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Safety Issue Reporting Form


Name:


Unit or Division:


Has this issue been reported to a supervisor?                     Yes                            No


If yes, when was it first reported to a supervisor?


Location of Issue/Concern:


Nature of Issue/Concern:


Date:







To be filled out by Safety Personnel


Name:


Date Reviewed:


Actions Taken:


Date Received:


Close Date: Manager Signature:


Initial Hazard Rating  


Assigned To: Final Hazard Rating 


S&SF48                              02/10/23
(Agency Safety Plan)








S&SF09  04/14/2011 
(CATS S&S03) 
 


 
 


 
 
 
 
 
 
1.  Date of Accident:                           
 
2.  Operator’s Name:                    
 
3.  Employee Number:                 
 
4.  Time of Accident:                    
 
5.  Accident Location:                  
 
6.  Vehicle Number:                     
 
7.  Route Number:                         
 
8.  Law Enforcement Report Number:        
 
9.  Officer’s Name:                        
 
10. Report Completed By:            
 
11. Accident Description:             
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Summary of Changes 


Revision 2 
November 2022 


 


Location Change 


Entire Document Minor wording changes to improve clarity  


Definitions Added specific language for Bus to Accident and Collision definitions. 
Accident  


“Bus: An event that involves any of the following: a fatality; bodily injury in 


which that person receives immediate medical attention away from the 


scene of the accident; or at least one of the vehicles involved in the 


accident had to be towed from the scene.” 


Collision  
“Bus: the motor vehicle striking or being struck by another vehicle, person, or 
object.” 


Purpose and Scope  Added documents that state and federal agencies can review upon request. 


“The SMS Manager will ensure that FTA, other Federal Agencies, and the 


NCDT State Safety Oversight Agency (SSOA) will have access to review all 


CATS SMS and ASP documentation, audit reports, investigation reports and 


other safety related documents upon request.” 


Section 1.3.1 Light Rail Operations - Lynx Blue Line 
Changed maximum speed from 55 mph to 66 mph for LRVs 


Section 1.3.2 Bus Operations Division 
Changed bus fleet total; added CATS procurement of electric vehicles. 
The CATS revenue bus fleet is comprised of approximately 316 buses.  


“As part of a special project to assess transitioning to all electrical vehicles, 


CATS is currently assessing 18 electric buses from two different 


manufacturers.” 


Section 1.3.3 Special Transportation Service (STS) 
Changed number of STS vehicles from 85 to 84 


Section 1.4.3 Updated responsibilities of General Manager of Safety and Security 
“General Manager of Safety and Security (Chief Safety Officer and SMS 


Manager)” 


“The GM of S&S is adequately trained in safety and is empowered and 


authorized to administer a comprehensive integrated and coordinated ASP, 


including the day-to-day implementation and operations of the agency 


Safety Management System (SMS) program and for developing and 


maintaining the ASP in compliance with CFR 49 673. The CSO maintains 


CATS Safety program and acts as a liaison with first responders and 


emergency management.” 


Section 1.5 Added description of Safety Responsibilities Task Matrix and 


implementation activities in regards to project documents and contracts. 


 


“Table 1 lists safety responsibilities by position and title. A description of the 
specific activities required to implement the ASP will be included for all 
employees, agents, and contractors, as part of the ASP implementation 
plan.” 
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Location Change 


“Additionally, Office of Safety & Security will work with procurement and 


project management to ensure appropriate ASP elements are incorporated 


into project documents and contracts.” 


Section 1.6 Updated information in Table 2, Rail and Bus Safety and Security 
Committees’ membership composition.  
Rail “Members: S&S, QA, and frontline employees and management from 


MOW, RCM, Transportation, Parts & Warranty, Facilities Management.  


The committee membership will be 50% Frontline and 50% Management at 


a minimum.” 


Bus “Members: S&S, BOD Operations and Maintenance supervisors and 
managers, frontline employees from BOD Operators, Facilities 
Management, STS operator, STS supervisor” 


Section 1.6 Updated responsibilities of Rail Safety and Security Committee. 
“Review and approve the ASP as revised” 


Section 1.7 Employee Reporting Program 


Added description of S&SF48 Safety Issues Reporting Form and described 


how safety committees will use hazard tracking logs. 


 


“The S&SF48 Safety Issues Reporting Form is available to all employees 


via city intranet or can be requested from employee’s supervisor.  This form 


can be completed by hard copy or emailed and submitted to supervisors or 


the Office of Safety and Security.” 


 


“Reported safety concerns are tracked by the Rail and Bus Safety and 


Security Committee using safety concerns tracking logs.  This information is 


shared with the Office of Safety and Security for review and to identify 


potential hazards that need to be mitigated through our Hazard Risk 


Management process.” 


Section 1.11 Safety Plan Implementation and Task Procedures 
Added “Key processes not included or referenced in this ASP can be found 
in CATS plans, manuals, policies, and procedures that are controlled in the 
CATS’ Quality Management System and processes.” 


Section 2.2.1 Hazard Management Process 
Added Hazards identified during annual Transit Asset Condition Assessment 
to the list (#11) 
 


Section 2.2.2 Minor wording changes for clarity 


Section 2.3.4 Acceptable without review 
Added “Unacceptable and undesirable safety conditions identified during the 
Transit Asset Condition Assessment as described in CATS TAMP Section 
2.0 will be reported to the OS&S immediately.” 
 


Section 2.4.2 Evaluation of Current Mitigations 
Added “CAPS are verified by Safety Assurance activities that are tracked in 
the ISA schedule, Operational Audits tab.” 


Section 3.2.5 Minor wording changes for clarity 


Section 3.2.6 Integrity of the Review Process 
Added “The lead auditor will be a qualified person from Quality Assurance 
or the Office of Safety and Security.” 


Section 3.5.1.2 Process for Change 
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Location Change 


Added “Employees receive awareness and notification in regard to changes 
in their work area. This is verified with sign-off sheets. 


Section 3.5.2.2 Process for Change – Control of Records 
Described how ASP records have to be kept for a minimum of 3 years 
Records related to ASP development and SMS implementation will be 
retained electronically for a minimum of three (3) years in accordance with 
CATS Records Retention Schedules and 49 Parts 670, 672, 673, and 674. 
 


Section 4.2 Safety Plan Review and Modification 
Described annual review and approval of ASP done by departments and 


approved by NCDOT 


The SMS Manager will ensure compliance with all ASP/SSOPS standards 


prior to submitting the ASP to the CSO and CEO for approval to include 


department heads review and comments. 


The annual update is provided to NCDOT for review and approval per the 
State Safety Oversight Program Standards (SSOPS) as amended. 


Section 4.5.2.1 Review of Rules and Procedures 
Describe responsibilities related to policy updates and QA role 


Division or Section Managers are responsible to update policies and 


procedures specific to their departments.  Quality Assurance Section is 


responsible for reviewing, routing for approval, distributing and maintaining 


CATS plans, manuals, policies, and procedures. 


Section 4.5.3 Added reference to CATS HR02, CATS Drug and Alcohol Policy; added 
requirements for new hires acknowledgement of drug and alcohol policy 


Section 4.6.3 Added explanation of training for reporting safety issues 


Section 4.6.4.1 Revised Hours of Service (HOS) requirements for bus operators in 
accordance with FMCSA Part 395; Added HOS requirements for STS 
operators 


Section 4.6.4.1 Bus Operations Division Hours of Service 
Revised Hours of Service (HOS) requirements for bus operators in 


accordance with FMCSA Part 395; Added HOS requirements for STS 


operators 


Fixed Route: In accordance with the FMCSA Part 395 Hours of Service for 


Motor Carriers of Passengers and the Collective Bargaining Agreement with 


the Union, requirements for maximum hours of operation (Maximum driving 


time for passenger-carrying vehicles) of a CATS Fixed Route Bus Operator 


are as follows: 


 
Shall not drive more than ten (10) hours following eight (8) or nine (9) 
consecutive hours off duty depending on position (Regular vs. Extra Board). 
Shall not drive any period after being on-duty for fifteen (15) hours following 
eight (8) consecutive hours off. 
On runs of six (6) hours or more of continuous time, employees will be 
allowed at least thirty (30) minutes, but no more than one (1) uninterrupted 
hour for meal relief.  
On runs of twelve (12) platform hours or more will be allowed a second lunch 
period of at least thirty (30) uninterrupted minutes, but not more than one (1) 
uninterrupted hour.  
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Location Change 


All straight, split, or other assigned runs of regular operators, will consist of 
eight (8) hours a day for five (5) days or ten (10) hours a day for four (4) days 
exclusive of check-in time and travel time included in computing total platform 
time.  


 
Paratransit: CATS Special Transportation Services (STS) 
Follows DOT Hours of Service Regulations and  
Required managerial approval for work hours above 56 hours per week. 
 


Section 4.6.4.2 Rail Operations Hours of Service 
Added process steps to take when HOS violations occur in rail operations 
and described fatigue awareness training 
Operations schedules completed for the following week will be reviewed for 


any scheduled HOS violations.  Any individual scheduled to exceed HOS 


who cannot have their scheduled changed to comply with the requirements 


will have their schedule approved by the respective manager.  The 


manager will send a memo describing the violation and the reason for the 


violation to the GM of Rail Operations and Facilities for review and 


approval.  Once the GM approves the HOS violation, the memo will be 


submitted to the Rail Safety Manager by the end of the respective work 


week. This will be in addition to the current procedure where HOS violations 


noted on weekly timesheets will be reported to the Rail Safety Manager. 


Fatigue awareness training is provided in the new hire training program and 


information is periodically provided in the Rail Operations Daily Activity Plan 


(RODAP). 


Section 4.6.5 Recordkeeping 
Added “The Training Department also keeps detailed training records on 
initial and refresher training by employee.”   


Section 4.7 Safety Communication and Outreach 
Added “The Bus and Rail Safety and Security Committees will review and 
approve the ASP annually.” 
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Definitions 
 


Accident:  
Rail: An event that involves any of the following: a loss of life; a serious injury to a person; a 
collision involving a rail transit vehicle; a runaway train; an evacuation for life safety reasons; or 
any derailment of a rail transit vehicle, at any location, at any time, whatever the cause. An 
accident must be reported in accordance with the thresholds for notification and reporting set forth 
in the State Safety Oversight Program Standard (SSOPS).  
Bus:  An event that involves any of the following: a fatality; bodily injury in which that person 
receives immediate medical attention away from the scene of the accident; or at least one of the 
vehicles involved in the accident had to be towed from the scene. 
 
Accountable Executive: A single, identifiable individual who has ultimate responsibility for: 
carrying out the Public Transportation Safety Plan of a public transportation agency; carrying out 
the agency’s Transit Asset Management Plan; and controlling or directing the human and capital 
resources needed to develop and maintain both the agency’s Public Transportation Agency 
Safety Plan, in accordance with 49 U.S.C. 5329(d), and its Transit Asset Management Plan, in 
accordance with 49 U.S.C. 5326.  For CATS, the CEO is the Accountable Executive. 
 
Administrator: The Federal Transit Administrator or the Administrator’s designee.  
 
Agency Safety Plan (ASP): See Public Transportation Agency Safety Plan (PTASP).  
 
All-Hazards Approach: An ideology and approach used by planners to conduct integrated 
planning and build capability for safety, security, and emergency management, and to optimize 
and continuously improve the use of resources and the management of risks from hazards, 
threats, vulnerabilities, and adverse events or incidents.  
 
APTA Guidelines: The American Public Transit Association’s (APTA) Manual for the 
Development of Rail Transit System Safety Program Plans, published on August 20, 1991 
(revised June 2001).  
 
Charlotte Regional Transportation Planning Organization (CRTPO): The federally 
designated Metropolitan Planning Organization (MPO) for the Charlotte Urbanized Area. 
 
Chief Safety Officer: An adequately trained individual who has responsibility for safety and 
reports directly to a transit agency’s chief executive officer, general manager, president, or 
equivalent officer. A Chief Safety Officer may not serve in other operational or maintenance 
capacities unless employed by a transit agency that is a small public transportation provider as 
defined in this part or by a public transportation provider that does not operate a rail fixed 
guideway public transportation system.  
 
Collision:  
Rail: An impact in which one piece of on-track equipment strikes another piece of on-track 
equipment, railroad property, object, person, or non-rail vehicle.  
Bus: the motor vehicle striking or being struck by another vehicle, person, or object. 
 
Contractor: An entity that performs tasks on behalf of the Federal Transit Administration (FTA), 
a State Safety Oversight Agency (SSOA), or a Rail Transit Agency (RTA), through contract or 
other agreement. The contractor may not perform tasks for the oversight agency and the RTA at 
the same time. 
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Corrective Action Plan (CAP): A plan developed by a Rail Transit Agency (RTA) that describes 
the actions the RTA will take to minimize, control, correct, or eliminate risks and hazards, and the 
schedule for taking those actions. Either a State Safety Oversight Agency (SSOA) or the Federal 
Transit Administration (FTA) may require an RTA to develop and carry out a Corrective Action 
Plan.  
 
Designated personnel: Can be defined in the following two ways: 
1. Employees and contractors identified by the CATS Agency Safety Plan whose job function is 


directly responsible for safety oversight of CATS Transportation Services; or  


2. Employees and contractors of a State Safety Oversight Agency whose job functions require 
them to conduct safety audits and examinations of the rail fixed guideway public transportation 
systems subject to the jurisdiction of the agency.  


 
Derailment: A non-collision event that occurs when a train or other rail vehicle unintentionally 
comes off its rail, causing it to no longer be properly guided on the railway. 
 
A derailment occurs when the LRV or on-track equipment leaves the rail for a reason other than 
a collision, explosion, highway-rail grade crossing impact, etc. 
 
Point of Derailment:  The point on the rail where the normal wheel-rail relationship was disturbed.  
 
Cause of Derailment:  A condition or failure, that results in a derailment, collision, or other type 
of accident. A condition is a characteristic of an LRV or track which can be measured or identified 
during equipment or track inspection, or personnel interview. A failure is a physical failure of a 
track or car component or a human failure to properly perform a job. 
 
Directly responsible for safety oversight: Public transportation agency personnel whose 
primary job function includes the development, implementation, review, and enforcement of the 
agency’s safety plan, and/or the State Safety Oversight Agency (SSOA) requirements for the rail 
fixed guideway public transportation system, pursuant to 49 CFR parts 659 or 674.  
 
Equivalent Authority: An entity that carries out duties similar to that of a Board of Directors, for 
a recipient or subrecipient of FTA funds under 49 U.S.C. Chapter 53, including sufficient authority 
to review and approve a recipient or subrecipient’s Public Transportation Agency Safety Plan. 
The Metropolitan Transit Commission (MTC) is CATS Equivalent Authority.  
 
Emergency Conditions: Unexpected events or incidents that occur naturally or manmade that 
impact the ability of CATS to operate normal service that causes a hazardous condition requiring 
an immediate response. 
 
Emergency Operations Plan (EOP): Describes the coordination and preparedness activities 
related to an organization’s emergency response policies and procedures, including: the 
assignment of employee responsibilities during an emergency; specific emergency response 
annexes, as deemed necessary; and addressing various threats and vulnerabilities specific to 
internal organizational systems, functions, or work groups.  
 
Emergency Management Program (EMP): A comprehensive framework, including plans, 
policies, and procedures, established to manage an All-Hazards Approach to emergency 
preparedness and response activities. This framework addresses the five phases of emergency 
management: prevention, preparedness, response, recovery, and mitigation. It incorporates, by 
reference, integration of the Emergency Operations Program (EOP) and its annexes.  
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Event: An Accident, Incident, or Occurrence. 
 
Examination: A process for gathering or analyzing facts and information related to the safety of 
a rail fixed guideway public transportation system.  
 
Finding of Noncompliance: A determination of noncompliance made when the facts disclosed 
during an investigation, compliance review, hazard trend analysis, or other information, indicate 
a failure to comply with the provisions of the State Safety Oversight Program Standard.  
 
FRA: The Federal Railroad Administration. An agency within the U.S. Department of 
Transportation.  
 
FTA: The Federal Transit Administration. An agency within the U.S. Department of 
Transportation.  
 
FTA Reportable Event (Rail Only): A rail event that meets the notification threshold for the 
Federal Transit Administration (FTA). A Non-FTA Reportable Event does not rise to the threshold 
for reporting to the FTA but is required to be reported to NCDOT per 49CFR Part 674 and the 
SSOPS.   
 
Hazard: Any real or potential condition that can cause: injury, illness, or death; damage to or loss 
of the facilities, equipment, rolling stock, or infrastructure of the Transit Agency (TA); or damage 
to the environment.  
 
Hazard Management Log: An information management tool for tracking identified hazards, rating 
the hazards, any mitigations, and how the hazard is resolved. Unacceptable and Undesirable 
Hazardous Conditions must be captured in the Risk Register.   
 
Homeland Security Exercise and Evaluation Program (HSEEP): A set of guiding principles for 
exercise programs related to national security, as well as a common approach to the 
management, design and development, execution, evaluation, and improvement planning for 
such programs.  
 
Incident: An event that involves any of the following: a non-serious personal injury; one or more 
injuries requiring medical transport; damage to facilities, equipment, rolling stock, or infrastructure 
which disrupts the operations of a transit agency.  
 
Investigation: The process of determining the causal and contributing factors of an accident, 
incident, or hazard, to prevent recurrence and mitigating risk.  
 
Individual: Any person on the property of a Transit Agency.  
 
National Public Transportation Safety Plan: The plan to improve the safety of all public 
transportation systems that receive Federal financial assistance under 49 U.S.C. Chapter 53.  
 
NCDOT: The North Carolina Department of Transportation. The designated State Safety 
Oversight Agency (SSOA) for the State of North Carolina.  
 
NTSB: The National Transportation Safety Board. An independent Federal agency charged with 
determining the probable cause of transportation accidents, promoting transportation safety, and 
assisting victims of transportation accidents and their families. 
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New Starts Project: One type of transit capital investment project for a Rail Transit Agency 
funded under FTA’s 49 U.S.C.5309 discretionary construction program. 
 
Occurrence: An Event without any personal injury in which damage to facilities, equipment, 
rolling stock, or infrastructure does not disrupt the operations of the Transit Agency.  
 
Operator of a public transportation system: A provider of public transportation as defined 
under 49 U.S.C. 5302(14).  
 
Passenger: A person who is on board, boarding, or alighting from a rail or bus transit vehicle for 
travel.  
 
Passenger Operations: The period when any aspect of a Transit Agency’s operations is initiated 
within revenue service with the intent to carry passengers.  
 
Performance measure: A quantifiable indicator of performance or condition that is used to 
establish targets and to assess progress toward meeting the established targets.  
 
Performance target: A quantifiable level of performance or condition, expressed as a value for 
the measure, to be achieved within a time period required by the Federal Transit Administration 
(FTA).  
 
Person: A passenger, employee, contractor, pedestrian, trespasser, or any individual on the 
property of a transit agency.  
 
Preliminary Engineering Phase: The second developmental phase required for New Starts 
Projects to receive Federal funds. During this phase, project sponsors investigate the merits of all 
potential configurations and designs in greater detail. The results of this phase provide the basis 
for subsequent funding and implementation decisions. This phase concludes with the request to 
enter the final design phase.  
 
Public Transportation Agency Safety Plan (PTASP or ASP): The documented comprehensive 
agency safety plan for a transit agency that is required by 49 U.S.C. 5329(d) and 49 CFR Part 
673.  
 
Public Transportation Safety Certification Training Program (PTSCTP): The certification 
training program for Federal and State employees, or other designated personnel, who conduct 
safety audits and examinations of public transportation systems, and employees of public 
transportation agencies directly responsible for safety oversight, established in 49 CFR Part 672. 
 
Qualification Level (QL): The practical examination for a qualifying Rail/Streetcar Operator is 
scored based on three levels. A Qualification Level 1 (QL-1) requires no performance or safety 
deviations, and the operator performed all functions with complete accuracy and confidence level 
was high. A Qualification Level 2 (QL-2) requires the operator to have only minor performance 
deviations, no safety related deviations, the operator performed the majority of the functions with 
accuracy and their confidence level was high to moderate. A Qualification Level 3 (QL-3) is a 
failing score with the occurrence of major performance and/or safety deviations and the operator’s 
confidence level was low and uncertain. 
 
Rail Fixed Guideway Public Transportation System (RFGPTS): Any fixed guideway system 
that uses rail, is operated for public transportation, is within the jurisdiction of a State, and is not 
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subject to the jurisdiction of the Federal Railroad Administration (FRA), or any such system in 
engineering or construction. RFGPTSs include, but are not limited to, rapid rail, heavy rail, light 
rail, monorail, trolley, streetcar, inclined plane, funicular, and automated guideway.  
 
Rail Transit Agency (RTA): Any entity that provides services on a rail fixed guideway public 
transportation system. Both RTAs and Rail Fixed Guideway Public Transportation Systems 
(RFGPTS) are referenced in various FTA documents and, as such, indicate the same entity, 
regardless of which of the two acronyms is referenced.  
 
Rail Transit-Controlled Property: Property that is used by the Rail Transit Agency (RTA) and 
may be owned, leased, or maintained by the RTA.  
 
Rail Transit Vehicle: The RTA’s rolling stock, including, but not limited to, passenger and 
maintenance vehicles.  
 
Risk: The composite of predicted severity and likelihood of the potential effect of a hazard.  
 
Risk Register: An information management tool used to document Safety Risk Management and 
Safety Assurance activities.  It records the hazards identified by the transit agency, the potential 
consequences associated with those hazards, initial safety risk ratings, new mitigations 
implemented to eliminate or minimize the risk associated with the hazard, revised safety risk 
rating, and mitigation monitoring measures and activities to ensure the implementation and 
effectiveness of mitigations.   
 
Risk Mitigation: A method or methods used to eliminate or reduce the effects of hazards.  
 
Safety: Freedom from harm resulting from unintentional acts or circumstances.  
 
Safety audit: A review or analysis of system components for compliance with the safety 
requirements. Audit methods may include interviews, document and record reviews, firsthand 
observations of operations and maintenance activities, spot checks, inspections, and visual 
examinations and measurements. 
 
Safety Events (under NTD): Total number of reportable events and rate per total vehicle revenue 
miles by mode. The safety events measure captures all reported safety events that occur during 
transit operations and the performance of regular supervisory or maintenance activities. A 
reduction in safety events will support efforts to reduce fatalities and injuries, as well as damages 
to transit assets. Measuring the number of safety events by mode over vehicle revenue miles 
provides a safety event rate from which future performance can be compared. 
Reportable events (Accidents) include: 


• Train derailments 


• Collisions (vehicle-to-vehicle, vehicle-to-person, vehicle-to-object) 


• Collisions at grade crossings 


• Fires 


• Evacuations for safety reasons 
 
Safety Management System (SMS): A systematic approach to managing safety, including the 
necessary organizational structures, accountabilities, policies, and procedures. SMS defines the 
activities by which safety management is undertaken by an organization to achieve acceptable 
levels of safety. SMS also defines the method of identifying hazards and controlling risks in a work 
and operational environment and continuously monitors these methods for effectiveness.  
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Safety Risk Management: A process within a Transit Agency Safety Plan for identifying 
hazards and analyzing, assessing, and mitigating safety risk.  
 
Security: Freedom from harm resulting from intentional acts or circumstances.  
Sensitive Security Information (SSI): Information as described in 49 CFR § 1520, which is 
obtained or developed while conducting security activities, the disclosure of which would be 
detrimental to transportation safety. SSI includes: security program plans; security and 
vulnerability assessments; threat information; incident response plans; security directives and 
measures; security inspection or investigative information; security screening information or 
procedures; specifications for devices for detection of weapons or destructive devices or 
substances; specifications for communications equipment used for transportation security; and 
critical infrastructure information, including drawings, design plans, cut sheets, or architectural 
drawings.  
 
Serious Injury: Any injury which:  
1. requires hospitalization for more than 48 hours, commencing within 7 days from the date of 


the injury was received;  


2. results in a fracture of any bone (except simple fractures of fingers, toes, or nose);  


3. causes severe hemorrhages, nerve, muscle, or tendon damage;  


4. involves any internal organ; or  


5. involves second- or third-degree burns, or any burns affecting more than 5 percent of the body 
surface.  


 
SPEAR: Database management software for tracking incidents and maintenance records 
pertaining to equipment for rail and bus operations. 
 
State: A state of the United States, the District of Columbia, Commonwealth of Puerto Rico, the 
Northern Mariana Islands, Guam, American Samoa, and the Virgin Islands.  
 
State Safety Oversight Agency (SSOA): An agency established by a State that meets the 
requirements and performs the functions specified by 49 U.S.C. 5329(e) and the regulations set 
forth.  
 
State Safety Oversight Program Standard (SSOPS): A written document developed and 
adopted by a State Safety Oversight Agency to describe the policies, objectives, responsibilities, 
and procedures used to provide Rail Transit Agency safety oversight.  
 
Substantial Damage: Damage which adversely affects the structural strength, performance, or 
operating characteristics of the vehicle, facility, equipment, rolling stock, or infrastructure which 
requires towing, rescue, onsite maintenance, or immediate removal prior to safe operation.  
 
System Reliability: The mean distance between major mechanical failures by mode. The System 
Reliability measure expresses the relationship between safety and asset condition. The rate of 
vehicle failures in service, defined as mean distance between major mechanical failures, is 
measured as revenue miles operated divided by the number of major mechanical failures. This is 
a measure of how well a fleet of transit vehicles is maintained and operated. The Federal Transit 
Administration (FTA) recognizes the diversity of the transit industry and that agencies have varied 
equipment types with varied rates of performance. This measure allows agencies to develop 
safety performance targets that are specific to their own fleet type, age, operating characteristics, 
and mode of operation.  
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Unacceptable Hazardous Condition: A hazardous condition determined to be an unacceptable 
risk according to an established evaluation matrix which evaluates the severity and probability of 
the risk. 
 
Vehicle: Any rolling stock used on a Rail Fixed Guideway Public Transportation System 
(RFGPTS), including, but not limited to, passenger and maintenance vehicles.



https://legal-dictionary.thefreedictionary.com/Unacceptable

https://legal-dictionary.thefreedictionary.com/Hazardous

https://legal-dictionary.thefreedictionary.com/Condition
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ACRONYMS 
 


AAR After Action Report 


APTA American Public Transit Association 


AREMA American Railway Engineering and Maintenance of Way Association 


ASP Agency Safety Plan 


BLE Blue Line Extension 


CAP Correction Action Plan 


CATS Charlotte Area Transit System 


CRTPO Charlotte Regional Transportation Planning Organization 


CIL Certifiable Items List 


CEO Chief Executive Officer 


CFR Code of Federal Regulations 


CSO Chief Safety Officer 


CWP Certification Work Plan 


DHS Department of Homeland Security 


EOP Emergency Operations Plan 


EMP Emergency Management Program 


EPCP Emergency Preparedness and Continuity Plan 


FNC Finding of Noncompliance 


FRA Federal Railroad Administration 


FTA Federal Transit Administration 


HML Hazard Management Log 


GL2 CityLYNX Gold Line Phase 2 


HSEEP Homeland Security Exercise and Evaluation Program 


IIC Investigator in Charge 


I & M Inspection and Maintenance 


MAP-21 Moving Ahead for Progress in the 21st Century 


N/A Not Applicable 


NCDOL North Carolina Department of Labor 


NCDOT North Carolina Department of Transportation 


NFPA National Fire Protection Association 


NTD National Transit Database 


NTSB National Transportation Safety Board 


OCS Overhead Catenary or Contact System 
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OHA Operating Hazard Analysis 


OSHA Occupational Safety and Health Administration 


OSH Occupational Safety and Health 


PHA Preliminary Hazard Analysis 


PTASP Public Transportation Agency Safety Plan 


PTSCTP Public Transportation Safety Certification Training Program 


RFGPTS Rail Fixed Guideway Public Transportation System 


ROW Right of Way 


RTA Rail Transit Agency 


RWP Roadway Worker Protection 


SMS Safety Management System 


SOP Standard Operating Procedure 


SRM Safety Risk Management 


SSCP Safety and Security Certification Plan 


SSI Sensitive Security Information 


SSO State Safety Oversight 


SSOA State Safety Oversight Agency 


SSOPS State Safety Oversight Program Standard 


SSPP System Safety Program Plan 


TSA Transportation Security Administration 


UHC Unacceptable Hazardous Condition  


USC United States Code 


 
  



https://legal-dictionary.thefreedictionary.com/UHC

https://legal-dictionary.thefreedictionary.com/Unacceptable

https://legal-dictionary.thefreedictionary.com/Hazardous

https://legal-dictionary.thefreedictionary.com/Condition
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Purpose and Scope 
 


The purpose of the Agency Safety Plan (ASP) is to set forth the requirements for identifying, 
evaluating, and minimizing safety risks throughout CATS Bus, Rail, and Special Transportation 
Services (STS). The ASP design and implementation includes the development of a 
comprehensive Safety Management System (SMS) as described in Federal Transit 
Administration’s 49 CFR, Part 673 and follows the North Carolina State Safety Oversight Program 
Standards (SSOPS) and the four components of SMS: Safety Management Policy, Safety Risk 
Management, Safety Assurance, and Safety Promotion.  The SMS Manager will ensure that FTA, 
other Federal Agencies, and the NCDT State Safety Oversight Agency (SSOA) will have access 
to review all CATS SMS and ASP documentation, audit reports, investigation reports and other 
safety related documents upon request. 
 
The ASP is specifically developed to: 
 


• Establish the System Safety Program for CATS. 


• Identify the relationships and responsibilities of CATS with other City of Charlotte 
departments and other agencies and organizations that impact transit system safety. 


• Provide formal documentation of CATS Management’s commitment to safety. 


• Provide a framework for implementing CATS’ safety policy. 


•  Achieving CATS system safety goals and objectives in compliance with the National 
Public Transportation Safety Plan, January 2017. 


• Satisfy federal, state, and local laws, codes, ordinances, and regulations. 
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Section 1 Safety Management Policy 
 


1.1 Chief Executive Officer’s Safety Management Policy Statement 
 


The following is the Safety Management Policy Statement issued by the Chief Executive 
Officer (CEO) of the Charlotte Area Transit System (CATS). (See Appendix B CATS EX03 
Safety Policy.) This policy statement was reviewed and approved by the Metropolitan 
Transit Commission (MTC). 


 
The Charlotte Area Transit System (CATS) was organized with the mission to provide 
safe, secure, reliable, and effective rail, bus, and paratransit transportation services to our 
customers. Accordingly, safety is a primary concern that affects all levels of CATS 
activities including operations, maintenance, and administrative functions of the 
organization.  
 
All employees and contractors of CATS are expected to conduct their duties safely, aimed 
at preventing, controlling, and minimizing undesired events, such as customer or 
employee injury, equipment or property damage, or degradation to system safety in any 
CATS function. Employees and customers are CATS’ most important assets, and their 
safety and security are among CATS’ greatest responsibilities.  
 
While the minimizing of unsafe conditions and the prevention of accidents in CATS’ 
transportation system and facilities are the responsibility of each employee, they are first 
and foremost the responsibility of CATS Management. A safety reporting program was 
established as a viable tool for employees to voice their safety concerns. No disciplinary 
action will be taken against any employee who communicates a safety concern through 
the CATS safety reporting program unless such disclosure indicates the following: an 
illegal act, gross misconduct and/or negligence, or a deliberate or willful disregard of CATS 
rules, policies, and procedures. 
 
CATS Management is committed to developing a Safety Management System (SMS) and 
will develop programs to promote the safety and security of all employees and customers. 
We are fully committed to providing a safe work environment and safe vehicles, systems, 
and facilities. To that end, CATS’ General Manager of Safety and Security is empowered 
and authorized to administer a comprehensive, integrated Agency Safety Plan. 
 
CATS will distribute this Safety Management Policy Statement to each employee and will 
review it with employees during employee safety meetings and toolbox talks with 
supervisors. CATS commitment to developing our SMS is supported by the following 
safety objectives: 
 


• Support the implementation of an effective SMS by providing appropriate resources 
to support an organizational culture that fosters safe operational policies, encourages 
effective safety reporting and communication, and actively manages safety with the 
same attention to results as that given to the other management systems of CATS. 


• Integrate the management of safety as an explicit responsibility of CATS managers 
and employees. 
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• Clearly define for all managers, employees, and contractors their accountabilities and 
responsibilities for the delivery of safe transit services and the performance of our 
safety management system. 


• Establish and operate a safety reporting program as a fundamental tool in support of 
CATS hazard identification and safety risk evaluation activities to eliminate or mitigate 
the safety risks of the consequences of hazards resulting from our operations or 
activities to a point that is as low as reasonably practical. 


• Comply with and, wherever possible, exceed any applicable legislative and regulatory 
requirements and standards. 


• Ensure that sufficiently trained and skilled personnel are available and assigned to 
implement CATS safety management processes and activities. 


• Ensure that all staff are formally provided with adequate and appropriate safety 
management information, are competent in safety management system activities, and 
are assigned only safety related tasks commensurate with their skills. 


• Establish and measure our safety performance against realistic safety performance 
indicators and safety performance targets. 


• Continually improve our safety performance through management processes that 
ensure relevant safety action is taken in a timely fashion and is effective when 
performed. 


• Ensure contracted services are ordered and delivered in compliance with our safety 
performance standards. 


 
1.2 Goals and Objectives 


 


1.2.1 Goals 
 


The system safety goal is to design, construct, test, prepare, and operate a 
transportation system that attains a practical optimum level of safety during the entire 
life cycle of the system’s five phases – Planning, Design, Construction, Operations, 
and/or Disposal as applicable. The ASP is directed toward achieving this goal within 
CATS’ strategic goals and constraints. 
 
The following are CATS’ goals in achieving comprehensive system safety: 


• Develop a sustainable safety culture focusing on safety through knowledge. 


• Promote learning through the development of a comprehensive training 
curriculum.  


• Ensure training enhances individual performance and provides continuous 
learning for all levels that is managed through a centralized learning 
management system. 


• Continue to cultivate coordination, communication, and collaboration to 
achieve solutions for shared strategic initiatives. 


 
Properly implemented, the Safety Management Systems processes documented 
herein will provide for the following: 


• Identification and elimination or control of hazards to employees, customers, or 
the public.  


• A working environment which meets or exceeds all government and industry 
occupational health and safety standards and practices.  
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• Investigation of all major accidents/incidents and identification and 
documentation of accident causes for the purpose of implementing corrective 
action to prevent recurrence.  


• Effective emergency response by CATS and public safety agencies   


• Integration of safety and hazard control measures into all CATS department and 
division activities.   
 


1.2.2 Objectives - Safety Performance Metrics/Targets and Indicators 
 


To accomplish the system safety goal and promote continuous improvement, CATS 
developed performance metric objectives that are Specific, Measurable, Attainable, 
Relevant, and Time-bound (SMART).     
 


CATS has identified the following NTD Safety Performance metrics from the 
National Public Transportation Safety Plan, January 2017. These Safety Measures 
and Targets are reflected in the Charlotte Regional Transportation Planning 
Organization’s (CRTPO) Performance Based Planning & Programming – Transit 
Safety Plan. See Appendix H for annual performance targets and results.  CATS 
coordinates with the State and CRTPO in the selection of State and MPO safety 
performance targets, to the maximum extent practicable.   
 


Performance Measures 


1. Fatalities: Total number of reportable fatalities. 
a. Rail: A fatality confirmed within 30 days of a reportable event to as defined in 


the current National Transit Database Safety and Security Policy Manual. 
b. Bus: A fatality confirmed within 30 days of a reportable event as defined in 


the current National Transit Database Safety and Security Policy Manual. 
 


2. Injuries: Total number of reportable events and rate per total vehicle revenue 
miles by mode. 
a. Rail: A serious reportable injury to FTA and/or NCDOT within two (2) hours 


as defined in the NCDOT State Safety Oversight Program Standard 
(SSOPS). Also includes any injury reported based on the current National 
Transit Database (NTD) Safety and Security Policy Manual and all 
employee injuries reported to Risk Management. 


b. Bus: Any reportable injury as defined in the current National Transit 
Database Safety and Security Policy Manual. 


 
3. Safety Events: Total number of preventable reportable events and rate per 


total vehicle revenue miles by mode.  
a. Rail: A major safety preventable reportable event to FTA and/or NCDOT 


within two (2) hours as defined in the current National Transit Database 
(NTD) Safety and Security Policy Manual and NCDOT State Safety 
Oversight Program Standard (SSOPS). 


b. Bus: A safety preventable reportable event as defined in the current 
National Transit Database Safety and Security Policy Manual. 
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4. System Reliability: Mean Distance Between Major Mechanical Failures by 
mode. 
a. Rail: A failure of some mechanical element of the revenue vehicle that 


prevents the vehicle from completing a scheduled revenue trip or from 
starting the next scheduled revenue trip because actual movement is 
limited or because of safety concerns. Train is off-loaded and out of service. 


b. Bus: A failure of some mechanical element of the revenue vehicle that 
prevents the vehicle from completing a scheduled revenue trip or from 
starting the next scheduled revenue trip because actual movement is 
limited or because of safety concerns. The vehicle is road called and 
operator given another bus.   


The Office of Safety and Security will review and analyze the data received related 
to the target goals. A report showing the performance status of the four target goals 
will be submitted to CATS Leadership, the MTC, NCDOT, and CRTPO on a quarterly 
basis and updated annually in Appendix H - Safety Annual Targets and Results.  
 
Where incidents, audits, or observations indicate that the goals or objectives of this 
plan are clearly not being met, the Safety and Quality Assurance sections coordinate 
discussion with involved divisions and develop corrective action plans for follow up 
and completion. 
 


1.3 System Description 
 


1.3.1 Light Rail Operations  
 


LYNX Blue Line  
 


The LYNX Blue Line is the Charlotte region’s first light rail service. It is 18.9 miles 
long and operates seven days a week from I-485/South Boulevard Station to the 
UNC Charlotte Main Campus in University City. With 26 stations, including 11 park 
and ride locations, the LYNX Blue Line provides a congestion free commute with 
a consistent travel time. Rail operating hours are approximately from 5:30 a.m. 
to 2:00 a.m., six days a week and until 1:30 a.m. on Sundays. 


 
All CATS light rail passengers board trains at light rail stations. Each light rail 
station provides protection from inclement weather, lighting, blue light emergency 
phones, and security camera coverage. Appendix D – System Maps shows the 
map of the LYNX Blue Line. 


The operation of the Blue Line rail system is managed by the Rail Operations 
Control Center (ROCC) in accordance with CATS Rail Operations Control Center 
(ROCC) Procedures Manual. 
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The Siemens Light Rail fleet consists of 42 double articulated, low floor Light Rail 
Vehicles (LRVs). The LRVs were procured by CATS from Siemens Transportation 
Systems and meet the following physical and performance characteristics: 


 
• 70% Low Floor Design 
• 100% Low Floor Boarding 
• 68 Passenger Seats (Minimum) 
• Maximum Speed of 66 mph 
• Approximately 93 ft. in length and 9 ft. in width 
• Bi-Directional Operation 
• Cameras 
• Automatic passenger counters 


The LRVs and the station platform interface are compliant with the Americans with 
Disabilities Act (ADA). LRVs are capable of operating as single units or coupled in 
consists of up to two cars (with three car consist capability at designated stations 
for future express service). Each LRV is equipped with operating cabs at both ends 
and feature alternating current (AC) propulsion, cab signaling equipment, 
automated station announcements, and a climate control system. 


CityLYNX Gold Line 
 


The CityLYNX Gold Line is the Charlotte region's streetcar service which returned 
to revenue service August 2021. It is approximately four miles long and has 17 
stops/platforms for boarding and alighting, running from the intersection of French 
Street and Beatties Ford Road to the intersection of Sunnyside Avenue and 
Hawthorne Lane. The CityLYNX Gold Line is a conventional in-street running fixed-
guideway with a mix of center and side platforms. Each stop has a shelter to 
provide protection from inclement weather. Appendix D shows a map of the 
CityLYNX Gold Line.  


 
The operation of the Gold Line rail system is managed by the Rail Operations 
Control Center (ROCC) in accordance with CATS Rail Operations Control Center 
(ROCC) Procedures Manual. 
 
The Siemens Light Rail Hybrid Streetcar fleet consists of 6 double-articulated, low 
floor Light Rail Vehicles (LRVs). The LRVs were procured by CATS from Siemens 
Transportation Systems and have the following physical and performance 
characteristics: 
 
• 70% Low Floor Design 
• 100% Low Floor Boarding 
• 54 Passenger Seats (Minimum) 
• Maximum Speed of 66 mph 
• Approximately 85 ft. in length and 9 ft. in width 
• Bi-Directional Operation 
• Cameras 
• Automatic passenger counters 
• On Board Energy Storage System (OESS) 
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The streetcars and the stop interface are compliant with the Americans with 
Disabilities Act (ADA). Streetcars operate as single units. Each streetcar is 
equipped with operating cabs at both ends and feature both alternating current 
(AC) propulsion or battery operations, cab signaling equipment, automated station 
announcements, and a climate control system. The hybrid streetcar is designed to 
operate for specified distances without the overhead catenary system power 
utilizing the vehicle’s battery pack also known as the On Board Energy Storage 
System (OESS). 


 


Rail Car Maintenance  


Light Rail Vehicles, including streetcars, are maintained by Rail Car Maintenance 
in accordance with the CATS Light Rail Fleet Management Plan, applicable Light 
Rail SOPs, and manufacturer’s maintenance manuals.  


 


Rail Maintenance of Way  


The vehicles are powered by electricity distributed by an Overhead (contact) 
Catenary System (OCS). A train control system, using cab signaling, provides 
vehicle spacing and routing throughout the light rail system. The Rail Maintenance 
of Way (MOW) section is responsible for the maintenance of Train Control and 
Communication Systems, Traction Power Substations, Overhead Catenary 
Systems, and track work on the LYNX Blue Line and the CityLYNX Gold Line. The 
CATS systems and equipment are maintained in accordance with CATS ROD600, 
Preventive Maintenance Requirements for Rail MOW and the referenced 
ROD600-series SOPs. 


The South Boulevard Light Rail Facility  


The South Boulevard Light Rail Facility is adjacent to and west of the mainline light 
rail track between New Bern Street and Clanton Road. Detailed information on the 
facility is contained in the Light Rail Fleet Management Plan. The Facility includes 
the ROCC, Bus Operations Control Center (BOCC), maintenance shop, storage 
yard and administrative offices. Staff members are located in the building 24 hours 
a day, seven days a week, to ensure the safe and efficient operation of the LYNX 
Blue Line.  


The Main Shop building contains the following rail vehicle service inspection and 
repair facilities: 


 
• A service track for interior and exterior vehicle cleaning 
• A running repair track for scheduled car servicing and inspection 
• A light repair area for change-out of minor components 
• A heavy repair area for vehicle overhauls, major repairs, and modifications 
• A wheel truing machine for running rail vehicle and truck wheel truing 
• A truck shop for change-out and repair/overhaul of vehicle truck components 
• An electronics shop for repairing electronic equipment and components 
• Parts storage areas 
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• Overhead work platforms and maintenance pits 
• Shop areas for repair of couplers, pantographs, and brakes 
• A machine shop, welding shop, and carpentry shop 
• A portable vehicle hoist system 


• A 7.5-ton bridge crane, a monorail crane, and various jib cranes 


Component repair shops, which support maintenance services for all components 
of the light rail system, are included in the maintenance facility. A paint booth is 
provided in a separate building.  Interior vehicle cleaning may be done on the LRV 
service and cleaning track, or it may be accomplished on the storage tracks.  Daily 
LRV washing may occur when vehicles return from service or during off-peak 
service hours by drawing equipment from the storage tracks. 


As a part of the BLE project significant, much-needed vehicle storage and specialty 
maintenance capability was added to the South Boulevard facility. In its original 
construction, the SBLRF was originally sized to accommodate a fleet of 40 
vehicles. Improvements to the outside yard area at the SBLRF allowed for the 
accommodation of 16 additional LRVs and three trolleys.   


 


North Brevard Light Rail Facility  


The North Brevard Light Rail Facility at 1911 North Brevard Street is a satellite 
facility utilized to perform daily vehicle cleaning, basic preventive maintenance 
inspections, and basic running repairs including lowest level component 
replacement (for failure or repair only). 


1.3.2 Bus Operations Division 


The CATS Bus Operations Division (BOD) is the entity that provides CATS' fixed- 
route bus service. CATS operates 72 fixed routes: local buses, express buses, and 
neighborhood shuttles. Express routes provide service to and from outlying areas 
of Mecklenburg County as well as neighboring counties. 


CATS buses provide transit service seven days a week to LYNX Blue Line stations 
and on urban streets, suburban streets, limited access highways, and a bus-only 
busway. Bus operating hours are from 5:00 a.m. to 2:00 a.m., 6 days a week and 
until 1:30 a.m. on Sundays. 
 
The CATS revenue bus fleet is comprised of approximately 316 buses. As part of 


a special project to assess transitioning to all electrical vehicles, CATS is currently 


assessing 18 electric buses from two different manufacturers. 


Many bus lines terminate at, or pass through, the Charlotte Transportation Center, 
a downtown center where a large number of passengers transfer from one line to 
another. This facility is covered and provides passenger information and other 
amenities.   
 
In addition to the Charlotte Transportation Center, CATS operates and maintains 
neighborhood transit centers throughout the service area. The neighborhood 
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transit centers enhance travel within neighborhoods and provide transfer 
opportunities to the fixed-route service for residents to continue their travel outside 
of their neighborhoods. CATS continues development of additional neighborhood 
transit centers. 
 
Bus Park and Ride lots are used largely by commuters who travel from outlying 
suburban areas to light rail stations and the uptown business district. CATS 
currently provides bus service to over 50 Park and Ride lots.   
 
The majority of CATS bus passengers board buses at stops located at the curb. 
Many stops have shelters for protection from inclement weather and there may 
also be a bench in the shelter. Lighting is generally from nearby streetlights.  
 
Bus shelters are maintained by the CATS Facilities Management Section within 
the Rail Division. CATS contracts with a management company to manage the 
Charlotte Transportation Center. 


 


South Tryon Street Bus Facility  


This facility opened in March 2005 and is the principal CATS Bus Operations and 
Maintenance Facility. It is the centralized administrative base for BOD and 
provides space for warehousing and major repair activities. This facility has 
capacity for 250 buses.  


Davidson Street Bus Facility  


This facility was built and opened in 1985 and was originally designed to be a full-
service maintenance facility for 200 vehicles. The separate administration building 
at 901 N. Davidson St. was rehabilitated in 2011 and now houses CATS’ Special 
Transportation Services (STS), Vanpool Services, and CATS Technology. From 
this location, STS provides the operation and dispatch activities for its ADA-
mandated paratransit service.   


An enclosed fuel lane and bus wash is located at 929 N. Davidson St. where daily 
vehicle service occurs. Across the public street, at 900 N. Davidson St., bus 
maintenance functions are performed including routine preventive maintenance 
and corrective maintenance.   


1.3.3 Special Transportation Service 


CATS provides a demand-response paratransit service called Special 


Transportation Service (STS).   


Located at the Davidson Street Bus Facility, STS provides the operation and 
dispatch activities for its Americans with Disabilities Act (ADA) mandated 
paratransit service. STS provides service during the same hours as fixed routes: 
normally 5 a.m. until 2 a.m., 7 days a week. 
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• Approximately eighty-four (84) lift-equipped buses are maintained by the Bus 


Operations Division. 


1.3.4 Vanpool  


Vanpools are a flexible, comfortable, cost-effective way for groups of 5 to 15 
commuters to share their ride to work. A Vanpool consists of a group of people 
who live and work near each other and share similar commuting schedules. The 
CATS Vanpool program provides vans, gas cards, insurance, and maintenance. 
Vans are available 24 hours a day, 7 days a week. 


• Approximately 87 vanpool vans are maintained by the City of Charlotte’s 


Management and Financial Services Department/Fleet Management.  


 


1.3.5 Facilities Management 
 


CATS facilities are maintained by the Facilities Management section in accordance with the 


Facilities Management Plan. The major goals and objectives of this Facilities Management 


Plan are to do the following: 


 


• Responsively address ongoing maintenance needs. 


• Maintain facilities for all modes of transit in a safe condition and in compliance 
with applicable codes and regulations. 


• Provide for the inspection of buildings and major building components when 
they reach the end of their expected service life. 


• Provide periodic inspections on all passenger amenities. 


• Provide appropriate custodial care to clean and sanitize facilities. 


• Properly prioritize facility maintenance, renovation, and replacement needs to 
best utilize available resources. 


• Serve as the framework to be used in the management of CATS facilities when 
this work is contracted outside the department. 


• Assign responsibility and provide planning for the maintenance and renewal of 
parking lots, driveways, walkways, plazas, and outdoor lighting which support 
CATS facilities. 


• Promote the efficient and effective use of existing space. 
• Implement energy saving and environmentally friendly improvements. 
 


1.4 Management Responsibilities and Lines of Authority 
 


The SMS Structure, CATS Organizational Chart and the Safety and Security 
organizational chart in Appendix A capture CATS lines of authority to manage safety 
issues. 


