPN provides users with an informational website, a listserv for communication, biennial newsletters, and the 
development of the planning and marketing sessions at two major transit-related conferences each year – the 
Florida Public Transportation Association (FPTA) Annual Conference and the FPTA/FDOT/CUTR Professional 
Development Workshop. 

Program website: https://planfortransit.com/  

Transit Maintenance Analysis and Resource Center (TMAARC) 
TMAARC was established at CUTR in 1991 to provide relevant training to Florida’s transit maintenance 
technicians and technical assistance to transit maintenance managers, and to establish a forum for discussion 
and resolution of issues related to the successful operation of Florida’s transit maintenance divisions. Through 
this program, state-sponsored training modules are jointly developed by FDOT, subject matter experts (SMEs) 
from Florida’s transit agencies, and the Florida Maintenance Training Consortium, a committee of transit 
maintenance managers from around the state who provide input on program policy decisions and provide 
direction for the program. In cooperation with the Florida Public Transportation Association, “roadeos” are 
conducted each year, in which bus operators and maintenance technicians compete through written 
examinations, driving skills, and diagnostic troubleshooting. TMAARC has been awarded the National Transit 
Institute’s Excellence in Training award, and, to date, more than 2,200 maintenance technicians have completed 
training. TMAARC also houses the Certified Transit Technician – Post Secondary Adult Vocational Training 
Program. 

Program website: https://tmaarc.org/  

Transit Technician Education Program (TTEP) 
The Transit Technician Education Program (TTEP) encompasses two avenues for transit technicians to acquire 
the skills needed in today’s modern maintenance organization. 

1. The FTMC Certified Transit Technician (CTT) curriculum consists of three technical tracks, defined as 
Technician I, II, and III. The tracks include 620 hours, 620 hours, and 680 hours of instruction 
respectively. Each track contains five modules consisting of 24-40 hours of classroom and hands-on 
training related to specific technical areas and requires approximately 36-160 hours of verifiable On the 
Job Training (OJT) to be completed at the home property. A Post-Secondary Adult Vocational (PSAV) 
certificate will be issued upon completion of the three tracks. 

2. The Associate in Science (AS) degree program consists of 60 credit hours of instruction. Upon 
successfully completing the CTT program and obtaining a PSAV certificate, qualified transit technicians 
may apply to Hillsborough Community College (HCC) and request articulation of the certificate. When 
approved, 27 credit hours will be granted toward fulfillment of the requirements for the AS degree. 

Website: https://tmaarc.org/ttep/  

Florida Transit Maintenance Consortium (FTMC) 
Throughout the history of the program, Florida Transit Maintenance Consortium (FTMC) has contributed insight, 
direction, and guidance from identifying specific types of training needed in Florida to choosing a curriculum to 
meet the changing needs of public transit maintenance professionals. The Consortium is a collection of transit 
maintenance professionals from around the state and includes representatives from many public transportation 
agencies’ maintenance departments. Membership is made up of maintenance directors, managers, trainers, and 
supervisors to participate in this group, as participation is open to all properties. They identify and bring 

https://planfortransit.com/
https://tmaarc.org/
https://tmaarc.org/ttep/
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resolution to many systemic equipment and/or policy issues that plague our agencies, as well as providing input 
and advice to policy makers and key stakeholders. The FTMC meets quarterly on a formal basis and at other 
times throughout the year as needed. All major decisions concerning program structure, format, content, and 
policy are put before the Committee for approval. Members of the Committee communicate their needs and 
opinions and provide the program with feedback from the most important source – the maintenance 
departments and technicians themselves. 

Website: https://tmaarc.org/ftmc/  

Automated Transit and Shared Use Network (ATSUN) 
The Center for Urban Transportation Research (CUTR), in cooperation with and funded by the Florida 
Department of Transportation (FDOT), created the Florida Automated Transit and Shared Use Network (ATSUN). 
The Network serves as a clearinghouse for the most current, objective, and innovative research and information 
on the topic of transit automation and shared use services, and comprises three core program areas: 
Clearinghouse, Technical Assistance, and Research and Evaluation. The ultimate vision is for ATSUN to serve as 
the trusted and primary resource for information on automated transit and shared use services in the state of 
Florida and nationwide.  

