MEMORANDUM OF EXECUTIVE APPROVAL


To:

All Employees, Volunteers and Contractors

From:

[NAME OF EXECUTIVE DIRECTOR]

Date:

[DATE]

Subject:
System Security and Emergency Preparedness Program


It is the objective of [NAME OF TRANSIT AGENCY], to provide safe, secure and reliable service for its passengers and employees. To demonstrate our commitment, [NAME OF TRANSIT AGENCY] has developed this System Security and Emergency Preparedness Program Plan (SSEPPP).  


[NAME OF TRANSIT AGENCY] has a sincere concern for the welfare and safety of its employees (and volunteers and contractors) as well as the public it serves.  The operation and maintenance of [NAME OF AGENCY] requires a continual emphasis on security, from the procurement of new systems and equipment, through the hiring and training of employees, to the management of the agency and the provision of service. The security function must be supported by an effective capability for emergency response, both to support resolution of those incidents that occur on transit property and those events that affect the surrounding community served by [NAME OF AGENCY].


This SSEP Program Plan describes the policies, procedures and requirements to be followed by management, maintenance and operating personnel in order to provide a secure environment for agency employees, volunteers, and contractors, and to support community emergency response. All personnel are expected and required to adhere to the policies, procedures, and requirements established herein and to properly and diligently perform security-related functions as a condition of employment or support for [NAME OF TRANSIT AGENCY].


[NAME OF TRANSIT AGENCY] management will provide leadership in promoting safety, security and emergency preparedness throughout the organization.  The Executive Director and the Executive Staff will be continually and directly involved in formulating, reviewing and revising security and emergency preparedness policies, goals and objectives.


Each [NAME OF TRANSIT AGENCY] employee, volunteer and contractor is governed by the requirements and terms of this Plan, and must conscientiously learn and follow prescribed security and emergency rules and procedures.  Each employee must operate safely, use equipment, tools and materials properly and be trained in the work rules and procedures for his/her areas of responsibility, including contingency plans for abnormal and emergency conditions.  Each employee shall take active part in the identification and resolution of security concerns. 


Supervisors shall actively participate in all activities regarding security and emergency preparedness; shall fully cooperate with the policies and objectives specified in this Plan; and shall receive the full cooperation and support of executive management in their activities for improved security and emergency preparedness.
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Executive Director
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