 
1.4.1 Metropolitan Transit Commission (Equivalent Authority) 


 


The Interlocal Agreement by and among the County of Mecklenburg, the City of 
Charlotte, and the Towns of Cornelius, Davidson, Huntersville, Matthews, Mint Hill, 
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and Pineville established the Metropolitan Transit Commission and provides transit 
services through the metropolitan region. 
 
The Interlocal Agreement mandated the creation of a chief transit official position, 
now titled Chief Executive Officer (CEO). The CEO of the Charlotte Area Transit 
System is also the Director of the Public Transit Department of the City of Charlotte 
and has responsibility for making recommendations to the MTC on transit planning 
and programming; for implementing the approved operating and capital programs; 
and for implementing the policies and actions approved by the MTC.  


 
As the Equivalent Authority, the MTC will review and approve the ASP and any 
revisions to the ASP as required by 49 CFR 673. A copy of the MTC Resolution 
will be provided as evidence that the MTC has reviewed and approved the ASP 
(Appendix F). 
 


1.4.2 Chief Executive Officer (Accountable Executive) 
 


The Chief Executive Officer is accountable for ensuring that CATS Safety 
Management System (SMS) through the Agency Safety Plan is effectively 
implemented throughout the entire agency. The CEO is accountable for ensuring 
action is taken, as necessary, to address substandard performance in CATS SMS. 
The accountable Executive provides leadership and management oversight for the 
Executive and other divisions of CATS. The Executive Division includes Human 
Resources, Legal, and Civil Rights. 
 


1.4.3 General Manager of Safety and Security (Chief Safety Officer and SMS 
Manager) 


The CEO has designated the General Manager of Safety and Security (GM of 
S&S) as the Chief Safety Officer (CSO) and SMS Manager for CATS. The GM of 
S&S is adequately trained in safety and is empowered and authorized to 
administer a comprehensive integrated and coordinated ASP, including the day-
to-day implementation and operations of the agency Safety Management System 
(SMS) program and for developing and maintaining the ASP in compliance with 
CFR 49 673. The CSO maintains CATS Safety program and acts as a liaison with 
first responders and emergency management. The GM of S&S may not serve in 
any other operational or maintenance capacities. The GM of S&S reports directly 
to the CATS CEO and informs the whole Leadership team on the status of the 
SMS and risks to CATS. 


1.4.4 CATS Leadership and Executive Management 


CATS Leadership Team consists of the CEO’s direct reports. The CATS 
Leadership team is responsible for the communication, implementation, and 
management of their assigned responsibilities of the ASP.   


1.4.5 Key Staff and Groups  
 


The Chief Operating Officer is responsible for overseeing and performing 
complex professional leadership, direction, strategic planning and directing of 
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BOD, Rail Operations Division, STS, and Facilities. The COO is responsible for 
managing CATS day- to- day operations and reporting them to the CEO. 
 
The General Manager of Bus Operations has responsibility for CATS public 
transportation services including fixed-route and demand bus service, vanpool, 
and paratransit services for ADA-eligible riders.   
 
The General Manager of Rail Operations and Facilities has responsibility for 
Rail Operations and Facilities Management. 
 
The Chief Transit Financial Officer is responsible for Capital Budget and 
Operating Budget support. The Revenue Section receives, tracks, and distributes 
cash revenue. 
 
The Director of Marketing/Communications maintains public information and 
involvement programs.  
 
The Chief Technology Officer works with CATS and City IT to protect CATS 
Technology and integrate new technology with current technology. 
 
Planning & Development Division Director oversees long-range transit system 
and transit land use planning and construction project management, as well as 
short term planning and managing current service operations and Quality 
Assurance.   
 
CATS Quality Assurance Section is responsible for oversight of the quality 
management system. CATS Quality Assurance section oversees the Policy and 
Procedure review process and participates in ASP audits. 
 
City Procurement is a division within the City Department of General Services in 
the City of Charlotte. City Procurement has staff assigned to CATS procurements.  
 


1.4.6 NCDOT State Safety Oversight 
 


As required by 49 CFR Part 674, the State of North Carolina has designated the 
North Carolina Department of Transportation (NCDOT) to serve as the State 
Safety Oversight (SSO) Agency responsible for overseeing CATS’ system safety 
and security programs as implemented and administered for CATS’ rail transit 
system. NCDOT’s authority as an SSO Agency is established by North Carolina 
Statute G.S. 136-18.  
 
NCDOT’s State Safety Oversight Program Standard (SSOPS) establishes the 
minimum requirements for the agency safety program that must be met by rail fixed 
guideway systems operating in the State of North Carolina. CATS is responsible 
for meeting the requirements of NCDOT’s SSOPS and for complying with the 
requirements of 49 CFR Part 673. 
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1.5 Safety Responsibilities Task Matrix 
 


Table 1 lists safety responsibilities by position and title. A description of the specific 
activities required to implement the ASP will be included for all employees, agents, and 
contractors, as part of the ASP implementation plan. 
 


Table 1 - Safety Responsibilities  


Position/Title 
Safety Responsibilities 


(Areas refer to departmental/divisional 
responsibilities unless noted as system-wide) 


Chief Executive Officer • All system-wide/Accountable Executive 


Deputy Director/Chief Operating Officer 


• Hazard Management 


• Accident and Incident Investigation  


• Risk Mitigation and Verification of Effectiveness 


• Data Acquisition and Analysis 


• Drug and Alcohol Program 


• Rules and Procedures 


• Facilities and Equipment Safety 


• Qualification and Training Qualification 


• Employee and Contractor Safety 


• Configuration Management 


Planning & Development Division Director 


• Hazard Management for design and construction 


• Safety and Security Certification for Major Projects 


• System Modification 


• Risk Mitigation for projects and Verification of 
effectiveness 


• Safety and Security Qualification 


• Employee and Contractor Safety 


• Configuration Management 


General Manager – Rail Operations 


• Hazard Management 


• Accident and Incident Investigation  


• Risk Mitigation and Verification of Effectiveness 


• Data Acquisition and Analysis 


• Drug and Alcohol Program 


• Rules and Procedures 


• Facilities and Equipment Safety 


• Qualification and Training Qualification 


• Employee and Contractor Safety 


• Configuration Management 


General Manager – Bus Operations 


• Hazard Management 


• Accident and Incident Investigation  


• Risk Mitigation and Verification of Effectiveness 


• Data Acquisition and Analysis 


• Drug and Alcohol Program 


• Rules and Procedures 


• Facilities and Equipment Safety  


• Qualification and Training Qualification 


• Employee and Contractor Safety 


• Configuration Management 


Sr. Manager – Bus Operations/Special 
Transportation Service (STS) 


• Hazard Management 


• Accident and Incident Investigation  
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• Risk Mitigation and Verification of Effectiveness 


• Drug and Alcohol Program 


• Rules and Procedures 


• Facilities and Equipment Safety 


• Qualification and Training Qualification 


• Employee Safety 


• Configuration Management 


Service Implementation & Scheduling 
Manager 


• System Modification 


• Route Development and Modification 


• Rules and Procedures 


• Configuration Management 


General Manager of Safety and Security 


• Safety Goals and Objectives 


• System Safety Program Implementation 


• Safety and Security Certification 


• System Modification 


• Safety and Security Qualification 


• Safety Data Acquisition and Analysis 


• Accident and Incident Investigation, Notification 
and Reporting  


• Risk Mitigation and Verification of Effectiveness 


• Emergency Management 


• Rules and Procedures 


• Facilities and Equipment Safety Inspections 


• Training Qualification  


• Employee and Contractor Safety 


• Hazardous Materials Management 


• Emergency Drills 


• Audits in Design and Construction 


• Audits with NCDOT SSO 


Chief Financial Officer 
 


• Hazard Management 


• Rules and Procedures 


• Risk Mitigation and Verification of Effectiveness 


• Data Acquisition and Analysis 


• Security of Revenue  


• Training Qualification 


• Employee Safety 


Director of Marketing/Communications 


• Crisis Communication 


• Public and Internal Communications 


• Risk Mitigation and Verification of Effectiveness 


• Training Qualification 


• Operation Life Saver 


Procurement Services Manager (General 
Services) 


• Procurement 


• Hazard Management 


• Safety and Security Qualification 


• Emergency Management 


• Configuration Management 


Human Resources Manager  


• Drug and Alcohol Program  


• Blood Exposure Control Plan 


• Configuration Management 


Quality Assurance Manager 
• Rules and Procedures 


• System Modification 
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As part of the implementation plan, the Office of Safety and Security will hire full-time 
CATS staff to implement various programs/activities, such as hazard management 
processes, data collection, analysis, and reporting.  Additionally, Office of Safety & 
Security will work with procurement and project management to ensure appropriate ASP 
elements are incorporated into project documents and contracts. 


 
 
 
 


 


• Configuration Management 


• Internal Audits 
 


Information & Technology Director 


• Hazard Management 


• Rules and Procedures 


• Facilities and Equipment Safety 


• Configuration Management 


• Emergency Management 


• Data Acquisition and Analysis 


• Training Qualification 


• Employee and Contractor Safety 


Manager – Facilities Maintenance 


• Hazard Management 


• Rules and Procedures 


• Facilities and Equipment Safety 


• Configuration Management 


• Training Qualification 


• Employee and Contractor Safety 


Supervisors and Managers • Comply with CATS Rules, Procedures and 
Policies 


• Identify and report hazards through the 
appropriate chain of command and safety 
reporting systems 


• Assist, as necessary, in the investigation, 
mitigation and elimination of hazards and unsafe 
conditions.  


• Oversee front-line employees to ensure 
compliance with safe work practices and 
adherence to policies and procedures 


• Support emergency situations 


• Provide appropriate training and tool talks 


• Evaluate employees for Reasonable Suspicion 


All Employees and Contractors • Comply with CATS Rules, Procedures and 
Policies 


• Identify and report hazards through the 
appropriate chain of command and safety 
reporting systems 


• Support in the investigation, mitigation and 
elimination of hazards and unsafe conditions. 


• Support emergency situations 


• Attend and participate in appropriate training 
and/or tool talks 
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1.6 Committees’ Safety Responsibilities Task Matrix 
 


Table 2 - Committees’ Safety Responsibilities 


Name Main Purpose 


Project Team meets as specified in Project 
Management Plans. 
 
Members: Led by Development - Coordinate 
with all divisions  
 
Chair(s): Project Manager(s) 


• Provide oversight and coordination 
between all divisions and project 
committees 


• Track and oversee all critical tasks 
are completed on time 


• Allocate available resources as 
needed 


• Coordinate with other City 
departments and external agencies 
as required 


Safety and Security Review  
Committee (SSRC) meets monthly, or  
more frequently as necessary. 


Members: Rail Operations, Bus Operations, STS, 
Development, S&S, Technology, Facilities 
Management, Quality Assurance, CMPD  


Chair: GM Safety and Security delegated to the  
Rail Safety Manager 


• Review safety and security 
certification of system components 
including certifiable items lists and 
hazard analysis 


• Hazard Management for Projects 


Safety and Security Committee (SSC) meets 
monthly or more frequently as necessary 


Members: Rail Operations, Bus Operations, STS, 
S&S, Technology, Facilities Management, Quality 
Assurance, CMPD, HR, Marketing and 
Communications, and Chairs of safety & security 
committees 


Chair: GM Safety and Security delegated to 
the Security Manager 


• Review all safety and security 
efforts 


• Hazard Assessments and 
Recommend Mitigations 


• NCDOT reportable 
Incident/accident Investigation 
reviews 


• Review security breaches 


• Vehicle Accident Review 


• Items escalated from Rail, STS, and 
Bus safety committees 


Rail Safety & Security Committee meets monthly 


Members: S&S, QA, and frontline employees and 
management from MOW, RCM, Transportation, 
Parts & Warranty, Facilities Management.  The 
committee membership will be 50% Frontline and 
50% Management at a minimum. 


Chair selected by committee members 


Rail Safety Liaison: Rail Safety Coordinator 


• Hazard Assessments and 
Recommend Mitigations 


• Identify and investigate rail safety 
issues.  


• Review and approve the ASP as 
revised 
 


Bus Safety & Security Committee meets 
monthly 


Members: S&S, BOD Operations and 
Maintenance supervisors and managers, frontline 


• Hazard Assessments and 
Recommend Mitigations 


• Identify and investigate bus safety & 
security issues 
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Table 2 - Committees’ Safety Responsibilities 


Name Main Purpose 


employees from BOD Operators, Facilities 
Management, STS operator, STS supervisor  


Chair: Bus Safety Training Coordinator 


 


Fire-Life Safety Committee meets bi-monthly, or 
more frequently as required. 


Members: S&S, Bus Operations, Rail Operations, 
Facilities Management, Risk Management, QA, 
Technology, CMPD, CFD, MEDIC, NCDOT –Rail 
Division, Project Staff (Design and Construction 
Chair: GM Safety and Security delegated to  
Bus Safety Coordinator  


• Act as liaison group with emergency 
response agencies 


• Review designs, standards, and 
procedures 


• Make recommendations 


• Participate in emergency exercises 


 
1.7 Employee Reporting Program 


 


CATS employees and contractors are held accountable for their safety performance and for 
compliance with rules and regulations. Employees who intentionally conduct unsafe acts 
will be disciplined commensurate with the offense per City, CATS, and contractor policies 
and procedures. 
 
Employees are expected to address safety concerns within their control immediately. 
Employees are to report unsafe conditions and issues with procedural compliance to their 
supervisor or manager. If an employee feels that a safety concern is not being addressed 
promptly, the employee is encouraged to escalate unsafe issues to their safety committee 
representative, General Manager, or the Office of Safety & Security. CATS Management 
encourages employees to report safety concerns with no fear of reprisal. CATS Leadership 
will have no tolerance for any retaliation against employees, contractors or the public who 
report safety concerns. Reported safety concerns will be tracked in the appropriate hazard 
tracking format per the Hazard Management section of this ASP. For employee-reported 
safety concerns, where contact information is provided, the recipient of the safety concern 
is responsible to follow-up with the employee. The S&SF48 Safety Issues Reporting Form 
is available to all employees via city intranet or can be requested from employee’s 
supervisor.  This form can be completed by hard copy or emailed and submitted to 
supervisors or the Office of Safety and Security.  Another method of reporting a safety 
concern is to send an email to reportsafety@ci.charlotte.nc.us. This email account is 
monitored by all Safety and Security managers. Any reported safety concern to this email 
address will be reviewed, added to the hazard safety log if applicable, and followed-up with 
the department manager and employee sending the email. 
 
Reported safety concerns are tracked by the Rail and Bus Safety and Security Committee 
using safety concerns tracking logs.  This information is shared with the Office of Safety and 
Security for review and to identify potential hazards that need to be mitigated through our 
Hazard Risk Management process. 
 
The City of Charlotte maintains an Employee Hotline that allows for anonymous 24/7 
reporting of Abuse, Fraud, and Safety and Waste violations. The hotline should only be used 



mailto:reportsafety@ci.charlotte.nc.us
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in instances when employees are not comfortable reporting directly to Human Resources, 
management or the Office of Safety and Security. CATS Safety and Security managers are 
part of the Employee Hotline process.  
 
Details on the Employee Hot Line are communicated on the City’s CNET and at City 
offices/facilities throughout the City.   


Examples of reportable offenses for safety include:  


• Witnessing or experiencing unsafe working conditions or behavior that compromises 
one’s safety or the safety of others.   


• Equipment or facility maintenance issues that can lead to unsafe working conditions. 
 
Employee Hotline process: 


• An employee can either call in or email a safety concern. Reports are kept anonymous 
and confidential. 


• Once the incident has been reported, the employee will be given a unique report number 
by the Hotline Operator which will allow them to call in or email at a later time to either 
provide additional information or to follow up on the report status. 


• The report will then be provided to the CATS Office of Safety and Security for an initial 
screening for review and action.   


• The issue will be reviewed and a determination will be made: unfounded; credible with 
immediate resolution or mitigation; or credible with long term mitigation until final solution 
can be made. Responses to how the issue was addressed are sent back to the Hotline 
administrator. 


• An anonymous employee can call or email with their assigned unique number to hear 
the determination, mitigation, or resolution.   


• CATS Safety and Security will submit all appropriate documentation and reports to the 
third-party administrator who manages the Hotline who will confirm in writing the 
information was made available to the anonymous employee.   


 
1.8 Safety Plan and Policy Dissemination 
 


All CATS employees will receive training on the ASP and CATS Safety Policy. CATS EX03 
Safety Policy is communicated by all divisions during New Hire Safety training and is 
available on CATS CNET site with CATS Policies and Procedures. CATS Policies and 
Procedures (including CATS Safety Policy) are available on CATS CNET site and at key 
locations throughout CATS. ASP training for current employees will include training on the 
ASP and CATS Safety Policy including the employee’s roles and responsibilities. The ASP 
is a controlled document that CATS QA manages through CATS QA02 Control and 
Distribution of Plans, Manuals, Policies, and Procedures to ensure only the most current 
revision of the document is available to employees. 
 


1.9 Emergency Preparedness and Continuity Plan (EPCP)  
 


CATS EPCP incorporates the FTA requirements for an Emergency Preparedness and 
Response Plan. The EPCP provides planning and program guidance to ensure that CATS 
is capable of conducting its Mission Essential Functions under all threats and conditions. 
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The EPCP also includes CATS Continuity of Operations Plan (COOP) which describes how 
CATS will continue to operate under conditions where various resources are impacted. 
 
The CATS EPCP is maintained by CATS Quality Assurance and is a stand-alone document 
that can be reviewed on site by both internal and external authorized personnel as 
requested. 
 


1.10 Integration of Safety Function  
 


The ASP serves as a blueprint for the organizational integration of the safety function and 
its effective implementation ensures a safe functioning system. The safety function is 
integrated throughout all operations and activities of CATS through the delegation of safety 
functions and safety responsibility via CATS Safety Policy Statement from the CEO to all 
employees and contractors to include safety requirements, responsibilities and objectives 
into the work plans of managers and supervisors. Managers and supervisors are 
responsible for developing programs to promote the safety of all employees and customers. 
Safety is incorporated into employee training provided by CATS Instructors.  
 
Bus and rail operators and supervisors must be aware of conditions which may affect 
passenger safety and report problems so that they may be corrected. The Manager of Safety 
for Bus or Rail is notified of safety issues through various mechanisms described in this ASP 
and participates in the hazard resolution process, along with the General Manager of Safety 
and Security. 
 
Safety performance is measured through the monthly tracking and corporate reporting of 
indicators such as passenger and transit facility occupant injuries and injury rates as 
reported to the FTA’s National Transit Database. In addition, the Rail Hazard Tracking Log 
is submitted to NCDOT on a quarterly basis, and as a one-year log annually after end of the 
calendar year. 


 


1.11 Safety Plan Implementation Tasks and Activities 
 


Activities required to implement the ASP that were identified during the development of the 
ASP and identified in gaps are captured in Appendix I on the CATS Implementation 
Timeline. CATS shall provide the CATS ASP implementation plan to NCDOT quarterly or 
as requested. Key processes not included or referenced in this ASP can be found in CATS 
plans, manuals, policies, and procedures that are controlled in the CATS’ Quality 
Management System and processes. 
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Section 2 Safety Risk Management (SRM) 
 


2.1 Overview 
 


Safety Risk Management is the process for identifying hazards and analyzing, assessing, 
and mitigating safety risk.  
 
Hazard identification and resolution is one of the goals of the CATS System Safety Program. 
This process is applicable to all levels of the organization. It is how hazards are identified 
and analyzed for potential impacts and severity on the transit system. It also describes how 
identified hazards are resolved in a manner acceptable to management.   
 
CATS defines a hazard as a condition or set of conditions, internal or external to the system 
or system operation, that can cause injury, illness, or death; damage to or loss of facilities, 
rolling stock, or infrastructure of CATS equipment or property; or damage to the 
environment.   
 
The CATS Office of Safety and Security, under the direction of the General Manager of 
Safety and Security, is directly responsible for the implementation of the CATS Hazard 
Management Process. This includes: 


• developing, updating, and auditing the Hazard Management Process;  


• training all designated CATS employees and its contractors on the Hazard Management 
Process; and  


• maintaining the Rail Safety and Bus Safety Hazard Registers. 
 


2.2 Hazard Management Process 
 


2.2.1 Hazard Identification  
 


Methods of Hazard Identification of Day-to-Day Operations 


 
1. Job Hazard Analysis will be conducted in Bus and Rail Operations and 


Maintenance as part of the implementation plan.  
2. Hazards that are identified as a result of accidents/incidents 
3. System and facility inspections that identify hazards or unsafe conditions  
4. Safety issues or hazards identified during scheduled audits (Internal Safety 


Review Program, ASP Section 3.2) and unscheduled audits, as warranted by 
staff 


5. Employee observations of unsafe conditions or behavior which can be reported 
verbally or through completion of a written safety report.  


6. Safety staff regularly reviews bulletins or advisories, SSOA inputs, and general 
industry trends to determine their applicability as inputs into the safety 
management and/or hazard analysis process 


7. Operational data reports (e.g. SPEAR, ROCC/BOCC & key process indicator 
reports) are reviewed on an ongoing basis to identify known or potential issues 
that can have an impact on safe operations 


8. Safety issues brought to the various safety committees 
9. Customer, contractor, and employee complaints 
10. Hazards identified by NCDOT SSO or FTA 
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11. Hazards identified during annual Transit Asset Condition Assessment 
 


2.2.2 Addressing Identified Hazards 
 


The system to be analyzed is defined by its physical and functional characteristics, 
including: 


 


• People 


• Procedures 


• Facilities & Equipment 


• Operating Environment 


 


CATS QA05 Nonconformity and Corrective Action procedure identifies the steps 
for addressing nonconformances which include hazardous conditions identified in 
section 2.2.1.  


 


For employee identified unsafe conditions, employees are expected to address 
safety concerns within their control immediately. Employees are expected to report 
unsafe conditions and issues with procedural compliance by speaking with or e-
mailing a written safety report to their supervisor or manager. Employee 
Handbooks describe the unusual circumstances that must be reported to their 
control center. If an employee feels that a safety concern is not being addressed 
in a timely manner, the employee is encouraged to escalate unsafe issues by 
speaking with or e-mailing their safety committee representative, General 
Manager, or the Office of Safety & Security.   
 


Identified hazards will be rated based on the Hazard Risk Assessment. As part of 
the implementation plan, Bus, Bus Safety, Rail, Rail Safety, Facilities, and STS will 
maintain their own Hazard Management Logs. 
 


Acceptable hazards (1E, 2D, 2E, 3C-3E and 4A-4E) that are not immediately 
resolved will be reported to the appropriate section to address as time and 
resources are available. “Acceptable with Review” and “Acceptable without 
Review” hazards will be managed by supervisors/managers to closure and 
maintained on their Hazard Management Log.  
 


Undesirable Hazardous Conditions (1D, 2C, 3A, and 3B) must be reported by e-
mailing a written safety report to the General Manager, the SMS Manager and the 
CSO unless it is already mitigated per the Division’s Hazard Management Log. 
The General Manager and the SMS Manager or CSO will ensure that a risk 
mitigation is documented on the Risk Register and in place for any undesirable 
safety issues. 


 


Unacceptable Hazardous Conditions (UHCs) (1A, 1B, 1C, 2A and 2B) must be 
reported immediately by e-mailing a written safety report to the General Manager 
of Safety and Security. The General Manager and the SMS Manager or CSO will 
ensure that a risk mitigation is in place for any unacceptable safety issues. 
Unacceptable Hazardous Conditions must be mitigated in the most expedient 
manner before returning to normal service. The CSO will notify the CEO 
immediately by phone or e-mail of any Unacceptable Hazardous Conditions and 
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the mitigations that were put in place. When the mitigations that are put in place 
reduce the hazardous condition to Undesirable or better, the CSO will recommend 
return to normal service to the CEO who will approve the recommendation after 
review. CATS shall notify NCDOT of an Unacceptable Hazardous Condition (UHC) 
within two hours, via email or phone, regardless of the time of day. All other 
hazardous conditions and on-going resolutions will be reported quarterly to 
NCDOT with the Hazard Management Log.  


 
2.2.3 Methods for Continuous Hazard Identification and Targeted Campaigns 


 


The methods used for hazard identification as mentioned above in Sections 2.2.1 
and 2.2.2 are done on a continuous basis based upon inspection intervals and 
investigating safety complaints. Based on the hazards identified through these 
methods, safety-specific topics or inspections will be conducted to address issues 
identified from the data analysis. 


 
2.2.4 Hazard Management Logs 


As part of the implementation plan, and to ensure the sharing of safety data and 
information, Hazard Logs and Risk Registries will be available electronically in an 
accessible location for appropriate employees to access and review.  Hazard logs 
and risk registries are living documents and are reviewed and updated at a 
minimum quarterly. As part of the ASP implementation plan, safety will appoint 
Safety Coordinators who will be responsible for maintaining, updating, and setting 
up the hazard log to ensure adequacy and appropriateness of the hazard log. 
 


The Rail Safety Office is responsible for identifying those rail issues from accident/ 
incident reports and SPEAR entries which are significant enough to pose an undue 
hazard to employees or passengers and facilitate tracking of progress toward 
resolving those issues. This is done by tracking all safety issues and hazards in 
the Rail Hazard Management Log, which tracks those items of interest in terms of 
the problems discovered, the desired resolution, the individual responsible for 
resolution, and the progress. This log includes safety audit issues, post-accident 
or incident issues, individual hazard reports and those items cited by the safety 
committee. As items are corrected, those corrections are noted on the log and 
closed out as appropriate. The Office of Safety reviews these items on an ongoing 
basis, and when unacceptable delays are encountered in resolution, the items are 
escalated to appropriate senior management for assistance in resolution and 
closure. Additionally, when Rail Operations is considering alternate materials or 
software instead of the Original Equipment Manufacturer (OEM) product or to 
change any configurations to the existing systems, it must be approved by the Rail 
Change Control Board per CATS ROD801 Configuration Change Control. 
 


The Rail Safety Office provides quarterly updates of Hazardous Conditions to the 
SSOA. 


 


The Bus Hazard Log is created from reported BOCC or supervisor generated 
incident/accident reports. It could also come from an operator statement that gets 
forwarded to Bus Safety.    
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As part of the implementation plan, Divisions will manage their Hazard Tracking 
Logs to reflect the status of identified hazards. The Hazard Tracking Logs will be 
managed to eliminate, reduce, or control each hazard to an acceptable level. 
Identified hazards will be assigned a hazard rating. The Safety Manager and 
General Manager will review hazard ratings and status of the Hazard Log on a 
monthly basis. When an item is added by the Office of Safety, the Division Manager 
will be notified by e-mail. Hazard Tracking Logs will be distributed to CATS 
Leadership on a monthly basis. Hazard Tracking logs will be distributed to the SSC 
on a quarterly basis for review and discussion.  


 
Figure 1 - Hazard Tracking Process 
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Utilizing the information collected in the various safety reports, the Chief Safety 
Officer will provide a monthly safety summary to the MTC, CATS CEO, and CATS 
employees.  TV screens are centrally located in areas (e.g. breakrooms) to display 
safety information, Chief Safety Officer’s monthly report, alerts, statistical 
information, and other safety education materials for employees who do not have 
access to e-mail. The CATS CEO will receive safety updates during the Senior 
Leadership meetings. 


 


2.2.5 Safety Risk Register 


As part of the implementation plan, the Office of Safety and Security along with 
Quality Assurance will manage the Risk Registry that will be distributed to each 
division to use to track risks. The Safety Risk Registers will capture, manage, and 
mitigate identified Undesirable and Unacceptable Hazardous Conditions. The 
register will include, at a minimum, the hazardous condition, potential 
consequences of the hazard, safety risk assessment for each potential 
consequence, mitigation that is in place and the hazard rating after mitigation, 
monitoring activities, and responsibilities for monitoring.    
 


A summary report of the updates and status of the Risk Register will be provided 
to the CEO and CATS Leadership Team monthly.   


 


2.3 Safety Risk Assessment 
 


2.3.1 Hazard Analysis Processes 
 


Risk Assessment is a quantitative calculation based on largely subjective 
judgments used to determine the risk associated with each hazard and thus the 
urgency for implementing corrective measures to eliminate or reduce risk to a level 
of acceptability. 
 


Risk Assessment is comprised of evaluating hazard severity (categorizing the 
hazard) and evaluating hazard probability. The factors considered in this analysis 
include system safety, schedule, and the impact on the public’s perception of 
safety on the system in the community where CATS operates. 
 


2.3.2 Safety Risk Indexing (Likelihood and Severity of Consequences) 
 


 


 


Table 3 - Hazard Severity Categories 
 


Severity Category Characteristics 


Catastrophic 1 
May cause death, system loss, or severe disruption of service 
system wide. 


Critical 2 
May cause severe injury, severe occupational illness, major 
system damage, or major system wide disruption of service.  


Marginal 3 
May cause minor injury, minor occupational illness, minor 
system damage, or minor system disruption of service.  


Negligible 4 
Less than minor injury, occupational illness, system damage, or 
less than minor system disruption of service. 
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Hazard severity is a subjective determination. With historical data, an objective 
determination applicable specifically to CATS can be derived. The determination 
reflects a credible mishap that could be anticipated to result from human error, 
procedural deficiencies, design inadequacies, component failure, or malfunction. 
Hazard Severity at CATS is based on the Department of Defense Standard 
Practice for System Safety (MIL-STD-882E) as follows: 


 


Hazard Severity Categories 
The categorization of hazards is consistent with risk-based criteria for severity; it 
reflects the principle that not all hazards pose an equal amount of risk to personal 
or system safety. 
 


2.3.3 Hazard Probability 
 


The probability of a particular event or a specific hazard occurring may be defined 
as a ratio of the number of times that a specific event occurs to the total number 
of trials in which this event may occur during the planned life expectancy of a 
system. Generally, hazard probability is described quantitatively in potential 
occurrences per units of time, miles, trips/runs or passengers carried. A hazard 
probability may be derived from the analysis of transit system operating 
experience, evaluation of CATS safety data, or from historical safety data from 
other passenger rail systems. 
 


 


2.3.4 Hazard Probability Categories 
 


Hazard Risk Assessment 
 


CATS has adopted a system for assessing the level of risk for each identified 
hazard to determine what action(s) must be taken to correct or document the 
hazard risk.  This risk assessment system has been incorporated into the formal 
System Safety Analysis which enables CATS decision-makers to understand the 


 


Table 4 - Hazard Probability Categories 
 


Probability 
Levels 
Description 


Level Specific Guidance 


Frequent A 
Likely to occur frequently to an individual item.  Continuously 
experienced in the system.   


Probable B 
May occur several times in the life of an item.  May occur 
frequently in the system.   


Occasional C 
Likely to occur sometime in the life of an item.  May occur several 
times in the system.   


Remote D 
Unlikely, but possible to occur in the lifetime of an item.  Unlikely, 
but can be expected to occur at some time in the system.   


Improbable E 
So unlikely to occur, it can be assumed occurrence may not be 
experienced.  Unlikely, but possible to occur in system.   


 


Eliminated 
 


F 
Incapable of occurrence. This level is used when potential 


hazards are identified and later eliminated. 
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amount of risk involved in accepting the hazard in relation to the cost (schedule, 
cost, operations) to reduce the hazard to an acceptable level. 
 


The Risk Assessment Matrix identifies the risk assessment index based upon 
hazard category and probability and the criteria for defining further actions based 
upon that index. 


 


Table 5 
 


MIL-STD-882E     Risk Assessment Matrix 
            SEVERITY 
 
 


 PROBABILITY 


Catastrophic (1) Critical (2) Marginal (3) Negligible (4) 


Frequent  
(A) 


1A 2A 3A 4A 


Probable  
(B) 


1B 2B 3B 4B 


Occasional 
(C) 


1C 2C 3C 4C 


Remote  
(D) 


1D 2D 3D 4D 


Improbable 
(E) 


1E 2E 3E 4E 


Eliminated 
(F) 


ELIMINATED 


 
 


 
 


Risk Assessment Matrix and Hazard Risk Index 
 


Follow-up actions resulting from the Risk Assessment are as follows: 
 
Unacceptable: The hazard must be mitigated in the most expedient manner 
possible before normal service may resume.  Interim corrective action may be 
required to mitigate the hazard to an acceptable level while the permanent 
resolution is in development. 
 
Undesirable: A hazard at this level of risk must be mitigated unless a documented 
decision to manage the hazard until resources are available for full mitigation is 
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issued by executive management and forwarded to NCDOT for review and 
approval/disapproval. 
 
Acceptable with review: The Office of Safety and Security must determine if the 
hazard is adequately controlled or mitigated as is. 
  
Acceptable without review: The hazard does not need to be reviewed by 
management and does not require further mitigation or control. 
 
The Risk Assessment Process is used to prioritize hazardous conditions and focus 
available resources on the most serious hazards requiring resolution. 
 
Unacceptable and undesirable safety conditions identified during the Transit Asset 
Condition Assessment as described in CATS TAMP Section 2.0 will be reported 
to the OS&S immediately. 


 


2.3.5 Risk Tolerability Non-Consensus Procedures 


In situations where there is non-consensus on Hazard Risk Assessment ratings, 
the Subject Matter Expert will take the lead in providing information to the SMS 
Manager and Operations Manager to promote resolution of non-consensus. If 
consensus is not reached, the CSO will make the final decision.   


2.4 Safety Risk Mitigations 


2.4.1 Resolving Hazardous Conditions 


A number of different means are employed to resolve identified hazards. These 
include design changes, the installation of controls and warning devices and the 
implementation of special procedures or training. The order of precedence for 
resolving hazards is as follows based on available funding:  
 
Design for Minimum Risk  
The first priority is to eliminate hazards through engineering and design. This is 
applicable for facilities, rolling stock and equipment, park & rides, routes, transit 
stations, and product selection, etc.  
 
Safety Devices  
Hazards that cannot be eliminated or controlled through design selection shall be 
controlled to an acceptable level using fixed, automatic, or other protective safety 
design features, devices, or personal protective equipment. Provisions shall be 
made for periodic functional checks of safety devices.  
 
Warning Devices  
When neither the design nor the safety devices can effectively eliminate or control 
an identified hazard, devices shall be used to detect the condition and to generate 
an adequate warning signal to correct the hazard or provide for personnel 
evacuation. Warning signals and their application shall be designed to minimize 
the probability of incorrect personnel reaction to the signals and shall be 
standardized within like types of systems.   
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Procedures and Instruction  
Where it is impossible to eliminate or adequately control a hazard through design 
selection or use of safety and warning devices, procedures and training shall be 
used to control the hazard. Procedures may include the use of personal protective 
equipment. Precautionary notations on signs shall be standardized as specified by 
management. Safety critical tasks and activities may require certification of 
personnel proficiency.  
 
CATS Business Planning Process in the CATS Quality Manual describes the 
budget cycle for all CATS divisions. It is the responsibility of each CATS 
division/section to prioritize risks based on the Hazard Management process using 
Hazard Ratings to help resolve identified hazards. 
 


2.4.2 Evaluation of Current Mitigations 
 
Whatever the decision with respect to a particular hazard, mitigations, and 
Corrective Action Plans (CAPS) must be monitored for effectiveness and to ensure 
that another hazard has not been introduced. CAPS are verified by Safety 
Assurance activities that are tracked in the ISA schedule, Operational Audits tab. 
If a risk mitigation is not effective or appropriate, the safety risk control should be 
reviewed through the Safety Risk Management and Hazard Analysis process. 
 


2.4.3 Risk Mitigation Implementation and Tracking 
 


Mitigations that have been implemented are tracked in Hazard Management logs 
by the Division/Section and/or the Safety Risk Register. The person assigned the 
mitigation will be responsible for tracking and reporting on the status of the 
mitigation through closure.  
 
Corrective Action Plans 
Corrective Action Plans (CAPs) are required for deficiencies identified through on-
site safety review, accident and hazard investigations, internal safety reviews, or 
other means by which a hazard may be brought to the attention of CATS. CAPs 
will follow the format described in Section 3.4.8.3. 


 
2.5 Safety Data Acquisition and Analysis 
 


2.5.1 Data Acquisition Process 
 


The Office of Safety and Security monitors the safety performance of the various 
CATS operations. Accident, incident, injury, and other safety data is collected 
throughout the organization and analyzed to determine trends within the 
organization. The safety data collected is analyzed to determine if safety 
performance meets established safety objectives. The accident and incident data 
assists in identifying service areas that generate a higher percentage of accidents 
or potential for higher accident rates.  
 
The safety data that is collected includes injuries to passengers, CATS personnel, 
and the public; hazardous equipment failures; unacceptable hazardous conditions; 
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vandalism and security hazards; and rules and procedures violations. The Office 
of Safety and Security analyzes safety-related data for the purpose of 
implementing corrective action to assist in prevention or reoccurrence of hazards. 
 


2.5.2 Data Reporting to Safety Function (process) 
 


The Office of Safety and Security analyzes the data from SPEAR reports, incident 
investigations, safety committees, field inspections, police reports, and Risk 
Management. The Office of Safety and Security also uses the data acquisition and 
analysis process to identify system trends and to monitor safety and security 
program performance. The Office of Safety and Security provides monthly safety 
program performance reports to executive management. As part of the 
implementation plan, Safety will also supply monthly updates to employees. 
  
Currently, safety performance (NTD) reports are submitted to FTA on a monthly 
and annual basis.  The report contains injury data regarding passengers, CATS 
personnel, and customer/public accidents and incidents. The Office of Safety and 
Security, based on FTA established guidelines, compiles safety data for the overall 
CATS organization. The report summarizes accidents and incidents into three 
categories: minor incidents, major incidents, and safety/security issues. CATS 
uses this report to establish safety performance goals and objectives for each 
coming fiscal year. 
 


2.5.3 Access to Data 
 


Information regarding accidents, incidents, and hazardous conditions of the 
various CATS divisions are obtained from several different reporting mechanisms. 
These include, but are not limited to the following reports:  


 


• Accident/Injury Reports 


• Incident Reports 


• Daily Operations Summary 


• Accident/Incident Database (Bus)  


• SPEAR Database – Material Maintenance Management System (MMMS) 


• Employee/Occupational Injury reports  


• National Transit Database (NTD) Safety and Security reporting module 


• CCTV Video 


• Automatic Vehicle Locators (Bus)  


 
2.5.4 Use of Data (Trend Analysis) 


 
Hazard data and accident/incident data is used to identify trends. Trends are then 
further analyzed and/or investigated by the Office of Safety and Security to 
determine causal factors where possible and identify issues of increasing severity 
and/or probability. Interviews with personnel in the affected division(s) may also be 
conducted. The various Safety teams identify hazards, areas susceptible to 
accidents, traffic problems, and other critical factors and develop mitigations to 
address potential consequences of the hazards.  
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Section 3 Safety Assurance (SA) 
 


3.1 SA Implementation Process 


Safety Assurance involves processes within a transit agency’s Safety Management 
System that functions to ensure the implementation and effectiveness of CATS programs. 
This involves monitoring key aspects of the operation for effectiveness and to ensure that 
no new hazards have been introduced into the system. This ongoing attention also 
provides for identification of new hazards as changes to the operation form, fit, or function 
are made.  


 
3.2 Internal Safety Audit Program 
 


3.2.1 Overview 
 


The purpose of internal system safety audits is to evaluate the effectiveness and 
safety performance of the implementation of the ASP and SMS by CATS Divisions. 
The Office of Safety and Security and Quality Assurance are jointly responsible for 
the direction of the safety reviews and audits of CATS divisions and contractors to 
determine performance related to the System Safety goals and objectives. The 
Internal Safety Audit (ISA) Team will be led by the Office of Safety and Security or 
Quality Assurance with support from division staff or external agencies. 
 
All CATS divisions and contractors are subject to safety audits. The criticality of 
certain operations requires rigorous development of reviews and audits. These 
include training, maintenance, and operations activities. Both periodic and no-
notice inspections are undertaken to address all aspects of the activity, including 
documentation, practices, and compliance with this ASP, CATS policy and other 
requirements. The Internal Safety Audit team reviews training, practices, and 
procedures to correct deficiencies identified during the conduct of audits or other 
safety activities, including inspections and emergency drills. 


 
3.2.2 Purpose and Scope 


 


The purpose of internal safety audits is to confirm all safety components are in 
place and assigned safety tasks and activities are being accomplished. This 
provides an additional means of documentation for senior management to verify 
how well each division is fulfilling their safety-related goals and objectives as 
required in the ASP.  


 
Organizational functions subject to the safety audit process include:  


 


• Facility inspections 


• Maintenance audits/inspections 


• Review of rules, standard operating procedures, special bulletins, and orders 


• Review of training/retraining programs 


• Emergency response planning, coordination, and training 


• Configuration Management 


• Systems modifications (review and approval) 
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• Safety data analysis 


• Employee safety programs 


• Hazardous materials program 


• CATS safety goals and objectives 


• Occupational safety and health programs 


• Contractor safety 


• Procurement and specification engineering 


• Drug and Alcohol Testing Program 


• Any aspect or responsibility as outlined in this document 


 


Pursuant to 49 CFR 673 and NCDOT SSOPS Section 4.7, the Internal Safety Audit 
process must evaluate the following components: 


1.  Safety Management Policy § 673.23(a) 
1. Goals and Objectives § 673.23(a) 
2. Management Accountabilities and Responsibilities § 673.23(d) 
3. Employee Reporting Program § 673.23(d)  
4. Safety Policy Dissemination § 673.11(a)(5) 
5. Reference to Emergency Management Plan (EMP) § 673.21(a)-(d) 


(a) Safety Management Policy Section§ 673.23  
(b) Safety Risk Management Section§ 673.25  
(c) Safety Assurance Section§ 673.27  
(d) Safety Promotion Section§ 673.29 


 


2.  Safety Risk Management (SRM) Section§ 673.25(a)-(d) 
1. SRM Process 
2. Hazard Identification 
3. Safety Risk Assessment 
4. Safety Risk Mitigations 
5. Safety Data Acquisition and Analysis 


 


3.  Safety Assurance Section§ 673.27(c) 
1. SA Implementation Process 
2. Safety Performance Monitoring and Measurement 
3. Internal Safety Review Program 
4. Coordination with Hazard Management Program 
5. Management of Change 


 


4.  Safety Promotion Section§ 673.29(a)-(b) 
1. Safety Plan Dissemination 
2. Safety Plan Review and Modification 
3. Safety Plan Implementation Tasks and Activities (including 


responsibilities matrix) 
4. Employee and Contractor Safety Programs (knowledge and 


compliance) 
5. Compliance with Local, State, and Federal Requirements 
6. Training and Certification Program 
7. Safety Communication and Outreach 
8. Environmental Management Program 
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3.2.3 City and CATS Divisions Subject to Internal Safety Audits (ISAs) 
 


• Bus Operations including STS 


• Rail Operations  


• Facilities Management  


• Safety and Security 


• Quality Assurance 


• Marketing and Communications 


• CATS Technology 


• City Procurement 


• City HR 


• Finance/Revenue 
 


3.2.4 ISA Process 
 


The General Manager of Safety and Security is responsible for the management 
of the Internal Safety Audit Program. All CATS divisions are required to cooperate 
fully with the ISA team. Executive and senior managers ensure that their divisions 
participate fully in the safety audit process. CATS Quality Assurance and Safety 
and Security will jointly conduct safety audits.   


 
3.2.5 ISA Cycle / Schedule 


 


Over a three-year period, key components of the ASP must be audited at least 
once. The CATS Internal Safety Audit Process is intended to be a continuous 
safety review process. The Office of Safety and Security and Quality Assurance 
will jointly develop and annually submit a comprehensive Internal Safety Audit 
schedule to NCDOT each December, detailing when it will audit the Agency Safety 
Plan components over the three-year period. The schedule is revised as necessary 
to accommodate schedules for auditors and the audited divisions. CATS QA100 
Quality Audits outlines the process to be followed for ISA. 
 
The ISA team will identify the components of the annual safety performance 
assessment based on SMS and conduct a safety assessment annually to verify 
compliance to audit schedule.   


 
The ISA lead auditor notifies the division/organization and NCDOT a minimum of 
15 days in advance of a scheduled safety audit. This notification must include the 
audit checklist for the sections of the ASP to be audited. 


 
3.2.6 Integrity of Review Process 


 


To maintain the integrity of the review process, an ISA team is used to conduct 
safety audits. The lead auditor will be a qualified person from Quality Assurance 
or the Office of Safety and Security. The Office of Safety and Security does not 
lead audits/reviews of those functions and components for which it is directly 
responsible to implement. These components are audited by Quality Assurance 
personnel, or an independent member of the audit team. No team member shall 
audit a function or activity for which he/she is responsible. The lead auditors will 
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be certified to conduct audits by accredited bodies such as the Transportation 
Safety Institute (TSI), American Society for Quality (ASQ). 
 


3.2.7 ISA Checklist Development Process 
 


Audit checklists are developed in advance and submitted to NCDOT for review and 
approval. Checklists are prepared during the review of the documents referenced 
in the ASP section; previous audits; audit findings; and corrective actions. Audit 
checklists are provided to the organization or division being audited and to NCDOT 
a minimum of 15 days in advance of the audit. 
 
Pre-audit and post-audit conferences are held by the audit team, as appropriate, 
with the entity being audited. The safety audits are comprised of record reviews, 
interviews, field observations and inspections, and measurements to verify the 
accuracy of documentation and spot inspections of facilities and equipment to 
verify compliance with the ASP, procedures, codes, and regulations.  
 
The following list of documents may be used to support development of the audit 
checklists: 


 


• ASP, SSP, and EPCP 


• Rule Book(s), bulletins, and procedures 


• Standard and emergency operating procedures 


• Training program documentation 


• Management and/or administrative plans/procedures 


• Design standards and criteria 


• Accident and investigation reports 


• Hazard tracking logs 


• Corrective Action Plans 


• Previous audit reports 


• Other sources as determined by NCDOT SSO upon request 
 


3.2.8 Audit Report 


 


The Office of Safety and Security will provide a draft safety audit report to NCDOT 
SSO for approval.  NCDOT SSO makes changes/ recommendations to the audit 
report prior to final issue of the report.  
 
Upon completion of each audit report, the Office of Safety and Security issues a 
final report of the results and specifies areas of deficiency, including cause; 
prepares recommendations; identifies the need for Corrective Action Plans; and 
distributes copies of the report to CATS Chief Executive Officer, Quality Assurance 
Manager, Safety and Security staff, and the audited Division.  
 
Responsible Divisions are expected to determine the cause of nonconformances 
and to develop corrective actions, though the audit team may make 
recommendations and must approve corrective actions. The results of the audit 
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are used for positive corrective action, not as an internal regulatory process. Safety 
Audit coordination meetings and management briefings are held to review areas 
of concern or disagreement over findings and evaluate possible corrective actions.  
Safety and Security personnel monitor and track corrective actions with the 
affected divisions to ensure implementation.   
 
Safety and Security personnel submit the CAPs (for Rail only) to the NCDOT SSO 
for review and approval in accordance with Section 3.4.8.3 - Corrective Action 
Plans. Safety and Security personnel track the implementation of the NCDOT-
approved CAPs through closure. Safety and Security will also provide the CAPs to 
the audit team after the CAPs are approved by NCDOT SSO. 


 


3.2.9 Annual Review Report 


 


An Annual Safety Activities Report is provided to the CEO and to the NCDOT SSO 
for review and approval on or before February 15th. The report includes: 


• results of the internal Safety Audit Process for the calendar year in terms 
of the adequacy and effectiveness of the ASP and the status of 
subsequent findings and corrective actions, 


• a summary of the Emergency Management Program, 


• the internal safety audits planned for the upcoming calendar year, 


• a summary of all hazards identified during the previous year and corrective 
actions taken to address these hazards, 


• a summary of all reportable accidents/incidents, 


• status of resource allocation plan for SMS implementation, and 


• identification of staff designated for implementation of ASP/SMS 
implementation and safety oversight at CATS. 


 
Along with the annual report, CATS must include a formal letter signed by the CEO 
certifying CATS is in compliance with its ASP. If the safety audit’s findings indicate 
noncompliance with its ASP, the CEO must identify in the formal letter the nature 
of the noncompliance and the steps CATS will take to achieve compliance. An 
implementation schedule detailing when compliance will be achieved may also be 
provided. 


 
3.2.10 Coordination with SSO Program 


 


As noted above, the following aspects of the Internal Safety Audit Process are 
coordinated with NCDOT per the current SSOPS: 


 


• Internal Safety Audit Cycle and Schedule 


• Safety Audit Checklists 


• Actual dates of each safety audit 


• Each Safety Audit Report 


• Corrective Action Plans 


• Annual Safety Activities Report 


• CEO Annual Certification 
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3.2.11 Corrective Action Follow-up Procedures 
 


Findings from Safety audits will be added to the appropriate Hazard Management 
Log by the lead auditor per the Hazard Management Process. If applicable, a CAP 
will be created per Section 3.4.8.3 - Corrective Action Plans. Corrective action 
plans are reviewed monthly by the SMS manager or designee to provide oversight 
and direction for corrective action activities in order to resolve hazardous 
conditions and deficiencies. Any hazardous condition/deficiencies that are rated 
as Unacceptable will be reported by the Chief Safety Officer or SMS Manager to 
the CEO per the Hazard Management Program. The CSO will include a summary 
of safety deficiencies identified during audits as part of the hazardous conditions 
monthly report to the CEO.      
 