Program website: https://planfortransit.com/  

Listservs 
The purpose of each program listserv is to provide an open forum for the posting and discussion of news and 
information relating to rural transit services. That means that nearly anything transit-related is fair game. 

The listserv is an automatic e-mail distribution system. Anyone may send an e-mail message to the listserv, and 
it will be automatically distributed via e-mail to everyone who is subscribed. Other listservs managed by CUTR 
have found this to be an excellent tool for quickly identifying current practices and procedures used by other 
systems (e.g., looking for sample schedules), announcing events (e.g., Florida Paratransit Roadeo) or simply 
comparing notes (e.g., how do you deal with driver training?). 

The following material describes how you can sign up for each listserv, and the procedures and rules for using 
the listserv. There is no charge for this service. The subscription information is never sold, shared, etc. with 
commercial vendors. Only the list administrator will be able to obtain a list of the members. 

Program Listservs 
Florida Rural Transit Assistance Program (RTAP) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=RTAP  
 Email the listserv: rtap@listserv.usf.edu  

Florida Transit Safety and Operations Network (FTSON) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=FTSON  
 Email the listserv: ftson@listerv.usf.edu  

Substance Abuse (Drug & Alcohol) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=SAM  
 Email the listserv: sam@listserv.usf.edu  

https://tmaarc.org/ftmc/
https://planfortransit.com/
http://listserv.usf.edu/scripts/wa.exe?A0=RTAP
mailto:rtap@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=FTSON
mailto:ftson@listerv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=SAM
mailto:sam@listserv.usf.edu
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Florida Transit Planning Network (FTPN) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=FT-FORUM  
 Email the listserv: ft-forum@listserv.usf.edu  

Florida Transit Maintenance Consortium (FTMC) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=MAINT  
 Email the listserv: maint@listserv.usf.edu  

Florida Transit Technician 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=TRANSIT-TECHNICIAN  
 Email the listserv: transit-technician@listserv.usf.edu  

Automated and Shared Use Network (ATSUN) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=ATSUN  
 Email the listserv: atsun@listserv.usf.edu  

Transportation Demand Management (TDM) 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?SUBED1=TRANSP-TDM&A=1  
 Email the listserv: transp-tdm@listserv.usf.edu  

Florida Transit Emergency Management 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=TRANSITEMERGENCY  
 Email the listserv: transitemergency@listserv.usf.edu  

Best Workplace for Commuters 
 Listserv homepage: http://listserv.usf.edu/scripts/wa.exe?A0=BESTWORKPLACES  
 Email the listserv: bestworkplaces@listserv.usf.edu  

Florida Association of Paratransit Technicians 
 Listserv homepage: http://listserv.floridaparatransit.com/listinfo.cgi/fapt-floridaparatransit.com  
 Email the listserv: fapt@listserv.floridaparatransit.com  

Subscribe 
Visit one of program listserv homepage above. Locate the in the options box on 
the right-hand side of the screen and select subscribe or unsubscribe link. 
Follow the on-screen instructions to add your email address to the listserv. 

Post or Respond to a Message 
You can send or post new messages to the listserv by email. Once you are subscribed – simply send an email to 
for example, rtap@listserv.usf.edu. The email will be distributed to everyone on the listserv. The message will be 
sent immediately.  