3.3 Maintenance and Inspection Program for Vehicles, Equipment, Systems, and 
Infrastructure 


 


3.3.1 Facilities and Equipment Subject to Inspections 
 


Periodic inspections are made of all CATS facilities and equipment to ensure they 
are maintained in a state of good repair; clean, safe, and functional to safeguard 
employees, visitors, and passengers.  
 
CATS Facilities Management Plan identifies the responsibilities for facilities and 
equipment maintenance. Inspection schedules are included as an appendix to the 
Facilities Management Plan. Facilities Management performs inspections of CATS 
facilities (South Boulevard Light Rail Facility, South Tryon Bus Facility, and 
Davidson Street Bus Facility), as well as all transit centers, park and rides, bus 
stops, light rail stations, streetcar stops and amenities. They also contract the 
inspection and maintenance of facilities equipment. The Facilities Management 
Plan identifies the priority structure assigned to Work Orders generated from 
inspections. Operational/Safety Related items are priority one with a targeted 
response time of four hours or less. Facilities Management will immediately notify 
the Office of Safety and Security when an urgent safety issue is identified. 
 
Items are inspected and maintained in accordance with the manufacturer’s 
recommendations, Facilities Management Plan, SOPs and CATS standards by 
Facilities Management staff, Bus and Rail Operations staff or contractors. 
 
Shop equipment is maintained and serviced according to manufacturer's 
recommendations and the Facilities Management Plan. In certain facilities, the 
services of outside vendors are required for servicing specialty items such as lifts, 
hoists, and fire detection and suppression systems. 
 
A member of the Office of Safety and Security staff completes a quarterly safety 
inspection of transit facilities and light rail stations that covers a variety of OSHA 
1910 and 1926 considerations in the facility such as housekeeping, fire 
extinguishers and guard rails/stair-rails in place. The Office of Safety and Security 
forwards the inspection reports to the responsible division/sections for resolution. 
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Rail Car Maintenance conducts daily inspections of vehicles before releasing 
vehicles into revenue service. Bus Maintenance conducts an inspection of buses 
and reviews operator inspection cards when buses go for fueling. Any safety 
critical items identified will result in the vehicle being taken out of service for repair 
prior to release to revenue service.  
 
Operators perform pre-trip inspections of vehicles prior to entering revenue 
service. Results of these inspections are documented on the pre-trip inspection 
card and submitted to Maintenance for follow-up and repair. Inspections are 
conducted to ensure that vehicles are safe, clean, reliable, and ready for revenue 
service. Any safety critical items identified will result in the vehicle being taken out 
of service for repair prior to release to revenue service. 
 
As part of the implementation plan, CATS Transit Asset Management (TAM) 
Program will be establishing the direction for Asset Management Policies. The 
program will establish the divisional roles and responsibilities as stated in the 
CATS TAM Implementation Plan. The process will tie into the review of State of 
Good Repair and any Unacceptable or Undesirable Hazards will be addressed by 
following the Hazard Management Plan in the ASP. A report rating deferred 
maintenance items will be provided by Operations and Facilities at the monthly 
Safety and Security Committee (SSC). 


 
3.3.2 Systems and Facilities Subject to Maintenance Programs 


 


CATS ROD600 Preventive Maintenance Requirements for Rail Systems summarizes 
the maintenance and inspections performed by the Rail Maintenance of Way division. 
The Maintenance of Way division performs the following inspections in accordance 
with the Systems Maintenance Yearly Schedule and the 600-series Light Rail SOPs. 
 


• Grade Crossings 


• Signal Houses 


• Track Circuits  


• Switch Machines 


• Traction Power Sub-Stations  


• Overhead Catenary System 


• Track and Roadbed  


• Embedded Track Slab 


• Track Drains 


• Embedded Switch Machines 
 


Light Rail vehicles are serviced and maintained in accordance with the Light Rail 
Fleet Management Plan and the 500-series Light Rail SOPs. Rail Car Maintenance 
performs equipment inspections in accordance with the Light Rail Fleet Management 
Plan and ROD SOPs. A Daily Inspection of each LRV is performed by Rail Car 
Maintenance in accordance with the Light Rail Fleet Management Plan and CATS 
Procedure ROD502, LRV Daily Inspection.  
 
Buses are maintained in accordance with the Bus Fleet Management Plan. CATS 
BOD100 Preventative Maintenance Inspection (PMI) Audits identifies the internal 
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audit process that ensures a high level of quality and reliability in performing 
preventative maintenance inspections and repairs for CATS transit buses. 
 


3.3.3 Regular Inspections and Testing Procedures 
 


Inspections of facility equipment are made in accordance with appropriate 
maintenance manuals and procedures. Inspection of equipment prior to use is 
captured in Rule Books and Maintenance Manuals. 
 


3.3.4 Resolution of Review/ Inspection Findings 
 


Each facility inspection report is sent to the Facilities Administrative Officer for 
generation of work orders. It identifies specific areas and targets specific 
recommendations for corrective action. Identified unacceptable hazards are 
reported to the General Manager of Facilities and the CSO. Facilities Work Orders 
are tracked through completion in CityWorks. Facilities staff will rate identified 
hazards and maintain a Hazard Tracking Log. 
 
Preventative Maintenance of Vehicle work orders are triggered by either vehicle 
mileage or time milestones. Maintenance inspections are scheduled and tracked 
through the MMMS (SPEAR). SPEAR tracks these work orders through completion. 
Identified unacceptable hazards will result in the vehicles being taken out of service.  


 
3.3.5 Checklists 


  
Facilities Management uses CATS Facilities Inspection Checklist (Form FMF03) and 
Rail Station Monthly Inspection checklist (FMF07) for regular inspections. Transit 
Amenities use TAMS Daily Inspection Sheet (FMF04) to document inspections at bus 
and streetcar stops.  
 
Systems Maintenance checklists and forms are completed in accordance with the 
600-series Light Rail SOPs and the Track Maintenance Plan. 
 
The RCM Mechanic completes the LRV Daily Inspection Checklist (RODF091 S-
70s and RODF093 Streetcars) and submits it to the Rail Car Maintenance 
Supervisor.  
 
Bus Maintenance Technicians perform Preventative Maintenance Inspections 
using forms developed for each specific bus type. Shop Foremen perform safety 
inspection reviews on buses using Shop Foreman Safety Review Form B.   


 


The Office of Safety and Security conducts Facility Safety Inspections using 
iAuditor and Station Safety and Security Inspections using Checklist (S&SF29) 
based on OSHA Standards. (See Appendix E for forms and iAuditor screenshot of 
the various facility inspection templates). These checklists are used to perform 
quarterly safety related inspections at facilities and stations.   
 


A Pre-Departure Inspection is performed daily by vehicle operators and 
documented on the pre-trip inspection forms. 
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3.3.6 Coordination with Hazard Management Program  
 


Hazards identified during safety inspections are to be resolved as close to the 
source as possible.  Identified hazards are reported via email or phone call to the 
appropriate section manager to make them aware of the hazard that needs to be 
resolved. Issues that are noted immediately, resolved, and result in a formal 
corrective action, will be tracked following the Safety Corrective Action Plan 
process in the safety CAP log.  Technicians are to repair equipment that does not 
meet safety requirements or take the equipment out of service/remove it from the 
work area as appropriate. Defective equipment must be tagged-out if it cannot be 
removed from the work area. Employees are to reject equipment that is not fit for 
use and issues must be addressed and resolved as soon as possible, with safety 
critical items being resolved first.  


 


S&S Inspection reports are e-mailed to the responsible personnel for resolution 
and tracked through inspection logs. UAH/UDH hazards identified through 
inspection reports will be managed to closure and tracked using a centralized 
enterprise resource system. 


 


3.4 Accident / Incident Notification, Reporting and Investigations 
 


3.4.1 Overview 
 


All CATS employees and contractors are expected to comply with CATS S&S03 
Accident/Incident Investigation and Reporting procedure (Appendix C) and use the 
forms prescribed. Roles, responsibilities, and accident reporting thresholds are 
outlined in the procedure, including accident notification, reporting and 
investigation throughout the organization. The level of investigation required is 
dependent on the seriousness of the event. Each accident/incident is investigated 
by a supervisor as specified in the procedure.  


 


3.4.2 Accident / Incident Reporting Criteria to NCDOT and FTA (Rail Only) 
 


NCDOT State Safety Oversight Program Standard (SSOPS) requires that CATS 
submits reports to NCDOT and FTA regarding accidents/incidents as defined in 
SSOPS Section 6.1 Figure 8. Criteria are detailed in CATS S&S03 Section 8.3 
External Notifications by Safety and Security.   


 


3.4.3 Accident / Incident Investigation Procedures on behalf of NCDOT (Rail 
Only) 


 


In general, NCDOT authorizes CATS to conduct accident investigations on its 
behalf, unless otherwise notified. CATS Safety personnel conducting 
investigations will be in compliance with the Public Transportation Safety 
Certification Program (PTSCP). For all investigations conducted by CATS on 
behalf of NCDOT, CATS utilizes procedure CATS S&S03 Accident/Incident 
Investigation and Reporting to conduct its investigations. CATS S&S03 has been 
approved by NCDOT. Information collected during investigations includes, at a 
minimum, scene assessment, supervisory and emergency responder reports, 
audio/visual reports, and vehicle downloads.  
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CATS must submit any updates and revisions to its accident investigation 
procedures to NCDOT as they are completed and implemented by CATS or with 
the annual update of the ASP. This procedure, S&S03, is Appendix C of CATS 
ASP.  


 


NCDOT may participate in the investigation process when CATS is conducting the 
investigation on NCDOT’s behalf. The terms of participation are specified in the 
NCDOT SSOPS, CATS ASP and in CATS S&S03 Accident/Incident Investigation 
and Reporting. If NCDOT elects to conduct an investigation of accidents or 
incidents, the General Manager for Safety and Security may also conduct an 
independent investigation. 


 


3.4.4 Supervisor Investigation 
 


Bus, Light Rail, and Paratransit accidents and incidents which do not involve 
serious injury and/or damage usually require only an initial investigation by the 
supervisor responding to the scene. Rail accidents and incidents that may be 
investigated by supervisors only are those that do not meet the criteria specified 
in ASP Section 3.4.2. The supervisor at the scene will: 
 


• Perform an investigation, including an on-site inspection of the accident scene 


• Conduct interviews with involved personnel and witnesses as appropriate 


• Review reports written by involved personnel 


• Gather, collect, and review physical evidence 


• Complete each CATS accident / incident investigation form that applies to the 
event. (See CATS S&S03 Accident/Incident Investigation and Reporting.) 


• Submit a report based on the information collected to the Manager of Safety – 
Bus/Rail, Office of Safety and Security.  The Manager of Safety – Bus/Rail will 
ensure that the General Manager of Safety and Security and the City of 
Charlotte Risk Management Division are provided copies of all reports. 


 


3.4.5 Safety and Security Follow-up 
 


The CATS Office of Safety and Security reviews all accident/incident reports for 
potentially serious problems or conditions. All accident/incident data is collected 
throughout the organization and analyzed to determine trends within the 
operations. Additionally, when accident/incident reports and statistics show 
repetitive trends that result in an inability to meet or exceed the safety goal and 
objective, the Office, through the Manager of Safety - Bus, the Manager of Safety 
- Rail or Manager of Security, initiates an investigation to determine the causal 
factors and settle on required corrective actions, approved by the General 
Manager of Safety and Security.  


 


3.4.6 Investigation Called by Chief Executive Officer 
 


The Chief Executive Officer may bring in additional resources to support an 
investigation of any incident/accident occurrence conducted by the Office of Safety 
and Security including investigations by NCDOT or the National Transportation 
Safety Board (NTSB). 
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3.4.7 Internal Notification of Accidents and Unacceptable Hazards (from CATS 
S&S03) 


 


Depending on the type of incident, the operator/employee must immediately notify 
the appropriate communications center and/or Safety and Security personnel. 
Non-revenue vehicle operators must notify their supervisor/manager if possible. 
CATS follows the S&S03 Accident/Incident Investigation and Reporting procedure 
when making internal notifications. 


   


3.4.8 External Notification Procedure (Rail Only) 
 


CATS follows the S&S03 Accident/Incident Investigation and Reporting procedure 
when making external notifications. The reportable incidents identified in S&S03 
are based on the current Code of Federal Regulations (CFR) related to public 
transportation and the NCDOT State Safety Oversight Program Standards 
(SSOPS).    


 


3.4.8.1 At-scene Procedures  
 


CATS S&S03 describes the roles and responsibilities of CATS personnel on the 
scene of an incident. 


 


3.4.8.2 Accident / Incident Investigation Reporting, and Documentation 
 


NCDOT (Rail Only) 
Each CATS investigation conducted on behalf of NCDOT must be documented in 
a final report that includes a description of investigation activities, findings, 
identified causal factors, and a Corrective Action Plan, if applicable. Preliminary 
reports will be submitted within 72 hours post incident and final reports will be 
submitted when completed with updates provided to NCDOT every 30 days. All 
investigation and reporting requirements will follow current NCDOT State Safety 
Oversight Program Standards (SSOPS) and CATS S&S03 Accident/Incident 
Investigation and Reporting procedure. 


 
Reports and records of accident investigations submitted to NCDOT by CATS, as 
well as related reports and records produced by both NCDOT and CATS, will be 
treated as confidential information and will not be released without concurrence by 
both NCDOT and CATS. All documentation related to accident investigations are 
kept on a secure server within CATS. Hard copy or electronic copy of documents 
are available upon request by authorized personnel. 
 
National Transit Database 
Accidents and Incidents for CATS are also reported to the National Transit 
Database (NTD) monthly. 
 
Major events are reported by mode separately for each event. Information includes 
number of fatalities, number of injuries, total estimated property damage, date, 
time, and address of the event. Report includes a brief synopsis of the event.   
 







CITY OF CHARLOTTE 
CHARLOTTE AREA TRANSIT SYSTEM  AGENCY SAFETY PLAN 


 
 


November 2022 40 Revision 2 
Printed copies of this document are uncontrolled copies. 


 
 


For minor events: CATS reports by mode (Bus, Commuter Bus, Light Rail, STS, 
Vanpool); the number of events by location (in revenue facilities, in transit vehicles, 
in non-revenue facilities); the number of injuries by category (customer, worker, or 
other); and for fires by location. 


 


3.4.8.3 Corrective Action Plans (Rail Only) 
 


After the occurrence of an accident and subsequent investigation, the development 
of recommendations, the identification of an unacceptable hazardous condition, or 
hazards or deficiencies identified through internal or external safety reviews/audits, 
the CATS Safety and Security representative will enter a Corrective Action Plan 
(CAP) in NCDOT’s web-based software program within 30 calendar days after 
identification of the need for a CAP. CATS may request additional time to prepare 
the CAP for complex issues. Should the web-based program not operate properly, 
then the CAP will be submitted in the manner requested by the NCDOT SSO 
representative.  


 
The Corrective Action Plan will include: 


 


• a title that references the ASP element number, the year, and a suffix starting 
with “01” indicating the first item for that element and year (progressing 
numerically for additional CAPs for the same element and year). The 
alphanumeric format must be: “ASPxx-year-xx”, using four digits for the year;   


• the hazard or deficiency identified and investigation (if relevant to the CAP);  


• reason for the noncompliance (if relevant to the CAP); 


• proposed actions planned to minimize, control, correct, or eliminate the unsafe 
or hazardous condition, including interim action if required;  


• scheduled date of completion of implementation;  


• division and individual responsible for implementing the CAP; 


• comments subsequently added, especially pursuant to NCDOT review and 
closure of the CAP.  


 


The CAP shall be submitted to NCDOT for review and approval using the web-
based system. NCDOT will enter its approval or rejection of a CAP within 15 
calendar days of receiving the CAP. In the event NCDOT rejects a CAP, NCDOT 
will state its reasons and recommend revisions. CATS shall submit a revised CAP 
to NCDOT no later than 15 calendar days following the rejection. If NCDOT takes 
issue with CATS’ proposed CAP, NCDOT and CATS must work together until 
NCDOT approval can be obtained. NCDOT approval is not necessary for short-
term measures required to immediately mitigate hazardous conditions; however, 
these measures shall not replace the need for a long-term CAP. NCDOT will 
provide its support for such short-term measures, or outline its concerns regarding 
them, in its written approval or disapproval of the formal CAP.  
 


If the NTSB investigates, CATS and NCDOT shall review the NTSB findings and 
recommendations to determine if a CAP is required. If a CAP is required either by 
the NTSB or NCDOT, CATS shall develop it.   
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Unacceptable Hazardous Conditions that are identified through any means, 
including after action reports, as containing Sensitive Security Information (SSI) 
will be tracked in a separate hazard log.     


 


The CAP log generated in NCDOT’s web-based software program includes entries 
related to:  


• most probable cause;  


• corrective actions for investigation reports, annual audits, three-year safety 
reviews, and FTA Program Audits;  


• unacceptable hazardous conditions;  


• hazard analysis or safety reviews performed at the request of NCDOT; and 


• other related external reviews.   
 


The status of open corrective actions is reported and reviewed on a monthly basis 
with Rail Operations management. All corrective actions are prioritized for 
implementation using the risk assessment matrix and assigned a responsible 
person to lead the corrective action effort and close the corrective action after 
resolution.  NCDOT requires verification from CATS that the CAP has been 
implemented either by documentation submitted by CATS, independent visual 
inspection by NCDOT, or both. 


 


3.4.8.4 Coordination with State Safety Oversight Agency (Rail Only) 
 


When an accident, incident, or condition involves post-accident inspections, 
examination, or testing by CATS Divisions, the Office of Safety and Security is the 
lead CATS office to coordinate with NCDOT. The Office of Safety and Security will 
evaluate the need for accident/incident reconstruction, in cooperation with the City 
of Charlotte Risk Management Division.   
 
NCDOT may choose to investigate rail accidents and Unacceptable Hazardous 
Conditions rather than having the Office of Safety and Security perform the 
investigation on its behalf. CATS will fully cooperate with the NCDOT in its 
investigation, with the General Manager of Safety and Security serving as CATS’ 
primary point of contact. NCDOT submits draft reports to CATS for review and 
feedback. CATS will notify NCDOT SSO in writing of any findings or issues in which 
they disagree. Additional information and clarification will be provided to NCDOT 
to address any disagreements. NCDOT SSO will make the final decision on 
findings and issues. 


 
3.5 Management of Change 
 


3.5.1 Procedures for Evaluating Safety Risk of Proposed Changes 
 


3.5.1.1 Internal / External Sources of Change 
 


Changes to the CATS systems can be identified through internal and external 
sources. These sources can include review of SPEAR entries, field inspections, 
audits, investigations, and reports from NCDOT or FTA. A list of sources of change 
can be found in Section 2.2.1 Hazard Identification. 
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3.5.1.2 Process for Change 
 


CATS Management will ensure that any changes in its projects or existing services 
will be carried out in a planned manner. Before approving any planned changes, it 
will consider the following:  


 


• The purpose of the changes and their potential consequences in the scope of 
any construction/planning of project and/or services to the public. 


• The available resources. 


• Review of responsibilities and authorities of people who would be impacted 
with these changes; and 


• Safety implications or hazardous conditions. 
 


For Rail Operations, the following process will be used to review, evaluate, and 
document the process of change: 


 


• CATS established policies or procedures intended to reduce safety risk shall 
not be changed until formal review by CATS Safety & Security, Quality 
Assurance and Operations staff meet and agree on the change to ensure no 
additional hazard or safety risk is introduced.  The formal review will be 
documented using either the Hazard Analysis Form or Safety Analysis Form 
signed by appropriate management personnel, or by having the Rail Safety 
Manager co-sign the bulletin or notice indicating Safety was involved in the 
review and accepts the change. Review and comment by NCDOT shall be 
required as defined in the NCDOT State Safety Oversight Program Standards 
(SSOPS) prior to the change taking effect. Once the changes have been 
approved, employees will need to be trained on the change prior to 
implementing the new policy or procedure. 


• If the analysis documents the proposed change should be implemented, the 
change will be made following the ROD304 Bulletins, Notices, General Orders 
and Operating Orders and/or ROD801 Configuration Change Control 
Procedure.  Employees receive awareness and notification in regard to 
changes in their work area. This is verified with sign-off sheets. 


• CATS established rail policies and procedures that will be affected include but 
not limited to the following documents: 
o Rail Rulebook 
o Rail Operations Control Center (ROCC) Manual 
o Rail SOPs 
o Rail Maintenance Handbook 
o Track Maintenance Handbook 


 
Change is planned to ensure it is accomplished in a controlled manner and CATS 
Management shall ensure that the integrity of the SMS is maintained when 
changes to the system are planned and implemented.   


 


3.5.1.3 Field Observations for Changed Work Environments 
 


Identified changes to the CATS System or mitigations that have been implemented 
in the field will be verified and monitored by the appropriate Division staff and Office 
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of Safety personnel to ensure the mitigation is appropriate and effective. If it is 
determined that a mitigation for an Unacceptable or Undesirable hazard is 
ineffective, the SMS Manager or the CSO will be notified and a different mitigation 
will be implemented to address the issue. These changes will be managed on the 
Division’s Hazard Management Log and the Safety Risk Register as applicable. 


 
3.5.2 Configuration Management 


 


3.5.2.1 Overview 
 


Configuration Management is defined as the effective control of a facility’s as-built 
arrangement and operation to ensure compliance with approved and/or accepted 
technical requirements and other governing criteria. Control of the as-built 
configuration of facilities, systems, equipment, and vehicles begins during 
development of the final design and extends through construction, start-up, and 
operations, concluding with deactivation of the facility, system, equipment, or 
vehicle. CATS Configuration Management includes document and record control, 
change control in operating systems and construction change control.   


 


3.5.2.2 Process for Change 
 


1. Control of Documents 
 


CATS Quality Assurance procedure CATS QA02 Control and Distribution of 
Plans, Manuals, Policies and Procedures defines the controls needed: 


 


• To approve documents for adequacy prior to issue 


• To review and update as necessary and re-approve documents 


• To ensure that changes and the current revision status of documents are 
identified 


• To ensure that current versions of applicable documents are available at 
points of use 


• To ensure that documents remain legible and readily identifiable 


• To prevent the unintended use of obsolete documents and to apply suitable 
identification to them if they are retained for any purpose 


 


Employees shall use the specified or latest revision of specifications or 
controlled documents to include documents of external origin. 


 


2. Control of Records 
 


Records are established and maintained to provide evidence of conformity to 
requirements, and for the effective operation of the quality management 
system. SMS records are maintained by the record owners identified on 
CATS Records Retention Schedules and shall remain legible, readily 
identifiable, and retrievable. CATS RIM01 Control of Public Records defines 
the controls needed for the identification, storage, protection, retrieval, 
retention time, and disposition of records. Record retention schedules for 
CATS documents maintained by CATS and by other City departments for 
CATS are available in CATS Record Retention Schedule on 
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CNet/CATS/CATS Records Management site. CATS Records Retention 
schedules are in compliance with NC General Statute (NCGS) Chapter 132.  
Records related to ASP development and SMS implementation will be 
retained electronically for a minimum of three (3) years in accordance with 


CATS Records Retention Schedules and 49 Parts 670, 672, 673, and 674. 
 


3. Contract Changes 
 


Changes to a contract can originate from various sources in the form of change 
notices, verbal directives, or contractor claims with merit. The procedure for 
contract changes is CATS P&CM04. CATS may, by written change order, 
make a change to the work within the general scope of the contract. The 
contractor may propose changes to CATS for its review and approval or 
disapproval. Acceptance of contractor-proposed changes is solely within 
CATS’ discretion. Regardless of source, changes are considered to be pending 
until they are made a part of the Contract by a fully executed change order. 
The resident engineer (RE) maintains a status log of all pending changes and 
make periodic reports to management on actions being taken to finalize these 
changes. General Conditions Article entitled "Changes" dictates the Contract 
provisions for making changes to the Contract. In addition, CATS’ Change 
Control Procedure must be followed. When there is conflict between the 
General Conditions, CATS Change Control Procedure, and the Construction 
Management Manual, the General Conditions takes precedence, followed by 
CATS Change Control Procedure, and finally the Construction Management 
Manual. 


 
4. Configuration Change Control in Light Rail Vehicles 


 


CATS Procedure CATS ROD801 establishes the process to be followed to use 
alternative material instead of Original Equipment Manufacturer materials 
and/or make changes in the process pertaining to the repair and maintenance 
of light rail equipment. The procedure also establishes a Configuration Control 
Board to review and approve or reject requests for changes to maintenance 
and material parts or processes and to ensure adherence to the procedure. 


 
5. Configuration Change Control in Buses for BOD and STS 


 


CATS Procedure CATS BOD104 Configuration Change Control establishes 
the process to be used for change control of BOD and STS vehicles. When 
BOD Maintenance is contemplating a change through the Original Equipment 
Manufacturer, it is reviewed and approved by Change Control Managers. 
Change Control Managers include: the GM of Bus, Director of Maintenance, 
and Manager of Safety – Bus.   


  
6. Authority for Change 


 


The CATS Quality Manual is the authority for the following types of changes: 
 


• Control of Records 


• Control of Documents 
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3.5.3 Safety and Security Certifications (SSC) 


 


The CATS safety and security certification process is used to ensure that safety 
concerns and hazards are adequately addressed prior to the initiation of passenger 
operations for new start projects and subsequent major projects to extend, 
rehabilitate, or modify our existing system, and to replace vehicles and equipment. 
Major Capital Projects are defined as $100 million or greater by the FTA, but the 
administrator may apply this process for Federal funded projects under $100 
million. The process also applies to all other projects determined by CATS’ Office 
of Safety and Security to be of sufficient significance to require formal safety and 
security certification. CATS’ processes for safety and security certification are 
based on FTA’s Handbook for Safety and Security Certification (2002) and CATS’ 
own configuration management plans and procedures. Separate safety and 
security certification plans are developed for each identified project. 


 
During the performance of hazard analyses, as part of the Safety and Security 
Certification Process, CATS identifies Category 1 Catastrophic and Category 2 
Critical hazards. These hazards constitute the Safety Critical Items List (SCIL), a 
subset of the CIL, to provide visibility of these issues and to verify monitoring and 
control. The Office of Safety and Security updates the CIL to reflect the status of 
all hazards, prioritizing Category 1 and 2 hazards. The SCIL and CIL are published 
and managed until all hazards have been eliminated, reduced, or controlled to 
acceptable levels.  System changes and modifications are not to be made without 
first being reviewed and approved by the SSRC. 


 
A separate Safety and Security Certification Plan (SSCP) is developed for new 
start projects and major projects in accordance with the FTA’s Handbook for Safety 
and Security Certification (2002).  


 
Current SSCPs include the CityLYNX GL2 and the LYNX BLE.   


 
CATS is a self-certifying agency except in cases where the required expertise to 
oversee the safety and security certification process is not available among CATS 
staff in the estimation of the General Manager of Safety and Security.  In those 
cases, qualified consulting services may be retained to perform the certification 
according to FTA standards.  Although CATS may contract out safety and security 
certification services, CATS maintains the responsibility to report to the FTA their 
acceptance and endorsement of the work performed under the safety and security 
certification process. 


 


3.5.3.1 Certifiable Components 
 


a. These components are broken down into 4 major categories: 
 


1. Facilities/Equipment  
2. Systems 
3. Integrated Test Requirements 
4. Operational Requirements  
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b. The certifiable components for a project are defined by reviewing the project 
design criteria manual, project management plan (PMP), and like project-
related documents such as the CILs and specifications.   
 


c. All major contractor and manufacturer audits, inspections, and tests where the 
safety and security of customers and/or employees, equipment, or facilities 
could be affected by the improper or incorrect construction or manufacture of 
system components. These audits, inspections, and tests cover both facilities 
and system components. Included are First Article Inspections, Mockup 
Reviews, Qualification Tests, Performance Tests, and Acceptance Tests. The 
integrated tests are developed to verify the integration and compatibility of 
equipment, facilities, and operation/maintenance procedures to function 
together under normal, abnormal, and emergency situations. This includes 
verifying the coordination, response, environmental constraints, and capabilities 
of CATS and outside agencies.  
 


d. The safety and security certifiable components in each construction package 
are certified independently once all sub-element and sub-item submittals are 
received, reviewed, signed off by the appropriate construction staff, and verified. 
Any “Open Items” that remain in effect with operational restrictions are 
documented and attached to the components certificate. The restriction(s) must 
have been resolved (or workarounds / operating restrictions put in place) and 
approved by the SSRC.  


 


e. The Project Safety and Security Certificate is prepared by the Office of Safety 
and Security and reviewed/approved by the SSRC once all the construction 
packages have safety and security certificates, transportation and maintenance 
personnel have been trained, emergency response personnel have been 
prepared to respond to emergency situations in or along the right-of-way, and 
safety and security system integration tests have been conducted. The overall 
project certificate and cover letter are presented to the CATS CEO for signature 
by the General Manager of Safety and Security. The certificate’s signature 
provides a formal notification that the applicable portion of the operating system 
is safe and secure for revenue service. Any “Open Items” that remain in effect 
with operational restrictions are documented SCIL and attached to the System 
Safety and Security Certificate. The restriction(s) must have been resolved (or 
workarounds / operating restrictions put in place) and approved by the SSRC. 


 


3.5.3.2 Hazard Resolution for Projects 
 


The hazard resolution process can be applied throughout the five phases of the 
system life cycle. 
 


Phase 1 - Planning 
Phase 2 - Design 
Phase 3 - Construction 
Phase 4 - Operations 
Phase 5 - Disposal 
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Identification of hazards is the responsibility of all divisions and is key to system 
safety. Hazards that are identified are analyzed for severity, frequency, and cost 
feasibility of remedial action required to eliminate or reduce the hazard to the 
lowest practical level. Hazard identification defines conditions and faults which 
have the potential for causing an accident.  The CATS Office of Safety and Security 
verifies that mechanisms are in place for identifying and reporting hazards on the 
system.   
 


Assessment of a hazard is based on the probability of occurrence and the severity 
of an event. Hazards with greater severity or probability to cause serious injury 
have a greater need for immediate resolution. 
 


Hazard resolution is the corrective action taken in response to the hazard 
identification and assessment process, but time and resource restrictions may 
determine the level of resolution that can be accomplished. The following are 
actions for hazard resolution: 


 


• Eliminate the hazard if possible. 


• Install protective devices/measures to reduce the hazard. 


• Provide training to educate the workforce of possible hazards. 


• If the hazard cannot be eliminated, reduce exposure to it. 
 


Hazard analysis encompasses a set of methodologies that first searches 
throughout the system for the potential to do harm. Having found such hazards, 
further analysis attempts to control any hazard at an acceptable level. However, to 
do so first requires an understanding of the causes of the hazards. 
 


Hazard analysis attempts to determine the set of primary events in the hazard 
generation process. Upon identification of these events, CATS will seek to 
mitigate, control, or eliminate the generation of hazards in ways that can reduce 
their risk to an acceptable level. 
 


Hazard analysis also attempts to reduce the severity of accident events by 
introducing protective devices and equipment, procedures and/or forms, or system 
modifications that reduce the amount of human and property damage in an 
accident event. 
 


The objective of hazard identification and analysis is to identify and define as 
many hazardous conditions as possible and enter them into the Hazard Resolution 
process before those conditions or associated activities cause an accident, injury, 
death, or other loss. 
 


While identifying every hazard is unlikely, the historical rail and bus passenger 
accident experience is a reliable source of input information that aids in the 
identification and capturing of hazards. CATS also uses inspections and checklists 
to identify hazards. For potential hazards during design of projects, we do hazard 
analysis as described in the Preliminary Hazard Analysis and mitigated hazards 
are moved to the Operational Hazard Analysis for CATS projects.  
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CATS uses the hazard identification and analysis process in the areas of System 
Safety, Environmental Protection, Design, and Procurement before purchasing 
and accepting new equipment and modifications of existing facilities, systems, or 
rolling stock. When safety certification is required, CATS uses qualified consulting 
services to verify that new or overhauled equipment, facilities, and rolling stock 
meet its safety requirements. 


 
3.5.4 Managing Safety in System Modifications 


 


Changes and/or modifications, including non-permanent system changes or 
modifications made to CATS’ existing systems, vehicles, facilities, and equipment 
that have the potential to adversely impact customer, employee, public, and/or 
system safety or security, but do not require safety certification (as determined by 
CATS’ Office of Safety and Security), are subject to CATS’ hazard management 
program. Such changes and modifications must be accomplished in a controlled 
manner to ensure that safety is incorporated into the project designs, plans, and 
procedures developed to implement the system change or modification. Such 
changes and modifications must also be performed in accordance with CATS 
plans and applicable CATS procedures such as CATS EX06 Project Management 
Planning and Project Management Plans, CATS P&CM04 Change Control 
Procedure or CATS ROD801 Configuration Change Control Procedure.  


 


Any division or section initiating a change must inform the CATS Office of Safety 
and Security and any other affected division or section, so they may review 
possible impacts, including safety or security impacts, resulting from the proposed 
change or modification. The Office of Safety and Security may determine that 
safety analyses are required as part of the change/modification design process. 
CATS Quality Assurance has oversight responsibility for changes to policies and 
procedures and enforcement of review by affected divisions/sections.  


 


Organizations providing professional services, architectural / engineering design, 
construction, or construction management to CATS are required to provide a 
Quality Assurance/Quality Control Plan (QAP) that defines the administrative and 
control measures appropriate for their respective scope of services. 


 
3.5.5 Managing Safety in Procurement 


 


CATS shall ensure that any purchased product conforms to specified purchase 
requirements. The type and extent of control applied to the supplier and the 
purchased product shall be dependent upon the effect of the purchased product. 


 
Procurement actions are conducted in accordance with all applicable Federal, 
State, and local laws, regulations, and policies. CATS conforms to the current 
procurement ordinances, policies and/or procedures adopted by the Council of the 
City of Charlotte or the Charlotte City Manager.  


 
The City Council has full budget and signature authority for all contracts. The 
authority to sign contracts for normal operations, supplies, and service contracts 
has been delegated to the City Manager or his/her designee, the Department 
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Director or his/her designees, or the Chief Procurement Officer, based on the total 
dollar amount of the contract. 


 
The Chief Procurement Officer has primary responsibility for procurement and 
contract administration, including issuing and compliance, with CATS Procurement 
Policies and Procedures. 
 
CATS Procurement Manual details the requirements for all important activities, 
such as preparation of purchase orders, contracts for services, bid lists, vendor 
quality requirements, and contract file maintenance. 
 
CATS CEO, project managers, and other key personnel have primary 
responsibilities, contributor/support responsibilities, or approval authority for 
specified aspects of the procurement function based on the scope of the contract. 
Responsibilities are identified in the Procurement Manual. 
 
Large procurements need to be planned during the budget preparation cycle to 
ensure specifications and contract awards are not driven by budget. All 
procurements must have an accurate detailed estimate prior to solicitation.  
 
Large projects (over $100,000) require a Project Management Plan (PMP) that will 
identify project team members including the Office of Safety and Security. The 
Procurement Service Request (PSR) identifies whether a PMP is required. The 
Office of Safety and Security identifies the level of safety certification for the project 
in the PMP. Safety and security design criteria and standards are integrated into 
all project designs, unless determined otherwise by the General Manager of Safety 
and Security. 
 
Planning for procurement and contracts entails considering safety, as well as 
technical, business, and management requirements in controlling acquisition from 
inception to completion.  
 
The purchasing process begins with the preparation of a specification and PSR 
that is then submitted to City Procurement.  For hazardous materials, safety items, 
personal protective equipment, safety products/systems, and service contracts, 
the Office of Safety and Security will review and approve the PSR prior to the 
processing of the purchase order.  
 
City Procurement works in conjunction with all CATS divisions and applicable City 
of Charlotte Departments and utilizes existing city contracts for all purchasing 
contracts. When purchasing personal protective equipment (PPE) for employees, 
controlling chemicals and other hazards in the workplace, mandating safety 
requirements in specific contracts, and requiring compliance from specific vendors 
with CATS safety requirements, the Office of Safety and Security is consulted and 
reserves the right of approval. 
 
Those specifying requirements for purchased products and services are 
responsible for ensuring that products and services meet requirements specified 
in the procurement information. When products or services are received that do 
not meet requirements, employees are expected to work with Procurement to 
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arrange a return or adjustment as appropriate. CATS QA works with Procurement 
and key suppliers to ensure that suppliers have the capability to meet specified 
requirements. 
 
The Rail Operations Warranty and Parts Manual addresses the visual inspection 
of parts prior to placing in inventory. Bus Warranty and Parts also performs a 
receiving inspection of incoming material.   
 
CATS currently utilizes the SPEAR Maintenance and Material Management 
System (MMMS) to effectively track all parts procurement, work orders, vendor 
technical bulletins, recall notices, and end user defect comments. Currently, the 
SPEAR MMMS keeps an active log of this information, which is retained for 
configuration management purposes. 
 
The Office of Safety and Security has identified requirements to include in contract 
documents for contractors working on CATS property. 
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Section 4 Safety Promotion 
 


4.1 Safety Plan Dissemination 
 


Reference Section 1.8 on Safety Plan and Policy Dissemination. 
 


4.2 Safety Plan Review and Modification 
 


The Agency Safety Plan is a living document because CATS is an evolving transit system. 
The ASP therefore requires an annual compliance review. Each CATS Division and the Rail 
Safety and Security Committee (SSC) will review the ASP annually and submit draft 
changes for consideration for incorporation in the revised ASP. Safety and Security staff 
shall complete their reviews for the previous calendar year and submit to the SSC for 
approval. The SMS Manager will ensure compliance with all ASP/SSOPS standards prior 
to submitting the ASP to the CSO and CEO for approval to include department heads review 
and comments. The CEO will certify annually that the ASP meets all required standards. 
The annual update is provided to NCDOT for review and approval per the State Safety 
Oversight Program Standards (SSOPS) as amended.   
 
The annual update of the ASP addresses the following:  


• Change in service defined as system expansion, extended service, or change in the 
operation plan; 


• Change in service equipment, facilities, or vehicles; 


• Change in management or organizational change and reassignment of functional 
responsibilities which affect operations and/or safety; 


• Change in safety polices, goals or objectives;  


• Changes in regulatory requirements;  


• Occurrence of a significant event or incident that warrants possible revision of the ASP; 
or 


• Audit results, on-site reviews, or changing trends in incident/accident data. 
 


All revisions to the ASP are made in accordance with procedure CATS QA02 Control and 
Distribution of Plans, Manuals, Policies and Procedures. 
 
The General Manager of Safety and Security shall ensure that all changes and updates to 
the ASP are communicated to the North Carolina Department of Transportation, the 
designated State Safety Oversight agency for CATS. The finalized ASP, whenever the ASP 
is revised, is submitted with the signature of the CEO and the resolution of the ASP approval 
by the MTC. 
 
The EPCP shall also be reviewed annually.   


 
4.3 Safety Plan Implementation Tasks & Activities (including responsibilities matrix) 
 


Appendix I contains the Gaps for Implementation of ASP and will include responsibilities. 
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4.4 Employee and Contractor Safety Programs (knowledge and compliance) 
 


North Carolina has a fully approved State Occupational Safety and Health Plan under the 
United States Department of Labor, Occupational Safety and Health Administration (OSHA) 
1910 Occupational Safety and Health Standards. The North Carolina Department of Labor 
(NCDOL) exercises jurisdiction over the occupational safety and health of all private and 
public-sector employers and employees within the State. Therefore, CATS employees are 
protected by the regulations issued by the North Carolina Department of Labor, 
Occupational Safety and Health Division. NCDOL adopted the Federal OSHA regulations 
and has issued a limited number of state-specific standards. 
 
Safety information on approved methods and procedures are included in manuals, 
handbooks, and other documentation developed for the training and qualification of 
operating and maintenance personnel. Identification of protective devices and emergency 
equipment are included in the training documentation and instruction. In addition, safety 
posters and notices are used, as appropriate, to enhance safety awareness during all 
phases of system operations. Safety concerns are incorporated in briefings given to 
personnel prior to their working with equipment or facilities. Each operating division has a 
specific training protocol for refresher training as well as new employee orientation. 
 
Safety Awards Programs are used to encourage both individual and group participation in 
the CATS Safety Program. Examples of employee recognition programs are: National 
Safety Council Safe Driver Award Pins, periodic group recognitions, and safety plaques. 
Other incentives and bonus programs may be periodically used to specifically recognize the 
safety achievement of employees in the various divisions 


 


4.5 Compliance with Local, State, and Federal Requirements 
 


4.5.1 Working on or Near Rail Transit Controlled Property 
 


All CATS employees and contractors working on or near CATS Right-of-Way are 
provided mandatory Roadway Worker Protection Program (RWPP) Training by the 
Office of Safety and Security or other trainer with the approval of the Office of 
Safety and Security. Training is valid for one year from date of RWPP training. 
Personnel who successfully complete the Roadway Worker Protection training are 
issued a certification card valid for one year from the date of training. The card 
shall be carried by personnel when working in the rail system. 
 
The RWPP applies to all roadway workers involved in the Right-of-Way of the 
CATS LYNX Blue Line and CityLYNX Gold Line. The purpose of this safety 
program is to aid in the prevention of accidents and injuries while working within 
CATS’ Right-of-Way. These rules serve as a minimum safety standard based upon 
the following documents, as adapted for the conditions of CATS operations: 
 


• 49 CFR 214 Railroad Workplace Safety 


• APTA RT-OP-S-010-04 Standard for Contractor’s Responsibility for Right of 
Way Safety 


• APTA RT-S-OP-004-03 Standard for Work Zone Safety 


• APTA RT-S-OP-016-11 Roadway Worker Protection Program Requirements 
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The safety of roadway workers is a top priority of CATS. Contractors and CATS 
employees must communicate and coordinate movements along the Right-of-Way 
with the ROCC in order to provide for the safety of roadway workers. Accordingly, 
all roadway workers must follow the applicable procedures outlined in this 
program. 
 
To ensure compliance with the CATS Roadway Worker Protection Program, the 
Office of Safety & Security will conduct periodic onsite inspections of approved 
work crews to verify the following: 
 


• Job Safety Briefings 


• RWPP Cards 


• PPE 


• Proper flagging 


• Other items as needed 
 
If any on-site violation of rules or procedures is observed, the violation will 
immediately be brought into compliance. If no immediate remedy is available, work 
crew members may be asked to leave the approved work zone until such time as 
the work zone is brought back into compliance. 


 


4.5.2  Required Safety Programs  
 


The CATS Office of Safety and Security has the responsibility for ensuring that all 
applicable OSHA standards are properly implemented and the applicable training 
and associated Personal Protective Equipment (PPE) are provided by the 
responsible office. CATS tracks OSHA training for the various City positions using 
MySucess software. Transit Management of Charlotte (TMC) tracks OSHA training 
for maintenance personnel in SPEAR and Palocity for bus operators and 
administrative employees. Each individual operating/maintenance section has the 
responsibility for enforcing employee compliance to the implemented OSHA 
standards.   
 
The rulebooks published and distributed by CATS include: The Rail Rule Book, the 
Rail Maintenance Handbook, the Bus Operations Control Center Standard 
Operations Procedures and Reference Guide and the Bus Maintenance 
Procedures. Training is provided on the rulebooks and procedures during 
operations and maintenance training courses.   
 


4.5.2.1 Review of Rules and Procedures 
 


Policies, plans, rulebooks referenced above, and procedures are reviewed 
periodically to verify they meet the needs of the transit system in normal and 
emergency conditions.  Division or Section Managers are responsible to update 
policies and procedures specific to their departments.  Quality Assurance Section 
is responsible for reviewing, routing for approval, distributing and maintaining 
CATS plans, manuals, policies, and procedures.  Prior to any changes occurs, the 
Management of Change process in Section 3.5.1.2 will be followed. 
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The Quality Assurance section coordinates additions to or deletions from these 
documents which impact the safe operation of the system with the CATS Office of 
Safety and Security and respective Division staff and other affected 
divisions/sections for approval prior to implementation. CATS QA02 Control of 
Plans, Manuals, Policies, and Procedures stipulates control and distribution, 
including the three-year review process. The length of time needed for the review 
may vary based on the document being reviewed but the individual reviews should 
not exceed 30 days. CATS QA08 Procedure Change Request Process gives 
employees two ways to submit a procedure change request. The Rail section 
managers may issue a bulletin per CATS ROD304 Bulletins, Notices, General 
Orders and Operating Orders when an immediate revision is required to an 
operating rule or procedure. CATS safety committees, accident /incidents and 
audit reviews are also opportunities for rules reviews.   
 


4.5.2.2 Process for Rules Compliance 
 


Bus Operations conducts operational checks as part of their Standards of 
Excellence Program. Rule compliance checks are tracked and reported monthly 
to CATS Management. The Bus Safety staff conduct operator training and do 
accident refresher training. The Bus Safety staff perform safety audits if there is a 
general complaint about safety habits.    
 
Rail Supervisors conduct ride checks of each rail operator at a minimum of three 
ride checks per month (Form RODF063), 15 ride checks totaled each month per 
supervisor. 
 
Each STS Supervisor conducts field road observations quarterly using the 
Supervisor’s Field Observation Report (Form STSF03).  
 
Maintenance supervisors evaluate compliance with maintenance rules on an 
ongoing basis along with work completion and performance assessments. MOW 
conducts a minimum of three evaluations per quarter using the CATS Light Rail 
System Evaluation Form (RODF600). Rail Car Maintenance (RCM) conducts and 
documents monthly assessments of RCM employees. 
 
Ride checks, safety audits, and field observations provide an opportunity for 
retraining to compliance to specific rules.  


 


4.5.2.3 Compliance Techniques – Operations and Maintenance Personnel 
 


Compliance techniques include observation of work activities and tasks and 
questioning employees about their knowledge of the respective rulebooks and 
handbooks. During initial training, employees are tested on their knowledge of 
applicable rules and procedures through written examinations. 
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4.5.2.4 Compliance Techniques – Supervisory Personnel 
 


Rail 
The Office of Safety and Security reviews a sample of Rail Operator ride check 
and observation forms and Maintenance proficiency check forms on an annual 
basis to evaluate the effectiveness of compliance methods utilized by supervisory 
personnel. The ride checks and field observations assess employees’ knowledge 
of rules and procedures and validate the success of CATS’ employee training 
programs.  
 
Recommendations for enhancement of the compliance methods are submitted to 
Division managers by the Office of Safety and Security for appropriate action. 
 
Bus 
Bus Superintendents review Supervisor Ride checks to ensure they are being 
completed annually. 
 
STS  
Ride checks are reviewed by the STS Operations Manager.  
 


4.5.2.5 Documentation 
 


Safety and Security periodically audits the proficiency check forms for 
completeness and identification of hazards. Identified hazards will be tracked in 
the Hazard Tracking Log. Unacceptable and Undesirable Hazardous Conditions 
will be reported per the Hazard Management Process.  
 


4.5.3 Compliance with Drug and Alcohol Programs 
 
CATS is certified as a drug-free workplace and complies with all provisions of the 
U.S. Department of Transportation, Federal Transit Administration, 49 CFR Part 
655 Prevention of Alcohol Misuse in Transit Operations, 49 CFR Part 40 
Procedures for Transportation Workplace Drug and Alcohol Testing Programs and 
CATS HR02 CATS Drug and Alcohol Policy.  
 
The FTA posts the latest Drug and Alcohol Regulations, Rules, and Notices at: 
http://transit-safety.volpe.dot.gov/DrugAndAlcohol/Regulations/Regulations/default.aspx 


 
New hires sign a form acknowledging receipt of the D&A Policy and related 
training.  Updates to the policy are distributed either by paper with a form signed 
acknowledging receipt or by completing the review and acknowledgement online 
through the City/CATS Learning Management System. 
 


4.5.4 Compliance with Contractor Safety Program 
 


CATS requires a safe working environment for construction projects and workers. 
Per the FTA Project and Construction Management Guidelines, the Office of 
Safety and Security reviews the contractor’s safety plan and concurs with or 
approves its compliance with this plan. CATS conducts periodic audits of 
contractors to assess their adherence to their construction safety plan. Any 
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contractor employee found to be working in the operating rail system without a 
valid Contractor ROW safety card issued by CATS will be considered a trespasser 
and Police will be notified to take appropriate action. At a minimum, the contractor 
employee will be determined to be unqualified to work on a CATS contract and will 
be removed from the work site.  
 
Workers on the project are required to follow OSHA 1926 Safety and Health 
Regulations for Construction safe work practices and comply with applicable 
safety, health, and fire loss prevention standards, and conduct their personal work 
activities in a manner which does not place themselves, other employees, or the 
public in a hazardous position. If a safety issue is identified by a CATS contractor 
on a CATS project, the contractor must immediately contact the designated CATS 
safety representative for the project.  
 
It is CATS’ responsibility to require that no project be so urgent that safety 
precautions are by-passed. The prevention of personal injury and property losses 
must always be part of the work task and in the mind of the manager, supervisor, 
and employee. 


 


4.6 Training and Certification Program 
 


4.6.1 Overview 
 


Instruction in safe methods of operations and safety procedures is included in 
rulebooks, manuals, handbooks, and other documentation developed for the 
training and qualification of operations and maintenance personnel. Training 
systems have been developed by each department, which include in-house 
classroom training, field training, on-the-job training, and testing. Each department 
is responsible for establishing safety training requirements for its employees. Bus 
and Rail Instructors are responsible for providing new and revised safety training 
programs to the office of Safety and Security for review. 
 
As part of the implementation plan, a comprehensive program for review activities 
that identify where new safety training is needed, where current safety training 
must be revised and updated, and refresher training needs to be added to the 
current training requirements for employees and contractors. The program will also 
include updating job descriptions and training requirements for front line 
employees, managers and supervisors and senior managers. 


 
4.6.2 Classification of employees / contractors directly responsible for safety 


 


The Office of Safety and Security, in conjunction with other divisions, provides all 
employees with training in the areas of basic safety, the ASP, applicable OSHA 
regulations, ergonomics, and defensive driving, if applicable. In addition to the 
standard safety training provided by, or in conjunction with, the safety staff, safety 
awareness is maintained by special training presentations such as: bulletins; 
newsletters; and at work training to instruct employees on methods to prevent 
traffic, passenger, and employee accidents. Periodic training classes are held 
throughout the year to refresh or present new topics of concern to employees.   
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4.6.3  Certification and Training Requirements 
 


All employees and contractors play a role in safety at CATS. All employees will be 
required to attend initial SMS training in person. Ongoing SMS awareness training 
will be conducted periodically including the various way to report safety issues. 
Employees are trained to know their role and responsibility and how to report 
safety concerns to management. CATS Safety and Security staff worked with the 
Training Department to develop the training materials. The Training Department 
will be responsible for maintaining the training records.    
 
SMS training and a SMS pocket card will be provided to all new hire employees as 
part of their orientation training. Safety & Security staff will provide the SMS training 
and CATS Training will maintain and manage the training materials and maintain 
training records. 
 
Bus 
The Office of Safety and Security oversees and coordinates operational safety and 
defensive driver training for Bus Operations. The Bus Operator Training Program 
is a comprehensive training program that includes classroom and road/route 
training prior to qualification. The bus training program includes components such 
as defensive driving techniques, vehicle familiarization, rules of the road, and road 
training.   
 
A CDL permit is required to start the bus training program. The Office of Safety 
and Security is a third-party examiner for the CDL. Operators who have two (2) 
preventable accidents are required to complete accident retraining. Operators who 
are out of work for 30 days or more must pass a Ride Check (S&SF15 Training & 
Development Sheet) from Safety and Security. The North Carolina Department of 
Motor Vehicles automatically notifies CATS of bus operators whose licenses are 
suspended. Bus Operations uses S&SF42 Trainee Mentor Evaluation form to track 
employee mentor training and evaluation. 
 
Refresher Training: The Office of Safety and Security conducts two-hour refresher 
training as operators are available.   
 
STS 
The Office of Safety and Security conducts STS Operator training. It is a four-week 
new hire training that consists of classroom instruction and vehicle operator 
training coordinated through STS Operations. A third-party DMV examiner 
conducts road tests and training for new licensees. Operators who are out of work 
for 30 days or more must pass a Ride Check conducted by Safety and Security.   
 
Refresher Training for STS Drivers: The Office of Safety and Security is conducting 
two-hour refresher training as operators are available.   
 
Rail 
Employees will receive initial SMS training in person and then annually either in 
person or online. Contractors will receive annual SMS training as part of their 
Roadway Worker Protection Program (RWPP) training. Contractors working on the 
safety and security components of CATS projects will be required to meet the FTA 
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Safety Certification and recertification training as outlined in 49 CFR 672 and the 
CATS ASP. 
 
The Rail/Streetcar Operator training program is a comprehensive two-phase 
program which includes both classroom and practical instruction. Specific 
information about the training program for Rail Operators can be found in the Rail 
Operator Training Manual and ROD308 Rail Operations Training Procedure.  
 
Requalification Training 
All Rail Operators shall attend requalification training at a minimum of every two 
years.  The Rail Instructor will do requalification with a limited number of Operators 
at a time to minimize manpower disruptions. These training programs are reviewed 
by Rail Operations Management and the Office of Safety and Security and are 
subject to review via the Internal Safety Audit Process. 
 
ROCC Controller Training 
The ROCC Controller training curriculum is a comprehensive training program 
requiring completion of the Rail Operator training program followed by two weeks 
classroom and ten weeks practical instruction. The training requirements for 
ROCC Controllers can be found in the ROCC Controller New Hire Training 
Curriculum. 
 
ROCC Requalification Training 
All Rail Controllers must complete requalification training at a minimum of every 
two (2) years. The Chief Rail Controller administers requalification training which 
consists of written and practical examinations. These training programs are 
reviewed by Rail Operations Management and the Office of Safety and Security 
and are subject to review via the Internal Safety Audit Process. 
 
ROCC Refresher Training 
ROCC Controllers who are out of work for 30 days or more are required to 
complete refresher training. This training is administered by the Rail Training 
Instructor or the Chief Controller depending upon the content that will be reviewed. 
ROCC Controllers who are out of work for more than 90 days must complete 
requalification testing. These training programs are reviewed by Rail Operations 
Managers and the Office of Safety and Security and are subject to review via the 
Internal Safety Audit Process.   
 


Maintenance Training 
Rail Maintenance employees are provided training in accordance with the Rail 
Maintenance Handbook. 
 


Bus Maintenance employees are provided training in accordance with an annual 
training plan prepared by the training team. 
 


49 CFR 672 Safety Training  
CATS Office of Safety and Security General Manager, Managers and Coordinators 
for rail and bus have been designated in April 2020 as being directly responsible 
for the safety oversight of a rail fixed guideway and bus public transportation 
systems and must comply with this regulation. Those employees required to meet 
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this regulation must complete the following minimum training requirements within 
three years of being identified responsible for safety oversight.  
 


Required Training: 


• One-hour course on SMS Awareness – e-learning delivery (all required 
participants) 


• Two-hour courses on Safety Assurance – e-learning delivery (all required 
participants) 


• Twenty hours on SMS Principles for Transit (all required participants) 


• Transportation Safety Institute (TSI) Courses: 
o Rail System Safety (36 hours) 
o Effectively Managing Transit Emergencies (32 hours) 
o Rail Incident Investigation (36 hours) 


 


Safety refresher training shall be completed every two years after completing the 
initial requirements. The refresher training must include, at a minimum, one hour 
of safety oversight training.  
 


CATS will develop a process to ensure employees are provided training on 
implemented changes that impact their duties and responsibilities.       


 


4.6.4 Hours of Service (HOS) 
 


4.6.4.1 Bus Operations Division (BOD) 
 


Fixed Route: 
In accordance with the FMCSA Part 395 Hours of Service for Motor Carriers of 
Passengers and the Collective Bargaining Agreement with the Union, 
requirements for maximum hours of operation (Maximum driving time for 
passenger-carrying vehicles) of a CATS Fixed Route Bus Operator are as follows: 
 


• Shall not drive more than ten (10) hours following eight (8) or nine (9) 
consecutive hours off duty depending on position (Regular vs. Extra Board). 


• Shall not drive any period after being on-duty for fifteen (15) hours following 
eight (8) consecutive hours off. 


• On runs of six (6) hours or more of continuous time, employees will be allowed 
at least thirty (30) minutes, but no more than one (1) uninterrupted hour for 
meal relief.  


• On runs of twelve (12) platform hours or more will be allowed a second lunch 
period of at least thirty (30) uninterrupted minutes, but not more than one (1) 
uninterrupted hour.  


• All straight, split, or other assigned runs of regular operators, will consist of 
eight (8) hours a day for five (5) days or ten (10) hours a day for four (4) days 
exclusive of check-in time and travel time included in computing total platform 
time.  


 
Paratransit: 
CATS Special Transportation Services (STS) 


• Follows DOT Hours of Service Regulations and  


• Required managerial approval for work hours above 56 hours per week. 
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4.6.4.2 Rail 
 
Rail Operations personnel include management, administration, supervisors, train 
operators, maintenance of way and rail car maintenance employees.  Other than 
administrative staff, all other Rail Operations staff are considered to be safety-
sensitive positions.  Work schedules will meet Hours of Service requirements.  The 
Rail Rulebook, Section 2.43 describes the work hours of Rail Operations safety-
sensitive employees.  
 


Rail Operations Employees  


• No more than 16 hours per day for unanticipated events with no more than 12 
hours of work in the aggregate. 


• Must have 10 hours of time off between shifts. 


• No more than 60 hours per week. 
 
Work Week 


• Train operators are not allowed to work more than six days in a row without a 
full day off (24 hours) 


• Other Rail Operations employees are not allowed to work more than seven 
days in a row without a full day off (24 hours) 


 


All Employees that work a 60-hour work week will then have two consecutive off 
days following the 60-hour work week. 
 


Transportation supervisors may extend hours of service up to a maximum of 16 
hours per day for unanticipated events with no more than 12 hours of work in the 
aggregate, only with the permission of the Transportation Manager and upon e-
mail notification to the Manager of Safety – Rail. These extended hours are in 
compliance with APTA RT-S-OP-15-09 Standard for Train Operator Hours of 
Service Requirements and NCDOT State Safety Oversight Program Standards 
Revision 5 Section 10 Hours of Service Policy Requirements. Employees will be 
excused from extended hours if they report that they are fatigued when requested 
to work beyond 12 hours in a shift.  
 


Extended Hours During Emergency Conditions  
During emergency conditions, the GM of Operations and Manager of Rail Safety 
have the authority to jointly temporarily suspend hours of service requirements in 
order to provide critical transportation services.  NCDOT will be notified of 
emergency conditions that require a temporary suspension of HOS requirements. 
 


Violations of this section will be captured in the Hazard Management Log and 
NCDOT will be notified as noted in the current SSOPS. Operations schedules 
completed for the following week will be reviewed for any scheduled HOS 
violations.  Any individual scheduled to exceed HOS who cannot have their 
scheduled changed to comply with the requirements will have their schedule 
approved by the respective manager.  The manager will send a memo describing 
the violation and the reason for the violation to the GM of Rail Operations and 
Facilities for review and approval.  Once the GM approves the HOS violation, the 
memo will be submitted to the Rail Safety Manager by the end of the respective 
work week. This will be in addition to the current procedure where HOS violations 
noted on weekly timesheets will be reported to the Rail Safety Manager. Rail 
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Operations Administrative staff will review timesheets weekly to verify compliance 
with Hours or Service and number of days consecutively worked. Rail Operations 
Managers and Supervisors will review and develop work schedules that follows 
this section’s requirements.  If a violation is noted, Rail Safety will be notified by 
email of the violation, who will notify NCDOT.  Rail Operations will follow ROD301 
Performance Code Policy as appropriate for violations of this section. 
 
The Office of Safety and Security shall notify NCDOT of any violation of the RTA’s 
HOS policy within 72 hours following the RTA’s confirmation of a violation. 
Notifications to NCDOT shall be made via email. The notification will include the 
following information: 
 


• The employee’s identification number 


• The employee’s work title 


• The type of violation 


• The schedule of work and rest for the period of 72 hours prior to the 
infraction 


• A description of the circumstances which resulted in the violation. 
 
An hours of service violation log will be submitted to NCDOT on a quarterly basis. 
 
Fatigue awareness training is provided in the new hire training program and 
information is periodically provided in the Rail Operations Daily Activity Plan 
(RODAP). 
 
4.6.4.3 Contractors 
 
Contractors working on the CATS Right of Way (ROW) are considered safety-
sensitive employees.  Contractors are required to follow their employers’ hours of 
service and work schedule policies, in addition, their employees are required to 
meet the following requirements while working on CATS property. 
 


• Work no more than 12 hours per day  


• Must have 10 hours of time off between shifts  


• Work no more than 60 hours per week 


• Employees are not allowed to work more than seven days in a row 
 


4.6.5 Recordkeeping 
 


The Office of Safety and Security, in collaboration with Rail Operations and Bus 
Operations, maintains a record of all operations, maintenance, and OSHA-
required safety training provided to employees and contractor employees, 
including a list of the required training for each position. The training records for 
employees is kept in the City of Charlotte MySucess program that tracks all CATS 
employee training. The Training Department also keeps detailed training records 
on initial and refresher training by employee.  Contractor training records are kept 
on sign-in sheets that are scanned into a file on a secure network and entered into 
a database maintained by the Office of Safety and Security. 
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Timekeeping records managed through their time-record software programs will 
be maintained for a minimum of three years. 


 


4.7 Safety Communication and Outreach 
 


Safety Committees 
Safety Committees are required to serve as the basic forum to review safety issues and 
hazards, hazard reports, safety inspections reports, accident investigations, and corrective 
actions. The Safety Committee representatives communicate safety concerns from their 
work areas to the Safety Committee, and report back to their workgroups. Safety Committee 
meeting minutes are available to all employees. The Bus and Rail Safety and Security 
Committees will review and approve the ASP annually. 
 
Safety Messages 
For employees, TV screens are centrally located in areas (e.g. breakrooms) to display safety 
information, Chief Safety Officer’s monthly report, alerts, statistical information, and other 
safety education materials. Operations employees are informed of hazards in their 
workspace through tool talks, bulletins, and informal shop meetings on an as needed basis. 
 
Marketing collateral materials will be used to raise safety awareness throughout the 
facilities, which may include, but is not limited to, brochures, posters, email blasts and 
newsletters to best accommodate every division’s best communication practices. 
 


For the public, per the Marketing and Communications Plan, Marketing and 
Communications provides safety marketing materials to its key audiences, including, but not 
limited to, the business community, the education community, the nonprofit community, 
drivers, riders, and community leaders, during public outreach events, such as safety blitzes 
and transportation fairs. Marketing and Communications also utilizes social media and 
online videos to educate the public, along with opt-in riders’ alerts that include email and 
SMS messaging.  CATS also post alerts on the See Say App.   
 
In 2020, CATS Marketing developed SMS and safety materials including pocket cards for 
all employees and safety messages and posters for the public.  Posters regarding agency 
policy, safety roles and responsibilities and how to report safety concerns are maintained 
around the facilities.  
 
CATS Safety & Security coordinates with CATS Marketing to review and update SMS 
marketing materials and safety messages to the public on an annual basis.  CATS Marketing 
will produce and replace updated materials as needed. 
 


Safety Quarterly Messages 
The Safety Department publishes quarterly safety messages to be posted throughout all 
facilities. This is a communication tool that use to enhance health and safety awareness 
among employees. 


 


Safety Suggestion Boxes 
Safety Suggestion Boxes are a tool that allows employees to share their safety ideas and 
concerns. Any safety-related comments and concerns received from Safety Suggestion 
Boxes are discussed and addressed at the Safety Committee Meeting. 
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Employee Recognition Program 
CATS established the Employee Recognition Program to promote safety performance, build 
morale, and focus attention on achieving the agency’s safety goals. 


 
4.7.1 Procedures Used to Communicate Safety (external stakeholders and general 


public) 
 


Per the Marketing and Communications Plan, CATS Marketing and Communications 
will continue to provide safety marketing materials to its key audiences, including, 
but not limited to, the business community, education community, nonprofit 
community, drivers, riders, and community leaders, during public outreach events, 
such as safety-marketing blitzes and transportation fairs. Marketing and 
Communications also utilizes social media and online videos to educate the public, 
along with opt-in riders’ alerts that include email and SMS messaging. Marketing and 
Communications will create marketing collateral that explains proper safety 
procedures to be displayed in highly visible areas for the public. Methods of 
communication may include, but are not limited to posting inside vehicles, social 
media, and audio announcements. CATS will also use email and newsletters to 
communicate with key stakeholders. CATS will continue its partnership with 
Operation Lifesaver, Inc. and will perform safety presentations for community 
members and professional drivers’ groups, among others. 
 


CATS Public Relations Team will communicate with media to inform them of 
necessary safety procedures. Public Relations will leverage the media to distribute 
key safety messages to customers.  
 


4.7.2 Communication and Follow-up on Reported Safety Concerns 
 


Customers may report unsafe conditions anonymously through the See Say 
application on their smart device. Reported incidents are tracked through the Office 
of Safety and Security. As part of the implementation plan, a procedure will be 
developed to address the See Say app as a safety reporting tool, and Marketing and 
Communications will leverage marketing signage, social media, and video to 
communicate with the public and key stakeholders about this service. 
 


Customers can report unsafe conditions by calling the Customer Service Call Center 
at 704-336-RIDE or emailing telltransit@charlottenc.gov. (See CATS CSVS04 
Customer Insights Tracking Process.)   
 
As part of the implementation plan, the Office of Safety and Security will work with 
CATS Marketing/Communications to develop printed and electronic summary 
reports that provide feedback to employees on safety concerns submitted to the 
various safety committees.  Employees who report safety concerns to management 
will receive a response from their supervisor or manager on how the concern was 
addressed.   


 
4.8 Environmental Management Program 


 


CATS is fully aware of the importance of employee chemical safety programs and the duty 
to comply with legally mandated hazardous materials rules and regulations. To this end, 



mailto:telltransit@charlottenc.gov
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CATS has implemented a materials acceptance/rejection program to monitor and control 
chemicals which are brought on to CATS property and are used by employees.  
 


CATS S&S05 Hazard Communication Program is in compliance with Title 29 Code of 
Federal Regulations Part 1910.1200, Hazard Communication Program. CATS’ Hazard 
Communication program covers the procurement, receipt, storage, and disposal of 
hazardous materials. It also documents the maintenance of Safety Data Sheet (SDS) 
binders and employee training. Hazardous waste/chemical safety inspections are included 
in the responsibilities for safety inspections. CATS has contracted for the services of a 
properly licensed hazardous waste contractor for removal of hazardous materials. When 
necessary, consultants may be hired for special projects such as indoor air quality, 
chemical vapor, and particulate sampling. 
 


The Office of Safety and Security reserves the right to reject a product if it is deemed too 
hazardous for employee use or CATS is unable to provide adequate safeguards or 
protection.  
 


The SDS review/request procedure, which requires SDS review and approval of the Office 
of Safety and Security, is included in CATS S&S05 Hazard Communication Program.  
Section 2.8 of the CATS Rail Maintenance Handbook addresses the requirements of 
Safety Data Sheets for chemicals and hazardous materials used in CATS rail facilities and 
on CATS property. These programs are the responsibility of the using division and the 
Office of Safety and Security. Program effectiveness is reviewed via the Internal Safety 
Audit Process. 
 


Training on hazardous chemicals will be provided whenever new hazards are introduced 
into the work environment or whenever hazardous chemicals will affect specialized 
procedures. Chemical training will provide information on specific hazards and measures 
that can be taken to control or minimize the hazards. Control measures can include 
engineering controls, substitution, or personal protective equipment. 


 


All new procurements for a chemical, substance, or compound are sent to the Office of 
Safety and Security for review before being brought onto CATS property. Each CATS 
division is responsible for ensuring that materials that come onto CATS property are 
properly labeled and packaged. The Office of Safety is responsible for the following 
occupational safety and health activities related to hazardous materials:  
 


• Reviewing the Safety Data Sheet (SDS) database 


• Providing technical advice and expertise 


• Responding to exposure concerns and incidents 


• Performing reviews and audits of agency practices 


• Recommending Personal Protective Equipment 


• Reviewing and approving new procurements of hazardous materials   


• Overseeing and auditing performance on various hazardous materials programs.  
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The Charlotte Area Transit System (CATS) was organized with the mission to provide safe, 
secure, reliable and effective rail, bus and paratransit transportation services to our 
customers. Accordingly, safety is a primary concern that affects all levels of CATS activities 
including operations, maintenance, and administrative functions of the organization.  
 
All employees and contractors of CATS are expected to conduct their duties safely, aimed 
at preventing, controlling and minimizing undesired events, such as customer or employee 
injury, equipment or property damage, or degradation to system safety in any CATS 
function.  Employees and customers are CATS’ most important assets, and their safety and 
security are among CATS’ greatest responsibilities.  
 
While the minimizing of unsafe conditions and the prevention of accidents in CATS’ 
transportation system and facilities are the responsibility of each employee, they are first 
and foremost the responsibility of CATS Management. A safety reporting program was 
established as a viable tool for employees to voice their safety concerns. No disciplinary 
action will be taken against any employee who communicates a safety concern through the 
CATS safety reporting program unless such disclosure indicates the following: an illegal act, 
gross misconduct and/or negligence, or a deliberate or willful disregard of CATS rules, 
policies, and procedures. 
 
CATS Management is committed to developing a Safety Management System (SMS) and 
will develop programs to promote the safety and security of all employees and customers. 
We are fully committed to providing a safe work environment and safe vehicles, systems, 
and facilities. To that end, CATS’ General Manager of Safety and Security is empowered 
and authorized to administer a comprehensive, integrated Agency Safety Plan. 
 
CATS will distribute this Safety Management Policy Statement to each employee and will 
review it with employees during employee safety meetings and toolbox talks with 
supervisors. CATS commitment to developing our SMS is supported by the following safety 
objectives: 
 


• Support the implementation of an effective SMS by providing appropriate resources to 
support an organizational culture that fosters safe operational policies, encourages 
effective safety reporting and communication, and actively manages safety with the 
same attention to results as that given to the other management systems of CATS. 


• Integrate the management of safety as an explicit responsibility of CATS managers and 
employees. 


• Clearly define for all managers, employees and contractors their accountabilities and 
responsibilities for the delivery of safe transit services and the performance of our safety 
management system. 


• Establish and operate a safety reporting program as a fundamental tool in support of 
CATS hazard identification and safety risk evaluation activities to eliminate or mitigate 
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the safety risks of the consequences of hazards resulting from our operations or 
activities to a point that is as low as reasonably practical. 


• Comply with and, wherever possible, exceed any applicable legislative and regulatory 
requirements and standards. 


• Ensure that sufficiently trained and skilled personnel are available and assigned to 
implement CATS safety management processes and activities. 


• Ensure that all staff are formally provided with adequate and appropriate safety 
management information, are competent in safety management system activities, and 
are assigned only safety related tasks commensurate with their skills. 


• Establish and measure our safety performance against realistic safety performance 
indicators and safety performance targets. 


• Continually improve our safety performance through management processes that 
ensure relevant safety action is taken in a timely fashion and is effective when carried 
out. 


• Ensure contracted services are ordered and delivered in compliance with our safety 
performance standards. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Summary of Changes:  
 
Third paragraph: Updated sentence: “A safety reporting program was established as a viable tool for 
employees to voice their safety concerns.  
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1.0 PURPOSE AND SCOPE 
 


This document establishes the procedures for notification and investigation of 
accidents/incidents involving vehicles and property owned by the City of Charlotte (City) / 
Charlotte Area Transit System (CATS). This includes how personnel initially report, 
respond to, and investigate accidents. The procedures established herein are to be 
adhered to by employees in all Divisions within CATS and Transit Management of 
Charlotte (TMOC), as well as contracted carriers and service providers. 
 


 The procedures herein apply to any accident in which a person or persons are injured or 
property damage is incurred as a result of a vehicle collision involving any City-owned 
vehicle or any other vehicle operated by a CATS employee or agent of CATS while 
engaged in City business. This includes accidents/incidents involving the general public 
either in vehicular accidents, passenger accidents, or accidents occurring on City property. 
This procedure applies to all City / CATS-owned vehicles including fixed rail vehicles.  


 
It is intended that this procedure complies with City Policies and the accident and incident 
notification and reporting requirements of the North Carolina Department of Transportation 
(NCDOT) State Safety Oversight Program Standard for Rail Fixed Guideway Systems 
(SSOPS) Section 6. CATS may conduct an investigation on behalf of NCDOT pursuant to 
Section 7 of the NCDOT SSOPS.  
 


2.0 REFERENCES 
 


NCDOT State Safety Oversight Program Standard for Rail Fixed Guideway Systems 
CATS Emergency Preparedness and Continuity Plan 
CATS Crisis Communication Plan 
CATS System Safety Program Plan 
City Policy MFS 8 Vehicle Accident Reporting Procedures 
City Policy MFS 10 Critical Incident Review Procedures 
City Policy HR 4 Maintenance of a Drug and Alcohol-Free Workplace  
TMOC Alcohol and Drug Policy 
City Policy HR 23 Employee Injury/Illness Reporting and Managed Return to Work  
CATS MR01 Media Protocol 
CATS S&S06 Suspicious/Dangerous (HOT) Object on a Vehicle or CATS Property 
CATS S&S08 Reporting Hazardous Materials Spills 
Spill Prevention Control and Countermeasure Plans 


 
 



http://cnet/policies/Documents/Vehicle%20Accident%20Reporting%20Procedures.pdf

http://cnet/policies/Documents/Critical%20Incident%20Review%20Procedures.pdf

http://cnet/policies/Documents/Maintenance%20of%20a%20Drug%20and%20Alcohol-Free%20Workplace.pdf

http://cnet/policies/Documents/Employee%20Injury%20Illness%20Reporting%20and%20Managed%20Return%20to%20Work.pdf
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3.0 RESPONSIBILITY 
 


Employees in all Divisions within CATS and TMOC, as well as contracted carriers and 
service providers, are to cooperate and share information on investigations of accidents 
to ensure that causes and contributing factors can be identified and remedial action taken.  


 
4.0 DEFINITIONS 


 
Accident any safety or security event that involves any of the following: 


• loss of life; a report of a serious injury to a person; a collision involving a  


• transit vehicle; a runaway train; an evacuation for life safety reasons; or any  


• derailment of a transit vehicle, at any location, at any time, whatever the cause.  
 
City of Charlotte Critical Incident Review Board – The convening body given authority 
by the City Manager and comprised of designated City employees and external experts to 
review all critical incidents as defined in City Policy MFS 10. 
 
Critical Incident – Any incident or occurrence including, but not limited to: death or 
significant bodily harm requiring hospitalization; extensive property damage that could 
exceed $50,000; threats of legal involvement/action; or an unusual event that falls outside 
the scope of the Department’s routine incident response. (Per City Policy MFS 10). 
 
Derailment – a non-collision event in which one or more wheels of a rail transit vehicle or 
on-track equipment unintentionally leaves the rails. 
 
Event – An accident, incident or occurrence, including human factors and property 
damage. 
 
Fatality – For purposes of Federal Transit Administration (FTA) statistical reporting on 


transportation safety, a fatality is considered a death due to injuries in a transportation 
crash, accident, or incident that occurs within 30 days of that occurrence.  
 


Incident – A personal injury that is not a serious injury; one or more injuries requiring 
medical transport; or damage to facilities, equipment, rolling stock, or infrastructure that 
disrupts the operations of a transit agency. An incident must be reported to FTA’s National 
Transit Database (NTD) in accordance with the thresholds for reporting.  


Incident Commander – The City’s representative at the scene of a collision/incident who 
has the authority and responsibility for managing and coordinating all emergency 
response actions. This responsibility can transfer depending on how the situation at the 
scene unfolds. 


Injury – Includes harm to passengers, operator, and others directly involved in an 


accident. 
 
Liaison, CATS – The first CATS employee on the scene of a collision/incident, who 
controls and directs CATS activities at the scene, and who supports the on-scene Incident 
Commander and leads the CATS collision/incident investigation. This responsibility can 
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transfer depending on how the situation at the scene unfolds.  CATS Safety and Security 
(S&S) will assume this role upon arrival on scene. 
 
MFS Management and Financial Services – A department of the City of Charlotte 
Management & Financial Services include Finance, Fleet Management, Internal Audit, 
Risk Management and Strategy & Budget. 
 
Major Incident – An incident that meets or exceeds $25,000 in property damage and/or 
an injury that requires an overnight stay at the hospital. 
 
Minor Incident – An incident that results in property damage of less than $25,000 and no 
injury that requires an overnight hospital stay. 
 
Occurrence – An event without any personal injury in which any damage to facilities, 
equipment, rolling stock, or infrastructure does not disrupt the operations of a rail transit 
agency. 
 
Post-Accident Review Committee – Committee led by S&S to conduct an additional 


review of initial investigation of major and critical incidents, review cause, and identify 
mitigation/corrective action(s). 
 
Property – Vehicles, equipment, or other physical objects that are owned by the City or 


others that were involved in an accident. 
 
Serious Injury – Life-threatening or incapacitating injury requiring emergency medical 


attention.  
 


5.0 GOALS/OBJECTIVES 
 
The goals/objectives of CATS’ accident investigation response and reporting procedures 
are listed below: 
 
1. Ensure life safety. 


2. Stabilize the incident. 


3. Preserve property. 


4. To determine the probable cause and contributing factors of the accident: 


• Equipment failure 


• Personnel action(s) 


• Hazardous condition(s) 


• Procedural defect 


• Actions of other people  


5. To identify and implement corrective action as soon as possible. 


6. To provide concise, accurate, appropriate, and timely information.  
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6.0 HAZARD MANAGEMENT 
 


During accident/incident investigations, CATS anticipates hazards will be identified. To 
better assess, rate, track and resolve or mitigate these hazards, the hazard management 
process in the Agency Safety Plan (ASP) will be utilized. 


 
7.0 PREPARATION FOR ACCIDENT/INCIDENT 


 
The CATS Incident Response Team members are prepared to address emergencies on 
the scene. Incident responders will carry equipment and forms required on the scene. 
Safety & Security Incident Response Equipment (S&SF41) and Tools of Investigation 
(S&SF05 ROD and STS) are captured in Appendix A. 


 
8.0 PROCEDURES 
 


8.1 Notification Procedures for Any Accident, Injury, Property Damage, or Crime 
 


For any incident, the operator/employee must immediately notify the appropriate 
communications center and/or CATS S&S personnel. Non-revenue vehicle 
operators should also notify their supervisor/manager as soon as possible. 
  
Type of Incident Includes Contact 


Bus 
CATS fixed route, TMOC, 
Contracted Services 


Bus Operations Control Center 
(704) 336-4042; (704) 432-3761 


Rail 
Light Rail Vehicle (LRV) 
(including Streetcar) 


Rail Operations Control Center 
(704) 432-5040; (704) 432-7622 


STS STS 
STS Dispatch 
(704) 336-4591; (704) 336-2637 


Vanpool Vanpool drivers 
911 and notify Vanpool 
Coordinator (980) 722-3396 


Other CATS  
Divisions 


City cars, personal operated on 
City business 


911 and Supervisor/Manager  


Criminal activity 
Firearms, potential terrorist  
activity, dangerous (HOT) 
object 


911 and  
CATS Police Communications 
(704) 432-8273 


 
The caller states their involvement in the incident and provides the following 
information (as applicable): 
 
1. Bus – Bus Number and if asked provide payroll number 


Rail – Train number and call number 
Non-Revenue – Name and Division/Section 


2. Route information  
3. Location 
4. Direction of travel 
5. Number of persons injured and/or requiring medical assistance 
6. Extent of damage to the transit vehicle/Towing required  
7. Any other assistance that may be required 
8. Any known property damages. 
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Bus Operations Control Center fills out Transit Master Incident Notification 
Report and emails to BOD Notify – Minor Accidents. 
 
Rail Operations Control Center logs incident into SPEAR.  
 
STS completes form S&SF01 Accident Notification Report. 
 
Vanpool Coordinator requests police report from police department with local 
jurisdiction. 
 
Each control center/dispatch office has call chains for all reportable events. After 
gathering the information from the operator and other parties, the respective 
communications center or manager forwards the information to the designated 
personnel and contacts the following agencies and City personnel (at a minimum): 
 
1. Call “911” to notify emergency personnel (and Company Police for Rail 


incidents). 


2. Call “911” for issues (and notify Company Police and CATS S&S). 


3. Notify appropriate manager. 


The above notification shall be completed within fifteen (15) minutes of the 
communications center or supervisor/manager being informed of the event. 
 
Additional notifications may be made, including: 


1. Division or on-duty manager 


2. Additional operations managers (Rail Car Maintenance, Bus Maintenance, Rail 
Systems, STS Dispatch, Facilities Management, etc.) 


3. Other support services (e.g., towing company) if necessary. Equipment 
Management: (704) 336-2722 (business hours 6:00 a.m. - 10:00 p.m.); after 
hours: (980) 721-4676 or (980) 721-4664 


4. Dellinger Wrecker Service – (704) 588-3875 
 


If the respective control center/dispatch office cannot reach an individual who must 
respond to the scene, the control center/dispatch office will contact the alternate(s) 
for the individual. 
 
All individuals who are in the designated notification process (call chain) shall 
appoint one alternate in the event they cannot be reached by one of the control 
centers/dispatch offices. Contact information is updated regularly and is 
maintained by the control centers/dispatch offices. 


 
8.2 Internal Notifications by Safety & Security 


 
In any accident, incident, property damage, or crime resulting in a fatality, serious 
injury or major property damage, S&S is responsible for the following: 
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1. Ensure notification is made to CATS Media Relations at (980) 722-0311. All 


media relations/ communications shall be coordinated by the CATS Public 
Information office, in accordance with the provisions of the Crisis 
Communications Plan. 


2. Notify the General Manager of S&S via cell phone.  


3. Notify Risk Management at (704) 336-3301 (business hours) (704) 634-2053 
(after hours). Risk Management may arrange a response. 


4. The General Manager of S&S will notify the CATS Chief Executive Officer 
(CEO). 


5. Notify other internal CATS divisions as appropriate.  Notify Rail and STS for 
evacuation of the Charlotte Transportation Center. 


 
8.3 External Notifications by Safety and Security 


 
S&S will notify the external agencies below based on criteria provided by the 
corresponding agencies and specified in the referenced CFRs or State Safety 
Oversite Program Standards (SSOPS).  The record of the notification(s) will be 
captured in follow-up emails sent to these agencies.  
 
Anytime CATS must notify NCDOT and FTA of an accident or incident as defined 
below, CATS is also to notify the NCDOT-designated personnel, via cell phone, 
immediately upon knowledge of a major rail-related event involving a fatality, 
serious injury to a person, or a runaway train. Immediate notification is required to 
allow NCDOT to determine if its representative(s) will be dispatched to the event 
scene. 


 
NCDOT SSO Program Manager: Timothy P. Abbott 


• Cell phone:  (919) 218-6880 


• E-mail address: tpabbott@ncdot.gov 
 


NCDOT SSO Program Manager Alternate: Jahmal Pullen, PE 


• Cell phone:  (919) 423-8143 


• E-mail address: jmpullen@ncdot.gov 
 


FTA Transportation Operations Center (TOC)  


• Cell phone:   (202) 366-1863 


• E-mail address:  CMC-01@dot.gov 
 
 
 


1. Rail - Notify NCDOT and FTA within two (2) hours by phone or e-mail for 
rail safety accidents including: 
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(a) Loss of Life: Refers to a fatality (death) occurring at the scene or confirmed 
within 30 days following an accident that occurs on a transit property or is 
related to transit operations or maintenance. 
Excludes deaths resulting from illness or other natural causes and criminal 
homicides that are not related to collisions with a rail transit vehicle. 
 


(b) Serious Injury to a Person: Refers to any injury which occurs on a transit 
property or is related to transit operations or maintenance and includes at 
least one of the following: 
1. Requires hospitalization for more than 48 hours, commencing within 7 
days from the date the injury was received; 
2. Results in a fracture of any bone (except simple fractures of fingers, toes, 
or nose); 
3. Causes severe hemorrhages, nerve, muscle, or tendon damage 
involving any internal organ; or 
4. Involves second-degree or third-degree burns, or any burns affecting 
more than five percent of the body surface. 


 
Note: CATS safety personnel are not expected to undergo medical training 
to determine whether an injury meets the definition of “serious injury” and 
thus should make a determination based on available information at the 
time that the classification is made. Some injuries may not be apparent until 
the person undergoes a medical examination, at which point notification to 
SSO may be upgraded.  


 
Excludes serious injuries resulting from illness or other natural causes and 
criminal assaults that are not related to collisions with a rail transit vehicle; 


 
(c) Collision Involving a Rail Transit Vehicle:  


Refers to a collision (contact) involving two or more rail transit vehicles, and all 
collisions involving at least one rail transit vehicle at a grade crossing, that results 
in substantial property damage, serious injury or fatality, as defined herein.** 
 
Substantial damage is any physical damage to transit or non-transit property 
including vehicles, facilities, equipment, rolling stock, or infrastructure. 
 
Substantial damage Includes damage which adversely affects the structural 
strength, performance, or operating characteristics of the vehicle, facility, 
equipment, rolling stock, or infrastructure requiring towing, rescue, onsite 
maintenance, or immediate removal prior to safe operation. 
 
Substantial damage Excludes damage such as cracked windows, dented, bent 
or small puncture holes in the body, broken lights or mirrors; or removal from 
service for minor repair or maintenance, testing, or video and event recorder 
download. 


 {source: FTA 2-Hour Accident Notification Guide-9/24/21}.  


 Also see definition of a rail transit vehicle, as included in the SSOPS. 
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**In addition to the FTA and NCDOT two-hour collision notifications required 
above, NCDOT also requires two-hour notification for all collisions involving a 
rail transit vehicle or on-track equipment, regardless of location (yard or 
mainline).   


Following its review of the initial notification details (for non-FTA reportable 
collisions), NCDOT will notify CATS of its decision to require CATS to conduct 
formal preliminary and final investigations, on behalf of NCDOT, and submit 
investigation reports to NCDOT for review and approval.   


Collisions not meeting NCDOT’s requirement for formal investigation and 
reporting, shall be documented on CATS hazard log and included in the 
CATS quarterly hazard analysis reporting to NCDOT.  
 


(d)  Runaway Train: Refers to a train which is no longer under the control of 
an operator, regardless of whether the operator is physically on the vehicle at 
the time. 


 
(e)  Evacuation for Life Safety Reasons: Refers to a situation that occurs 
when persons depart from transit vehicles or facilities for life safety reasons 
(imminent danger), including self-evacuation. 


 
Imminent danger may include situations such as fires, presence of smoke 
or noxious fumes, hazardous material spills, vehicle fuel leaks, weapon 
fired on a vehicle, electrical hazards, bomb threats, suspicious items, or 
other hazard(s) that constitutes a real potential danger to any person. 
 
Includes evacuations of vehicles or facilities for events occurring on 
adjacent non-transit properties (i.e. bomb threat, gas leak, or fire) that 
causes a transit agency to evacuate a nearby rail transit vehicle or facility 
for life safety reason(s). 
 
Excludes evacuations that are not for a life safety reason, such as an 
evacuation of a train into the right-of-way or onto adjacent track; or 
customer self-evacuation or transfer of passengers to rescue vehicles or 
alternate means of transportation due to obstructions, loss of power, 
mechanical breakdown and system failures, or damage. 


 
(f) Derailment: Refers to a non-collision event in which one or more wheels of 
a rail transit vehicle, including on-track equipment, unintentionally leaves the 
rails (at any location, at any time, and for any reason). 


 
2. Rail - NCDOT Unacceptable Hazardous Condition (UHC) Reportable 


Events within two (2) hours (non-FTA reportable): 
 


(a) A revenue vehicle opening doors on the wrong side away from the platform 
or opening vehicle doors when the railcar doors are off the platform. 


(b) Stop/Red Signal Overrun (verified Vital System Report) includes any 
instance in which a train operator passes a red signal or passes an 
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employee on the right of way who is communicating, by way of hand 
signals, to the train operator to STOP the train and remain standing. 


(c) Near miss contact of a rail transit vehicle with any authorized track-side 
personnel including roadway worker, contractors, or other authorized 
personnel. 


(d) Pantograph and OCS damage (Catenary line pulled down or pantograph 
entanglement). 


(e) Violation of Stop and Proceed Order as initiated by the Rail Operations 
Control Center (ROCC) or other CATS personnel, passing a dark signal, or 
passing a flashing Grade Crossing Indicator (GCI). 


   
3. Federal Railroad Administration (FRA) notifications: Anytime CATS must notify 


the FRA of an accident as defined by 49 CFR 225.5 (i.e. shared use of the general 
railroad system trackage or corridors), CATS must also notify the SSO and FTA of 
the accident within the same time frame established by the FRA. 


 
FRA Notification: rrswebinquiries@dot.gov 
 
SSO Program Manager: Timothy P. Abbott 


• Cell phone:  (919) 218-6880 


• E-mail address: tpabbott@ncdot.gov 
 


SSO Program Manager Alternate: Jahmal Pullen, PE 


• Cell phone:  (919) 423-8143 


• E-mail address: jmpullen@ncdot.gov 
 


A manager within S&S shall notify NCDOT of an unacceptable hazard 
within 24 hours (or the next business day) of the categorization of the 
hazard as an unacceptable hazard. 
 
FTA Transportation Operations Center (TOC)  


• Cell phone:   (202) 366-1863 


• E-mail address:  CMC-01@dot.gov 
 


4. Rail - National Transportation Safety Board (NTSB) 


A manager within S&S will notify the NTSB via the National Response Center 
at (800) 424-0201 at the earliest practicable time after the occurrence of any 
one of the following railroad accidents per 49 CFR Part 840.3 Notification of 
railroad accidents: 


 


(a) No later than two hours after an accident that results in: 


(1) A passenger or employee fatality or serious injury to two or more 
crewmembers or passengers requiring admission to a hospital. 


(2) The evacuation of a passenger train due to life safety events. 







Subject/Title: Accident/ Incident Investigation and Reporting  Procedure No: CATS S&S03 
          Revised Date:  07/28/2022 


 


 
Printed copies of this document are uncontrolled copies. Page 10 of 27 
  


 
 


(3) Damage to a container resulting in release of hazardous materials or 
involving evacuation of the general public. 


(4) A fatality at a grade crossing. 


 


(b) No later than four hours after an accident that does not involve any of the 
circumstances enumerated in paragraph (a) of this section but that results 
in one of the following: 


(1) Damage (based on a preliminary gross estimate) of $150,000 or more 
for repairs, or the current replacement cost, to railroad and non-railroad 
property. 


(2) Damage of $25,000 or more to a passenger train and railroad and non-
railroad property. 


 


(c) Accidents involving joint operations must be reported by the railroad that 
controls the track and directs the movement of trains where the accident 
has occurred. 


 


(d) In the event the NTSB “Go Team” responds to investigate the incident, 
command and control will transfer to the team at the conclusion of rescue 
operations. The Office of Safety & Security is responsible to support the Go 
Team and protect the scene so the team can conduct their investigation. 


 
Anytime CATS must notify the NTSB of an accident as described above, CATS 
must also notify the SSO of the accident within the same time frame established 
by the NTSB. 


 
SSO Program Manager: Timothy P. Abbott 


• Cell phone:  (919) 218-6880 


• E-mail address: tpabbott@ncdot.gov 
 


SSO Program Manager Alternate: Jahmal Pullen, PE 


• Cell phone:  (919) 423-8143 


• E-mail address: jmpullen@ncdot.gov 
 


 
5. Transportation Security Administration (TSA)  


 
Safety and Security will notify the local office of TSA at (704) 916-6281 and 
Department of Homeland Security (DHS) by calling the Freedom Center at 
(866) 615-5150 and reporting potential threats or significant security concerns 
within one-hour of notification to S&S of the incident. 
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Potential threats or significant security concerns encompass incidents, 
suspicious activities, and threat information including, but not limited to, the 
following (CFR 1580.203 subpart c): 


 


(a) Interference with the train or transit vehicle crew.  


(b) Bomb threats, specific and non-specific.  


(c) Reports or discovery of suspicious items that result in the disruption of rail 
operations.  


(d) Suspicious activity occurring onboard a transit vehicle or inside the facility 
of a rail transit system that results in a disruption of rail operations.  


(e) Suspicious activity observed at or around transit vehicles, facilities, or 
infrastructure used in the operation of the rail transit system.  


(f) Discharge, discovery, or seizure of a firearm or other deadly weapon on a 
transit vehicle or in a station, facility, or storage yard, or other location used 
in the operation of the rail transit system.  


(g) Indications of tampering with rail transit vehicles.  


(h) Information relating to the possible surveillance of a rail transit vehicle or 
facility, storage yard, or other location used in the operation of the rail transit 
system.  


(i) Correspondence received by the rail transit system indicating a potential 
threat to rail transportation.  


(j) Other incidents involving breaches of the security of the rail transit system 
operations or facilities. 


 
Information reported should include, as available and applicable (from CFR 
1580.203 subpart d):  


(a) The name of the rail transit system and contact information, including a 
telephone number or e-mail address. 


(b) The affected station, or other facility. 


(c) Identifying information on the affected rail transit vehicle including train 
number, transit line, and route, as applicable. 


(d) Origination and termination locations for the affected rail transit vehicle, 
including transit line and route. 


(e) Current location of the rail transit vehicle. 


(f) Description of the threat, incident, or activity. 


(g) The names and other available biographical data of individuals involved in 
the threat, incident or activity. 


(h) The source of any threat information. 
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6. S&S will report spills per CATS S&S08 Reporting Hazardous Materials 
Spills or the appropriate Spill Prevention and Countermeasure Plan. 


 
7. For events on Freight Rail (as specified in e-Rail Rail Security Awareness 


Training), report all suspicious activity, Gate Failures or Incidents to:  


• CSX Public Safety Coordination Center: 1 (800) 232-0144 


• Norfolk Southern Police Communications Center: 1 (800) 453-2530  


 
8.4 External Notifications by Risk Management 


 
CATS Employees:  Risk Management is responsible for contacting North Carolina 
Occupational Safety and Health Administration (OSHA) for any event resulting in 
a fatality or the hospitalization of three or more employees per City Policy HR23. 
Beginning January 1, 2015, OSHA will require the following to be reported: 


• Work related fatality – within 8 hours 


• Any work-related in-patient hospital admission (regardless of number of 
employees), any amputation, or any loss of an eye within 24 hours. 


   
TMOC Employees:  BOD – HR will follow the same guidelines as City Risk 
Management for notification for all TMOC employees.  


 
8.5 On-Scene Activities and Responsibilities 


 
Responsibility for and command of the incident depends on the circumstances of 
the accident.  This order shall be as follows: 
 
Primary Incident Commander 
The Fire Department Commanding Officer: rescue, firefighting, mass casualty, 
or hazardous materials incidents. 


 
Local Police Jurisdiction: accident investigation, traffic control or scene 
clearance/transfer to CATS. 
 
The first CATS representative on-scene will serve as CATS Liaison until such time 
as command is transferred appropriately. The CATS Incident Commander will 
serve as liaison to other responding agencies as needed. Command should be 
transferred to CATS S&S personnel upon their arrival unless current IC and S&S 
determine this is not necessary. If it is decided that command will not be transferred 
to S&S personnel, the S&S personnel on scene will serve as Safety Officer. 
 
Ranking CATS Operations personnel, until relieved by a CATS S&S representative 
for incidents where only internal CATS Department is responding; not requiring 
emergency response agencies. 
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Bus Employee Responsibilities 
 
Bus Operator: 


• Assess the situation, check on passengers and occupants of other vehicles 
involved for injuries that require medical attention.   


• Call the BOCC and provide information outlined in section 8.1.  


• Pass out patron information cards and ensure they are collected once 
completed.  


 
Supervisor: 


• Assume control of the incident for CATS and act as CATS’ Liaison or 
Incident Commander (IC) (ICS Unified Command) 


• Notify the BOCC if additional medical attention is needed and coordinate 
towing if required (Must remain at scene until all vehicles are cleared).  


• Establish detour if route is blocked.  


• Support Bus Safety & Security if on-scene response is required.  


• Collect accident/incident information. 


• Coordinate tripper bus for passenger transport.  


 
Maintenance Staff: 


• Provide towing if required.  


• Support Bus Safety & Security if requested to brake test vehicle, hold out 
of service until investigation is complete.   


• Provide estimate of repairs to Risk Management.   


 


Rail Employee Responsibilities 
 


Rail Operator: 


• Report incident to the ROCC 


• Check on passengers and vehicle 


• Provide information to first responders and act as CATS’ representative 


• Transfer command to supervisor on scene 
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Supervisor: 


• Accept command of the incident for CATS and act as CATS’ Liaison or 
Incident Commander (IC) (ICS Unified Command) 


• Transfer command to and support Rail Safety staff once command is 
transferred 


• Begin collecting accident/incident information 


• Work with other staff to ensure it is safe to move the train and return to 
normal operations 


 
Rail Safety Staff: 


• Accept command of the incident for CATS and act as CATS’ Liaison or 
Incident Commander (IC) (ICS Unified Command) 


• Serve as primary Incident Commander once first responders have turned 
over incident to CATS 


• Work with CATS personnel to ensure it is safe to move the train and return 
to normal operations 


 
Rail Car Maintenance:  


• Inspect the vehicle for damages 


• Verifies that the vehicle is safe to be on and/or around it 


• Ensures that the pantograph has been lowered and/or circuit breakers 
turned off if damages compromise the safety of others or cause 
environmental hazards (i.e. hydraulic oil leaks)  


• Verify it is safe to move back to a yard for further inspection and repair if 
needed 


 
Maintenance of Way:  


• Inspect for electrical hazards from the OCS and will notify if the area is 
unsafe to enter 


• Inspect track and switches 


• Inspect signals and gates 


• Inspect other railroad infrastructure to ensure there is no damage to 
equipment and safe to move train back to shop 


• Verify it is safe to operate trains in the affected area prior to returning to 
normal service 


 
In the event the National Transportation Safety Board (NTSB) Go-Team 
responds to the incident, command and control will transfer to the team at 
the conclusion of rescue operations. The Office of Safety & Security is 
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responsible to support the Go-Team and protect the scene so the team can 
conduct their investigation. 