Read the Listserv Archives 
Each listserv allows the user to search the message archives. The basic search allows you to look for particular 
words used in a message. The advanced search allows you to specify the location of the words (in the message 
header, subject, or body) or to exclude words. 

http://listserv.usf.edu/scripts/wa.exe?A0=FT-FORUM
mailto:ft-forum@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=MAINT
mailto:maint@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=TRANSIT-TECHNICIAN
mailto:transit-technician@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=ATSUN
mailto:atsun@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?SUBED1=TRANSP-TDM&A=1
mailto:transp-tdm@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=TRANSITEMERGENCY
mailto:transitemergency@listserv.usf.edu
http://listserv.usf.edu/scripts/wa.exe?A0=BESTWORKPLACES
mailto:bestworkplaces@listserv.usf.edu
http://listserv.floridaparatransit.com/listinfo.cgi/fapt-floridaparatransit.com
mailto:fapt@listserv.floridaparatransit.com
mailto:rtap@listserv.usf.edu
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Florida Commission for the Transportation Disadvantaged (CTD) 
Mission Statement 
To insure the availability of efficient, cost-effective, and quality transportation 
services for transportation disadvantaged persons. 

Overview 
The Florida Legislature created the Commission for the Transportation 
Disadvantaged (CTD) in 1989 to support the coordination of transportation 
services for Floridians who are transportation disadvantaged. The authority of CTD 
is derived from Chapter 427, Florida Statutes (F.S.), and Rule 41-2, Florida 
Administrative Code (F.A.C.).  

Florida’s “Transportation Disadvantaged” (TD) population is defined in s. 427.011(1), F.S., as those persons who 
because of physical or mental disability, income status, or age, are unable to transport themselves or to 
purchase transportation and are, therefore, dependent upon others to obtain access to health care, 
employment, education, shopping, social activities, or other life-sustaining activities, or children who are high-
risk as defined in s. 411.202, F.S.  

CTD accomplishes its mission through “coordinated transportation,” where it arranges the provision of 
transportation services through qualified Community Transportation Coordinators or transportation operators in 
every county of the state. The goal of this coordination is to ensure these services are delivered in a cost-
effective and efficient manner and reduce fragmentation or duplication of services (s. 427.011(11), F.S.). 

CTD works with state and local partner agencies to purchase (i.e., “sponsor”) transportation services for their TD 
eligible constituents through the “Coordinated System.” CTD also administers the Transportation Disadvantaged 
Trust Fund, where the majority of its funds are used by CTD to purchase trips for TD eligible individuals to access 
activities “not sponsored” by another purchasing agency. 

CTD is an independent state agency located within the Florida Department of Transportation (FDOT) that reports 
directly to the Governor. CTD functions independently from the supervision and direction of FDOT, with its own 
rule making and budget authority. CTD employs staff in Tallahassee to administer and monitor the statutory 
requirements for the program. 

The Coordinated System 
The Coordinated System is guided by a philosophy of centralized (statewide) policy development and 
decentralized (local) implementation. The chart below provides a visual representation of the various roles and 
responsibilities in the Coordinated System described below. 

https://ctd.fdot.gov/
https://ctd.fdot.gov/
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0400-0499/0427/0427ContentsIndex.html
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=41-2
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=41-2


Florida Transit Manager’s Toolkit | October 2022  Page 70 

 

Figure 4. Coordinated Transportation System Organization 

The Commission for the Transportation Disadvantaged is the state-level board that develops policies and 
procedures for the coordination of services to the TD population. CTD contracts with Community Transportation 
Coordinators, typically for up to 5 years, to ensure the provision of TD services occur at the local level. While 
CTD establishes guidelines for TD eligibility within the parameters laid out in Florida Statutes, specific eligibility 
policies are determined at the local level within such guidelines. 

The Community Transportation Coordinator (CTC) is responsible for providing and/or contracting for 
transportation services within a county or multi-county service area. These services may include paratransit trips 
(which are usually pre-scheduled), door-to-door services provided on a multi-passenger vehicle, on-demand 
trips (where the CTC may subcontract with a Taxicab or Transportation Network Company to deliver one-on-one 
trips), and/or bus pass programs, if individuals have and are able to access the fixed route system in their local 
area. 

A CTC can be a public transportation organization (such as a transit authority), a private for-profit transportation 
company, a not-for-profit human services agency, or a local government entity. Through a competitive 
procurement process, the CTC may also contract (i.e., broker) with local Transportation Operators to provide TD 
services in its designated service area.  