 
See CATS Emergency Preparedness and Continuity Plan for detail on setting up 
a command center. 


 
8.5.1 Protection of the Accident Scene 


 
Before emergency responders arrive on scene, operators and field/street 
supervisors should take steps to prevent further injury and damage by: 
 


1. Securing the scene with vehicles, tape, etc. 


2. Moving passengers and others to a safe place. 


3. Closing off CATS vehicles to prevent people from entering. This effort 
is to prevent fraudulent claims or contamination of any forensic 
evidence. 


 
Ensure that evidence and the physical circumstances at the scene are 
preserved as much as possible. 


 
Access to the scene should be controlled. Only fire, police, MEDIC 
personnel, and authorized City personnel shall be allowed access to the 
scene. 


 
The ranking Operations person protects the accident scene until a CATS 
S&S representative responds. The responding personnel from S&S will 
assist in protecting the scene and CATS property with help from local law 
enforcement. 


 
8.5.2 Immediate Actions to be Taken 


 
The operator, CATS supervisor, TMOC supervisor, or first responding 
personnel to the accident scene for all accidents is responsible for: 
 
1. Protecting and assisting the injured. 


 
2. Ensuring sufficient resources are en route (i.e., Fire, Rescue, Police, 


Towing Company). 
 


3. Securing the accident scene. 
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4. The following procedure will be followed for any accident involving a 
serious injury or major property damage per City Policy MFS08: 


 
a. Immediately, while the vehicles are still at the accident scene, 


contact Risk Management with details of the accident. Risk 
Management will provide additional direction if the vehicles have 
been removed from the accident scene.  


b. Avoid starting the vehicle or turning on the vehicle’s ignition switch. 
Valuable information can be lost from the onboard computer if this 
occurs. 


c. If directed by Risk Management, make arrangements with 
Equipment Management for secure movement and storage of the 
City owned vehicle. 


 
5. The law enforcement agency investigating an accident outside of 


Mecklenburg County may require that the City vehicle be towed to a 
local facility. In this case, Equipment Management will make 
arrangements to have the vehicle transported to a City facility. 
 


6. Arranging for transportation of vehicle operator for drug/alcohol testing, 
if the criteria level is met under the City’s/CATS’ or TMOC’s 
drug/alcohol program and the operator is not hospitalized. 
 


7. Collect information needed to submit a “Vehicle Accident Report.” 
See forms in Appendix A. 
 


8. An “On the Job Injury Report” (https://claims.ci.charlotte.nc.us) must be 
completed for any City employee who is injured. An employee with a 
serious injury should be transported by Emergency Medical Services 
(EMS) to the nearest emergency care facility. Employees requesting 
treatment for minor injuries that do not require EMS should be 
transported to the nearest Concentra Care facility. Trips to the 
emergency room should be avoided for a minor injury provided an 
Urgent Care facility is open. A copy of the Treatment Referral Form 
must be completed and provided to the urgent care facility. The 
Treatment Referral Form and maps for facility locations can be found 
at the Risk Management reporting website 
http://riskmgmtonline.ci.charlotte.nc.us/helper/helperOTJIR.html. 
 


9. TMOC employees will follow TMOC procedures for treating injured 
employees and will use TMOC forms for on-the-job injuries. 


 
8.5.3 Collection of Information 


 
Collection of appropriate information shall be the responsibility of the CATS 
supervisor, TMOC supervisor, or S&S staff at the discretion of an S&S 
manager. Risk Management has the discretion of collecting the information 
for any accident involving a fatality, serious injury, or major property 
damage.  



https://claims.ci.charlotte.nc.us/

http://riskmgmtonline.ci.charlotte.nc.us/helper/helperOTJIR.html
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1. Note the passengers on vehicle, take photographs of the accident 


scene, appropriate rails and switches (Rail Operations only), and 
vehicle(s) involved unless a fatality has occurred. Avoid taking 
photographs of seriously injured passengers. For fatality 
incident/accident, secure scene and hold for Charlotte-Mecklenburg 
Police Major Crash Unit and CATS Safety & Security. 
 


2. Gather names of injured parties and witnesses, including non-
passengers. Have patrons complete Accident/Incident Patron 
Information Card S&SF06 for Bus, or Passenger Status Card RODF032 
Rail if applicable. 
 


3. Mark final resting spots of vehicles involved in the accident/incident. 
 


4. Complete Incident and Accident Report – Supervisors RODF040 for 
Rail. 
 


5. Establish initial damage assessment of CATS property, other property, 
and total property damage. 
 


6. For STS only: Checklist S&SF03 details the actions to be taken during 
the initial investigation.   
 


7. Collect video from bus or rail vehicle and provide video to Charlotte-
Mecklenburg Police Department. CATS MR01 Media Protocol will be 
followed for release of any video to the public. 
 


8. For Rail only, Light Rail Vehicle downloads.  
 


8.6 Isolation of CATS Vehicles 


 
If it has been determined that the vehicle needs to be isolated, the vehicle will be 
secured at a CATS facility. 
 
CATS S&S shall ensure a Vehicle Isolation Form S&SF07 is affixed to the vehicle 
with the date, name, and department of person responsible for isolating the 
vehicle. CATS S&S will control access to the vehicle. 
 
S&S may authorize access to the vehicles following a consultation with the Risk 
Management Representative. When accessing the vehicles, the Access Section 
of the Vehicle Isolation Form must be completed indicating the name, date, 
department or agency, and reason for accessing the vehicle. 
 
The Risk Management Claims Manager, in conjunction with S&S must approve 
access for any testing involving the vehicle or the removal or repair of any 
component. Access will be coordinated with S&S. 
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If an NTSB Go Team responds to the incident, CATS vehicles involved in the 
accident cannot be moved or removed from the scene until authorized by the 
NTSB team and S&S. 


 
8.7 Vehicle Release 


 
Vehicles will be released from an incident scene once it is determined the vehicle 
is safe to operate or be towed by vehicle maintenance personnel and cleared by a 
Supervisor or Safety and Security Staff. 
 
Bus Operations 
 


• Minor incidents – Bus supervisor confirms minor damage to bus and safe to 
release the bus to return to service or back to a bus maintenance facility. 


• Major incidents – Safety & Security staff confirms with Bus Maintenance staff 
the bus is safe to operate back to a maintenance facility or must be towed and 
will release the vehicle from the scene. 


• Safety & Security staff will either isolate the vehicle or release the bus-to-bus 
maintenance for further inspection and repair.  


 
Rail Operations 
 


• Minor incidents – Rail supervisor confirms minor damage to train and safe to 
operate train. If Rail Safety staff is more than 10 minutes away from the scene 
and there are no injuries on the train or the ROW, the Rail Supervisor calls the 
on-call Rail Safety number to receive verbal release of the train back to a rail 
yard where safety staff will continue their investigation. 


• Major incidents - Safety & Security staff confirms with Rail Car Maintenance 
staff the train is safe to operate back to a maintenance facility or must be towed 
and Maintenance of Way staff confirmed track, signals and systems are safe 
to operate on at which point safety staff will release the train from the incident 
scene. 


• Safety & Security staff will either isolate the vehicle or release it to rail car 
maintenance for further inspection and repair. 


 
Isolated Vehicles 
 
Any isolated vehicle shall not be repaired or returned to revenue service until the 
Vehicle Isolation Form has been signed indicating S&S has given written 
authorization that vehicle may be released. Prior to release, S&S will check with 
the respective parties involved in the accident investigation to confirm that they 
have completed their examination of the involved vehicle. 
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Upon completion of all repairs and testing, CATS or TMOC Maintenance Director 
issues a written report to S&S on each accident resulting in the vehicle being 
isolated. The report confirms that the vehicle is safe and may return to service. 
 
The Vehicle Isolation Form is kept in the accident file in the Office of Safety & 
Security after completing the written authorization releasing the vehicle. 
 
If the vehicle involved is beyond repair (a total loss), then Maintenance must notify 
the CATS Chief Financial Officer for a determination on future disposition of the 
asset, including the need to notify the FTA. 
 


8.8 Accident Investigation Documents and Reviews  


 


This section describes the review and documentation required for an accident or 
incident. Additional actions may be required depending upon the severity of the 
incident as defined in Section 4. 
 
8.8.1 Drug/Alcohol Test Results 


 
When an accident meets the drug/alcohol test criteria as defined in CATS 
HR02 Drug and Alcohol Policy for Safety Sensitive Employees, City Policy 
HR 4 Maintenance of a Drug and Alcohol-Free Workplace for City 
employees or the Alcohol and Drug Policy for TMOC employees, test 
results are reported to the Drug and Alcohol Program Manager. All post-
accident testing is performed immediately. Results of a negative drug test 
are generally known within 48 hours. Positive drug test results may not be 
known for 72 hours. Alcohol results are known immediately after testing 
and are provided verbally to the transporting supervisor. 
 
In the event an employee is incapable of giving consent due to serious 
injury or death, post-accident testing cannot be performed by CATS or 
TMOC per FTA regulations. Testing may be performed by the applicable 
law enforcement agency. CATS S&S Manager, TMOC staff, or Risk 
Management may request results from that agency. 


 
8.8.2 Accident/Incident Investigation Report Format 


 
 For each accident/incident and unacceptable hazardous condition as 


defined through the hazard resolution matrix, CATS will prepare and submit 
the appropriate accident/incident investigation forms and supporting 
documents and, if necessary, a corrective action plan including a corrective 
action implementation schedule. The investigation report will be submitted 
to NCDOT and should include at a minimum the information listed below: 


 
•  Cover Page  


o Date of report;  


o Addressed to NCDOT SSO; and  
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o Signed by an authorized agent of CATS.  


 


• Event Tracking  


o Document Control Number;  


o Event #;  


o Event Name/Title;  


o Event Type (fatality, injuries, property damage, evacuation, 
derailment or other);  


o Event Hazard Rating;  


o Date & Time of event;  


o Date & Time initially reported to SSO;  


o Date & Time Preliminary Report was submitted to SSO;  


o Name and job title of person assigned to lead the investigation of the 
event (accident, incident, or unacceptable hazardous condition 
(UHC)); and  


o Date Final Report submitted to SSO.  


 


• Event Summary Statement  


o Event Description (summary statement of what occurred).  


 


• Event Narrative (details)  


o Fatalities (agency employees and civilians);  


o Injuries; (agency employees and civilians);  


o Number of persons transported for medical treatment;  


o Sequence of Events (leading up to, during, and following the incident 
occurring). Includes summary of audio/video review by investigation 
team (on-board and stationary recording devices);  


o Rail transit vehicle(s) involved (type, vehicle number, consist type);  


o Number of vehicles towed from scene or taken out of service;  


o Posted speed vs. actual speed of vehicles involved at the time 
incident occurred (speed estimated, verified, or unknown);  


o Number of passengers onboard consist at time of incident;  


o Number of passengers in non-rail vehicles;  


o Number of rail vehicles derailed;  


o Number of other vehicle(s) involved and type (car, truck, semi, etc.);  


o Property damage estimate to revenue vehicles;  
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o Property damage estimate to track, signals, right-of-way, or other 
agency owned infrastructures;  


o Property damage estimate to other, non-agency, property;  


o Summary set of photographs, diagrams, and drawing related to the 
event (i.e., location, damage to rail and non-rail vehicles and 
property, etc.). A complete/comprehensive set(s) of relevant 
supporting documents should be attached to the Final Incident 
Report;  


o Attachments that include all related reports (i.e., police, operator, 
witness statements, etc.);  


o Attachments that include all related Safety and Security (S&S) 
Department’s documentation of S&S independent investigations, 
interviews, findings, and recommendations related to the incident;  


o Drug and/or alcohol tests performed and for which employees (by 
job title and direct/indirect involvement in incident) and under who’s 
authority was testing performed (meets FTA threshold or agency 
policy);  


o NTD reportable (if yes, date/time reported, or monthly reporting 
scheduled);  


o NTSB reportable (if yes, date/time reported);  


o FRA reportable (if yes, date/time reported);  


o Primary person (i.e., Chief Investigator) conducting the investigation 
(name, title, phone numbers and email address);  


o Citation(s) written by Law Enforcement or other authority (and to 
whom);  


o Physical Characteristics of the Scene (including weather, outdoor 
ambient temperature, road and visibility conditions, etc.); and/or 


o Interview Summary Findings.  


 


• Probable Cause (s) and Contributing Factors  


o Condition(s) of rail rolling stock and infrastructure contributing to 
event  


o Other non-agency condition(s) contributing to event  


o Job hazard analysis summary (if completed)  


o Human factors analysis summary (if completed)  


o Analysis of safety risk mitigation(s) currently in place which should 
have prevented event (if completed)  


o Hours-of-service details for employee(s) involved (including split-
shifts and over-time worked within previous 72 hours)  
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• Conclusions  


o Chief Investigator’s findings and summary statement  


 


• Findings, Recommendations, and Proposed Corrective Action Plan(s)  


o List tasks, follow-up activities, and risk mitigations strategies being 
implemented in order to improve agency control of safety risk 
(including assignment of agency key staff members, by name and 
job title, and target dates for completion).  


o Identify proposed CAPs needed to properly address associated 
safety risks and follow reporting and management of CAPs, as 
outlined in Section 9 of this SSOPS.  


o List safety risk monitoring plans intended to ensure that all 
recommendations and corrective actions are: 1) implemented; 2) 
effective in controlling safety risk to an acceptable level; and 3) 
create no new safety risk (unintended or otherwise).  


 
8.8.3 Distribution of Accident/Incident Reports 


 
CATS shall forward a copy of the report file, which includes all statements, 
forms, and accident/incident reports to Risk Management. 
 
For major and critical incidents, reports will be forwarded within 48 hours 
after the accident or by 5:00 p.m. Tuesday if the accident occurred Friday 
night, Saturday, or Sunday.  
 
Rail Operations:  
 
CATS shall provide a Preliminary Investigation Report to NCDOT within 72 
hours of an event meeting the definition of an Accident/UHC; as defined 
herein. CATS shall provide a Final Investigation Report-Draft to NCDOT 
within thirty (30) calendar days following the reportable event. Final 
reports shall include but may not be limited to 1) hazard analysis and safety 
risk mitigation activities conducted during reportable event investigations; 
2) planned completion date(s) for these activities; and 3) specific 
Department(s) and specific personnel assigned to complete the 
investigation and other these activities. 
 
In the event that CATS cannot provide a Final Investigation Report to NCDOT 
within the timeframe stated above, CATS shall formally request a time 
extension, not to exceed thirty (30) additional calendar days. CATS’ time-
extension request must include the following information:  
 


• Status/Progress of the incident investigation to date  


• Reason(s) for the delayed Final Investigation Report  


• Proposed date (if approved) when Final Report will be submitted to NCDOT  
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• CATS Lead Investigator’s Name, email address, and direct phone contact #  


 
NCDOT shall approve or deny an extension request, via email. In the event that 
an extension request is denied, CATS shall submit its Revised Final 
Investigation Report, meeting the requirements listed below, within a timeframe 
established by NCDOT and included in the denial email from NCDOT.  
The following timeline and actions shall be followed to ensure that Final 
Investigation Reports are completed per the standards of NCDOT:  
 
1. As stated above, CATS shall provide a Final Investigation Report-Draft to 


NCDOT for review within thirty (30) calendar days following the reportable 
event.  


 


2. If NCDOT is satisfied with its review of the Final Investigation Report-Draft, 
CATS will update the report format to indicate “Final Investigation Report”. 
Subsequently, NCDOT will adopt the report as final; communicating its 
decision via formal letter to CATS, at which point the report becomes the 
Final Investigation Report and will be submitted to FTA’s SSOR website.  


 


3. If NCDOT is not satisfied with the Final Investigation Report-Draft or does 
not approve the proposed CAPs, NCDOT will communicate its 
concerns/questions, via email to CATS, using the NCDOT SSO Comment 
Tracking Sheet within fifteen (15) calendar days following receipt of the 
draft report. 


 


4. CATS shall have fifteen (15) calendar days, from date of receipt, to fully 
respond to the comments issued by NCDOT. CATS’ responses to NCDOT’s 
comments shall be included in the document body of the CATS Revised 
Final Investigation Report submission to NCDOT. If additional discussion or 
follow-up is warranted, NCDOT or CATS may request to convene a 
conference call with one another to reach a resolution for unresolved 
questions/concerns.  


 


5. If NCDOT is satisfied with the Revised Final Investigation Report and CATS’ 
responses to comments, NCDOT will adopt the revised report as final; 
communicating its decision via formal letter to CATS, at which point the 
report becomes the Revised Final Investigation Report and will be 
submitted to FTA’s SSOR website.  


 
 


8.8.4 Risk Management Investigation 
 


Risk Management is responsible for managing any claim against the City. 
Risk Management may elect to retain the services of outside experts, such 
as forensic engineers, to assist with the investigation. Information 
concerning the investigation may be shared with the CATS S&S 
Manager(s).  
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8.8.5 Equipment Review and Report  


 
The responsible division shall review vehicles involved in accidents/ 
incidents. If the vehicle is isolated, the review will not be conducted until 
the vehicle is released unless otherwise requested by Risk Management. 


 
The following should be submitted to S&S and Risk Management: 


 


1. A comprehensive damage assessment and cost estimate for repairs. 


2. A preliminary determination as to whether any component failed and 
thereby contributed to the accident. This does not apply to a vehicle in 
isolation.  


  
For any vehicle held in isolation, all inspections and determinations of 
component failure will be coordinated between Risk Management and 
S&S. 
 


8.8.6 Supervisor's Accident Investigation Report 
 


The supervisors shall complete their reports by the end of their shift. 
 
Bus, STS: and Vanpool Post-Accident Questionnaire (form S&SF11)  
and Accident/Incident Summary (form S&SF09)  


 
Rail: Incident and Accident Report – Supervisors (form RODF040)  
 
The supervisor’s accident investigation reports, including Employee 
Accident Report (form S&SF08), pre-trip inspection cards, and Patron 
Information Card shall be submitted to S&S by the end of the next business 
day. 


 
8.8.7 Operator's Accident Report 


 
The Employee Accident Report (S&SF08) shall be completed by the 
operator(s) involved in the accident by the end of the employee’s shift or 
run, unless the employee is hospitalized. This report is turned in to S&S 
and reviewed for clarity and completeness. S&S keeps the original and 
forwards a copy to Risk Management.  
 
In the event the operator is seriously injured, unconscious, or hospitalized, 
this report will be completed by the supervisor on duty pending the 
employee’s return to work. 
 
For Vanpool, drivers complete the Risk Management Vehicle Accident 
Reporting form. 
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8.8.8 Operator's Statement 
 


The operator completes a written statement (included in S&SF08) by the 
end of his or her shift. All recorded statements are the responsibility of Risk 
Management.  
  


8.8.9 External Reports 
 


Depending on the circumstances and/or severity of the accident, external 
reports may be required. Copies of all external reports are sent to Risk 
Management. External reports may include, but are not limited to the 
following: 


• Coroner’s Reports 


• Emergency Medical Services Reports 


• Fire Department Reports 


• Hospital Records 


• Municipal Police Reports 


• Original Equipment Manufacturer’s Reports 


 
Activities involving accident reconstruction or other professional experts 
are performed at the request and direction of Risk Management. 


 
8.8.10 Safety and Security Regulatory Reports  


 
The General Manager of S&S is responsible for meeting the reporting 
requirements of NCDOT, FTA and the NTSB.  Copies of reports required 
by these agencies will be provided to Risk Management. 
 
All CATS and TMOC employees are expected to cooperate fully with CATS 
S&S in the accident investigation. 


 
8.8.11 Claims Management  
 


Interaction with any party involved in a claim against the City is the 
responsibility of Risk Management. This includes insurance carriers and 
legal counsel. Risk Management is the only entity authorized to discuss 
settlement of these claims. 
 


8.8.12 Post-Accident Review Committee for Major and Critical accidents 
 
As called for by the Manager of Safety (Rail or Bus), a Post-Accident 
Review Committee led by CATS S&S and comprised of Safety, Operations, 
and other Departments as required may be assembled and a meeting may 
be called. Subsequent meetings may be convened to share information 
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concerning remedial measures. For critical incidents, the same post-
accident review may be conducted.   


 
8.8.13 Critical Incident Review (per City Policy MFS 10) 


 
Risk Management, in collaboration and consultation with CATS CEO, City 
Manager’s Office, and City Legal staff, will determine whether the City of 
Charlotte Critical Incident Review Board will convene. 
 
If it is determined that the City of Charlotte Critical Incident Review Board 
will convene, Risk Management will notify all Board Members and schedule 
and facilitate the Board meeting. The Board will present a mitigation plan 
and conduct follow-up activities as described in City Policy MFS 10. 
 


9.0 CORRECTIVE ACTION PLAN (NCDOT- RAIL ONLY) 
 
After a rail accident, incident, occurrence or unacceptable hazardous condition as defined 
through the hazard resolution matrix, CATS will submit a corrective action plan (CAP) to 
the NCDOT when applicable. See the CATS ASP and NCDOT SSOPS, as amended for 
further instructions on CAPs.  
 


10.0 REPORT ACCEPTANCE AND APPROVAL 
 
Accident/Incident report acceptance and approval are the responsibility of the CATS 
General Manager of S&S. Coordination and review of Accident/Incident reports will be 
afforded CATS Operations prior to acceptance and approval. Final approved reports will 
be officially transmitted from the CATS General Manager of S&S to NCDOT. 
 


11.0 SAFETY AND SECURITY COMMITTEE (“SSC”) 
 


The Safety and Security Committee (“SSC”) will identify opportunities to reduce safety and 
security risks through design, technology, and changes in procedures and processes. The 
committee will: 


 


1. Look at trends in major and critical preventable accidents. 


2. Review probable causes and contributing factors, establish conclusions, and give 
recommendations and corrective actions. 


3. Identify and assign owners for additional improvements to reduce preventable 
accidents. 


4. Prioritize improvements and provide estimated costs. Assign champions for funded 
items and track successes. 


 
The committee is chaired by the General Manager of S&S. Members will include 
representatives from Bus, Rail, or STS Operations (depending on type of incident), 
Development, S&S, Technology, Facilities Management, Quality Assurance, and CMPD. 
Additionally, members of the Post-Accident Review Committee described in Section 7.8.1 
may contribute to the SSC. 







Subject/Title: Accident/ Incident Investigation and Reporting  Procedure No: CATS S&S03 
          Revised Date:  07/28/2022 


 


 
Printed copies of this document are uncontrolled copies. Page 27 of 27 
  


 
 


 
12.0 RECORDS REQUIRED 
 


Forms identified in this procedure along with other pertinent records and photographs 
collected as part of the investigation will be forwarded to Risk Management. Copies will 
be maintained by S&S per the CATS records retention schedule. 


 
Risk Management and the City’s legal staff will determine the official distribution and/or 
release of any accident reports. 


 
 
 
 
 
 
 
 
 
 
 
 
Summary of Changes  
 
  
4.0  Added definition of derailment in this section. 
8.3  Updated subheadings and numbering; updated and provided additional information for collisions 


involving rail transit vehicles and notification requirements. Added to NCDOT UHC Reportable Events 
section clarification for stop/red signal overruns.  


8.8.2   Made revisions to instructions for Investigation Reports, format and content. 
8.8.3  Updated procedure to describe RTA and NCDOT responsibilities concerning accident/incident report 


distribution, extension requests, comment resolution and report acceptance. 
9.0  Added reference to NCDOT program standard. 
 
Entire Document:  Wording and grammatical changes were made for clarity.
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Appendix A 
Accident/Incident Investigation Forms 
 
 
CATS FORMS 
Accident Notification Report (STS) .................................................................................... S&SF01 
Incident and Accident Report – Supervisors (Rail) ............................................................ RODF040 
Patron Information Card (Bus and STS) ............................................................................ S&SF06 
Passenger Status Card (Rail S-70) ................................................................................... RODF032 
Accident/Incident Investigation Documentation Checklist (STS) ........................................ S&SF03 
Tools of Investigation (checklist) (STS) ............................................................................. S&SF05-
STS 
Tools of Investigation (checklist) (ROD) ............................................................................ S&SF05-
ROD 
Vehicle Isolation Form ....................................................................................................... S&SF07 
Employee Accident Report ................................................................................................ S&SF08  
Accident/Incident Summary (Bus and STS) ...................................................................... S&SF09 
Post-Accident Questionnaire (Bus and STS) ..................................................................... S&SF11 
Infraction Record Entry – STS ........................................................................................... S&SF36 
Emergency Response Equipment ..................................................................................... S&SF41 
 
 
RISK MANAGEMENT FORMS 
https://claims.ci.charlotte.nc.us  
On the Job Injury Report 
Vehicle Accident Reporting Form (Vanpool Drivers and Non-operations divisions) 
General Liability Reporting Form 
Property Loss Reporting Form 
 
City Forms available on CNet/Human Resources/Drug and Alcohol Testing 
City of Charlotte Post Accident Testing Checklist .............................................................. PDER-6 
Appointment Form and Authorization for Drug and/or Alcohol Test ................................... PDER-2 
 
 
TMOC FORMS 
Drug and Alcohol Authorization ......................................................................................... N/A 
 
 



file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF01%20Accident%20Notification%20Report.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Rail%20Operations/RODF40%20Incident%20and%20Accident%20Report%20-%20Supervisors.pdf

https://citydocs/sites/CATS/Policies%20and%20Procedures/SSF06%20Patron%20Information%20Card%2020141021.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Rail%20Operations/RODF032%20Passenger%20Status%20Card%20for%20S-70.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF03%20Investigation%20Documentation%20Checklist.pdf

http://citydocs/sites/CATS/Policies%20and%20Procedures/SSF05%20Tools%20of%20Investigation%20-%20STS.pdf

http://citydocs/sites/CATS/Policies%20and%20Procedures/SSF05%20Tools%20of%20Investigation%20-%20STS.pdf

http://citydocs/sites/CATS/Policies%20and%20Procedures/SSF05%20Tools%20of%20Investigation%20-%20ROD.pdf

http://citydocs/sites/CATS/Policies%20and%20Procedures/SSF05%20Tools%20of%20Investigation%20-%20ROD.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF07%20Vehicle%20Isolation%20Form.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF08%20Employee%20Statement.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF09%20Accident-Incident%20Summary.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF11%20Post-Accident%20Questionnaire.pdf

file://///ci.charlotte.nc.us/CoCDFS/Common/CityWide/CATS%20Policies%20and%20Procedures/Charlotte%20Area%20Transit%20System/FORMS/Safety%20and%20Security/S&SF36%20Infraction%20Record%20Entry%20-%20STS.pdf

https://citydocs/sites/CATS/Policies%20and%20Procedures/SSF41%20Emergency%20Response%20Equipment%2020170327.doc

https://claims.ci.charlotte.nc.us/

https://cnet/Departments/hr/HR%20Forms/POST%20ACCIDENT%20TESTING%20CHECKLIST.docx

https://cnet/Departments/hr/HR%20Forms/Pre-Employment%20Drug%20Test%20Request-Fillable%20Form.docx

https://cnet/Departments/hr/HR%20Forms/Pre-Employment%20Drug%20Test%20Request-Fillable%20Form.docx
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CHARLOTTE AREA TRANSIT SYSTEM 
RAIL OPERATIONS 


  Rail Operator Ride Check Form  


RODF063 (CATS Agency Safety Plan) Page 1 of 3 


June 2020 


 


 


 


Operator Name:     


Date:  _ Start Time:    


Radio #:    


End Time:     


Start Location: End Location:    


Alignment (check one): 


Purpose of this ride check: 


Blue Line   Gold Line 


 Periodic efficiency ride-along  Re-training following infraction 


 Recertification  Return to work following extended absence 


 Other (explain)    
 


Rate each observed behavior on a scale of 1 to 5, with 5 being excellent and 1 being unacceptable, 
needs retraining. Any re-training needs must be presented to operations manager and/or instructor 
supervisor. 
 


   Possesses all required items (Operating Orders, radio, Rule Book, etc.) 


   Wearing proper uniform (including shoes) and uniform is clean and neat 


   In possession of accurate watch which indicates seconds 


   Cell phone and unauthorized electronic equipment OFF and out of sight 


   Knows the rule of the day 


   Uses proper radio protocol; reports all appropriate situations that could affect operations 


   Performs pre-trip inspection (note if verbal/physical assistance needed) 


   Always checks both sides of train via cameras prior to closing doors and departing station 


   Coupling 


   checked couples 


   operates at appropriate speed when coupling 


   makes announcements 


   works horn or bell prior to moving 


   brake and rolling free test performed 


   Operates switches when leaving yard (document performance) 


   Request authorization to leave yard 


   Operates on time according to schedule 


   Smooth station stops and accelerations 







CHARLOTTE AREA TRANSIT SYSTEM 
RAIL OPERATIONS 


  Rail Operator Ride Check Form  


RODF063 (CATS Agency Safety Plan) Page 2 of 3 


June 2020 


 


 


 


   ADA station announcements made if necessary 


   Makes proper Streetcar Station/ADA announcements 


   Documents and repeats back location of alerts 


   ROD425 Switching Streetcar Operating Cabs compliance 


   Performs proper interior train/streetcar inspections at terminal stations 


   Performs proper interior train inspections at terminal stations 


   Makes all appropriate customer service announcements 


   Operates to appropriate station berthing marker 


   Proper use of horn and bell 


   Proper TWC code set 


   Proper use of opticom/ommitter 


   Uses Door Close button to close doors 


   Identifies affected door and able to cut out (document performance) 


   Talks through pumping off a handbrake (document performance) 


   Observes and follows all signals 


   Identifies crossover, diamond interlocking, and turnout (document response) 


   Sounds horn and slows to 10 mph when workers are on ROW 


   Operates at speeds no greater than 5 mph in curves and obeys speed limits on streetcar 


alignment 


   Uses appropriate station approach speeds during normal and inclement weather 


   Scans grade crossings properly to ensure GCI is illuminated and gates are down 


   Monitor signal cabinet indications 


   Good defensive operating techniques and is always prepared to stop 


   Good observation techniques and constantly scans ahead (not “tunnel vision”) 


   In seat and ready to depart terminal stations one minute prior to departure time. 


   Notifies ROCC when departing Streetcar Terminals. 


   Operates safely and is in compliance with the Rail Rule Book and all rail SOPs 


   Non-revenue 


   Operates at appropriate speed entering platform 







CHARLOTTE AREA TRANSIT SYSTEM 
RAIL OPERATIONS 


  Rail Operator Ride Check Form  


RODF063 (CATS Agency Safety Plan) Page 3 of 3 


June 2020 


 


 


 


   Operates at appropriate speed passing through 


   Makes services announcements 


   Utilizes horn or bell when passing through 
 
 
Supervisor’s Observations: 


 
 


 
 
 
 


Suggested Areas for Improvement: 
 
 


 
 
 
 


Overall Rating: (Use the same 1 – 5 scale) 
 
Supervisor Name:    


Supervisor Signature:     


Operator Comments: 
 
 


 
 
 
 


Operator Signature:    
 
Submit completed form to Instructor/Supervisor. 


Instructor/Supervisor: Submit form to Manager, Rail Transportation. Form will be maintained in 
employee’s training file. 


 
Manager, Rail Transportation - Signature:    







Office of Safety & Security (Bus Operations)
Training & Development Sheet                  


Employee Information
Employee Name Date


ID Number CDL Exp Date


Medical Card Exp Date Seniority Date


Safety History Last 36th Months
Date Incident Type  Preventability ID


  Preventable      Non-Preventable


  Preventable     Non-Preventable


  Preventable     Non-Preventable 


  Preventable     Non-Preventable


Preventable     Non-Preventable 


Class Room Training (Check Box If Covered)
Interview Video: The 5 keys to safety Comment


MCI Other:  Reference Comment


Defensive Driving Video: Out of Harms Way


Defensive Driving Test Video: The Critical Point


Pre-Trip Video: Searching for Safety


Post-Trip Video: Driving the 5 Keys


ADA Refresh Bus Start 


Fare Box Bus Securement


Radio Security Refresh


Employee Signature
Platform and General Training


Review Area Good Needs 
Attention Comment


Uniform 


Name Tag


Shoes


Safety Vest


Bus Stops


Signal 150 ft 
before Stop
4 Way Flashers 
50 Feet Before 
Stop
Bus Is Parallel to 
the Curb
6" to 12" from 







Training & Development Sheet         Page 2 of 3         


Curb


Speed and Space Cushion


Review Area Good Needs 
Attention Comment


Obey Speed 
Limits
Speed Safe For 
Conditions


Smooth Braking


Maintained Good 
Space Cushion


Lane Change


Use Direction 
Signal


Scan Mirror


Proper 
Clearance 


Turns


5 MPH or Less 
While Turing


Scans Mirrors


Use Direction 
Signals


Proper Position


Proper Steering 
Technique
Aware of Right 
Of Way


Intersection Operation


Aware of Stale 
Green Lights
Scan 
Intersection on 
Approach


Covers Brake


Observes Space 
Cushion When 
Stopped
Scans Area 
While Stopped
Wait 3 Seconds 
To Proceed 


Brake/Accelerate







Employee Signature: _____________________________   Date:_________________________


Safety Officer Signature: ________________________________Date: ______________________ 


 Class Room Time:   Platform Time: 


S&SF 15
(Agency Safety Plan) 7-29-2022


Training & Development Sheet         Page 3 of 3   


Smoothly


Safety


Review Area Good Needs 
Attention Comment


Pre-Trip


HeadSign


Lot Speed


Adjust Interior 
Mirror
Adjust Exterior 
Mirror


Seat Belt Use


Hand Position


Knows and Explains The Five Keys To "Smith System"


Aim HIgh In 
Steering
Get The Big 
Picture
Keep Your Eyes 
Moving
Leave Yourself 
An Out
Make Sure They 
See You







Station Safety Inspection Checklist 


 
Form S&SF29  Page 1 of 2 
(Agency Safety Plan)  7/29/2022 


 


 
STATION SAFETY  


INSPECTION CHECKLIST  
 


Station _______________________ Inspection Date:_____________ 
 
Inspector:________________ 


 


Safety & Security Items 
Pass Fail 


Comments 
TI T2 T1 T2 


1.  ADA      


• Ramps free of hazards      


• Platform tactile edging in place      


• Pedestrian crossings (clearly marked)      


• Adequate color contrast (30/70%) between 
platform surface and tactile edging  


     


2.  Lighting system      


• Identify outages      


3.  PA system       


• Operable      


4.  Fencing/railing      


• Secured       


• Hand rails present and secured at stairs (if 4 or 
more steps are present) 


     


5.  Benches      


• Secured       


6.  Vegetation issues (over-growth, line of sight 
issues) 


     


7.  Low clearance issues (head strike hazards 
for small children) 


     


8.  Trash receptacles      


• Secured to platform      


• Lid secured to main receptacle      


9.  Exposed conduit (if present, is it covered to 
restrict public access to it) 


     


10. Station canopy      


• Secured      


• Vertical clearance (head strike hazards for 
adults) 


     


11. Pedestrian bridges      


• Skid resistant surfaces, stairs, landings, 
walkways 


     







Station Safety Inspection Checklist 


 
Form S&SF29  Page 2 of 2 
(Agency Safety Plan)  7/29/2022 


Safety & Security Items Pass Fail Comments 


 TI T2 T1 T2  


• Railing on stairs      


12. Elevators      


• Signage (in case of fire, do not use elevator)      


• Sensitive door edge operational      


13. Park and Ride lots      


• Lighting system      


- Identify outages      


• Perimeter fencing       


• ADA requirements, (tactile warning strips)      


14. Wind screens       


• Secured to station      


• No sharp edges      


15. Exposed wiring and cabling      


16. Metal fabrication      


• No sharp edges      


17. Tripping hazards present (station platform, 
ramps, steps, sidewalks) 


     


18. Electrical outlets      


• Exposed circuits      


19. Slip resistant surface      


• Stairs      


• Walkways      


• Ramps      


• Landings      


• Other walking surfaces      


20. Other       


•       


•       


 







 


S&SF42 


(Agency Safety Plan)    7-29-2022 


 


 
 
RUNS TOTAL PLATFORM TIME:  ______________________ (Found on Run Assignment Sheet) 
 
TRAINEE DRIVE TIME ON RUN 


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


    TOTAL PLATFORM TIME  


 
MENTORS DRIVE TIME ON RUN – IF TOOK OVER THE BUS FOR A PERIOD OF TIME  


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


Start Time  End Time  Platform Time  


    TOTAL PLATFORM TIME  


 
 
TRAINEE SKILLS AND OPERATING PERFORMANCE:   


**If safety issue is noted during mentor training, notify the BOCC immediately for assistance.   


DATE  RUN NUMBER  


MENTOR NAME  MENTOR PAYROLL #  


TRAINEE NAME  TRAINEE PAYROLL #  


E =EXCELLENT G = GOOD F = FAIR 
Comment 
Needed 


P = POOR 
Unable to perform the task after repeated instructions. 


Needs additional work outside of mentor training 


CRITERIA E G F P COMMENT 


Appearance      


Vehicle 
Inspection 


     


AVL Log On       


Head Sign 
Usage 


     


Paddle 
Knowledge 


     


Fares and 
Transfer 


     


Courtesy      


Right Turn      


Left Turn      







 


S&SF42 


(Agency Safety Plan)    7-29-2022 


 
Overall General Comments:  _________________________________________________________________ 
 
 


 
 


 
 
 
Mentor Signature: _________________________________________ 
 
Superintendent Signature:  __________________________________  Date:  _____________________ 
(Or Designee) 
 
Manager of Safety Signature:  ___________________________________ Date: _____________________ 
(Or Designee) 


Smoothness:  
Stops & Start 


     


Intersection 
Awareness 


     


General 
Awareness 


     


Pulling into 
Curbs 


     


Use of Signals      


Use of Four-Way 
Flashers 


     


Use of Mirrors      


Use of Hands      


Use of Feet      


Use of 
Wheelchair Lift 


     


Use of Kneeler      


Use of Interior 
Lights 


     


Radio 
Procedures 


     


Defensive 
Driving Skills 


     


Seatbelt Use      


Pedestrian 
Awareness 


     


Post Trip 
Inspection 


     







S&SF48 Page 1 of 1 07/28/22 
(Agency Safety Plan) 


   Nature of Issue/Concern: 


Location of Issue/Concern:   


   If yes, when was it first reported to a supervisor? 


No 


Unit or Division:   


 
Has this issue been reported to a supervisor? Yes 


Date:   Name:   


Safety Issue Reporting Form 


   Actions Taken: 


Final Hazard Rating      Assigned To: 


Initial Hazard Rating   Date Reviewed:   


Date Received:   Name:   


To be filled out by Safety Personnel 


 
 


 


 


 
Close Date: Manager Signature: 







 CATS Operator Field Assessment 
 


Score: 


 


Observer Signature  Operator Signature 
Fill in form at 
https://forms.office.com/g/syAwG0Sfmm 


 
STSF03 (Agency Safety Plan) 


Rev Date: 07/2022 


 


 


Comments (explain any U’s) 
 


 


 


 


Operator Name 
 


Observation Date 
 Observation 


Purpose 


ID# 
 


Obs Start Time 
  Refresher   Random Op        


 Post Acc 


Bus#  
Obs End Time  Date of Accident 


Observer Name 
   


Observer Method 


 Mark a    in the appropriate box for each line observed 


S- Satisfactory  U-Unsatisfactory  NA- Not Applicable 


 Ride-along   Static Obs 
 Trailing      


Pre/Post-Trip S U NA  Defensive Driving S U NA 


1. Seat/Mirror positions    27. Stays in right or middle lane of travel    


2. Body/Lights condition    28. Brakes/Accelerates smoothly    


3. Interior cleanliness    29. 5 mph on turns with square turns    


4. Lift/ securement straps    PASS 


5. Safety equipment    30. Gets out of seat for passenger    


6. Seat condition    31 Introduces self to passenger    


7. Tire pressure    32. Verifies passenger/ collects fare    


8. Door condition    33. Assists passenger to seating area, assures use of 
seatbelt 


   


9. A/C, defroster    34. Courteous to passengers    


10. Fire Extinguisher    35. Shows ADA sensitivity to passenger    


11. Uniform wear    Lift/Securement 


Defensive Driving 36. Gets down to eye level of passenger    


12. Eyes moving    37. Allows ambulatory passenger to use lift    


13. Posture and 2-hands on wheel    38 Lowers lift/ramp after clearing area    


14. Looking ahead 10 seconds    39. Uses posey belt or asks passenger to buckle MD belt    


15. Moves body and head to clear blind spots    40. Positions MD facing away from bus  
(unless passenger requests forward) 


   


16. Uses headlights/ signals/ flashers 
appropriately 


   41. Electric MD is powered off, manual device brakes 
locked during lift use/ securement 


   


17. Uses push pull when turning    42. Uses proper 4 pt. tiedown technique    


18. Makes complete stop    43. Fastens passenger seatbelt appropriately    


19. Slows for intersections    Operations 


20. Speed control    44. Proper radio technique    


21. Focus on road    45. Tickets accounted for    


22. Appropriate following dist. (4-5 seconds)    46. Uses MDT/ SatNav correctly    


23. Adjusts for adverse weather driving    47. Load/unload times sat    


24. Keeps an out on all sides    48. MDT/VIR/paperwork are filled properly    


25. Change lanes cautiously    49. Wears seatbelt correctly    


26. Stops at RR tracks (15-50ft)    50. 
Other:    


 
Total # S  Total # U 


 



https://forms.office.com/g/syAwG0Sfmm
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 Reference Documents 
Index 


Bus Operations Control Center Standard Operations Procedures and Reference Guide 


Bus Operations Division Procedures Manual  


CATS BOD100 Preventative Maintenance Inspection (PMI) Audits 


CATS BOD104 Configuration Change Control 


CATS Marketing and Communications Plan 


CATS HR02 Drug and Alcohol Policy for Safety Sensitive Employees


City Policy HR4 Drug and Alcohol-Free Workplace 


Rail Maintenance Handbook 


Rail Rule Book 


ROD304 Bulletins, Notices, General Orders and Operating Orders 


CATS ROD600, Preventive Maintenance Requirements for Rail MOW 


ROD600-series SOPs 


CATS ROD801 Configuration Change Control 
CATS Policy and Procedure Manual 


CATS CSVS04 Customer Insights Tracking Process 


CATS EX03 Safety Policy 


CATS P&CM04 Change Control Procedure 


CATS QA01 Control of Public Records  


CATS QA02, Control and Distribution of Plans, Manuals, Policies and Procedures 


CATS QA05 Nonconformity and Corrective Action 


CATS QA08 Procedure Change Request Process  


CATS S&S03 Accident/Incident Investigation and Reporting 


CATS S&S05 Hazard Communication Program 


CATS Procurement Manual 


CATS Quality Manual 


Safety and Security Certification Plan - BLE 
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Safety and Security Certification Plan - CityLYNX GL2 


Transit Management of Charlotte, Inc. Substance Abuse Policy
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External References 


National Public Transportation Safety Plan, January 2017 


North Carolina State Safety Oversight Program Standards (SSOPS) 


North Carolina G.S. 20-37.19 reporting positive DOT drug or alcohol tests under 49 CFR Part 382 or Part 
655. 


FTA’s Handbook for Safety and Security Certification (2002) 


FTA posts the latest Drug and Alcohol Regulations, Rules, and Notices at: http://transit-
safety.volpe.dot.gov/DrugAndAlcohol/Regulations/Regulations/default.aspx 


49 U.S.C. Chapter 53 


49 U.S.C.5309 discretionary construction program 


49 U.S.C. 5329(d) 


49 CFR Part 40 Procedures for Transportation Workplace Drug and Alcohol Testing Programs 


49 CFR Part 655 Prevention of Alcohol Misuse in Transit Operations 


49 CFR 672 Safety Training 


49 CFR Part 673 Public Transit Agency Safety Plans 


49CFR Part 674 and the SSOPS 


MIL-STD-882E DEPARTMENT OF DEFENSE STANDARD PRACTICE SYSTEM SAFETY 
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APPENDIX H
 Safety Annual 


Targets and Results







CATS PTASP DATA 


Appendix H 


Fatalities (Goal: 0 per 100k mi) 


 
 
Preventable Safety Events (Goal: 0.5 per 100k mi) 


 
 
Reportable Injuries (Goal: 0.80 per 100k mi) 


 
 
System Reliability 


 
(Goals: Bus < 1 per 15k mi; STS: < 1 per 60k mi; Rail: < 1 per 3k mi) 


* Through July 31, 2022 


Mode
2017 


Incidents
2017 Rate


2018 
Incidents


2018 Rate
2019 


Incidents
2019 Rate


2020 
Incidents


2020 Rate
2021 


Incidents
2021 Rate


2022* 
Incidents


2022* Rate


Bus 0 0.00 0 0.00 0 0.00 2 0.02 2 0.02 1 0.02
STS 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00
Rail 2 0.39 1 0.10 1 0.09 0 0.00 3 0.40 0 0.00


Mode
2017 


Incidents
2017 Rate


2018 
Incidents


2018 Rate
2019 


Incidents
2019 Rate


2020 
Incidents


2020 Rate
2021 


Incidents
2021 Rate


2022* 
Incidents


2022* Rate


Bus 56 0.41 42 0.31 41 0.30 22 0.19 30 0.27 22 0.34
STS 12 0.44 13 0.47 1 0.04 0 0.00 4 0.19 4 0.37
Rail 4 0.78 11 1.06 15 1.28 7 0.75 12 1.60 5 0.95


Mode
2017 


Incidents
2017 Rate


2018 
Incidents


2018 Rate
2019 


Incidents
2019 Rate


2020 
Incidents


2020 Rate
2021 


Incidents
2021 Rate


2022* 
Incidents


2022* Rate


Bus 198 1.44 113 0.84 55 0.40 43 0.38 104 0.93 77 1.20
STS 24 0.88 16 0.58 6 0.22 6 0.32 7 0.33 2 0.18
Rail 16 3.13 22 2.13 17 1.45 10 1.07 10 1.34 4 0.76


Mode
2017 Mean Distance in 
VRM Between Major 
Mechanical Failures


2018 Mean Distance in 
VRM Between Major 
Mechanical Failures


2019 Mean Distance in 
VRM Between Major 
Mechanical Failures


2020 Mean Distance in 
VRM Between Major 
Mechanical Failures


2021 Mean Distance in 
VRM Between Major 
Mechanical Failures


2022* Mean Distance in 
VRM Between Major 
Mechanical Failures


Bus 14,398 14,365 15,117 16,196 12,921 9,772
STS 925,336 33,486 92,128 106,149 3,044,141 27,091
Rail 3,626 3,803 4,680 5,643 4,281 4,313
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Identified Gaps and Actions for Implementation 
of the ASP 


 


# 
These gaps are in no particular order. CATS will address the gaps 
and develop timelines to implement open action items. 


Implementation Plan 
Section 


 


1 
As part of the implementation process, reported safety concerns will be 
tracked in the appropriate hazard tracking format per the Hazard 
Management section of this ASP. 


Detailed in 2022 
ASP, Section 1.7 


 
CLOSED 


 
2 


For employee reported safety concerns, where contact information is 
provided, the recipient of the safety concern is responsible to follow-up 
with the employee. 


Detailed in 2022 
ASP, Section 1.7 


 
CLOSED 


3 CATS Safety and Security is being inserted in the Employee Hotline 


process. Action items: 


• Set up an e-mail to receive CATS Hotline Safety issues. John Lewis 


will notify the City Hotline Administrator of the CATS e-mail. 


• Train Employees on the purpose and use of City Hot Line as part of 


the anonymous employee safety reporting process. 


Detailed in 2021 ASP, 
Section 1.7 


 


CLOSED 


4 Train CATS employees on the ASP and CATS Safety Policy. Detailed in 2022 
ASP, Section 4.6.3 


 


Implementation Plan 
Phase 1 Item #1: 
Training Materials 


Complete. Frontline 
Training to be 


complete by 12/31/22 
 


Implementation Plan 
Phase 1 Item #2: 


CLOSED 


 • Need to develop plan to educate current and new employees on the 
new ASP and what their roles and responsibilities are related to the 
ASP. 


Detailed in 2022 
ASP, Section 4.6.3 


 
CLOSED 


5 
Conduct Job Hazard Analysis in Bus and Rail Operations and 
Maintenance. 


Phase 2 Item #11 


 
 


 
6 


For employee identified unsafe conditions, employees are expected to 
address safety concerns within their control immediately. Employees are 
expected to report unsafe conditions and issues with procedural 
compliance by speaking with or e-mailing a written safety report to their 
supervisor or manager. Develop a form for Employee observations of 
unsafe conditions or behavior. 


Phase 1 Item #9 
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 • Need to develop form for Employee observations of unsafe 
conditions or behavior. 


Detailed in 2022 
ASP, Section 1.7 


S&SF48 Safety Issue 
Reporting Form 


 
CLOSED 


• Educate employees on reporting using the form. Detailed in 2022 
ASP, Section 1.7 


 
CLOSED 


• Work with communications to develop a summary format of incidents 
and actions taken. 


Phase 1 Item #9f 


• Need process to loop back to Individuals filing safety concerns and 
provide their contact information. 


Phase 1 Item #9f 


7 Update CATS QA05 to include addition of Hazard ratings to identified 


nonconformances and following ASP for tracking hazardous conditions. 


Removed in 2021 
ASP, identified 
hazards and 


associated ratings are 
already captured in 


hazard management 
logs as stated in 
section 2.2.2 and 
3.2.11 of the ASP. 


CLOSED 


 
 


8 


Identified Hazards will be rated based on the Hazard Risk Assessment. 
As part of the implementation plan, safety will appoint Safety 
Coordinators who will be responsible for maintaining, updating and 
setting up the hazard log to ensure adequacy and appropriateness of 
the hazard log. 


Detailed in 2022 ASP, 
Section 2.2.4 


 
CLOSED 


 


 
9 


Long term: Develop a centralized system that all hazards and safety 
issues can be placed so we can have a complete picture from the 
agency standpoint on what safety issues we are dealing with, how are 
they mitigated and what is being done to address the issues. Still need to 
decide how to capture the information from various sources and bring it 
into one location. 


Phase 2 Item #6 


10 Unacceptable Hazardous Conditions (UHCs)(1A, 1B, 1C, 2A and 2B) 


must be reported within two hours by e-mailing a written safety report to 


the General Manager, the SMS Manager and the CSO as part of the 


implementation plan. 


• Include in the ASP training 


• Include as part of the ASP internal audit process 


Detailed in 2021 ASP, 
Section 2.2.2 


CLOSED 


 
11 


Based on the hazards identified (section 2.2.1 and 2.2.2), safety specific 
topics or inspections will be conducted to address issues identified from 
the data analysis. 


Phase2 Item #10 


12 To ensure the sharing of safety data and information, Hazard Logs and 
Risk Registries will be available electronically in an accessible location 
for appropriate employees to access and review. 


Phase 1 Item #15 
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13 Safety issues and hazards will be tracked in Hazard Management Logs, 


to include problems discovered, the desired resolution, the individual 


responsible for resolution, and the status through closure. 


Detailed in 2021 ASP, 
Section 2.2.4 


CLOSED 


14 The Hazard Tracking Logs will be managed to eliminate, reduce or 
control each hazard to an acceptable level. Identified hazards will be 
assigned hazard rating. The Safety Manager and General Manager will 
review hazard ratings and status of the Hazard Logs monthly. When an 
item is added by the Office of Safety, the General Manager will be 
notified by e-mail. Hazard Tracking Logs will be distributed to CATS 
Leadership monthly. Hazard Tracking logs will be distributed to the SSC 
on a quarterly basis for review and discussion. 


• Process to capture hazards identified during proficiency 
checks 


GAP Task Amended in 2021 ASP: Hazard Tracking Logs will be 
distributed to CATS Leadership monthly. A safety summary will be 
distributed to the SSC and MTC for review and discussion. 


Detailed 2022 ASP, 


Section 2.2.4 


CLOSED 


15 Utilizing the information collected in the various safety reports, a safety 
summary will be provided monthly to the executive management and 
MTC by the Chief Safety Officer. The CATS CEO will receive updates 
during the Senior Leadership meetings. 


• Develop a monthly safety report format and begin reporting by August 
2020 


• Develop format for reporting to senior management. 


Detailed in 2021 ASP, 
Section 2.2.4 


CLOSED 


16 Rail Safety and Bus Safety will develop Risk Registers to capture, 


manage, and mitigate identified Undesirable and Unacceptable 


Hazardous Conditions. 


• Approved Risk Register by management 


Detailed in 2022 ASP, 
Sections 2.1 and 


2.2.5 
 


Phase 2 Item #4 


17 Corrective action plans that have been developed, shall be verified, and 
monitored to ensure that unexpected hazards have not developed. 


Detailed in 2022 
ASP, Section 2.4.2 


 
CLOSED 


18 The Office of Safety and Security will provide monthly safety program 


performance reports to executive management and employees. 


Phase 1 Item #9f 


19 The Office of Safety and Security and Quality Assurance will jointly 


develop and annually submit a comprehensive Internal Safety Audit 


schedule to NCDOT, detailing when they will audit the agency safety 


plan components over the three-year period. 


Detailed in 2022 ASP, 
Section 3.2.5 


 
CLOSED 


20 The Internal Safety Audit team will identify the components of the 


annual safety performance assessment based on SMS and conduct a 


safety assessment annually. 


Detailed in 2021 ASP, 
Section 3.2.5 


 
CLOSED 
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21 Lead auditors will be certified to conduct audits by the Transportation 
Safety Institute or ASQ (American Society for Quality). 


Detailed in 2021 ASP, 
Section 3.2.6 


 
CLOSED 


22 Findings from Safety audits will be added to the appropriate Hazard 


Management Log by the lead auditor per the Hazard Management 


Process. If applicable, a CAP will be created per Section 3.4.4.3 


Corrective Action Plans. Any hazardous condition/deficiencies that are 


rated as Unacceptable will be reported by the Chief Safety Officer or 


SMS Manager to the CEO per the Hazard Management program. The 


CSO will include a summary of safety deficiencies identified during 


audits as part of the hazardous conditions monthly report to the CEO. 


Detailed in 2021 ASP, 
Section 3.2.11 


 
CLOSED 


 
 


 
23 


Identified changes to the CATS System or mitigations that have been 
implemented in the field will be verified and monitored by the appropriate 
Division staff and Office of Safety personnel to ensure the mitigation is 
appropriate and effective. If it is determined that a mitigation for an 
Unacceptable or Undesirable hazard is ineffective, the SMS Manager or 
the CSO will be notified, and a different mitigation will be implemented to 
address the issue. These changes will be managed on the Division’s 
Hazard Management Log and the Safety Risk Registry as applicable. 


Phase 2 Item #4 


 
24 


Recommendations for enhancement of the compliance methods are 


submitted to Division managers by the Office of Safety and Security for 


appropriate action. 


Detailed in 2022 ASP. 
Section 4.5.2.4 


 
CLOSED 


25 CATS employees who are designated personnel who are directly 


responsible for the safety oversight of a rail fixed guideway public 


transportation systems are required to complete safety refresher 


training every two (2) years after completing the initial requirements. 


The refresher training must include, at a minimum, one (1) hour of 


safety oversight training. 


Detailed in 2021 ASP, 
Section 4.6.3 


 
CLOSED 


26 CATS will develop a process to ensure operations employees are 


provided training on implemented changes that impact their duties and 


responsibilities. 


Detailed in 2022 ASP, 
Section 3.5.1.2 


 
CLOSED 


27 Prepare marketing materials to raise safety awareness throughout the 


facilities, which may include, but is not limited to, brochures, posters, 


email blasts and newsletters to best accommodate every division’s best 


communication practices. 


Detailed in 2021 ASP, 
Section 4.7 


 
CLOSED 


28 CATS Marketing and Communications will create marketing collateral 


that explains proper safety procedures to be displayed in highly visible 


areas for the public, which may include, but is not limited to inside 


vehicles, social media, and audio announcements. CATS will also use 


email and newsletters to communicate with key stakeholders. 


Detailed in 2021 ASP, 
Section 4.7.1 


 
CLOSED 
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29 A procedure will be developed to address the See Say app as a safety 
reporting tool, and Marketing and Communications will leverage 
marketing signage, social media and video to communicate with the 
public and key stakeholders about this service. 


Phase 2 Item #14 


30 Conduct Job Hazard Analysis in Bus and Rail Operations and 


Maintenance 


Phase 2 Item #11 


31 A comprehensive program for review activities that identify where new 
safety training is needed, where current safety training must be revised 
and updated, and refresher training needs to be added to the current 
training requirements for employees and contractors. The program will 
also include updating job descriptions and training requirements for front 
line employees, managers and supervisors and senior managers. 


 
Phase 2 Item #20 


32 CATS Transit Asset Management (TAM) Program will be establishing 
the direction for Asset Management Policies. The program will establish 
the divisional roles and responsibilities as stated in the CATS TAM 
Implementation Plan. The process will tie into the review of State of 
Good Repair and any Unacceptable or Undesirable Hazards will be 
addressed by following the Hazard Management Plan in the ASP. A 
report rating deferred maintenance items will be provided by Operations 
and Facilities at the monthly Safety and Security Committee (SSC). 


Phase 2 Item #19 


33 As part of the implementation plan, the Office of Safety and Security will 
hire Safety Coordinators to work with CATS to implement various 
programs/activities such as hazard management processes, data 


collection, analysis, and reporting. 


Phase 1 Item #13 


34 As part of the ASP implementation plan, safety will hire Safety 
Coordinators who will be responsible for maintaining, updating, and 
setting up the hazard log to ensure adequacy and appropriateness of the 
hazard log. 


Phase 1 Item #13 


35 SMS training will be incorporated in the RWP training provided to 


contractors. 


Added to 2022 ASP, 
Section 4.6.3 


 
CLOSED 


36 City IT begins the process to identify and procure a data system to meet 


the needs of SMS implementation. 


Phase 1 Item #14 


37 UAH/UDH hazards identified through inspection reports will be 


managed to closure and tracked using a centralized enterprise resource 


system. 


Phase 1 Item #14 


38 The Office of Safety and Security will work with CATS 


Marketing/Communications to develop printed and electronic summary 


reports that provide feedback to employees on safety concerns 


submitted to the various safety committees. Employees who report 


safety concerns to management will receive a response from their 


supervisor or manager on how the issue was resolved. 


Added for 2021 ASP 
Implementation Plan 


Update 


 
Phase 2 Item #17 
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CHARLOTTE AREA TRANSIT SYSTEM 
Training & Instruction 


Bus New Hire Operator Training 
 
 
Modules Date Signature 
Security Training   
Emergency Management   
ADA Training   
Wheelchair Securement Procedures/Training   
Sensitivity Training {ADA   
Uniform and Appearance   
The Bid Process   
Standards of Excellence (SOE)/Operations Agreement   
Performance Code   
Attendance Policy   
Vehicle Operations Training   
Customer Relations   
Curbing Transit Employee Distracted Driving   
MDT (Mobile Data Terminal) log On/Off   
Destination Sign Setup   
Farebox log On/Off   
Bus Fleet   
Fire Extinguisher Training   
Pre/Post-Trip Inspection Procedures   
Bus Start/Shutdown Procedures   
Route Theory   
Farebox and Fare Policy   
Safe Driving {Smith System) & Safe Work Methods   
Basic Driving Maneuvers   
Pedestrian Awareness   
Accident Procedures   
Battery Electric Bus   
De-escalation Strategies for Transit Workers   
Quantum Securement   
   
   
   
   
   
   
   


 








 


CHARLOTTE AREA TRANSIT SYSTEM 
Training & Instruction 


 
 


Course Name: Bus Operations Recertification Training 
Instructor: Training Supervisor 
Position(s) Requiring Course: All Bus Operations Operators 
and Supervisors 


Hours of Instruction: 8 


General Description Of Class: 
Classroom training on various subjects pertaining to bus operation. Based on current needs. 


 
Includes the following refresher classes: 


• Pre/Post Trip 
• Fare 
• Route Theory 
• Smith System 
• Turns & Service Stops 
• Wheelchair / Quantum Securement 
• Emergency Operations 
• De-escalation for Transit Personnel 


Classroom Training X Field Training X OJT  Other  


Training Materials and Required Resources: 
Reference Materials: 


Essential Skills Developed In This Course: 


Evaluation And Assessment Process: 


Certification  Qualification  Refresher Frequency Bi-Annually 


Revision # 1  Revision Date: October 27, 2022 
 


TRAINING OUTLINE 








 


CHARLOTTE AREA TRANSIT SYSTEM 
Training & Instruction 


 


RETURN TO DUTY (Less than 30 days) 
Safety sensitive employees who are less than 30 days shall receive return to duty training prior to 
returning to duty.  


Training Content 
• Pre/Post Trip 
• Updated Safety/Operational Notices 
• Ride check 


Estimated time:  1-2 hours 
 
 
REFRESHER TRAINING (30 – 89 days) 
Safety sensitive employees who are off duty 30 or more days shall receive refresher training prior to 
returning to duty. Bus operators who are out of work for 30 days or more must pass a Ride Check 
conducted by Training & Instruction personnel.  


Training Content 
• Pre/Post Trip 
• Smith System 
• Turns & Service Stops 
• Wheelchair 
• Emergency Operations 
• Updated Safety/Operational Notices 
• Ride check 


Estimated time:  ½ day 
 
RECERTIFICATION TRAINING (90 – 364 days) 
An absence of 90 days or more will require recertification training. All bus operators shall attend 
recertification training at a minimum of every two years. 


Training Content 
• Pre/Post Trip 
• Fare 
• Route Theory 
• Smith System 
• Turns & Service Stops 
• Wheelchair 
• Emergency Operations 
• Updated Safety/Operational Notices 
• Ride check 


Estimated time:  1 day 
 
Full Retraining (365 days or more) 
Estimated time:  7 week training class 
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DOCUMENT REVISION POLICY 
 
The Emergency Preparedness and Continuity Plan (EPCP) is a controlled document. CATS 
General Manager of Safety and Security determines the distribution for this document. The 
Quality Assurance Section maintains the distribution list and assigns control numbers for the 
controlled distribution. Anyone referring to a copy of this document that does not have a control 
number should verify they are using the latest revision. Document holders are required to keep 
their plans up-to-date by destroying obsolete or superseded documents and replacing them 
with updated documents as explained in the instructions that will accompany all updates to the 
plan. 
 
The EPCP is complemented by and coordinated with other CATS plans and procedures related 
to operations, maintenance and safety, etc. and outside agencies/third parties. The EPCP 
contains several appendices that may be revised separately from the main Plan.    
 
The EPCP includes CATS Continuity of Operations Plan (COOP) which includes training of 
employees and conducting exercises to test the effectiveness of the COOP. This plan is 
reviewed on an annual basis in conjunction with the Agency Safety Plan. 
 
This document is available electronically on CNet under Departments> Charlotte Area Transit 
System> Plans. For additional copies, please contact CATS’ Quality Assurance Section at 
(704) 336-2961. 
 
 
DOCUMENT REVISION RECORD 
 


Revision Date 


Revision 0 August 2012 


Revision 1 April 2015 


Revision 2 June 2020 
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Summary of Changes, Revision 2 :   


Location Change 
Entire Document Minor wording and organizational changes to improve clarity.   


 


IV.A. and IV.B. Switched order of sections: “City Manager’s Conference Calls” and “Incident 
Command Structure.” 
 


IV.A. Updates to Incident Command Structure table: 
Command – Added “Chief Operating Officer.” Removed “Chief Operations 
Planning Officer.” 
Operations – Added “(Contractor)” to three roles. 
Logistics – Added “(General Services).” Removed “Chief Procurement Officer.” 
Added “Transit Procurement Manager.” 
 


Updates to Emergency Types list: 
Added asterisks: *Depending on severity and location **Federal Agency will take 
lead. 
Removed paragraph below table that referenced the System Safety Program 
Plan Element 11. 
 


IV.B. Added “Coordinated Schedule” section. 
 


V.A.2. Added three facility locations to list: Rosa Parks Transit Center; Eastland Transit 
Center; and Sugar Creek Parking Garage. 
 


In final paragraph, specified Appendix C is location of Facility Emergency Plans. 
Specified that the hard copy refers to EPCP. 
 


V.A.15. Added reference to “Everbridge notification.” 
 


V.B. In second bullet point, changed from “General Manager of STS” to “Director of 
STS.” 
 


V.B.13. Added three additional bullets to end of “All Divisions” section. 
 


VI.A. In first sentence, changed from “Continuity Planning Team” to “Safety and 
Security Committee.” 
 


VI.C. First and second paragraphs rewritten to describe current Continuity Plan 
Maintenance and Review Cycle. 
 


VI.D. Section name revised to include “Lessons Learned.” 
 
Section rewritten and expanded. 
 


VI.E. CATS Mission 
Essential Function 
(MEF) I Data Sheet 


Review date updated to December 2019. 
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VI.E. CATS MEF I 
Business Process 
Analysis 


Staff: Added, “Van Pool vehicle van.”  
 


Communications: Added, “Rail station PA announcements,” “LRV 
announcements,” “Everbridge notifications (City),” “SmartNotice (RAPTDEV  
provider),” “CATS See/Say App,” “Twitter and Instagram accounts – RideCATS,” 
and “RideCATS app.”  Removed “Cody,” “Centrex telecommunications,” and 
“Get Abby for STS.” 
 


Information Technology: Changed “Computers” to “Rail PA system PENTA.” 
Other Resources and Budgeting: Updated number of buses and hybrids (Bus 
Operations Division) and number of vans (Van Pool). 
 


Partners and Interdependence: Added, “Charlotte Fire Department,” “MEDIC,” 
“Federal, State, and Local Law Enforcement Agencies,” “RATPDEV (CATS Transit 
Management Services Contractor),” “Johnson Controls,” and “Towing 
Company.” Removed, “McDonald Transit,” “Simplex,” “Freedom Center,” 
“Homeland Security Exercise and Evaluation Program,” “Office of Domestic 
Preparedness Transit Security Grant Program.” 
 


VI.E. CATS Mission 
Essential Function 
(MEF) II Data Sheet 


Review date updated to December 2019. 
 


Descriptive Narrative: Updated the following FY2019 data: number of riders, 
unlinked passenger trips, population, and vehicle revenue hours.  
 


VI.E. CATS MEF II 
Business Process 
Analysis 


Staff, Bus Operations Division: Updated numbers of bus operators, mechanics, 
administrative / supervisory personnel. 
Staff, Rail Operations Division: Updated number of rail car maintenance and 
maintenance-of-way personnel. 
Staff, Special Transportation Service: Updated numbers of paratransit drivers 
and street supervisors, dispatchers, and administrative / supervisory personnel. 
 


Communications: Added, “Informational signs and PA at rail stations,” “Smart 
Notice (RAPTDEV provider),” “336-RIDE,” “STS IVR,” “CATS See/Say app,” 
“Twitter and Instagram accounts – RideCATS,” “RideCATS app,” and “Everbridge 
(Rail).”  
 


Information Technology: Added, “Rail PA system PENTA.” 
 


Other Resources and Budgeting: Updated numbers of buses, hybrid buses, and 
vanpool vans. Replaced “3 replica trolleys” with “6 Seimens streetcars.” Updated 
miles of streetcar line and added, “starting 2021.” 
 


Partners and Interdependence: Replaced “Management and Financial Services” 
with “Finance Department.” Replaced “E/PM Building Services” with 
“Engineering and Project Management division of General Services.” 
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I. PURPOSE 
 
The Charlotte Area Transit System’s mission is:  
 
To improve the quality of life for everyone in the greater Charlotte region by providing 
outstanding community-wide public transportation services while proactively contributing to 
focused growth and sustainable regional development.   
 
To accomplish this mission, CATS must ensure its operations are performed efficiently with 
minimal disruption, especially during an emergency. This document provides planning and 
program guidance for implementing the CATS Emergency Preparedness and Continuity Plan 
(EPCP) to ensure the organization is capable of conducting its mission and essential functions 
under all threats and conditions.  
 
Key CATS personnel who are relocated under this plan are collectively known as Mission 
Essential Personnel. Upon plan activation, these members will be responsible for ensuring the 
continuance of the Mission Essential Functions (MEFs) defined within this plan.  
 
This plan is developed in accordance with the City of Charlotte and Mecklenburg County 
Continuity Plan, CATS Safety Policy, CATS Agency Safety Plan, CATS Security Policy, and CATS 
System Security Plan.  
 


CATS Emergency Management Program is required by 49CFR Part 673. 119a)(6), in the new 
Safety Program rule.    
 
 


 
         7/7/2020 
John Lewis        Date 
Chief Executive Officer and Director of  
Public Transit 
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II. CHAR-MECK GOVERNMENT PRIORITIES 
 
The following represents the collective set of overarching priorities jointly established by the 
City of Charlotte and Mecklenburg County leadership. The combined effort of all City and 
County Departments will work collectively to ensure that, as a community, these objectives 
are satisfied in the All Hazards environment. 
 


Charlotte and Mecklenburg Government Priorities 


 
1. Ensure continuity of governance. 
Ensure and demonstrate to the public the continued functioning of critical government 
leadership elements, including: succession to key offices; organizational communications; 
leadership and management opportunities. 


 


 
2. Coordinate with critical partners.  
Maintain communications and interactions as necessary during a crisis, with critical 
partners and organizations, including the Federal government, State government, other 
local governments, private sector and non-profit organizations. 


 


 
3. Maintain civil order and public safety. 
A) Protect people and property and the rule of law.  
B) Ensure basic civil rights, prevent crime, and protect critical infrastructure. 


 


 
4. Provide emergency services.  
Provide critical emergency services including: Emergency Management, Sheriff, Police Fire; 
MEDIC; and public safety communication services. 


 


 
5. Maintain critical public infrastructure.  
Maintain critical public infrastructure, including but not limited to: water lines and plants; 
sanitary sewer; flood/stormwater management; roads, transit, and airport; emergency 
transportation; public safety buildings; and data centers. 


 


 
6. Provide basic essential services.  
Ensure provision of basic essential services, including but not limited to: healthcare; water 
and sewer service; 311; voice and data communications; IT services; transportation 
services; sanitation services; environmental protection; code enforcement/inspections; 
emergency housing; human services; and critical internal support functions. 
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III. CATS MISSION ESSENTIAL FUNCTIONS 
 
Below represents the Mission Essential Functions of this department. 
 


Mission Essential Function Category 


Alignment to 
Charlotte/ 


Mecklenburg 
Governments 


Priorities 


1. Provide emergency transportation: bus, rail, and special 
transportation service for people with disabilities, as 
requested by the Emergency Operations Center. 


I 
Provide 
emergency 
services 


2. Provide public transportation: bus, rail, and special 
transportation service for people with disabilities. 


II 


Maintain 
public critical 
infrastructure 


Provide basic 
essential 
services 


 
For more information on a specific MEF (leadership interface, staff needs, facility 


requirements, IT, etc.), see Section VI – E for each MEF’s Data Sheet and Business Process 


Analysis (BPA).  
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IV. ORDERS OF SUCCESSION AND DELEGATIONS OF AUTHORITY 
 


A. INCIDENT COMMAND STRUCTURE 
CATS has adopted the Incident Command System (ICS) structure to respond to and 
manage an emergency event. CATS S&S03 Accident/Incident Investigation and Reporting 
also identifies ICS for an event. The ICS Primary and Secondary Management functions 
for CATS include: 


 


Command 


Chief Operating Officer 
General Manager of Safety and Security 
General Manager of Rail Operations and Facilities 
General Manager of Bus Operations 
 


Safety and Security 


Manager of Safety-Bus 
Manager of Safety-Rail 
Security Manager 
Safety & Security Coordinator(s) 


Operations 


Director of Bus Operations (Contractor) 
Manager of Rail Transportation 
Assistant Director of Bus Operations (Contractor) 
General Manager of STS Operations 
Director of Bus Maintenance (Contractor) 
Manager of Facilities 


Technology 
CATS Technology Manager 
Infrastructure Support Manager 


Planning 
Chief Operations Planning Officer  
Manager of Service Development 
Manager of Scheduling 


Logistics  
(General Services) 


Transit Procurement Manager 
Procurement Officer 


Finance 
Chief Financial Officer 
Budget Manager 


Public Information 
Director of Marketing and Communications  
Manager of Public and Community Relations 


 


Following the Incident Command System (ICS) Structure, CATS S&S will participate in a 
Unified Command structure with the appropriate response agencies depending on the 
incident. 
 
The person assuming the role of Incident Commander of the incident depends on the 
nature of the event and shall be as follows: 
 
1. Fire Department - rescue, firefighting, mass casualty, or hazardous materials incidents. 
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2. Local Police Jurisdiction/CATS Company Police - perimeter security, incident 
investigation, civil unrest or crime scene clearance.  
 


3. Ranking CATS Operations personnel until relieved by a CATS Safety and Security 
representative for incidents where only an internal CATS Department is responding; 
not requiring emergency response agencies.   


 
(From CATS S&S03 Accident/Incident Investigation and Reporting.) 
 
In the event the National Transportation Safety Board (NTSB) “Go Team” responds to the 
incident, command and control will transfer to the team at the conclusion of rescue 
operations. The Office of Safety and Security is responsible for supporting the Go Team 
and protecting the scene until NTSB arrives, so the team can conduct their investigation. 
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Incident 


Occurs Operator Becomes CATS IC


OCC Notified


OCC Initiates 


Call Chain & 


Dispatches 


Supervisor


OCC Begins 


Recording & 


Documenting 


Incident


OCC Begins 


Making 


Announcements


Operator Transfers 


Command to Supervisor.  


Supervisor Becomes On-


Scene CATS IC


Safety & Security On-Scene 


Assumes CATS IC.  


Supervisor Transitions to 


role of Coordinator


CATS IC Manages the Incident for CATS while 
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between CATS IC, CATS Liaison and OCC
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Scene Assume Event 
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Communicate 
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  IC – Incident Command
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Figure IV B: CATS Incident Response Diagram
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Emergency Types Affecting CATS Properties or Services and Lead City Agency to Manage 
Incident: 


 
Incident     Lead Agency 
Fatality    CMPD  
Criminal Incidents    Company Police/CMPD* 
Civil Disturbances    Company Police/CMPD* 
Bomb Threats    Company Police/CMPD* 
Hostage Situation    CMPD 
Hazardous Materials    CFD 
Explosions    CFD 
Water Main Breaks    Charlotte Water 
Structural Collapse    CFD 
Terrorism** 


Conventional Weapons  Company Police/CMPD* 
Bomb Threat    Company Police/CMPD/CFD* 
Chemical    CMPD 
Biological    CMPD/CFD 
Nuclear    CMPD/CFD 


Rail Collision    CMPD/CFD 
Confined Spaces Rescue  CFD 
Weather Emergencies  City Manager/CMEMO (Charlotte 


Mecklenburg Emergency Management 
Office) 


Power/Telephone Outages  CMEMO 
 


 
 
 
 
 
* Depending on severity and location 
** Federal Agency will take lead 
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B. CITY MANAGER’S CONFERENCE CALLS 
The City Manager’s daily interagency coordination conference calls are part of the City’s 
emergency operations plan. The daily interagency conference calls between the City, 
County, and schools, led by the City Manager’s office and coordinated with the Mayor 
and City Council are instrumental in maintaining good communications and coordination 
between agencies, and providing information to the media and the public. This practice 
is part of the City’s emergency operations plan as a routine, best practice. CATS CEO 
participates in this call. 


 
Coordinated Schedule 


 


Interdepartmental / Interagency Coordination 
 


The Chief Executive Officer, Chief Operating Officer, General Manager of Rail Operations, 
General Manager of Bus Operations, the General Manager of Safety and Security, the Rail 
Safety Manager and Security Manager serve as points of contact for emergency response 
and regulatory agencies.  


The schedule for emergency preparedness exercises; development of After-Action 
Reports and implementation of findings; and procedure development and training are 
coordinated with the stakeholder agencies when appropriate. Below are the major 
Federal, State, and local agencies and their primary responsibility to support CATS safety 
and emergency preparedness. 


 


Agency Reporting Oversight Support Policy 


Federal Transit Administration  X X X 


NC Department of 
Transportation (Rail Only) 


 X X X 


Transportation Security 
Administration 


 X X X 


Department of Homeland 
Security 


 X X X 


Office of Domestic Preparedness 
Transit Security Grant Program 


  X  


     


Charlotte Mecklenburg Police 
Department 


X  X  


Charlotte Fire Department X  X  


Emergency Management Office X  X  
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Charlotte Department of 
Transportation 


  X  


Contracted Property 
Management 


X  X  


City Attorney’s Office   X  


Charlotte Mecklenburg Risk 
Management Office 


  X  


 
 


The CATS Fire/Life Safety Committee (FLSC) addresses issues affecting first responders as 
part of the Safety and Security Certification process for the design and construction and 
initiation of service for new rail projects. In addition, this committee is used to address issues 
that arise during revenue operations for the CATS transit system and as one of the conduits 
to reach out to emergency response organizations when planning drills and exercises. A 
tracking log is maintained by the committee to track open items to closure.  
 
Working with Charlotte Mecklenburg Emergency Management, the CATS Rail Safety 
Manager is currently the County Emergency Support Function (ESF) – 1 Transportation Lead.  
Working with emergency management and public and private transportation organizations, 
the ESF-1 committee develops the county response plan to support all types of 
transportation needs during an incident.  CATS specifically supports the ESF-1 Committee 
and transportation requests from emergency management by providing staff and rolling 
stock when requested and is available to support the request.   
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V. CONCEPT OF OPERATION 
 
The following phases represent the orderly approach and process that CATS uses to 
successfully transition through a continuity event. 
 
Phase I: Readiness and Preparedness 
Phase II: Activation and Relocation 
Phase III: Continuity of Operations 
Phase IV: Reconstitution or Devolution 


A. PHASE I: READINESS AND PREPAREDNESS 
 


1. Plans and Procedures 
CATS Safety and Security and the Division heads are responsible for ensuring that plans 
and procedures are updated as needed. The Quality Assurance Section will notify Division 
heads of scheduled reviews. 
 


2. Facility Emergency Plans 
 
Facility Emergency Plans are maintained for the following facilities:  


• South Tryon Bus Facility  


• South Boulevard Light Rail Facility 


• Davidson Street Bus Facility 


• North Brevard Light Rail Facility 


• Charlotte Mecklenburg Government Center (CMGC) 


• Charlotte Transportation Center   


• Rosa Parks Transit Center 


• Eastland Transit Center 


• Sugar Creek Parking Garage 
 


The Facility Emergency Plans address: 


• Building Evacuation – General 


• Fire 


• Tornadoes 


• Medical emergencies 


• Elevator emergencies 


• Bomb threats 


• Biohazards or suspicious items 


• Workplace violence 


• Other emergency conditions 
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CATS Safety and Security staff plan and conduct fire drills on a quarterly basis at the CATS-
owned facilities. Facility Emergency Plans are provided in each office and conference room 
that has a phone. Employees are directed to the Facility Emergency Plan to effectively 
respond to emergency situations. 


 
The City conducts fire drills at the Charlotte Mecklenburg Government Center (CMGC). 
The Office of Safety and Security has approved the Facility Emergency Plan for the CMGC.  


 
Facility Emergency Plans are located in Appendix C of this EPCP. Each hard copy EPCP 
contains the Facility Emergency Plan for the document owner’s primary facility. 


 
3. Evacuation Plans  


Accurate building evacuation diagrams are maintained throughout each facility. 
Evacuation Plans for CATS Facilities are located in the Appendices of this EPCP. 


 
4. Inclement Weather Plans 


Each Operating Division has developed an inclement weather plan that is reviewed and 
revised after inclement weather events (Appendix A).  


 
5. Bus Operations Division 


The Bus Operations Division ensures plans are in place and up to date to address 
emergency situations. The Bus Operations Control Center Standard Operations Procedures 
Manual and Reference Guide (BOCC SOPs and Reference Guide) addresses the following 
emergency procedures:  


 


• Bus Bridge (complies with CATS BOD402 Bus Bridge) 


• Bus Accidents Procedure (complies with CATS S&S03 Accident/Incident Investigation 
and Reporting) 


• Bus Fire Procedure 


• CTC Emergency Procedures; temporary and short-term (Site Alpha) and long-term (Site 
Bravo) evacuations (see also Appendix D Evacuation and Relocation of the CTC) 


• Medical Emergency (Passenger) 


• Suspicious or Illegal Activity 


• Inclement Weather (see also EPCP Appendix B Service Reduction Guidelines: Bus, Rail 
and STS Operations) 


• Call Chain and Emergency Contact Numbers for Safety 
 


Maintenance – Bus Operations Division 


• Emergency contact list for utility companies and other vendors 


• Portable air compressor available to operate lift in event of power outage 


• All generators fueled and ready for emergency operations; identify facility to rent 
additional generators as needed and have account set up so they can be obtained 
without a purchase order. 







City of Charlotte 
Charlotte Area Transit System  Emergency Preparedness and Continuity Plan 


 


June 2020 Page 12 Revision 2 
 


• Topping off fuel for buses occurs each night; in-ground fuel tanks are refilled regularly.  
Maintenance support vehicles are topped off once they go below half tank. 


• Spill prevention and implementation of the Spill Prevention Control and 
Countermeasures Plan at each of the Bus Maintenance facilities. SPCC Plans are 
available at each location and on CNET by the Operating Division. 


• Identify and secure alternate fueling location if needed. 
 


6. Rail Operations 


Rail Operations ensures plans are in place and up to date to address emergency situations, 
including the Standard Operating Procedures (SOPs) for Emergencies (CATS ROD100-series 
SOPs) and those that address how the ROCC responds to these situations (ROCC 
Procedures Manual and CATS ROD200-series SOPs).  


 
7. The Crisis Communications Plan  


The Crisis Communications Plan identifies contact requirements during a crisis.  
Emergency contact information for CATS staff, contractors, and other essential city 
contacts is included in the Crisis Communications Plan and updated by the Public Relations 
Manager. The CATS Crisis Communications Plan further defines communication roles and 
their backups. The Crisis Communications Team manages media requests and the physical 
presence of media on site in order to build communication channels to the community, 
and so that other employees can maintain normal functions of the agency with as few 
disruptions as possible. The team also monitors CATS’ social media platforms and uses it—
along with other means, such as ridetransit.org and rider alerts—to disseminate 
information to the public. The Crisis Communications Team will also provide information 
to internal CATS employees as necessary. 


 
8. Internal Communications  


Divisions should follow their normal call-in protocol. Divisions may have several lines of 
communication available as follows: landline telephone, mobile and portable radio 
systems, and mobile phones for most of the management staff. CATS may be placed on 
emergency phone list for cell phone service that will allow phones to continue to be 
operable even when the emergency restricts usage. Bus Operations “All Call” information 
is contained in the BOCC SOPs Manual and Reference Guide for evacuation of the CTC and 
Uptown Charlotte. Rail will send appropriate Everbridge notifications to Rail Groups. 


 
9. Emergency Personnel Transportation Arrangements  


Divisions will identify key personnel that may require transportation during severe 
weather conditions. Employees are encouraged to car pool during inclement weather. 
Four-wheel drive vehicles, when available, will be dispatched to transport key personnel 
to and from work as required.   
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10. Management Transportation Requirements  


Management personnel will take agency vehicles and radios home and will report road 
and route conditions as needed. These vehicles may also be used to transport key 
personnel as needed.  


 
11. Non-Revenue Vehicle Servicing Requirements  


Any Division assigned vehicles will be responsible for fueling and servicing them prior to 
any foreseen emergency. Servicing of vehicles may include, but is not limited to, equipping 
vehicles with first aid kits and emergency supplies (flashlights, shovels, blankets, rock salt, 
etc.). These items may be checked and inspected for serviceability on a quarterly basis or 
as deemed necessary by weather conditions and/or the Office of Safety and Security. The 
fuel level in non-revenue vehicles should not be allowed to go below one half of a tank. 
This will allow the Division to respond to unforeseen emergencies.   


 
12. Fueling Requirements  


Prior to any foreseen emergency, all revenue vehicles should be fueled, underground 
storage tanks should be topped off (not to exceed EPA regulations at 90% capacity), and 
backup confirmation in place from fuel suppliers. All propane tanks should be filled for gas 
grill, sweeper, and forklift. All generators—portable and backup—should be fueled and 
ready at all times. 


 


13. Emergency Equipment Lists  
Each Division manager is responsible for maintaining and updating the list of equipment 
that could be used in an emergency. Equipment may include numbers and types of 
vehicles, generators, laptops, etc.  


 
14. Facilities Management 


• Take periodic photographs of the facilities for insurance claims justification. 


• Manage gas and electric utility shut-off at CATS facilities. 


• Testing of emergency generators as specified in the Facilities Maintenance Plan. 


• Spill prevention and implementation of the Spill Prevention Control and 
Countermeasures Plan at South Boulevard Light Rail Facility. 
 


15. Remote Operating Locations 
In the event that any primary facility is evacuated, employees will be advised of the 
alternate operating location. This communication can take place via Everbridge 
notification, postings, radio station, or calling chain, depending on the specific location. 
Alternate operating locations are identified for each location in the Appendices. 


 
16. Char-Meck Emergency Operations Center (EOC)  


Qualified representatives from CATS will be assigned to the EOC. Incident Command 
Training is required in order to participate.  







City of Charlotte 
Charlotte Area Transit System  Emergency Preparedness and Continuity Plan 


 


June 2020 Page 14 Revision 2 
 


 
17. Charlotte Community Disaster Assistance 


Typically, the Charlotte-Mecklenburg All Hazards Plan will be utilized for regional 
evacuations. CATS will respond to transportation/shelter requests from area first 
responders (Police, Fire, and MEDIC), or the Emergency Management Office, as needed, 
and as staffing and equipment availability will allow. 


 
18. Regional Emergency Preparedness and Response Support 


CATS participates in and supports the planning efforts managed by the North Carolina 
Emergency Management Region 7 Planning Office and the Regional All Hazards 
Committee. 


 
CATS Security Plan includes Threat Responsibilities matrices for elevated and imminent 
threats to the Transit System. 


B. PHASE II: ACTIVATION AND RELOCATION 
 


When there are disruptions:  


• Routine disruptions (snow, debris, road closures) are handled at the supervisor level. 


• Larger disruptions: The Chief Operations Planning Officer, General Manager of Bus 
Operations, General Manager of Rail Operations and Facilities, and Director of STS will 
identify Service Level changes covered in Appendix B (Service Reduction Guidelines: 
Bus, Rail and STS Operations).  


• Any decision for an extended shut down of service must include the CATS CEO. 


• The City Manager will initiate daily calls for City-wide disruptions. 


 


When the County Emergency Manager requests buses, BOD or CATS Management will 


respond directly if the Coordination Center is not in operation.   


 


CATS leadership will use the guidelines in Appendix L to recommend activation of CATS 
Coordination Center for incidents that require support from CATS Bus, Rail, Facilities or STS 
Operations, or those that impact CATS operations for an extended period of time. 
 
Whenever the EOC is activated, CATS will provide a qualified representative at the EOC when 
requested. 
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DIVISION RESPONSIBILITIES: 
 


1. General Manager – Bus Operations Division 
 


• Notifies CATS Operations Staff, including the Office of Safety & Security, CMPD, CFD, 
or CMEMO, of potential limitations in ability to respond to emergency situations. 


 
2. Maintenance – Bus Operations Division  


 


• Facility shutdown procedures – Shut off gas, water, electrical power, etc., in 
coordination with facilities. 


• In the event of a power outage at BOD, a stand-by generator will be used to power the 
fuel pumps.   


• BOD is equipped with a portable pump and generator if the stand-by generator fails. 
The pump and generator will be placed close to the bulk storage tanks and a hose 
dropped directly into the tank, in accordance with EPA regulations. Fuel can also be 
pumped directly from a tanker by calling the fuel vendor. CATS suppliers are prepared 
to supply a transport tanker (7,500 gallon capacity) at each BOD facility for eight-hour 
shifts for each day of an emergency. If not at the BOD facility, then one or both of those 
transport tankers would be directed to other off-site facilities for emergency fueling 
operations.   


• If outside equipment or vehicles with four-wheel drive, etc. are needed, CATS would 
request equipment through the Emergency Operations Center (EOC). The EOC will 
have an inventory list from each agency and will assign equipment.  


• Secure all maintenance assets, facilities, and additional outside vehicles if needed. 
 


3. Operations – Bus Operations Division 
 


• Establish Alternate BOCC if needed, as identified in Appendix M. 


• Monitor status and readiness of all CATS bus equipment and facilities. Be prepared to 
repair or secure all assets, facilities, and vehicles if required. 


• Coordinate reductions in service with CATS Chief Operations Planning Officer. 


• Updated CATS public website found at: 
HTTP://CHARMECK.ORG/CITY/CHARLOTTE/CATS/ALERTS/PAGES/INCLEMENT.ASPX  


 
4. Facilities Maintenance 


 


• Assist/coordinate recovery. 


• Evaluate damage. 


• Respond and assist as necessary. 
 


5. Safety and Security 



http://charmeck.org/city/charlotte/cats/alerts/Pages/inclement.aspx
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• Coordinate the additional manning of security personnel as needed depending on the 
emergency situation. 


• Evaluate operation of all security cameras on the property and in the fleet. 


• Assist with transportation arrangements of required staff. 


• Make safety assessment of building facilities and routes as needed. 


• If required, coordinate security of any property that is evacuated. This information will 
be communicated and coordinated with CATS Company Police. Each evacuated facility 
and all related equipment will be locked and secured. CATS Company Police, or 
management staff will provide oversight, depending on availability. 


• EOC Staffing and CATS Coordination Center. 
  


6. Rail Operations 
 


• Activate backup ROCC if needed. 


• Monitor status and readiness of all CATS rail equipment and facilities. Be prepared to 
repair or secure all assets, facilities, and vehicles if required. 


• Coordinate reductions in service with CATS Chief Operations Planning Officer. 
 


7. Special Transportation Service 
 


• Notify CATS Operations Staff, including the Office of Safety & Security, of potential 
limitations in ability to respond to emergency situations. 


• Identify customers who must receive dialysis, or other life sustaining conditions, and 
prioritize rides. 


• Identify locations where people with disabilities are congregated that may require 
evacuation. 


• In the event that people with disabilities were taken to a destination prior to the 
emergency, identify their locations and assess how to return them home or to a 
suitable alternate location. 


• Respond to requests from police, fire, Safety & Security, etc. to assist in the evacuation 
of people with disabilities from group homes, sheltered workshops, nursing homes and 
private residences. 


 
8. Revenue 


 


• Coordinate staffing to handle any potential revenue processing situations. 


• Monitor ticket vending machine, farebox and vault capacity shortfalls and have backup 
plans for secure fare collections. 


• Coordinate armored car pick-up. 
 


9. Marketing and Communications 
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• Call Center transport of employees during inclement weather. 


• Provide media contact/relations. 


• Communicate with public and CATS employees. 
 


10. Technology 
 


• Assist in securing network. 


• Set-up Coordination Center in preparation for an event. 


• Provide support as needed. 


• Help Desk: Technology has established an escalation contact list. 
 


11. HR CATS (City and TMOC) 


• Transmit payroll prior to any foreseen disaster to minimize impact of any possible 
computer or processing problems.  


• Maintain employees’ emergency contact information and provide/assist with contacts 
when necessary. 


• Make grief counseling available when appropriate. 
 
12. Scheduling 


 


• Coordinate cutbacks in the level of service with Chief Operations Planning Officer. 


• Prepare to provide staff support to other functions as needed. 
 
13. All Divisions 


 
• Documentation – All Division Managers are responsible for maintaining records and 


documents of expenses supporting any emergency. All applicable receipts will be 
turned in to Finance after the emergency for processing. Finance will provide the forms 
to be used.   


• Communications – Maintain communications with CATS Safety & Security, Operations, 
Facilities and Marketing sections during emergencies.   


• Risk Management – Contact Charlotte-Mecklenburg Risk Management at 704-336-
3301 in the event of any property damage involving City equipment, injury to 
passengers, or City employees.   


• Essential (vital) Records – Records are considered essential when they are, “necessary 
for emergency response, are necessary to resume or continue operations, protect the 
health, safety, property and rights of residents, would require massive resources to 
reconstruct, or document the history of communities and families.” STS customer 
records, procedures, as-built drawings, specifications, safety bulletins, etc. are 
essential records.   
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• Transportation of employees who need assistance getting to and from work – 
Employees will communicate to their managers if they need transportation.  Each 
Division is responsible for coordinating transportation for employees based on 
availability of transportation.   


• Employee Logistics:  Division Managers will be responsible for providing goods and 
services required to support employees’ wellbeing, such as, food, water, etc. (See 
financial logistics support Appendix ##) 


• Divisions will provide staffing for the CATS Coordination Center as needed. 


C. PHASE III: CONTINUITY OF OPERATIONS 
 


CATS has captured the support function for the MEF to ensure all MEF requirements are being 
fully supported. See section VI-E for each MEF’s Data Sheet and Business Process Analysis 
(BPA). These documents provide detailed information on each function specific to the needs 
and processes required to accomplish a particular MEF. 


 


Major disruptions to normal service:     


• Short term goal is to achieve level of service identified by Leadership in the Service 
Level Change.  


• Long term goal is full service restoration.   
 


After a major non-weather-related disruption of service, operations will not resume service 
until they receive approval from the General Manager of Safety and Security. 
 
CATS Crisis Communications Plan identifies how CATS will communicate crisis conditions at 
CATS.   


 


D. PHASE IV: RECONSTITUTION OR DEVOLUTION 
 


Reconstitution: 
 


During this phase, there will be an on-going assessment to return the system to 100% 
functionality in the shortest time possible. All Divisions will be responsible for executing this 
plan. The purpose of this phase is to make certain that all areas have been addressed in an 
appropriate manner and CATS can sustain operations indefinitely. This phase will also be a 
self-assessment to determine ways to improve our processes, procedures, and to update all 
disaster related plans. The following is an example of items that will be reviewed during this 
process: 
 


• Division Managers will provide the records to support all expenses associated with the 
disaster. 


• Each Division will provide an update on the status of personnel, equipment, and facilities. 
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• Division Managers should provide a list of proposed changes to this plan to CATS Office of 
Safety and Security. 


• Division Managers should follow this plan to achieve 100% functionality in their assigned 
area. 


• Division Managers will identify any shortfalls or limiting factors that will prevent them 
from achieving 100% functionality. 


• Replenish emergency supplies and equipment used during incident. 
 


Devolution 
 
It is very unlikely that CATS would ever be completely unable to fulfill our duties and be taken 
over by another agency.  CATS would not devolve and would find ways to continue our Mission 
Essential Functions for the City regardless of the disaster.   
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VI. CONTINUITY PROGRAM MANAGER’S REFERENCE 


A. CONTINUITY PLANNING TEAM ROLES AND RESPONSIBILITIES 
 


The Safety and Security Committee is responsible for capturing the Mission Essential 
Functions and completing the Business Process Analysis for CATS Continuity of 
Operations Plan. Team members represent Rail, Bus, and STS Operating Divisions and 
support functions of Facilities, Technology, Marketing/Communications, Safety and 
Security, and Quality Assurance. Continuity Planning Team members have received 
COOP training. 


 


Emergency Relocation Group:  Operations; Facilities; Technology; Safety; Marketing 


and Public Relations; and Leadership Team. 


B. BUDGETING 
 


CATS does not budget a line item for a continuity program. Appendix K explains the 
financial activities/responsibilities that support the continuity of CATS services.  


C. CONTINUITY PLAN MAINTENANCE AND REVIEW CYCLE 
 


The EPCP supports the CATS Agency Safety Plan (ASP) and requires annual review in 
conjunction with the ASP. The EPCP is part of the internal audit schedule for the ASP. 
The internal and external distribution is maintained by CATS QA. 


   
See the Document Revision Policy on page ii for details on the controlled distribution 
of this plan. This plan has an extensive distribution within CATS and with our partners. 
A copy of this plan is uploaded to the Emergency Management site and a hard copy is 
maintained in the Control Centers for CATS and the Mobile Unit.   


 
The following documents are referenced in the EPCP and complement this document: 
 
• CATS-Wide Policy and Procedure Manual (procedures numbered 01-99) 


 
• CATS S&S03 Accident/Incident Investigation and Reporting (Appendix J) 


 
• Customer Service Procedure:  


o CATS CSVS110 Off-site Pass Sales 


 
• Light Rail Standard Operating Procedures: 


o CATS ROD100-series SOPs address Emergency Operating Procedures; and 
o CATS ROD200-series SOPs address how the ROCC responds to these situations. 
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• Bus Operations Control Center Standard Operations Procedures Manual and 


Reference Guide 


 
• CATS Plans: 


o Crisis Communications Plan  
o CATS Technology Business Continuity Plan 


o Spill Prevention Control and Countermeasure Plans for CATS Facilities: 
- Davidson Street Bus Facility 
- South Tryon Bus Facility 
- South Boulevard Light Rail Facility 


 
• Other Plans: 


o Charlotte-Mecklenburg All Hazards Plan 


o City-wide Pandemic Plan 


 


D. TEST, TRAINING, EXERCISE, AND LESSONS LEARNED 
 


Emergency Drills and Exercises  
CATS conducts or participates in a minimum of one emergency drill annually that 
follows the Homeland Security Exercise and Evaluation Program (HSEEP) guidelines. 
The drills may include a full-scale exercise or a tabletop exercise. Community first-
responders—including Charlotte Fire Department, Charlotte Mecklenburg Police 
Department, Company Police, MEDIC, local FBI and TSA, NCDOT, and Charlotte 
Mecklenburg Emergency Management—may assist the transit system in planning, 
coordinating, and training to prepare for the exercises. Detailed scenarios are 
developed by the participants’ management to ensure that the exercises are realistic, 
comprehensive, and effectively evaluate the emergency preparedness of the 
participants. Observers are assigned to each participant group to evaluate the 
response to the exercise scenario. 