CTD works with Purchasing Agencies to “sponsor” transportation for their TD clients through the Coordinated 
System. Some examples of purchasing agencies include programs at the Agency for Health Care Administration, 
Agency for Persons with Disabilities, and Department of Elder Affairs. Local government is the largest purchaser 
of TD services through the Coordinated System 

A CTC may provide “sponsored” transportation for TD eligible individuals on behalf of a purchasing agency, such 
as trips to medical appointments covered under Florida’s Medicaid Managed Medical Assistance (MMA) 
program. CTCs that operate fixed bus route services may also serve certain groups within the TD population, 
such as individuals with disabilities who qualify for complementary paratransit services required by the U.S. 
Americans with Disabilities Act (ADA). All these services, which fall under the “Coordinated System,” are 

https://ctd.fdot.gov/ctcsbycounty.htm
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captured within each county’s Annual Operating Report (AOR), each year the CTD compiles their Annual 
Performance Report to submit this data.  

TD also contracts with Designated Official Planning Agencies (Planners) to conduct and coordinate planning 
activities for the local TD program. This includes development of the local Transportation Disadvantaged Service 
Plan and review of the AOR submitted by the CTC. The Planner is also responsible for staffing and appointing 
members of the Local Coordinating Board. The Planner oversees the procurement of the CTC for its designated 
service area, which it then recommends its designation for CTD approval. 

The Local Coordinating Board (LCB) serves as a local advisory body to CTD and assists the CTC in identifying the 
local service needs and providing information, advice and direction on the coordination of TD services. LCBs are 
chaired by a local elected official and its membership represents local and state stakeholders, including state 
agencies, riders of the Coordinated System, the public education system, military veterans, the workforce 
development system, the medical community, and the transportation industry. LCBs meet at least quarterly and 
assist CTCs and Planners in a variety of activities, including establishing eligibility guidelines and setting trip 
priorities funded by the TD program, developing the Transportation Disadvantaged Service Plan, and evaluating 
the performance of the CTC on an annual basis. 

In summary, the Coordinated Transportation System is a manifestation of the hard work and support of elected 
and appointed officials, transportation professionals, and local partners who dedicate themselves to serve those 
who are unable to serve themselves. 

Sources 
 How to Become a Transportation Provider: https://ctd.fdot.gov/transportationprovider.htm 
 Rule Chapter 41-2, Florida Administrative Code: 

https://www.flrules.org/gateway/ChapterHome.asp?Chapter=41-2  
 Chapter 427, Florida Statutes: 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0400-
0499/0427/0427.html  

 CTD Annual Performance Report Director: https://ctd.fdot.gov/performdirectory.htm  
 Florida Commission for the Transportation Disadvantaged: https://ctd.fdot.gov/  

  

https://ctd.fdot.gov/performdirectory.htm
https://ctd.fdot.gov/performdirectory.htm
https://ctd.fdot.gov/transportationprovider.htm
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=41-2
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0400-0499/0427/0427.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0400-0499/0427/0427.html
https://ctd.fdot.gov/performdirectory.htm
https://ctd.fdot.gov/
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Florida Public Transportation Association (FPTA) 
The Florida Public Transportation Association (FPTA) is one of the most 
active state transit associations in the nation. FPTA is a nonprofit 
association whose members include every major public transit agency 
in Florida as well as interested citizens and businesses. FPTA’s 
membership is composed of 40 urban and rural transit systems, 
including, two (2) commuter railroads, a heavy-rail commuter system, and two people mover systems. Many 
members also conduct paratransit operations to meet ADA and state requirements. 

Mission Statement 
To continuously support and improve public transportation and improve mobility options in Florida through 
advocacy, innovation, education, and partnerships. 

Vision Statement 
FPTA is the leading force in supporting Florida’s public transportation and mobility industry. 

  

https://floridatransit.org/
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Glossary 
The following section is designed to support National RTAP’s Transit Manager’s Toolkit Glossary. 

Annual Operating Report (AOR): an annual report prepared by the community transportation coordinator 
detailing its designated service area operating statistics for the most recent operating year. 

Center for Urban Transportation Research (CUTR): §334.065, Florida statue established the center at the 
University of South Florida in 1988. 