 
After-Action Reviews and Lessons Learned 
After actual incidents, there is an assessment to return the system to 100% 
functionality in the shortest time possible. All Divisions are responsible for executing 
this plan. The purpose of this phase is to make certain that all areas have been 
addressed in an appropriate manner and CATS can sustain operations indefinitely. This 
phase is a self-assessment to determine ways to improve our processes and 
procedures and to update all disaster-related plans. The following are examples of 
items that will be reviewed during this process: 


 


• Division managers will provide the records to support all expenses associated with 
the emergency 
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• Each division will provide an update on the status of personnel, equipment and 
facilities 


• Division managers should provide a list of proposed changes to the Emergency 
Preparedness and Continuity Plan (EPCP) to CATS Office of Safety and Security or 
Quality Assurance Section. 


• Division managers should follow the EPCP to achieve 100% functionality in their 
assigned area. 


• Division managers will identify any shortfalls or limiting factors that will prevent 
them from achieving 100% functionality 


• Replenish emergency supplies and equipment used during emergency. 
 


Immediately after completion of an exercise, the participants debrief and discuss the 
observations made during the exercise.  An after-action report is prepared and 
distributed to the participants for follow-up with each participant group.  The After-
Action report is used to determine the need for modifications to plans, procedures and 
processes.  The CATS Fire/Life Safety Committee (see below) performs follow-up with 
all participant groups to develop a coordinated schedule for implementation of 
corrective actions for closure of identified After-Action Items.   
 


- Emergency Preparedness Training  
 


Facility Emergency Plans are provided in each office and conference room that 
has a phone. Employees are directed to the Facility Emergency Plan to 
effectively respond to emergency situations. Transportation and Maintenance 
employees and Operations Control Center employees are trained on the 
emergency procedures referenced the Emergency Procedures (Section V Phase 
I). At a minimum, Safety-Sensitive Employees will receive emergency response 
training. 


 
Senior Leadership are encouraged to complete ICS 100, 200, 700 and 800.  
Management staff identified to participate in Incident Command should 
complete ICS training through ICS 300.  Supervisors who respond to incidents 
should have an equivalent to ICS 100, 200 and 700 training.   
 
Staff should also receive periodic refresher training by participating in 
additional training, exercises, and planned organized events. 
 
Several CATS managers and supervisors have received certification for National 
Incident Management System (NIMS) training through the Federal Emergency 
Management Agency (FEMA).  Records of NIMS training will be captured in 
SuccessFactors. 
 
ICS 100 Introduction to Incident Command (on-line) 
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ICS 200 ICS for single resources and initial accident incidents (on-line) 
ICS 700 National Incident Management System (NIMS) An Introduction (on-
line) 
ICS 800 National Response Framework, An Introduction (on-line) 
ICS 300 Classroom- Intermediate for ICS expanding incidents 
ICS 400 Classroom- Advanced ICS for Command and General Staff 


 
Active Shooter Training provided to all CATS employees  
Cybersecurity training required to have access to CATS sites 
SSI training is required for all supervisors and anyone with access to SSI information.  


 
- Familiarization training for Emergency Responders 


Emergency Responders are provided familiarity training on CATS buses, the LRVs, 
streetcars, the light rail system, and the streetcar system.  Training can include 
classroom training on emergency preparedness for the CATS system and hands-on 
familiarization training is available upon request.  The Office of Safety and Security 
provided train-the-trainer instruction and a CATS training module to the Charlotte-
Mecklenburg Fire Department’s (CMFD) training official. The CMFD training official 
provides training to CMFD personnel on CATS LRVs systems, and equipment. 


 
- Emergency training for the general public 


The general public receives information on what to do during an emergency while on 
our system through various methods.  In our rolling stock, there are posters with 
instructions on what do if there is an emergency on the vehicle.  CATS has available 
for the public at no cost the CATS SeeSay app for cell phones that has information on 
what to do in an emergency and various ways to report an incident directly to 
Company Police.  Other social media platforms that are used to assist the public is 
through safety videos found on YouTube and messages pushed out through Facebook, 
Twitter and Instagram. 


 


E. MISSION ESSENTIAL FUNCTION DATA SHEETS AND BUSINESS PROCESS ANALYSIS 
FORMS 


The Mission Essential Function Data Sheets and Business Process Analysis forms are 
included in the following pages.
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CATS Mission Essential Function Data Sheet 


 


Department/Agency:_______CATS_____  


 


Date:  Reviewed December 2019 


MEF Statement:  Provide emergency transportation; bus, rail and special 


transportation service for people with disabilities as requested by the 


Emergency Operations Center. 


 


MEF Category:__I___ Sustain or resumed as quickly as possible (minutes to hours) 


 


Supports Char-Meck Gov. Priority #(s):   


• Provide emergency services  


 


Descriptive Narrative:   


 


During a significant event/disaster/incident, CATS resources can be reallocated 


to support emergency evacuations and other requests as made by the County 


Emergency Manager.    


Implications if Not Conducted:  


 


Not being available for emergency support could result in delayed evacuation or 


recovery and cause life safety issues during an emergency event. 
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Associated Emergency Support Function(s):   


 


MEF Category I is represented at the Emergency Operations Center (EOC) by the 


Emergency Support Function #1: Transportation. The CATS liaison at the EOC 


communicates requests for CATS transportation, fuel, and any other services.   


 


Recovery Time Objective:      


N/A 


Lead Office/Division/Branch Office:    


 


CATS Continuity Program Manager:   
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CATS Mission Essential Function  
Business Process Analysis  


 


Department/Agency:____CATS_____________________________________________  


 


MEF #1 Statement:  Provide emergency transportation; bus, rail and special 


transportation service for people with disabilities as requested by the Emergency 


Operations Center.  


 


MEF Output(s):   


 


Provide emergency bus, rail and STS service as requested by the Emergency 


Operations Center. 


 


MEF Inputs:   


Services requested by the Emergency Operations Center (EOC). 


Leadership:  


 


CATS Liaison in the EOC 


Department Representatives in the CATS Coordination Center 


 


Staff: 


Bus Operations Division 


• One Bus operator/ requested bus  


• One street supervisor to coordinate operations 


• One BOCC supervisor to manage EOC requests 


• One administrative staff member to track employee hours and equipment used 
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Rail Operations Division 


• One Rail operator/requested train 


• One rail supervisor to coordinate operations 


• Chief Rail Controller to coordinate EOC requests 


• One flagger per area of rail requiring flagging operations 


• One administrative staff member to track employee hours and equipment used. 


 


Special Transportation Service (STS) – Service for people with disabilities  


• One paratransit driver/requested bus 


• One street supervisor to coordinate operations 


• One STS dispatcher to manage EOC requests 


• One administrative staff member to track employee hours and equipment used  


 


Van Pool vehicle van 


 


Marketing/Communications 


• One public relations manager or staff member to manage messaging, handle 


media inquiries, determine what other communications areas need updating 


(website, riders alerts, etc.).    


• One Marketing/Communications staff member if Joint Information Center (JIC) 


activated. 


 


Communications: 


• Radio communication (Motorola) 


• Mobile phones  


• Information signs at rail stations 


• Rail station PA announcements 


• LRV announcements 


• Everbridge notifications (City)   


• SmartNotice (RAPTDEV  provider) 


• Interactive voice response system (IVR) 


• STS IVR 


• Voice over internet protocol (VoIP) telephoneCody 


• Flagging for Rail 


• Ridetransit.org web application 


• Riders Alerts  


• CATS See/Say App 
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• Twitter and Instagram account - RideCATS 


• RideCATS app 


• Standard Operating Procedures  


• Drivers Alerts (Bus) and bulletins, general orders, and daily operations orders 


(Rail) 


Information Technology:  


See CATS Technology Business Continuity Plan   


• Automatic vehicle locator (AVL) 


• Headsigns (destination signs) and enunciators 


• Mobile digital video recorders (MDVR) and camera 


• Train control / SCADA (supervisory control and data acquisition) 


• City technology infrastructure (certain parts managed by CATS) 


• Coordination Center technology 


• Rail PA system PENTA 


 


Facilities: 


The Relocation plans for CATS facilities are identified in the EPCP appendices (see 


Procedures or Process Flow section) 


 


Charlotte Transportation Center (CTC) A&C: xxx sq. ft. 


• Customer Service (Pass Sales and Lost and Found) 


• STS Functional Assessment Center   


• Bus Dispatch and Operators rooms 


CTC B:  xxx sq. ft. 


• Police Communications 


Rent 12 auto parking spaces across the street from CTC. 


 


Davidson Street Bus Facility - xxx sq. ft., xx auto parking spaces, xx bus parking 


spaces, xx cutaway van parking spaces.  STS Dispatch 


• Bus Dispatch 


• Bus Maintenance 


• Technology 
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North Brevard Light Rail Facility:  -xxx sq. ft.; LRV storage yard contains tracks for 


up to xxx LRVs; has supervisor’s office, operations dispatch office, operations 


muster rooms, training room, and parts and storage room.  The Service and 


inspection shop area is able to accommodate two LRV’s with a pit and mezzanine 


access.   


 


South Tryon Bus Facility - xxx sq. ft.; xxx auto parking spaces; xxx bus parking 


spaces 


• Bus Dispatch 


• Bus Maintenance 


 


South Boulevard Light Rail Facility is 10 acres, xxxx sq ft.; LRV storage yard contains 


tracks for xxLRVs; the remaining LRVs are stored inside.  The site is located adjacent 


to and west of the Blue Line between New Bern Street and Clanton Road.  The site 


contains storage tracks, the Railcar Maintenance Shop, Rail Operations Control 


Center (ROCC) facilities, a Maintenance of Way (MOW) facility, Bus Operations 


Control Center (BOCC), Parts Storage and administrative offices.  A CATS bus 


maintenance facility is located adjacent to the SBLRF and shares some facilities such 


as a vehicle paint booth in a separate building.  The xxxxxx Room is equipped to act 


as the Coordination Center in an event. 


Eastland Mall Community Transit Center 


Rosa Parks Community Transit Center 


SouthPark Mall Transit Center 


All passenger amenities, Park and Rides, bus stops, shelters, benches, bike racks 


All rail amenities including xxxx miles of right of way, stations and platform areas, 


elevators, and four public parking decks with pass sales capabilities. 


Central Communications House including back-up ROCC 


Signal houses and communication houses 


Other Resources and Budgeting:   


 


Bus Operations Division  


• xxx Buses (xxxhybrids) 


• xxxxx Miles per bus each year 


Rail Operations Division 


• xxx Low floor S70s 
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• One 18.9 mile line, double track 


• 1.5 miles Streetcar line 


Special Transportation Service (STS)  


• xxx Cutaway vans for paratransit   


Vanpool 


• xxxx vans 


Support vehicles for bus and rail 


Diesel Fuel 


4 wheel drive vehicles   


• xxx Development   


• xx S&S  


• xx BOD  


• xxx Facilities 


Records management, payroll, procurement procedures, EPCP financial and logistics 


support 


Maintenance of vehicles 


Fuel, Fare and Wash 


Partners and Interdependencies: 


See Technology Business Continuity Plan for Technology Partners 


 


City HR: Payroll 


TMOC: BOD payroll 


Charlotte Department of Transportation (CDOT): clear streets/reroute traffic/traffic 


signals, controls for Street access for Streetcar repairs 


Sheriff’s Department: Transit System Security  


Charlotte Mecklenburg Police Department (CMPD):  Transit System Security 


Company Police:   Transit System Security 


311:  Provide information to public 


Duke Power: Provide power to facilities and trains 


Innovation and Technology (I&T): Support technology.  


Management and Financial Services (MFS): landscape management, building services, 


and non-revenue vehicles. 


Engineering & Project Management division of General Services:  Alternate work 


locations if CATS backup facilities unavailable 
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Fuelman 


Firestone Tire: Provide tires 


Charlotte Fire Department: Emergency Management Office 


Charlotte Fire Department 


MEDIC 


Charlotte Mecklenburg Risk Management Office (Insurance, contact for NC OSHA) 


Federal, State and Local Law Enforcement Agencies (FBI, Secret Service, Norfolk 


Southern, CSX, ATF, etc.) 


City Corporate Communications 


Media 


City and County officials  


Railroads: Notification of breach 


RATPDEV (CATS Transit Management Services Contractor) 


Johnson Controls works with S&S for building security and fire detection 


S&S works with contactors for lock maintenance and installation 


Towing Company  


 


CATS has reporting requirements to the following entities: 


Department of Homeland Security (Transportation Security Administration 


(TSA) and Freedom Center) 


Federal National Transit Database 


Federal Transit Administration (FTA) Office of Safety and Security 


NCDOT: State safety oversight (Rail only) 


National Response Center for National Transportation Safety Board 


(NTSB)Railroads: Notification of breach 


 


Procedures or Process Flow: 


 


Normal operations: Operator checks in with dispatch and goes out to vehicle and 


operates run. 


 


When there are disruptions:  


• Routine disruptions (snow, debris, road closures): handled at supervisor 


level 
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• Larger disruptions: covered in EPCP Appendix B (Service Reduction 


Guidelines: Bus, Rail and STS Operations)   


The EPCP is distributed to all CATS divisions in hard copy and is available on 


CNet under Departments> Charlotte Area Transit System> Plans 


When the County Emergency Manager requests buses, BOD or CATS Management will 


respond.   


Major disruptions to normal service:   After a major disruption of service, bus 


operations will not resume service until they receive approval from the General 


Manager of Safety and Security. 


 


Continuity of Operations Strategy:    


Service level changes are identified in EPCP Appendix B.   


Emergency Relocation Group:  Operations, Facilities, Technology, Safety, Legal, Public 


and Community Relations, Leadership Team  
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CATS Mission Essential Function Data Sheet 


 


Department/Agency:_______CATS_____  


 


Date:  Reviewed December 2019 


MEF Statement:  Provide public transportation; bus, rail and special 


transportation service for people with disabilities. 


 


MEF Category:__II___ Sustain or resumed as quickly as possible (minutes to 


hours) 


 


Supports Char-Meck Gov. Priority #(s):   


• Maintain public critical infrastructure 


• Provide basic essential services 
 


Descriptive Narrative:   


 


The largest transit system in the Carolinas, CATS served approximately xxx million 


riders in FY2019 with a weekday average of xxx unlinked passenger trips. Service is 


provided via bus, vanpool and rail transportation. CATS’ primary service area covers 


xxx square miles in Mecklenburg County, serving a population of approximately xxx 


million. Regional service covers Concord, Gastonia, and Union County in North Carolina 


and York County in South Carolina. In addition to transit operations, CATS continues 


implementation of the 2030 Transit Corridor System Plan which was approved by its 


policy board, the Metropolitan Transit Commission (MTC), in November 2006. 


 


CATS operates xxxx hours/day, over xxx million vehicle revenue hours and xxxx vehicle 


revenue miles per year, to key business centers in uptown, major commercial centers, 


hospitals, universities and the airport. 
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Implications if Not Conducted:  


 


CATS not providing service or a prolonged decrease in service would affect the social 


and financial stability of Charlotte and the surrounding areas.  Not providing service 


would affect the quality of life for many citizens and have a direct impact on the local 


economy.  An elimination of or a prolonged reduction in service would also have a 


negative impact on CATS’ revenue.   


 


If STS service is not provided, it could result in customer health crisis for selected 


customers not accessing required medical service.   


Associated Emergency Support Function(s):   


 


See CATS MEF Category I 


N/A 


Recovery Time Objective:      


 


Objective is to resume some level of service within 24 hours.  This will be 


dependent on other City departments and other agencies’ responses and/or 


recommendations.    


• Short term goal is to achieve level of service identified by Leadership in the 


Service Level Change.  


• Long term goal is full-service restoration.   


 


Lead Office/Division/Branch Office:    


 


CATS Continuity Program Manager:   
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Mission Essential Function  
Business Process Analysis  


 


Department/Agency:____CATS_____________________________________________  


 


MEF #2 Statement:  Provide public transportation; bus, rail and special 
transportation service for people with disabilities. 


MEF Output(s):   
 
Provide public transit services utilizing bus and rail adjusted to the service level 
identified in the EPCP. 


MEF Inputs:   
 
Leadership decision on level of service to be provided.   


Bus:  


• Route guides 


• Driver paddles 


• Headways for dispatchers 


• Schedules 


• Snow Routes 


• Buses  


• Fuel 


• Maintenance 


Rail: 


• Trains 


• Operator schedule 


• Electricity 


• Maintenance 


STS: 


• Driver manifests 


• Buses 


• Fuel 


• Maintenance 
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Leadership:  
 
Only for Service Level Change: Chief Operations Planning Officer, GM of Bus 
Operations, GM of Rail Operations, Director of STS 
 


Determine if need Department Representatives in the CATS Coordination 


Center. 


 


Staff: 


 


Bus Operations Division / RATPDev USA/Transit Management of Charlotte: 


• xxx Bus operators - United Transportation Union (UTU) 


• xxx Mechanics - UTU 


• xxx Administrative/supervisory personnel 


 


Rail Operations Division 


• xxx Rail Operators 


• xxx ROCC Controllers, 13 Rail Transportation Supervisors, 5 Dispatchers 


• xxxx Rail Car maintenance and Maintenance of Way personnel 


• xxxx Parts Admin and Management personnel 


 


Special Transportation Service (STS)  


Service for people with disabilities  


• STS service required by the ADA within ¾ mile of local fixed routes 


• STSII not required under ADA 


• xxx Full time, xxx part time, and xxx temporary paratransit drivers 


• xxxx Street supervisors, dispatchers, and administrative/supervisory personnel 
 


Marketing/Communications 


• One public relations manager or staff member to manage messaging, handle 


media inquiries, determine what other communications areas need updating 


(website, riders alerts, etc.) 


• One Marketing/Communications staff member if Joint Information Center (JIC) 


activated 


 


Communications: 


• Radio communication (Motorola)(Motorola) 


• Mobile phones  


• Information signs and PA at rail stations 
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• LRV announcements 


• SmartNotice (RAPTDEV provider) 


• Interactive voice response system (IVR) (336-RIDE) 


• STS IVR 


• Voice over internet protocol (VoIP) telephone 


• CodyCody 


• Flagging for Rail 


• Ridetransit.org web application 


• Riders Alerts (see BOCC SOP Manual for inclement weather) 


• CATS See/Say app 


• Twitter and Instagram accounts – RideCATS 


• RideCATS app 


• Standard Operating Procedures  


• Drivers Alerts (Bus) and bulletins, general orders, and daily operations orders (Rail) 


• Everbridge (Rail) 


Information Technology:  


See CATS’ Technology Business Continuity Plan   


• Automatic vehicle locator (AVL) 


• Scheduling software for Bus and Rail 


• Scheduling/dispatch software for STS 


• Automatic passenger counter (APC) 


• Headsigns (destination signs) and enunciators 


• Mobile digital video recorders (MDVR) and camera 


• Fareboxes 


• Ticket vending machines (TVMs) 


• Train control / SCADA (supervisor control and data acquisition) 


• City technology infrastructure (certain parts managed by CATS) 


• Myers Street Data Center 


• Revenue probing stations 


• Wireless Fidelity (Wi-Fi) 


• Coordination Center technology 


• Rail PA system PENTA 
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Facilities: 


The Relocation plans for CATS facilities are identified in the EPCP appendices (see 


Procedures or Process Flow section) 


 


Charlotte Transportation Center (CTC) A&C: xxxx sq. ft. 


• Customer Service (Pass Sales and Lost and Found) 


• STS Functional Assessment Center   


• Bus Dispatch and Operators rooms 


CTC B:  xxx sq. ft. 


• Police Communications 


Rent xxxx auto parking spaces across the street from CTC. 


 


Davidson Street Bus Facility - xxx sq. ft., xxx auto parking spaces, xxxx bus parking 


spaces, xxx cutaway van parking spaces.  Parking deck is not currently open and 


cars are parking in lower bus parking lot. 


• STS Dispatch 


• Bus Dispatch 


• Bus Maintenance 


• Technology 


 


North Brevard Light Rail Facility -xxx sq. ft.; LRV storage yard contains tracks for 


up to xxx LRVs; has supervisor’s office, operations dispatch office, operations 


muster rooms, training room, and parts and storage room. The Service and 


inspection shop area is able to accommodate two LRV’s with a pit and mezzanine 


access. 


 


South Tryon Bus Facility - xxx sq. ft.; xxx auto parking spaces; 300 bus parking 


spaces 


• Bus Dispatch 


• Bus Maintenance 


 


South Boulevard Light Rail Facility (SBLRF) - xxxx sq. ft.; LRV storage yard contains 


tracks for xxx LRVs; the remaining LRVs are stored inside. The site is located 


adjacent to and west of the Blue Line between New Bern Street and Clanton Road. 


The site contains storage tracks, the Railcar Maintenance Shop, Rail Operations 


Control Center (ROCC) facilities, a Maintenance of Way (MOW) facility, Bus 
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Operations Control Center (BOCC), Parts Storage and administrative offices. A 


CATS bus maintenance facility is located adjacent to the SBLRF and shares some 


facilities such as a vehicle paint booth in a separate building. The xxxx Room is 


equipped to act as the Coordination Center in an event. 


Eastland Mall Community Transit Center 


Rosa Parks Community Transit Center 


SouthPark Mall Transit Center 


 


All passenger amenities, Park and Rides, bus stops, shelters, benches, bike racks 


All rail amenities including xxxx miles of right of way, stations and platform areas, 


elevators, and four public parking decks with pass sales capabilities. 


xxxx back-up ROCC 


Signal houses and communication houses 


Other Resources and Budgeting:   


Bus Operations Division  


• xxx Buses (xxx hybrids) 


• xxxx Miles per bus each year 


Rail Operations Division 


• xxx Low floor S70s, xxx Seimens Streetcars  


• One xxxx mile line, double track  


• xxxmile Streetcar line starting 2021 


Special Transportation Service (STS)  


• xxx Cutaway vans for paratransit   


Vanpool 


• xxx vans 


Support vehicles for bus and rail 


Diesel Fuel 


4 wheel drive vehicles   


• xx Development   


• xxx S&S  


• xxx BOD  


• xxx Facilities  


Maintenance of vehicles 


Fuel, Fare and Wash 
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Partners and Interdependencies: 


See Technology Continuity Plan for Technology Partners 
 


City HR: Payroll 


TMOC: BOD payroll 


Charlotte Department of Transportation (CDOT): clear streets/reroute traffic/traffic 


signals, controls for Street access for Streetcar repairs, 


Sheriff’s department: Security for buses  


Charlotte Mecklenburg Police Department (CMPD): Reporting and support 


Company Police:  Maintain Security of Facilities 


311:  Provide information to public 


Duke Power: Provide power to facilities and trains 


Information and Technology (I&T): Support technology. 


Finance Department: Landscape management, building services, and non-revenue 


vehicles.  Maintain STS vehicles. 


Engineering & Project Management division of General Services: Alternate work 


locations if CATS backup facilities unavailable 


Fuelman 


Firestone Tire: Provide tires 


Charlotte Fire Department: Emergency Management Office 


Charlotte Mecklenburg Risk Management Office (Insurance, contact for NC OSHA) 


FBI: Communication for security activities 


City Corporate Communications 


Media 


City and County officials  


Railroads: Notification of breach 


RATPDev Transit 


Simplex works with S&S for building security, locks, and fire detection 


 


CATS has reporting requirements to the following entities: 


Freedom Center 


Federal National Transit Database 


Federal Transit Administration Office of Safety and Security 


NCDOT: State safety oversight (Rail only) 


National Response Center for National Transportation Safety Board (NTSB) 
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Transportation Security Administration (TSA) 


Department of Homeland Security  


Homeland Security Exercise and Evaluation Program 


Office of Domestic Preparedness Transit Security Grant Program 


Railroads : Notification of breach 


Procedures or Process Flow: 
 


Normal operations: Operator checks with dispatch and goes out to vehicle and makes 
run. 
 
When there are disruptions:  


• Routine disruptions (snow, debris, road closures): handled at supervisor level 


• Larger disruptions: covered in EPCP Appendix B (Service Reduction Guidelines: 


Bus, Rail and STS Operations)   


The EPCP is distributed to all CATS divisions in hard copy and is available on CNet 


under Departments> Charlotte Area Transit System> Plans 


Major disruptions to normal service:   After a major disruption of service, bus 


operations will not resume service until they receive approval from the General 


Manager of Safety and Security.  


Continuity of Operations Strategy:    


Service level changes are identified in EPCP Appendix B.   


Emergency Relocation Group:  Operations, Facilities, Technology, Safety, Legal, 


Public and Community Relations, Leadership Team  


Other Comments:  
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Subject/Title:  Procedure No: 
Access Control Policy  CATS S&S11 
 
Previous Revision:    Revised Date: 
March 29, 2019                   June 17, 2022 
 
 
  
________________________________________________ 
John Lewis 
Chief Executive Officer and Director of Public Transit 
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1.0 PURPOSE 


Charlotte Area Transit System (CATS) has many areas within its property that are 
considered “Secure” areas or “Security Sensitive” areas. For this reason, a procedure 
must be in place to ensure those areas are protected against unlawful or unauthorized 
entry by those interested in doing damage to CATS systems.  


2.0 SCOPE 


This policy applies to all CATS employees, City employees, contractors, vendors, and 
others who need access to CATS’ Secure and Security Sensitive areas.  


This policy does not include the Charlotte Mecklenburg Government Center (CMGC).  The 
CMGC is a public building with public access from 7:00 am until 6:00 pm Monday- Friday.  
Badge access is controlled through Engineering and Property Management (E&PM) 
Building Services.  Employees with offices in the CMGC should see their supervisor to 
request additional badge access.  


Keys specific to some cabinets and equipment such as Light Rail Vehicle (LRV) keys, 
farebox keys, and lockout/tagout keys are not controlled by Safety and Security and fall 
outside the scope of this procedure.  


3.0 POLICY  


It is CATS’ policy to control access to CATS facilities and restricted areas and to also 
control when those areas may be accessed (e.g., certain days of the week or shifts).  


CATS will grant access based on the needs and restrictions of CATS operations and 
support functions.  


Basic principles of CATS access management include: 


• Limiting the number of access points 


• Identifying and dedicating secure areas 


• Providing transition areas between secure and non-secure areas 


• Minimizing interference with the movement of employees, contractors, etc.  


• Not interfering with fire protection and life safety systems 


• Conforming to Americans with Disabilities Act (ADA) requirements 
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• Layering of security systems 


• Using protective measures to address all threat phases: deterrence, detection, 
defense, mitigation, response, and recovery 


• Providing an audit trail and/or transaction reporting capability  


4.0 REFERENCES 


CATS ET02 Electronic Technology Access and Security  
CATS S&S09 TVM Key Management  
CATS REV103 Treasury Room Access and Security Procedures 
City Policy HR19 Pre-Employment Background Checks 
CATS System Security Plan (SSP) 


5.0 DEFINITIONS 


Access Control means a data security process that enables organizations to manage 
who is authorized to access secure areas at CATS. 


Contractor means a person who works on an “as needed” basis for a stipulated amount 
of money by the City of Charlotte.  


Employee means a person is a City of Charlotte personnel hired to work for CATS. 


Escort means a CATS employee is accompanying another person who does not have 
access to the security sensitive area. 


Secure Access means access is granted to CATS employees, contractors, and others 
after they are credentialed and approved by CATS Security. 


Secure Areas are those areas that require badge access or key access. 


Security Breach means unauthorized person gaining access inside a secure or security 
sensitive area. 


Security Sensitive Areas are secure areas that contain or allow access to equipment or 
systems that could intentionally or inadvertently be used to compromise CATS systems or 
pose a threat to CATS riders or employees. People who do not have badge/key access to 
Security Sensitive areas must be escorted while they are in a Security Sensitive area. 


Security Sensitive Positions include Safety and Security Staff, Technology Staff, Rail 
Operators, Chief Rail Controller, Rail Controllers, Railcar Mechanics and Technicians, Rail 
Maintenance of Way, Facilities Supervisors, and employees or contractors that require 
access to control centers, communication houses, Sensitive Security information/records, 
and/or power substations or are involved in the installation of train control systems. 
(Definition from CATS’ System Security Plan (SSP) Section 5.4 Security Responsibilities 
of CATS Divisions, Employees, and Contractors). 


Technology Secure Facilities contain electronic technology components such as 
network switches, servers, firewalls, cross-connect blocks, SCADA equipment, and/or 
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similar types of electronic technology equipment which must be restricted to personnel 
authorized by the Chief Transit Technology Officer (CTTO) and who have a demonstrated 
need and have been appropriately credentialed. Authorized visitors, users, and vendor 
service personnel must have their access recorded and either be appropriately approved 
or be escorted. Entrances must be controlled and monitored. (Definition taken from CATS’ 
Electronic Technology Access and Security Policy, CATS ET02).  


Tenant means a person who occupies land or property rented from CATS. 


Vendor means an individual or company offering something for sale. 


6.0 RESPONSIBILITY 


All employees are responsible to be watchful when they access secure areas and not 
allow unauthorized individuals to enter with them when they scan their badge or enter with 
a key.  Employees are to notify the Security Officer or Transit Security Manager 
immediately if their badge or key is lost or stolen. 


The Office of Safety and Security will control access of badges and manage key 
distribution/return and keep records of every individual issued a CATS access ID/badge 
and key.  


Division/Section Managers (Managers) are to clarify and enforce administration of 
CATS Access ID/Badge procedures to limit exposure to security threats related to lost, 
stolen and/or mishandled badges and documentation.  


Specifically, Managers are required to: 


• request the access needed for their new employees 


• maintain up-to-date access information for their employees through CATS 
Security.  


• sign badge request forms for employee replacement of lost badges;  


• notify S&S immediately when a badge needs to be deactivated (in person or via 
telephone),  


• provide updated employment status information upon change in employee 
assignments that affect access permissions,  


Escorts are to assure those that are being escorted are authorized, accounted for and 
only doing businesses for which they are being escorted. An escort must assure that the 
individual is authorized prior to entering any CATS Secure area or Security Sensitive area.  
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7.0 PROCEDURE 


7.1 Access for CATS Employees 


The Office of Safety and Security issues every employee a photo identification 
badge, which allows each individual access to CATS facilities as required by their 
job function. When an employee is hired, the Office of Safety and Security will 
assign standard permissions based on the roles and responsibilities.  When in an 
area that requires access using an identification badge, the individual must display 
the badge at all times at or above the waist on the outermost garment. The Office 
of Safety and Security only changes access for individuals with written approval 
from the division/section manager.  


All key distributions are by job functions and requirements.  Each key is serialized 
with a unique number and assigned to an individual.  Each and every door key is 
tracked by issuance and recipient’s acknowledgment signature. The keys are 
further tracked in an Excel spreadsheet by individual information, e.g. name; facility 
location, department, section, door; core pinning/construction, key cut by 
description, key assignment, key return, and receipt documentation. When in an 
area that requires access using a security key, the individual must display his/her 
badge at all times.   (From CATS SSP Section 3.4.4 Key/Lock Management) 


The named employee/contractor has a need for the key being requested using 
form Hard Issuance Request Form S&SF20A. Once the key is requested, the 
Division/Section accepts responsibility for any key associated costs if too many 
Schlage keys are lost or not returned to the Office of Safety & Security. Costs may 
include replacement keys and/or the cost of the locks being replaced or re-keyed 
and shall be determined by the Office of Safety & Security.  


The CATS employee will be held responsible for any key that is lost by a contractor 
whom he/she signed for and may be subject to discipline and any replacement 
cost accrued due to the loss of the key.  The cost of lost and/or broken Schlage 
keys will be charged to the employee who signs for the key on the Hard Key 
Issuance Receipt S&SF19. 


Tenants are made aware that there is an initial cost for cores and keys for their 
leased location. When signing for the leased location, the tenant who signs for the 
key on the Hard Key Issuance Receipt S&SF20B is made aware that they are 
responsible for the cost of any replacement keys that are lost or broken due to 
negligence, or not returned to CATS Safety & Security at the end of their lease. 
This may include the cost of cores and keys.   


The result of a lost or damaged identification card or hard key issued by the Office 
of Safety and Security could lead to a security breach. It is important that all 
employees, contractors, tenants, and vendors report lost or stolen identification 
cards or hard keys and understand that it is their responsibility to contact the Office 
of Safety and Security for replacements.  Any confirmed breach as a result of a 
lost ID card or hard key will result in immediate key and core replacement at the 
cost of the department, contractor or tenant. 
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7.2 Areas Open to the Public 


Areas that are open to the public do not require an access badge or specific 
permissions to enter. (Example: Rail platforms) However, work that requires 
access to a communication cabinet located on a rail platform requires key access 
and, in some cases, would require an escort. 


Some areas are open to the public during business hours but closed to the public 
during non-business hours and weekends. (Example: the South Tryon Bus Facility 
entrance) After 7:00 pm and until 7:00 am, only people with badge access may 
access the building. 


7.3 Secure Areas 


The Office of Safety and Security will provide individual CATS badges with access 
based on job classification.  Additional access for an individual beyond the 
standard access is allowed only upon approval from the Manger with concurrence 
by CATS Security. Individuals who do not have badge/key access to a secured 
area must be escorted as required.   


Use of a buzzer and intercom is permitted for access to gates and main entrances 
and other designated areas. 


Contractor badges are available for each department to check out to a contractor 
for the day.  Each area will document check-in and check-out of badges on 
Contractor Badge Sign Out Sheets (form S&SF34). Contractor badges must be 
returned by the end of the business day.  


Visitor badges are available at SBLRF Admin, SBLRF Dispatch, and South Tryon 
Bus Facility Admin and Dispatch, BOD Dispatch and STS Dispatch at N Davidson 
for visitors to check out.  Each area will document check-in and check-out of 
badges on Visitor Badge Sign Out Sheets (form S&SF37). Visitors’ badges must 
be returned by the end of the business day. Visitors must surrender their driver’s 
license in exchange for the visitor badge to ensure the badge is returned. 


Anyone entering the Treasury Room must meet additional requirements in CATS 
REV103 Treasury Room Access and Security Procedures.  When any type of 
maintenance is required in the Treasury Room after hours, the Officer of Safety 
and Security will be notified as to who will be entering and who will be escorting.  
Company Police assigned to Revenue will be given access to the Revenue Room.  
Any work in the Treasury Room will require a police escort. 


When any vehicle that is not CATS issued vehicle enters any CATS property or 
facility, they must have placards that state the company name on the driver and 
front passenger door. Letters on the placards must be at least 3 inches in height. 
Placards must be displayed at all times while at CATS Facilities or on CATS 
property. 
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7.4 Security Sensitive Areas 


The following areas are security sensitive areas: 


• Power Substations along the light rail alignment, communication houses, 
and switch stations – Only employees assigned to these areas will be given 
access by virtue of their job position. Contractors needing access to these 
areas must be escorted at all times by an authorized CATS employee. 


• The Rail Operations Control Center (ROCC) and Bus Operations Control 
Center (BOCC) – Badge access is restricted to only those assigned to that 
area.  All others needing access will be escorted by an authorized 
employee with badge access.  


• LRV Cabs – LRV keys are not issued by Safety and Security and fall 
outside this policy. 


• CATS and/or City of Charlotte network infrastructure (All rooms/areas 
containing electronic technology components, network switches, servers, 
firewalls, cross-connect blocks, SCADA equipment, and/or similar types of 
electronic technology equipment) – The CTTO will determine access to 
CATS and/or City of Charlotte network infrastructure as described in CATS 
ET02 Electronic Technology Access and Security. 


7.5 Background Checks for City Employees per City Policy HR19 


Criminal background checks are required on final internal or external candidates 
applying for positions with the City of Charlotte, including interns and temporary 
contract employees.  Candidates for employment where the job duties include 
responsibility for initiating or affecting financial transactions or related duties are 
subject to credit history checks.  Results of background checks cannot be used as 
a basis for denying employment unless the denial of employment is determined to 
be due to job-related issues or business necessity.   


7.6 Background Checks for Contractors per CATS’ SSP and Contract General 
Conditions 


CATS reserves the right to require a Contractor to conduct background checks on 
the Contractor’s employees and to remove from CATS property any employee 
CATS considers a security risk or safety hazard.  The contractor must have 
appropriate documentation, as determined by the CATS Representative, to gain 
access to CATS property. 


The CATS representative will advise the contractor in writing of the necessary 
documentation and identification required to gain access to CATS property. 


Contractor badges with picture ID may be issued, provided the Contracting 
Company has complied with the individual background investigation requirements. 
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7.7 Facilities Access for Maintenance 


CATS Facilities Staff (including assigned E&PM Building Services) needs access 
to all areas it is charged to maintain, regardless of who is using the area, with the 
exception of single use security areas. This includes all office areas and work 
areas. 


If Facilities staff is not granted badge/key access to an area, it is the responsibility 
of that division to have someone available to escort Facilities and/or contractors 
when scheduled and unscheduled maintenance and repairs are required.  The 
area manager should coordinate a time to provide an escort to the Facilities 
representative and/or contractor.  


7.8 Changes in Access 


Employees may request a change of access to their manager if they find that they 
are restricted from accessing an area where they need to perform work. 
Employees may request access through the area manager by e-mail or by using 
form S&SF33 Badge Access Request Form.  Employees may request keys using 
the Hard Key Issuance Request form (form S&SF20A).    


The Office of Safety and Security will notify employees of changes to their 
badge/key access. 


To add access to security sensitive areas for maintenance purposes, etc., the 
Office of Safety and Security requests to be given at least 24 hours’ notice. 


All badges and keys issued by the Office of Safety and Security, are property of 
CATS and must be returned upon separation from employment (for any reason), 
when job function no longer requires a CATS issued badge, and/or upon request 
from the Office of Safety and Security.  


If a badge or key is lost, please contact the Security Officer or Transit Security 
Manager immediately.  


Effective 6/30/2019, employee badges will be updated every 4 years.  Any badges 
that have not been updated/issued within the last 4 years will be deactivated by 
CATS security. 


8.0 REGULAR AUDIT OF LOGS AND KEYS 


The Security Manager and Security Officer will conduct an annual audit of the keys and 
the log maintained by the Security Officer.  A more extensive audit will be conducted by 
the Security Manager and Quality Assurance at least every three years as part of the 
three-year review of this procedure.  The audit is to ensure adequate controls are 
maintained on keys and badge access.  


CATS employees who are the authorized signer of a contractor key requests must confirm 
status of contractor issued keys every 30 days.    
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9.0 RECORDS REQUIRED 


 The Office of Safety and Security maintains records of all requests and authorizations for 
access in a binder. The Office of Safety & Security maintains the Key Log in an excel 
spreadsheet and badge access is controlled in the Access Control System.  


Authorization may be captured on the referenced forms or by e-mail from the area 
manager. 


10.0 FORMS 


Hard Key Issuance Receipt Form (S&SF19) 
Hard Key Issuance Request Form for Employee Contractor (S&SF20A)  
Hard Key Issuance Request Form for Tenants (S&SF20B) 
Access / ID Badge Request Form (S&SF33) 
Contractor Badge Sign Out Sheets (S&SF34) 
Visitor Badge Sign Out Sheets (S&SF37) 
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Summary of Changes 
 
 
Entire Document: Minor changes to improve clarity.  


2.0 Scope: Removed reference to procedures CATS S&S09 and CATS REV103. 


5.0 Add Definitions for Access Control, Contractor, Employee, Escort, Security Breach, 
Tenant, and Vendor 


7.1 Added:  The named employee/contractor has a need for the key being request using form 
Hard Issuance Request Form S&SF20A. Once the key is requested, the Division/Section 
accepts responsibility for any key associated costs if too many Schlage keys are lost or 
not returned to the Office of Safety & Security. Costs may include replacement keys 
and/or the cost of the locks being replaced or re-keyed and shall be determined by the 
Office of Safety & Security.  


 Added: The cost of lost and/or broken Schlage keys will be charged to the employee who 
signs for the key on the Hard Key Issuance Receipt S&SF19. 


 Added: Tenants are made aware that there is an initial cost for cores and keys for their 
leased location. When signing for the leased location, the tenant who signs for the key on 
the Hard Key Issuance Receipt S&SF20B is made aware that they are responsible for the 
cost of any replacement keys that are lost or broken due to negligence, or not returned to 
CATS Safety & Security at the end of their lease. This may include the cost of cores and 
keys.   


Added: The result of a lost or damaged identification card or hard key issued by the 
Office of Safety and Security could lead to a security breach. It is important that all 
employees, contractors, tenants, and vendors report lost or stolen identification cards or 
hard keys and understand that it is their responsibility to contact the Office of Safety and 
Security for replacements.  Any confirmed breach as a result of a lost ID card or hard key 
will result in immediate key and core replacement at the cost of the department, 
contractor or tenant. 


7.3 Added: Contractor badges are available for each department to check out to a contractor 
for the day.  Each area will document check-in and check-out of badges on Contractor 
Badge Sign Out Sheets (form S&SF34). Contractor badges must be returned by the end 
of the business day. 


 10.0 Removed: Hard Key Issuance Request Form (S&SF20) 


Added: Hard Key Issuance Request Form for Employee Contractor (S&SF20A) and Hard 
Key Issuance Request Form for Tenants (S&SF20B) 
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Groups Groups of Buses
Bus 


Manufacturer
Bus Numbers


Qty Per 
Group


Year Bus Model Bus Type Engine Maker Engine Model
Trans 


Manufacturer
Trans Model


Engine type
3 MCI MCI 501-510 9 2001 D4000 NJ 40' Regional Detroit Diesel S-60-DDEC IV Allison B500 Diesel
8 Gillig Sub Gillig 539-583 44 2003 Phantom Sub 40' Express Detroit Diesel S-50-DDEC IV Allison B400 Diesel


11 Gillig Sub Gillig 590-597 8 2004 Phantom Sub 40' Express 21 21 Allison B400 Diesel
12 Gillig Lofl Gillig 959-960 2 2004 Low Floor 40' Local Cummins ISL Allison B400 Diesel
16 Gillig Hybrid Gillig 2501-2502 2 2005 Hybrid Low Floor 40' Local Cummins ISB Allison EP 40 Hybrid
17 Gillig LF 29ft Gillig 638-641,642-655 12 2007 Low Floor 29 29' 20 20 Allison B400 Diesel
18 Gillig Lofl Gillig 962-968 6 2007 Low Floor 40' Local 1 1 Allison B400 Diesel
19 Gillig Lofl Gillig 400-406 7 2008 Low Floor Sub 40' Local 2 2 Allison B400 Diesel
20 Gillig Lofl Gillig 407-410 4 2009 Low Floor Sub 40' Local Cummins ISL Allison B400 Diesel
21 Gillig Lofl Gillig 1001-1020 20 2009 Low Floor 40' Local Cummins ISL Allison B400 Diesel
22 Gillig LF 29ft Gillig 656-658 3 2009 Low Floor 29 29' Cummins ISL Allison B400 Diesel
23 Gillig Hybrid Gillig 2901-2905 5 2009 Hybrid Low Floor 40' Local Cummins ISL Allison EP 40 Hybrid
24 Gillig Hybrid Gillig 2111-2116 6 2011 Hybrid Low Floor 40' Local Cummins ISL Allison EP 40 Hybrid
25 Gillig Lofl Gillig 1021-1043 22 2011 Low Floor 40' Local Cummins ISL Allison B400 Diesel
26 Gillig Lofl Gillig 659-669 10 2012 Low Floor 29 29' Cummins ISL Allison B400 Diesel
27 Gillig Lofl Gillig 1044-1071 28 2012 Low Floor 40' Local Cummins ISL Allison B400 Diesel
29 Gillig LF 29ft Hybrid Gillig 2670-2675 6 2013 Hyb Low Floor 29 29' Cummins ISL Allison EP 40 Hybrid
30 Gillig LF Hybrid Gillig 2117-2120 4 2013 Hybrid Low Floor 40' Local Cummins ISL Allison EP 40 Hybrid
31 Gillig LF 29ft Hybrid Gillig 2676-2680 5 2014 Hyb Low Floor 29 29' Cummins ISL Allison EP 40 Hybrid
32 Gillig Lofl Gillig 1072-1073 2 2014 Low Floor 40' Local Cummins ISL Allison B400 Diesel
33 Gillig Lofl Gillig 1074-1083 10 2015 Low Floor 40' Local Cummins ISL Allison B401 Diesel
34 MCI MCI 1501-1502 2 2016 D4500 40' Regional Cummins ISX11 Allison B500 Diesel
35 Gillig Lofl Gillig 1084 - 1094 11 2017 Low Floor 40' Local Cummins ISL Allison B400R Diesel
37 Gillig LF Hybrid Gillig 2121 - 2132 12 2017  Hybrid Low Floor 40' Local Cummins ISB Allison H40EP Hybrid
39 Gillig Lofl Gillig 681 1 2017 Low Floor 29 29' Cummins ISL Allison B400R Diesel
41 MCI MCI 1503-1511 9 2017 D4500 45' Regional Cummins ISX12 Allison B500 Diesel
43 Gillig Lofl Gillig 1095-1096 2 2018 Low Floor 40' Local Cummins ISL Allison B400R Diesel
44 Gillig LF Hybrid Gillig 2133-2144 12 2018 Hybrid Low Floor 40' Local Cummins ISB Allison H40EP Hybrid
45 2019 Gillig Low Floor 29f Gillig 683-685 4 2019 Low Floor 29 29' Cummins ISL Allison B400R Diesel
46 19 Gillig LF Hybrid Gillig 2145-2150 6 2019 Hybrid Low Floor 40' Local Cummins ISB Allison H40EP Hybrid
47 19 Gillig Low Floor Gillig 1097-1099 3 2019 Low Floor 40' Local Cummins ISL Allison B400R Diesel
48 MCI MCI 1512-1528 17 2019 D4500 45' Regional Cummins ISX12 Allison B500 Diesel
49 20 Gillig LF Hybrid Gillig 2151-2160 10 2020 Hybrid Low Floor 40' Local Cummins ISB Allison H40EP Hybrid
50 22 Gillig LF Electric Gillig 2201-2206 6 2022 BE Low Floor 40' Local NA NA NA NA Electric
51 22 NF Electric New Flyer 2210-2215 6 2022 BE Low Floor 40' Local NA NA NA NA Electric


Chevrolet Chevrolet DTB248-DTB283 1 2008 STS STS Duramax LMM Allison A1000 Diesel
Ford Ford DTB288-DTB306 14 2011 STS STS Ford Power Stroke Ford 6R140 Diesel
Ford Ford DTB307-DTB316/98 11 2012 STS STS Ford Power Stroke Ford 6R140 Diesel
Ford Ford DTB325-DTB344 20 2015 STS STS Ford Power Stroke Ford 6R140 Diesel
Ford Ford DTB400-DTB418 19 2017 ARBOC STS Ford Power Stroke 3.2 Ford 6R80 Diesel
Ford Ford DTB419-DTB437 18 2018 ARBOC STS Ford Power Stroke 3.2 Ford 6r80 Diesel


TOTAL BOD 316
STS 83


Total 399


Detroit Diesel 17% 29' 41
Cummins 56% 40' Local 186


Gillig 86% 40' Express 52
Ford 99% Nova 0% 45' Regional 26
Duramax 1% MCI 12% 40' Regional 11


Number Trolley 0% Trolley 0
Diesel 75% 236 Goshen 0% Cutaway 0
Hybrid 22% 68 Ford 99% STS 83
Electric 4% 12 Chevrolet 1% TOTAL 399


Diesel 100%
Hybrid 0%


Engine Types Bus


Engine Types STS


FLEET SPECIFICATION INFORMATION
BOD-MAINTENANCE


Engine Manufactures By Fleet         Bus Bus Types


Bus Manufactures
STS
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1. POLICY STATEMENT  
 
The City of Charlotte and its departments are dedicated to providing a safe working environment. In meeting this goal and 
expectation it is our policy to: 
 


• Ensure that employees are not impaired in their ability to perform assigned duties in a safe, productive and 
healthy manner; 


• Create a workplace free from the adverse effects of drug abuse and alcohol misuse; 
• Prohibit the unlawful manufacture, distribution, dispensing, possession, or use of controlled substances;  
• Encourage employees to seek professional assistance any time personal problems, including alcohol or drug 


dependency, adversely affect their ability to perform their assigned duties. 
 
This Drug- and Alcohol-Free Workplace Policy strengthens and reaffirms our commitment to the safety of our customers 
and employees. In addition, it confirms our dedication to maintaining a drug and alcohol free workplace by enforcing a 
drug- and alcohol-free workplace policy that is consistent with safety, accountability and high expectations.  
 
2. PURPOSE 
 
The purpose of this policy is to share the City of Charlotte’s philosophy and procedures for maintaining a drug- and 
alcohol-free workplace. It provides a process for conducting screening of job applicants and employees for illegal drugs, 
improper use of prescription drugs, and alcohol. In addition, it is intended to ensure worker fitness for duty and to protect 
our employees, passengers, and the public from the risks posed by the misuse of alcohol and use of prohibited drugs. A 
positive drug screening result is a termination offense.  An employee who receives a positive drug screening test result 
will be terminated. A pre-termination hearing will also be provided. 
 