Chapter 427, Florida Statutes: the Florida statute establishing the Commission for the Transportation 
Disadvantaged and prescribing its duties and responsibilities. 

Commission for the Transportation Disadvantaged (Commission): an independent agency created in 1989 to 
accomplish the coordination of transportation services provided to the transportation disadvantaged. Replaced 
the Coordinating Council on the Transportation Disadvantaged. 

Commission: the Florida Commission for the Transportation Disadvantaged (CTD) as authorized in Section 
427.013, Florida Statutes. 

Community Transportation Coordinator (CTC): a transportation entity competitively procured or recommended 
by the appropriate official planning agency and local Coordinating Board and approved by the Commission, to 
ensure that safe, quality coordinated transportation services are provided or arranged in a cost-effective 
manner to serve the transportation disadvantaged in a designated service area. 

Coordinated Transportation System: includes the CTC, the transportation operators and coordination 
contractors under contract with the CTC, the official planning agency, and the local Coordinating Board involved 
in the provision of service delivery to the transportation disadvantaged within the designated service area. 

Florida Administrative Code (FAC): a set of administrative codes regulating the State of Florida. 

Florida Coordinated Transportation System (FCTS): a transportation system responsible for coordination and 
service provisions for the transportation disadvantaged as outlined in Chapter 427, Florida Statutes. 

Florida Statutes (FS): the laws governing the State of Florida. 

Local Coordinating Board (LCB): an entity in each designated service area composed of representatives 
appointed by the official planning agency. Its purpose is to provide assistance to the community transportation 
coordinator concerning the coordination of transportation disadvantaged services. 

Mission statement: a statement that identifies why an organization exists. 

Perishable skills: are specific technical skills that must be updated frequently. 

Public Transportation Agency Safety Plan (PTASP): PTASP means the documented comprehensive agency safety 
plan for a transit agency that is required 49 CFR Part 673. FTA released the final rule in July 2018 on the Public 
Transportation Agency Safety Plan (PTASP) requirements for Section 5307-funded urban transit systems. 

Security Program Plan (SPP): a document developed and adopted by the bus transit system detailing its policies, 
objectives, responsibilities, and procedures for the protection and defense of the system and persons from 
intentional acts of harm. 

https://www.nationalrtap.org/Toolkits/Transit-Managers-Toolkit/Glossary
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State management plan: a document that describes the state’s policies and procedures in administering an FTA 
grant funded program, including the state’s objectives, policies, procedures, and administrative requirements. 

System Safety Program Plan (SSPP): a document developed and adopted by the bus transit system detailing its 
policies, objectives, responsibilities, and procedures against injuries or damage. 

Transit development plan: short-range plan that reviews and updates a transit agency's goals, evaluates the 
existing conditions and needs, and identifies ways to meet near-term and long-term needs and goals. 

Transportation Disadvantaged (TD): those persons, including children as defined in s. 411.202 F.S., who because 
of physical or mental disability, income status, or inability to drive due to age or disability are unable to 
transport themselves or to purchase transportation and have no other form of transportation available. These 
persons are, therefore, dependent upon others to obtain access to health care, employment, education, 
shopping, or medically necessary or life-sustaining activities. 

Transportation Disadvantaged Funds: local government, state, or available federal funds that are for the 
transportation of the transportation disadvantaged. Such funds may include, but are not limited to, funds for 
planning, Medicaid transportation, administration, operation, procurement, and maintenance of vehicles or 
equipment and capital investments. Transportation disadvantaged funds do not include funds for the 
transportation of children to public schools. 

Transportation Disadvantaged Service Plan (TDSP): a five-year implementation plan, with annual updates 
developed by the CTC and the planning agency which contains the provisions of service delivery in the 
coordinated transportation system. The plan shall be reviewed and recommended by the local Coordinating 
Board. 

Transportation Network Carrier (TNC): is a company which hires people to give rides to others in their own 
personal cars for a fee, or fare. 

Vision statement: a view of an organization at its future best.  
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