This policy is also intended to comply with the City of Charlotte testing authority and all applicable United States 
Department of Transportation (USDOT) regulations 49 CFR Parts 382, 655, and 40. Part 382 requires employers to test 
for illegal use of controlled substances and misuse of alcohol for drivers who are required to obtain or maintain a 
commercial driver’s license (CDL). Part 655 requires that transit employees who maintain, operate, or control the 
movement of transit vehicles be tested for controlled substances and alcohol. Part 40 sets standards for collection and 
testing of urine and breath specimen. In addition, the Federal government published 49 CFR Part 29, “The Drug-Free 
Workplace Act of 1988,” which requires the establishment of drug-free workplace policies and the reporting of certain 
drug-related offenses to the USDOT.  
 
This policy ensures that all testing is conducted in a manner that protects the rights of employees and applicants subject to 
testing. 
 
The City of Charlotte takes all necessary steps to safeguard the dignity of those being tested, and ensures adherence to all 
procedures pertaining to the implementation of this policy. The City adheres strictly to all standards of confidentiality and 
ensures that testing records and results are released only to those authorized to receive such information. 
 
The City of Charlotte contracts the services of a Substance Abuse Professional (SAP) through its Employee Assistance 
Program (EAP). The contact number is 800-327-2251. Employees should ask to speak with a Care Coordinator who will 
make an assessment and refer the employee to a qualified SAP as mandated by the USUSDOT, when applicable. 
 
The employee should complete the attached “Employee Notification and Acknowledgement” form upon receipt of a copy 
of this policy. Employees who are under the age of 18 must provide a parent/guardian signature for participation in the 
City’s Drug- and Alcohol-Free Workplace Program as a condition of employment.  
 
Please contact the designated Drug and Alcohol Program Manager (DAPM) in the City’s Human Resources Department 
should you have questions about this policy.  
 
All employees, volunteers, interns and candidates seeking employment with the City of Charlotte shall comply with the 
mandates set forth in this drug- and alcohol-free workplace policy.  
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3. APPLICABILITY 
 
This policy applies to City of Charlotte employees and candidates for employment. Some job functions within the 
organization are considered USDOT-covered safety sensitive. Employees serving in designated positions that host 
covered safety-sensitive functions are also required to meet guidelines set by the USDOT Federal Transit Administration 
(FTA), the Federal Motor Carrier Safety Administration (FMCSA), and the City of Charlotte.  
  
The segments of this policy regulated by USDOT (FTA and FMCSA) shall be the prevailing standard for those City of 
Charlotte safety-sensitive job functions that are applicable to those USDOT guidelines.  Where FTA or FMCSA safety-
sensitive is not applicable, the City of Charlotte authority of this policy prevails for all covered employees, volunteers and 
candidates.  Prohibitions and/or requirements contained in this policy that are enacted under the non–USDOT authority of 
the City of Charlotte are printed in BOLD.  
 
Under FTA, a City of Charlotte employee is performing a safety-sensitive function if: 
 


• Operating a revenue service vehicle, whether or not such vehicle is in revenue service. 
• Controlling dispatch or movement of a revenue service vehicle. 
• Maintaining a revenue service vehicle or equipment used in revenue service. Maintenance functions include 


the repair, overhaul, and rebuild of engines, vehicles and/or equipment. 
• Operating a non-revenue service vehicle when required to be operated by a holder of a CDL. 
• Carrying a firearm for security purposes. 
• Supervising, where the supervisor performs any functions listed above. 


 
Under FMCSA, an employee is performing a safety-sensitive function if they are: 
 


• Driving a commercial motor vehicle which requires the driver to have a CDL. 
•  Inspecting, servicing, or repairing any commercial motor vehicle. 
•  Waiting to be dispatched to operate a commercial motor vehicle. 
• Performing all other functions in or upon a commercial motor vehicle. 
• Loading or unloading a commercial motor vehicle, supervising or assisting in the loading or unloading, attending 


a vehicle being loaded or unloaded, remaining in readiness to operate the vehicle, or in giving or receiving 
receipts for shipments being loaded or unloaded. 


• Performing driver requirements associated with an accident.  
• Repairing, obtaining assistance, or remaining in attendance upon a disabled commercial motor vehicle. 


 
In addition to being subject to all other elements of this policy, employees who perform “safety-sensitive functions” for 
the City of Charlotte, as that term is defined in 49 CFR 655.4, are subject to random drug and alcohol testing and other 
special requirements set forth in this policy. Generally, a safety-sensitive function occurs when an employee is 
performing, ready to perform, or immediately available to perform such function.  
 
Under the City of Charlotte authority, an employee is performing a safety-sensitive function if: 
 


• The City has a compelling need on the basis of safety to ascertain on the job impairment on the part of employees 
who hold the position. 


• Such a compelling need may arise where the duties of a position creates or are accompanied by such a great risk 
of injury of such magnitude to self, other persons or to property that even a momentary lapse of attention, 
judgment, or dexterity could have disastrous consequences.  


 
The City of Charlotte has evaluated the actual duties performed by employees in all job classifications and determined 
which employees perform covered safety-sensitive functions.  A list of identified safety-sensitive positions is included in 
this policy. Any new job classification will be assessed to determine if the new position is to be considered safety 
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sensitive under City of Charlotte authority or USDOT authority. City of Charlotte will review job classifications from a 
safety-sensitive perspective triennially.   
 
4. PROHIBTED SUBSTANCES 
 
Prohibited substances addressed by this policy include the following: 
 


4.1   ILLEGALLY-USED CONTROLLED SUBSTANCES OR DRUGS 
 


The use of any illegal drug or any substance identified in Schedules I through V of Section 202 of the Controlled 
Substance Act (21 U.S.C. 812), as further defined by 21 CFR 1300.11 through 1300.15 is prohibited at all times 
unless a legal prescription has been written for the substance. This includes, but is not limited to: marijuana, 
amphetamines, opiates, phencyclidine (PCP), and cocaine, as well as any drug not approved for medical use by the 
U.S. Drug Enforcement Administration (DEA) or the U.S. Food and Drug Administration (FDA). Illegal use includes 
use of any illegal drug, misuse of legally-prescribed drugs not prescribed to the employee, and use of illegally- 
obtained prescription drugs. Covered employees may be tested for these prohibited drugs anytime they are on duty.   


 
Under 49 CFR 655.21, all safety-sensitive employees will be tested for prohibited drugs and drug metabolites in the 
following circumstances: pre-employment, post-accident, reasonable suspicion, random and return-to-duty/follow-up. 
The following drugs must be tested for in each urine specimen: marijuana; cocaine; amphetamines, including ecstasy; 
opiates; and phencyclidine. Illegal consumption of these products is prohibited at all times. 


 
City of Charlotte employees must be tested for marijuana, cocaine, amphetamines, opiates, and phencyclidine.  
City of Charlotte police and fire safety-sensitive employees under the City’s authority must be tested for 
cocaine, amphetamines, barbiturates, benzodiazepine, marijuana, opiates, phencyclidine, propoxyphene and 
methadone.  


 
4.2    LEGAL DRUGS 


 
The appropriate use of legally-prescribed drugs and non-prescription medications is not prohibited. However, the use 
of any substance which carries a warning label that indicates that mental functions, motor skills, or judgment may be 
adversely affected must be reported to supervisory personnel before performing safety-sensitive work-related duties. 
An employee using over-the-counter drugs that may adversely affect his/her ability to perform safety-sensitive duties 
is strongly urged to seek and obtain medical advice prior to using.  


 
A legally-prescribed drug means that an employee has an individual prescription or other written approval from a 
physician for the use of a drug in the course of medical treatment. The misuse or abuse of legal drugs to include drugs 
prescribed to someone else while performing City of Charlotte business is prohibited. For USDOT drug testing, if the 
MRO determines that an employee has a legitimate medical reason for the presence of a prohibited drug in their urine 
specimen, the Medical Review Officer (MRO) will report the test result as negative to the City. However, the MRO 
may also medically disqualify an employee from performing safety-sensitive duties because of medication use. For 
further information, see 49 CFR 40.135(d). 


 
The use of medical marijuana or legalized marijuana from another State is considered a violation of this policy. 


 
4.3 ALCOHOL 


 
The consumption/use of beverages containing alcohol or alcohol-infused substances including any medication, food, 
candy, or any other product such that alcohol is present in the body while performing a safety-sensitive function or 
any City of Charlotte business is prohibited. 
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5.  PROHIBITED CONDUCT 
 


5.1  MANUFACTURE, TRAFFICKING, POSSESSION, AND USE 
 


Pursuant to the Drug-Free Workplace Act of 1988, all City of Charlotte-covered employees are prohibited from 
engaging in the unlawful manufacture, distribution, dispensing, possession, or use of prohibited substances at all 
times. An employee who violates this provision will be terminated.  A pre-termination hearing will also be provided. 
Law enforcement will be notified, as appropriate, where criminal activity is suspected.   


 
5.2  INTOXICATION 


 
Any City of Charlotte employee covered under this policy who is reasonably suspected of being intoxicated, impaired, 
or not fit for duty shall be immediately removed from safety-sensitive duties pending an investigation and verification 
of condition. An employee who violates an illegal drug provision will be terminated. A pre-termination hearing 
will also be provided.     


 
An employee who violates an alcohol provision may be subject to termination. In the event termination is 
recommended, a pre-termination hearing will be provided.  Law enforcement will be notified, as appropriate, 
where criminal activity is suspected. A drug or alcohol test is considered positive if the individual is found to have a 
quantifiable presence of a prohibited substance in the body above the minimum thresholds defined in 49 CFR Part 40, 
as amended. 


 
5.3  ALCOHOL AND DRUG USE 


 
Under 49 CFR 655.31, covered USDOT FTA-designated safety-sensitive employees will be tested for drugs and/or 
alcohol in the following circumstances: post-accident, reasonable suspicion, random, and return-to-duty/follow-up. 
All safety-sensitive applicants and transfers into safety-sensitive positions will also be pre-employment tested for 
drugs. In addition, City of Charlotte non safety-sensitive employees subject to a non–USDOT post-accident or 
reasonable suspicion test will be tested.    


 
No employee shall report for work or remain on duty while having an alcohol concentration of 0.04 or greater, or 
above 0.00 for CMPD personnel. For covered USDOT safety-sensitive employees, a breath alcohol concentration of 
0.04 or greater shall be prohibited to perform any safety-sensitive function.   
 


        Section 655.31(b)  "Each employer shall prohibit a covered employee, while having an alcohol concentration of 0.04         
or greater, from performing or continuing to perform a safety-sensitive function."  


 
 


City of Charlotte employees, to include designated USDOT safety-sensitive employees, are prohibited from alcohol 
consumption while on duty, in uniform, while performing safety-sensitive functions, or just before or just after 
performing a safety-sensitive function. No covered safety-sensitive employee shall consume alcohol within four (4) 
hours of reporting for duty, or during the hours they are on call. 


 
All employees, to include USDOT (FTA and FMCSA) safety-sensitive employees, are prohibited from reporting for 
duty or remaining on duty any time there is a quantifiable presence of a prohibited substance in the body above the 
minimum thresholds defined in 49 CFR Part 40, as amended. For the covered safety-sensitive employee, alcohol 
consumption is prohibited during on-call periods. The employee must acknowledge the use of alcohol and the 
inability to perform his/her safety sensitive function anytime they are called to duty to perform a safety-sensitive 
function. Any covered safety-sensitive employee who acknowledges the consumption of alcohol but indicates that 
they are fit to perform their safety-sensitive function must first take an alcohol test showing an alcohol concentration 
of less than 0.02.     


 
Any City of Charlotte employee, to include designated FTA safety-sensitive employees, with a confirmatory breath 
alcohol test result of 0.02 or greater but less than 0.04 will be relieved from performing safety-sensitive functions for 







7 
 


eight (8) hours or until retesting below 0.02, whichever occurs first. The employee will be subject to discipline. A 
confirmatory breath alcohol test result of 0.04 or greater will be considered a positive alcohol test result and in 
violation of this policy and the requirements in 49 CFR Part 655 for safety-sensitive employees. 


 
Any City of Charlotte employee designated FMCSA safety-sensitive with a confirmatory breath alcohol test result of 
0.02 or greater but less than 0.04 will be relieved from performing safety-sensitive functions for at least 24 hours and 
subject to discipline.  


 
5.4  COMPLIANCE WITH TESTING REQUIREMENTS 


 
All City of Charlotte safety-sensitive employees will be subject to urine drug testing as a condition of employment. 
Any safety-sensitive employee who refuses to comply with a request for testing shall be removed from duty 
immediately and subject to termination. Observed collections will be conducted as outlined under Section 6.1 of this 
policy and in compliance with 49 CFR 40.67. A medical review officer (MRO)-verified adulterated or substituted 
drug test result will result in termination and the covered employee shall be provided contact information for a 
qualified SAP.   
 
All employees and applicants must follow the collection procedures outlined below for specimen identification. 
 


A. At the collection site and prior to providing a specimen, the applicant/employee must provide a photo 
identification (such as a valid driver’s license, work ID, passport, or other) 


. 
B. Applicant/employee must present to the collection site representative: 
 


1. An appointment form (Drug Test Authorization Form); and 
2. The chain of custody form. The collection site representative must complete the chain of custody form. 


 
C. Applicant/employee must initial the seals on the specimen containers after the seals have been applied to the 


specimen containers. 
 
D. All employees are required to go for a drug/alcohol testing immediately upon notification. Any employee, who 


fails to go to the testing center (except for pre-employment testing) within a reasonable time, as determined 
by City of Charlotte, will be subject to termination. All employees who refuse to go for a drug test will be 
terminated. A pre-termination hearing will also be provided. Employees cited for alcohol use are subject 
to termination pending a pre-termination hearing.  


 
The following additional circumstances constitute a test refusal and verified positive by an applicant/employee: 


 
• Failing to remain at the testing site until the testing process is complete (for pre-employment testing, the 


testing process does not begin until the donor receives the specimen collection cup for the drug test;  
• Failing to provide a urine and/or breath specimen for any USDOT required drug and/or alcohol test (for pre-


employment testing, the testing process does not begin until the donor receives the specimen collection cup 
for the drug test or the mouthpiece is selected for the breath alcohol test); 


• Failing to sign the certification at Step 2 of the Alcohol Test Form; 
• Failing to allow a directly observed or monitored collection in a drug test, failing to permit the observation 


or monitoring of the employee provision of a specimen; 
• Failing to follow instructions under direct observation related to raising cloths above waist, lowering 


clothing and under garments, turning around or related actions;  
• Failing to provide a sufficient amount of urine or breath when directed, and it has been determined, through 


a required medical evaluation, that there was no adequate medical explanation for the failure; 
• Failing to take a second test that City of Charlotte or the collector has directed the employee to take; 
• Failing to undergo a medical examination or evaluation, as directed by the MRO as part of the verification 


process of “shy bladder”;  
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• Failing to cooperate with any part of the testing process (e.g., refusing to empty pockets when so directed by 
the collector, behaving in a confrontational way that disrupts the collection process); 


• Possessing or wearing a prosthetic or other device that could be used to interfere with a collection process;   
• Admitting adulteration/substitution to the collector or MRO and/or a MRO-verified adulterated or substituted 


drug test result. 
 


Testing Criteria: 
 
• Drug testing can be performed any time a safety-sensitive employee is on duty.  
• Reasonable suspicion, random and follow-up alcohol testing can only be performed when a safety-sensitive 


employee is actually performing a safety-sensitive duty, just before, or just after the performance of a safety-
sensitive duty.  


• Under City of Charlotte authority and USDOT, reasonable suspicion testing can only be performed by 
authorized officials when articulable behaviors and characteristics are documented and suggest probable drug 
and/or alcohol use.  


 
5.5 VOLUNTARY TREATMENT OPPORTUNITY 


 
All City of Charlotte employees are encouraged to make use of the available resources for treatment for alcohol 
misuse and illegal drug use problems. Under the City’s policy, any employee who voluntarily discloses a substance 
abuse problem before a disciplinary matter develops and/or before notification for a required test, will be subject to 
return-to-duty and follow-up testing under City of Charlotte authority (using non-USDOT testing paperwork). The 
purpose of the return-to-duty testing is to provide a degree of assurance that the employee is drug and alcohol free, 
i.e., the employee is able to return to work without undue concern of continued drug abuse or alcohol misuse. 
 
The employee must be referred to the City’s EAP and evaluated by a Substance Abuse Counselor and pass a return-
to-duty test. A return-to-duty test will include both drug and alcohol testing as well as meet other return-to-duty 
requirements. The employee must have a verified negative drug test result and a breath alcohol test result of less than 
0.02 before returning to his/her safety-sensitive functions. Once returned and as a condition of ongoing employment, 
the employee must follow the recommended frequency and duration of follow-up testing from the EAP/substance 
abuse counselor.  
 
Any City employee who refuses or fails to comply with requirements for treatment, after care, or return-to-duty 
testing will be subject to termination pending the outcome of a pre-termination hearing. The cost of any treatment or 
rehabilitation services will be paid for by the employee directly or by their insurance provider. Employees will be 
allowed to take accumulated sick leave and vacation leave to participate in the prescribed rehabilitation program. Any 
follow-up testing will be apart and in addition to participation in the random testing program. 


  
5.6  NOTIFYING THE CITY OF CRIMINAL DRUG CONVICTIONS 


 
Under the Drug Free Workplace Act, all employees are required to notify the City of Charlotte of any criminal drug 
statute conviction, for a violation occurring in the workplace, within five (5) days after such conviction. Failure to 
comply with this provision may result in termination. The City of Charlotte will notify USDOT of any covered 
employee criminal drug statute conviction within ten (10) days of notification of the conviction. 


 
5.7  PROPER APPLICATION OF THE POLICY  


 
The City of Charlotte is dedicated to assuring fair and equitable application of this substance abuse policy. Therefore, 
supervisors/managers are required to use and apply all aspects of this policy in an unbiased and impartial manner. 
Any supervisor/manager who knowingly disregards the requirements of this policy, or who is found to 
deliberately misuse the policy in regard to subordinates, shall be subject to disciplinary action up to and 
including termination of employment. 


 
5.8   CONFIDENTIALITY  
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The City of Charlotte affirms the need to protect individual dignity, privacy and confidentiality throughout the testing 
process. Laboratory reports or test results shall not appear in an employee’s general personnel file. Information of this 
nature will be contained in a separate confidential file that will be kept under the control of the DAPM. The reports or 
test results may only be disclosed without the employee’s consent when:  


 
• The information is compelled by law or by judicial or administrative process arising from the results of a drug or 


alcohol test under CFR 49 Part 655; and/or 
• The results have been placed at issue in a formal dispute between the employee and employer.  


 
In all other cases the employee must sign a separate release every time substance testing information is to be 
disclosed. The employee must sign releases anytime information is to be released to the employee, subsequent 
employers, and to any other third party designated by the employee. 


 
All records will be maintained in accordance with 49 CFR Parts 40 and 655. 


 
6. TESTING  PROCEDURES 
 
The City of Charlotte contracts with an outside vendor to provide certified U.S. Department of Health and Human 
Services (DHHS) collection sites and to monitor each site for compliance with USDOT standards. The vendor provides 
services relative to the Maintenance of a Drug and Alcohol-Free Workplace Policy including the provision of the MRO 
services. The vendor names the MRO, who shall be a certified medical doctor. 
 
Urine drug testing and breath testing for alcohol may be conducted under the City of Charlotte’s authority, using non-
Federal forms, or as required by federal regulations.  
 
Testing shall be conducted in a manner to assure a high degree of accuracy and reliability and using techniques, 
equipment, and laboratory facilities which have been approved by the DHHS. All testing will be conducted consistent 
with the procedures in 49 CFR Part 40, as amended. Copies of 49 CFR Part 40 is available for review by employees by 
contacting the DAPM in the City’s Human Resources Department. An electronic version of 49 CFR Part 40 is also 
available for download at the Office of Drug and Alcohol Policy and Compliance website 
(http://www.USDOT.gov/odapc/part40). 
 
The collection procedures will be performed in a private, confidential manner and every effort will be made to protect the 
employee, the integrity of the drug testing procedure, and the validity of the test result. USDOT regulations only permit 
urine testing for the following five (5) drugs: marijuana, cocaine, opiates, amphetamines, and phencyclidine. Other City 
departments may test for an extended panel of drugs. Urine specimens will be collected using the split specimen collection 
method as described in 49 CFR Part 40, as amended. Each specimen will be accompanied by a Federal Drug Testing 
Custody and Control Form and identified using a unique identification number that attributes the specimen to the correct 
individual. An initial drug screen will be conducted on the primary urine specimen.  
 
For those specimens with non-negative initial drug screen results, confirmatory Gas Chromatography/ Mass Spectrometry 
(GC/MS) testing will be performed. The test will be considered positive if the amounts present are above the minimum 
threshold established in 49 CFR 40.87.  
 
All drug testing laboratory results will only be reported to a MRO. A MRO is a licensed physician with detailed 
knowledge of substance abuse disorders and drug testing. The MRO will review the test results to ensure the scientific 
validity of the test. Before verifying that an employee has a positive test result, the MRO is responsible for contacting any 
such employee, on a direct and confidential basis, to determine whether the employee wishes to discuss the test or present 
a legitimate medical explanation for the positive test result.  
 
An employee who has a MRO-verified positive for an illegal drug use will be terminated. A City of Charlotte covered 
USDOT safety-sensitive employee who test positive for alcohol or who refuses a drug or alcohol test will be removed 



http://www.dot.gov/odapc/part40
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from any safety-sensitive function and terminated.  A pre-termination hearing will also be provided and the employee will 
be referred to a SAP.   
 
The MRO will subsequently review the employee’s medical history/medical records and conduct a verification interview 
to determine whether there is a legitimate medical explanation for a positive, substituted or adulterated laboratory result. If 
no legitimate medical explanation exists to explain the test result, the test will be verified positive, and/or refusal to test 
because of adulterated or substitution and reported to the designated employer representative (DER).   
 
If the MRO determines that an employee has a legitimate explanation for a positive test result, the MRO will report the 
test result as negative. The MRO’s designee may make the initial contact with the employee to set-up an appointment to 
speak with the MRO, but only the MRO is permitted to discuss the test result with the employee. If, after reasonable 
efforts, the MRO or MRO representative and the City of Charlotte are unable to reach the employee directly, the MRO 
may render a final determination of positive without review.   
 
An employee terminated based on a confirmed positive/split specimen may appeal his/her termination directly to the 
Human Resources Director. The appeal must be in writing and submitted within ten (10) days from the date of termination 
or the date the employee is aware of the termination. (Note: Since the MRO will have determined a test positive, 
adulterated, or substituted, the Human Resources Department will not typically be in the position of disputing the findings 
of the MRO). 
 
Employees terminated based on a finding of obstruction will not be considered for future employment with the City of 
Charlotte prior to two (2) years.   
 


6.1  OBSERVED COLLECTIONS 
 


Consistent with the requirements in 49 CFR 40.67, an immediate urine specimen collection under direct observation 
(by a person of the same gender) with no advance notice will be conducted if any of the following situations occur:  


 
• The DHHS-certified laboratory reports to the MRO that a specimen is invalid and the MRO reports to the 


City that there was no adequate medical explanation for the results;  
• The MRO reports to the City that the original positive, adulterated, or substituted test result had to be 


cancelled because the test of the split specimen could not be performed; 
• The City shall direct an employee to provide a urine specimen under direct observation for USDOT return-to-


duty and follow-up drug tests; 
• The collector must immediately conduct a collection under direct observation if they are directed by the City 


to do so; or 
• The collector observes materials brought to the collection site or the employee’s conduct clearly indicates an 


attempt to tamper with a specimen; or 
• The temperature of the original specimen provided was outside the acceptable temperature range of 90-100 


degrees; or 
• The original specimen appeared to have been tampered with; or 
• The MRO directs the City to conduct a second specimen collection under direct observation because the 


creatinine concentration of an applicant/employee initial specimen provided was equal to or greater than 2 
mg/dL, but less than or equal to 5mg/dL. 


 
6.2  BREATH-ALCOHOL TESTING 


 
Breath-alcohol testing will be conducted utilizing a National Highway Traffic Safety Administration (NHTSA) 
approved evidential breath-testing device (EBT) operated by a trained breath-alcohol technician (BAT). All breath-
alcohol test results will be reported only by a MRO or BAT.  If the initial test indicates a breath-alcohol concentration 
of 0.02 or greater, a second test will be performed to confirm the results of the initial test.  


 
A covered safety-sensitive employee who has a confirmatory breath alcohol test result of 0.02 or greater will be 
immediately removed from safety-sensitive duties until the breath-alcohol concentration measures less than 0.02.  
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Under City of Charlotte authority, a safety-sensitive employee with a confirmatory breath alcohol test result with a 
concentration of 0.02 or greater, but less than 0.04 may also be suspended for five (5) days without pay, placed on six 
(6) month probation, and given a mandatory EAP referral.   


 
A confirmatory breath alcohol test result of 0.04 or greater will be considered a positive alcohol test result and a 
violation of this policy and federal requirements in 49 CFR Part 655 (FTA-covered). 


 
Any USDOT (FTA) safety-sensitive employee with a confirmed positive drug test result, confirmatory breath alcohol 
test result of 0.04 or greater, or refusal to submit to a drug or alcohol test, will be immediately removed from their 
safety-sensitive position, terminated and referred to a SAP for assessment and referral in accordance with 49 CFR Part 
40. A pre-termination hearing will also be provided.  


 
Non-safety-sensitive employees are exempt from USDOT regulations included in this policy, but are governed under 
the City of Charlotte’s own policy and testing authority.   


 
6.3   EMPLOYEE REQUESTED TESTING 


 
Any employee, including USDOT (FTA and FMCSA) safety-sensitive employees, who question a positive 
adulterated or substituted test result of a required drug test identified in this policy may request that the split sample be 
tested. This test must be conducted at a different DHHS-certified laboratory. The test must be conducted on the split 
sample that was provided by the employee at the same time as the original sample. If an employee requests split 
sample testing, the split sample test will occur regardless of up-front payment, but the City of Charlotte reserves the 
right to seek reimbursement from the employee unless the result of the split sample testing invalidates the result of the 
original test.  
 
The employee’s request for a split sample test must be made to the MRO within 72 hours of notice of the original 
sample verified test result. Requests after 72 hours will only be accepted if the delay was due to documentable facts 
that were beyond the control of the employee. Non-safety-sensitive employees are exempt under USDOT regulations, 
but the City’s own policy authority regulates adherence. 


 
6.4   PRE-EMPLOYMENT TESTING  


 
All applicants to include candidates for USDOT (FTA and FMCSA) safety-sensitive positions or transfers from non-
safety sensitive to safety-sensitive positions shall undergo urine drug testing (following procedures set forth in 49 
CFR 655.41 and 49 CFR Part 40, Subparts C-I). A negative result must be received by the City prior to the applicant 
/employee beginning covered duty. If the pre-employment test is canceled for any reason, it must be retaken until a 
negative result is received. Under the City’s own authority, receipt by the City of a verified negative drug test is 
required as part of a pre-employment drug test prior to hire and before performance of a non-safety-sensitive function 
or safety sensitive function not regulated by USDOT.     


 
A verified positive pre-employment drug test will disqualify an applicant for employment and they will be referred to 
a SAP. Any safety-sensitive applicant who undergoes a pre-employment test, but is not actually assigned safety-
sensitive duties, and is not in the random selection pool, within 90 days from the date of the test, will have to retest 
with negative test results prior to the applicant’s first performance of safety-sensitive duties. 


 
Under the City’s authority, a non-USDOT pre-employment/pre-transfer test will also be performed any time an 
employee’s status changes from an inactive status in a safety-sensitive position to an active status in a safety-sensitive 
position. All safety-sensitive employees who have not performed a safety-sensitive function for 90 or more 
consecutive calendar days, regardless of the reason, and have been out of the random testing pool during that time 
period, must successfully pass a pre-employment drug test prior to performance of any safety-sensitive function. 


 
An applicant who does not pass the drug test as required will not be considered for employment for a two-year (2) 
period following the date of the test. An applicant/employee who has previously failed or refused a USDOT test must 
show the City evidence of having completed the referral and treatment/education process set forth by the USDOT at 
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49 CFR Part 40, Subpart O. USDOT return-to-duty and follow-up testing will then be carried out as discussed in 
section 6.8 of this policy (return-to-duty and follow-up testing). 


 
Results of split specimen testing: 
 


a. Reconfirmed. Reconfirmed positive is reported as such. Reconfirmed substituted or adulterated is reported as a 
final result “refusal to test,” which is treated as a reconfirmed positive. 


b. Failed to reconfirm: Drug(s)/drug metabolite(s) not detected. Both tests canceled. 
c. Failed to reconfirm: Adulteration or Substitution Criteria not met. Both tests canceled. 
d. Failed to reconfirm: Specimen not Available for Testing. Both tests canceled and employee is directed to give 


another, immediate collection under direct observation, with no notice given to the employee. 
 
Note: Any safety-sensitive employee or non-safety-sensitive candidate/employee that has a confirmed positive pre-
employment drug test will not be hired. A positive drug test will result in termination. A pre-termination hearing will 
also be provided. 
 


6.5   REASONABLE SUSPICION  
 


A reasonable suspicion referral for testing will be made on the basis of specific, contemporaneous, (happening at that 
moment), articulable observations concerning the appearance, behavior, speech, or body odor (49 CFR 655.43). All 
employees to include those designated USDOT (FTA and FMCSA) safety-sensitive employees may be subject to a 
fitness-for-duty evaluation, and urine and/or breath testing when there are reasons to believe that drug or alcohol 
misuse is adversely affecting his/her job performance. 


 
Reasonable suspicion referrals must be made by a supervisor or company official who is trained to detect the physical 
signs and symptoms, facts, circumstances, physical evidence, or patterns of performance and/or behaviors associated 
with drug use and/or alcohol misuse. If a supervisor, trained to identify the signs and symptoms of drug and alcohol 
misuse, reasonably concludes that objective facts may indicate drug use or alcohol misuse, this will be sufficient 
justification for testing.  


 
A reasonable suspicion test for drugs can be conducted any time a safety-sensitive employee is on duty. A reasonable 
suspicion test for alcohol can only be conducted when the observations are made during, before, or just after the 
performance of safety-sensitive functions.  
 


§655.43 Reasonable suspicion testing 


(a) An employer shall conduct a drug and/or alcohol test when the employer has reasonable suspicion to believe that the 
covered employee has used a prohibited drug and/or engaged in alcohol misuse.  
(b) An employer's determination that reasonable suspicion exists shall be based on specific, contemporaneous, articulable 
observations concerning the appearance, behavior, speech, or body odors of the covered employee. A supervisor or other 
company official who is trained in detecting the signs and symptoms of drug use and alcohol misuse must make the 
required observations.  


(c) Alcohol testing is authorized under this section only if the observations required by paragraph  


(b) of this section are made during, just preceding, or just after the period of the workday that the covered employee is 
required to be in compliance with this part. An employer may direct a covered employee to undergo reasonable suspicion 
testing for alcohol only while the employee is performing safety-sensitive functions; just before the employee is to 
perform safety-sensitive functions; or just after the employee has ceased performing such functions.  


(d) If an alcohol test required by this section is not administered within two hours following the determination under 
paragraph (b) of this section, the employer shall prepare and maintain on file a record stating the reasons the alcohol test 
was not promptly administered. If an alcohol test required by this section is not administered within eight hours following 
the determination under paragraph (b) of this section, the employer shall cease attempts to administer an alcohol test and 
shall state in the record the reasons for not administering the test.  
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6.6   POST-ACCIDENT TESTING    


 
All FTA safety-sensitive employees will be required to undergo urine and breath testing if they are involved in an 
FTA accident with a public transportation vehicle (regardless of whether or not the vehicle is in revenue service). An 
accident defined by the FTA is an occurrence associated with the operation of a vehicle, and 


 
• An individual dies (fatality); 
• An individual suffers bodily injury and immediately receives medical treatment away from the scene of the 


accident; OR 
• Public transportation vehicle involved is a bus, electric bus, van or automobile; one or more vehicles including 


non-FTA-funded vehicles incurs disabling damage as a result of the accident and the vehicle or vehicles are towed 
from the scene by a tow truck or other vehicle; OR 


• Public transportation vehicle involved is a rail car, trolley car, trolley bus, or vessel, and the Public transportation 
vehicle is removed from operations. 


 
The FMCSA mandates that drug and alcohol tests must be conducted on any surviving drivers or other employee 
whose performance could have contributed to the accident if: 


 
• The accident involved a fatality; OR 
• The driver receives a citation under State or local law for a moving traffic violation arising from the accident; 


AND 
• Any involved vehicle requires towing from the scene; OR 
• Any person involved requires medical treatment away from the scene of the accident. 


 
In the case of a fatality, each surviving safety-sensitive employee operating the vehicle at the time of the accident 
must be tested as well as any other safety-sensitive employees not on the vehicle, whose performance could have 
contributed to the accident (based upon the best information available at that time). 


 


In a non-fatal accident, all safety-sensitive employees operating the vehicle at the time of the accident will be tested unless 
it is determined the employee’s performance can be completely discounted as a contributing factor to the accident. Any 
other safety-sensitive employee whose performance could have contributed to the accident will also be tested. The 
decision regarding being “completely discounted” will be made by the supervisor on the scene based upon the best 
information available at the time of the incident. An accident is defined (§655.4) as an occurrence associated with the operation 
of a vehicle in which:  


• An individual dies; OR 
• An individual suffers a bodily injury and immediately receives medical treatment away from the scene of an accident;  
• The mass transit vehicle is a bus, electric bus, van, or automobile in which one or more: OR 


vehicles incurs disabling damage as the result of the occurrence and is transported away from the scene by a tow truck or 
other vehicle. Look-alike historical trolley buses that operate on surface roads without a fixed guideway are considered buses 
for purposes of this definition. “Disabling Damage,” means damage that precludes departure of any vehicle from the scene of 
the occurrence in its usual manner in daylight after simple repairs. Disabling damage includes damage to vehicles that could 
have been operated, but would have been further damaged if so operated. 


• The mass transit vehicle involved is a railcar, trolley car, trolley bus (on a fixed guideway or overhead wire), or vessel and is 
removed from operation.  


     Whenever there is a loss of human life, each surviving safety-sensitive employee operating the mass transit vehicle at the time of 
the accident must be tested. Safety-sensitive employees not on the vehicle (e.g., maintenance personnel) whose performance could 
have contributed to the accident (as determined by the transit agency using the best information available at the time of the accident) 
must also be tested. 


     Following nonfatal accidents, employers shall test each safety-sensitive employee operating the mass transit vehicle at the time of 
the accident unless the employer determines that the covered employee’s performance can be completely discounted as a contributing 
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factor to the accident. The employer shall test any other safety-sensitive employee whose performance could have contributed to the 
accident. The decision must be made using the best information available at the time. 


     Non-fatal accidents involving a bus, electric bus, van, or automobile must meet the definition of an accident for these types of 
vehicles to be considered an accident. For these types of vehicles, “removal from operation” is not a criterion for a post-accident test. 
Thus, employers that take a vehicle out of service without meeting the other criteria (i.e., disabling damage or bodily injury that 
requires immediate medical treatment away from the scene) may not conduct a post –accident test under FTA authority. The portion 
of the definition that addresses “removal from operation” is the portion that deals only with vehicles on fixed guideways (i.e., rail car, 
trolley car, trolley bus) or vessels. The definition for these vehicles does not include disabling damage. 


     An “occurrence associated with the operation of a vehicle” means that the accident or incident must be directly related to the 
manner in which the driver applies the brake, accelerates, or steers the vehicle. Operation of a vehicle does not include operation of 
the lift. An accident could be the result of a collision with another vehicle or pedestrian or could be associated with an incident that 
occurs on the vehicle without any contact with another vehicle (i.e., a passenger falls on the bus due to the manner in which the 
vehicle was operated). 


     Vehicles covered include a bus, electric bus, van, automobile, rail car, trolley car, trolley bus, or vessel that is used for mass 
transportation or for ancillary services. Ancillary services include non-revenue service commercial motor vehicles and vehicles used 
by armed security personnel. Thus, accidents involving supervisor or general manager vehicles that are not used to transport 
passengers do not meet this definition and do not justify an FTA post-accident test. 


 
Under the City of Charlotte authority, any employee, to include safety-sensitive supervisors and non-safety-sensitive 
employees, involved in a vehicular or non-vehicular incident may be required to take a non-USDOT post-accident 
drug and alcohol test following an accident/incident.    


 
Following a covered accident, the safety-sensitive employee will be tested as soon as possible. If the alcohol test is 
not administered within two (2) hours of the accident, the supervisor must prepare and maintain on file a “Post 
Accident” form stating the reason the test was not promptly administered. If an alcohol test was not administered 
within eight (8) hours following the accident, all attempts to administer the test must cease and the supervisor must 
document the reason on the “Post Accident” form. 


 
All employees, to include USDOT (FTA and FMCSA) safety-sensitive employees, must be tested within 32 hours of 
the accident for drug testing. 


 
Any employee, to include USDOT safety-sensitive employees involved in an accident must refrain from alcohol use 
for eight (8) hours following the accident or until he/she undergoes a post-accident alcohol test. Any employee, to 
include a designated safety-sensitive employee, who does not remain available for testing or leaves the scene of the 
accident without a justifiable explanation prior to submission to drug and alcohol testing, will be considered to have 
refused the test and the employee will be terminated. A pre-termination hearing will also be provided. Employees 
tested under this provision will include not only the operator, but also any other covered employee whose 
performance could have contributed to the accident. 


 
Nothing in this section shall be construed to require the delay of necessary medical attention for the injured following 
an accident or to prohibit a safety-sensitive employee from leaving the scene of an accident for a period necessary to 
obtain assistance in responding to the accident or to obtain the necessary emergency medical care. However, any 
employee under the above circumstance who fails to remain readily available for drug or alcohol testing (including 
notifying a supervisor of his/her location) or who otherwise leaves the scene of the accident without appropriate 
authorization prior to drug and alcohol testing, will be considered to have refused the test. 


 
If the City is unable to perform a USDOT or non-USDOT drug and alcohol test (i.e., employee is unconscious, 
employee is detained by law enforcement agency), the City may use drug and alcohol post-accident test results 
administered by State and local law enforcement officials (49 CFR Part 40). The State and local law enforcement 
officials must have independent authority for the test and the City must obtain the results in conformance with State 
and local law. 
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6.7   RANDOM TESTING 


 
The USDOT FTA regulation (49 CFR 655.45) and the City of Charlotte authority require random unannounced 
testing for drugs and alcohol for all safety-sensitive employees. The selection of safety-sensitive employees for 
random drug and alcohol testing will be made using a scientifically-valid method that ensures each covered employee 
will have an equal chance of being selected each time selections are made. The random tests will be unannounced, 
unpredictable and spread throughout the year. Based upon the City’s operations, random testing is conducted on all 
days and hours during which safety-sensitive functions are performed. 


 
All USDOT (FTA and FMCSA), as well as City-designated safety-sensitive employees, can be tested at any time for 
drugs during an employee’s shift (i.e. beginning, middle, and end). Random alcohol testing may only be performed 
just before, during, or just after the actual performance of safety-sensitive functions. Supervisors are required to 
proceed and transport employees immediately and directly to the collection site upon notification of their random 
selection. The failure to proceed immediately for testing or taking unreasonable time to report for testing may 
result in disciplinary action, up to and including termination.     


 
All USDOT-regulated safety-sensitive employees with a MRO-verified positive or non-negative on a drug or alcohol 
test will be immediately removed from their safety-sensitive position, subject to termination and referred to a SAP, 
in accordance with 49 CFR 655.     


 
6.8 RETURN TO DUTY AND FOLLOW-UP TESTING  


 
An employee returning to duty after a positive drug and/or alcohol test result or refusal shall be required to undergo 
and pass a return to duty test.  All return-to-duty tests shall be conducted under direct observation.  Before allowing an 
applicant or covered employee who has tested positive for drugs to resume safety sensitive functions, the City will 
ensure that the individual has completed a qualified Substance Abuse Professional’s treatment/education 
requirements.  


 
A return to duty breath alcohol test result of 0.02 or greater will be considered the second alcohol violation test 
within a five-year period. The employee will be terminated. A pre-termination hearing will also be provided.   


 
An employee who refuses a return-to-duty or follow-up test will be terminated. A pre-termination hearing will 
also be provided. Once an employee who is subject to the return-to-duty requirements above resumes the 
performance of safety-sensitive functions, the City will ensure that they are subject to frequent unannounced follow-
up drug and/or alcohol testing, as prescribed by the SAP.  


 
Follow-up testing will include at least six (6) follow-up test conducted during the employee’s first twelve (12) months 
of resumed duty, and may extend for up to a total of 60 months. The type (drug and/or alcohol), frequency and 
duration of testing will be set at the sole discretion of the SAP.  This testing is in addition to any required random, 
reasonable suspicion, post-accident and pre-employment testing. Any follow-up breath-alcohol test result of 0.02 or 
greater will result in termination. A pre-termination hearing will also be provided. 


 
For any USDOT (FTA) safety-sensitive employee, a confirmatory breath alcohol test result of 0.04 or greater will be 
considered a positive alcohol test result and in violation of this policy and the requirements in 49 CFR Part 655 for safety-
sensitive employees, which includes a mandatory SAP referral. SAP referrals  
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are not permitted for results of less than 0.02, or for results of 0.02 to less than 0.04.  
 


Note: Reasonable suspicion, random, and follow-up alcohol testing shall be conducted while the employee is 
performing safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after the 
employee has ceased performing such functions. 
 
6.9     REASONABLE ACCOMODATION TESTING (ADA)  


A covered non-USDOT safety-sensitive employee subject to drug testing under the City of Charlotte authority may 
have access to a reasonable accommodation drug test based on a disability under the Americans  Disabilities Act 
(ADA), as amended by the ADA Amendments Acts of 2008 (ADAAA) .  


The determination of whether someone has a disability requires an individualized assessment. The ADA defines 
“disability” as: 


1. a physical or mental impairment that substantially limits one or more major life activities (sometimes referred 
to in the regulations as an “actual disability”); or  


2. a record of a physical or mental impairment that substantially limits a major life activity (“record of”); or  


3. when a covered entity takes an action prohibited by the ADA because of an actual or perceived impairment 
that is not both transitory and minor (“regarded as”).  “Regarded as” definition of disability only is not 
entitled to a reasonable accommodation.  


A City of Charlotte designated safety-sensitive employee requiring a reasonable accommodation may be tested by oral 
fluid as an alternative. Oral fluid testing is prohibited for USDOT-designated (FTA and FMCSA) safety-sensitive 
employees.  The shy bladder protocol remains applicable to USDOT-designated safety-sensitive employees and those that 
do not meet the disability standard.   


 
7.   PRESCRIPTION AND OVER-THE-COUNTER MEDICATION 
 


7.1   PRESCRIBED DRUGS 
 


In the interest of protecting employees and the general public, any City of Charlotte employee designated USDOT 
safety-sensitive must make sure that any prescribed drug or any combination of drugs being taken will not adversely 
impact their job performance. It is the employee’s responsibility to consult with medical professionals to ensure that 
the employee’s job duties will not be adversely impacted by prescribed medication.  Any employee under the 
influence of prescribed medication that may impact safety-sensitive duties must notify their immediate supervisor in 
advance of performing safety-sensitive duties.     


 
7.2 OVER-THE-COUNTER MEDICATIONS 


 
It is the responsibility of the safety-sensitive employee, when selecting an over-the-counter medication, to read all 
warning labels before selecting it for use while in a working status. Medications whose labels indicate they may affect 
mental functioning, motor skills or judgment should require significant consideration before use.  


 
The advice of a pharmacist, if available at the purchase site, may be helpful in making a selection appropriate to the 
employee’s job duties. If no alternate medication is available for the condition, employees should seek professional 
assistance from their pharmacist or physician. Ultimately, the employee may be the best judge of how a substance is 
impacting him/her. As such, the employee has the responsibility to refrain from using any over-the-counter 
medication that causes performance-altering side effects, whether or not the label warns of them. 
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Although safety-sensitive employees are not required to provide written notice to their supervisor when using over-
the-counter medications, it is highly recommended that the employee confer with his/her physician regarding the 
possibility of adverse side effects that may impair job performance. 


 
7.3   SIDE EFFECTS 


 
Employees who experience medication side effects or do not feel fit for duty, regardless of medications or previous 
approvals, must consult their personal physician and immediately refrain from performing hazardous activities, 
including all safety-sensitive functions. If the use of a medication could compromise the safety of the employee, 
fellow employees or the public, it is the employee’s responsibility to use appropriate personnel procedures (e.g., call 
in sick, use leave, request change of duty, notify supervisor, etc.) to avoid unsafe workplace practices.   


 
The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our drug-free workplace policy 
to intentionally misuse and/or abuse prescription medications, including taken a medicine prescribed to another 
person, such as a family member. Appropriate disciplinary action up to and including termination will be taken if an 
employee tests positive for a prescription drug for which the employee does not have a current, valid prescription. 


 
7.4   HOW TO REPORT MEDICATION 


 
To report a medication as an option, the employee’s licensed medical practitioner may read and sign the Medication 
Approval Form. Employees may take a medication approval form with them when they visit their doctor. This form 
may be returned to their department’s DER within human resources prior to resuming safety-sensitive functions. 


 
Employees have the responsibility to explain their job duties to their medical practitioner and ensure that the use of 
prescribed medication will not pose a safety risk to themselves, co-workers, or the general public. It is recommended 
that the employee provide the medical professional with a copy of their current job description.  


 
If the employee’s use of a prescription or over-the-counter drug endangers the employee, co-workers or the public, or 
has contributed to an accident, the employee may be subject to discipline, up to and including termination, under City 
policy. 


 
7.5 CONFIDENTIALITY OF RECORDS AND VERIFICATION 


 
Medication approval forms will be kept in a confidential medical file under the control of the DAPM. If an 
employee’s personal physician and the MRO differ regarding use of a medication, the DAPM will work with the 
employee’s medical practitioner and the MRO to resolve the disagreement. 


 
8.   EMPLOYEE ASSISTANCE PROGRAM 
 


8.1 GENERAL 
 


The City’s EAP offers help for employees to improve or maintain job performance by assisting with support to 
resolve personal problems. A component of the program is to help employees who may be experiencing some type of 
personal problem related to drug and/or alcohol addiction.    


 
9.   INFORMATION DISCLOSURE 
 


9.1 PRE-EMPLOYMENT 
 


To be considered for employment, transfer or promotion, all applicants who previously failed a pre- employment drug 
test are required to give consent to the City of Charlotte for a background check of their previous USDOT-covered 
employer(s) over the past two (2) years as defined by 49 CFR 40.25. Information requested will include: 
 
• Alcohol test results of 0.04 or higher alcohol concentration; 
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• Verified positive drug tests; 
• Refusals to be tested (including verified adulterated or substituted drug test results); 
• Other violations of USDOT agency drug and alcohol testing regulations; 
• Information obtained from previous employers of a drug and alcohol rule violation; and 
• With respect to any employee who violated a USDOT drug and alcohol regulation, documentation of the 


employee’s successful completion of USDOT return-to-duty requirements (including follow-up tests, treatment 
plans) 


 
Hiring manager(s) responsible for posting and processing employees for safety-sensitive positions must ensure form 
PDER-9 is completed and part of the new hire packet. Applicants or current employees for USDOT positions must be 
asked if they failed or refused a USDOT pre-employment test in the previous two (2) years.   


 
 
9.2  RETENTION AND RELEASE 


 
All drug and alcohol testing records will be maintained in a secure manner so that disclosure of information to 
unauthorized persons does not occur. Information will only be released in the following circumstances: 
 


• To a third party, only as directed by specific and written instruction of the employee; 
• To the decision-maker in a lawsuit, grievance, or other proceeding initiated by or on the behalf of the 


employee tested; 
• To a subsequent employer upon receipt of a written request from the employee;  
• Information obtained from previous employers of a drug and alcohol rule violation; 
• To the National Transportation Safety Board (NTSB) during an accident investigation; 
• To the USDOT or any USDOT agency with regulatory authority over the employer or any of its employees, 


or to a State oversight agency authorized to oversee rail fixed-guideway systems; 
• To the employee, upon written request; 
• Records will be released if requested by a Federal, State or local safety agency with regulatory authority over 


City transportation systems(s).  
 
If a party seeks a court order to release a specimen or part of a specimen contrary to any provision of Part 40, 
necessary legal steps will be taken by the City to contest the issuance of the order. 
 


Drug testing records shall be kept using the following guide: 
 
Five Year Records: 


• Records of alcohol test results indicating an alcohol concentration of 0.02 or greater; 
• Records of verified positive drug test results; 
• Documentation of refusals to take required alcohol and/or drug tests (including 


            substituted or adulterated drug test results); 
• SAP reports; and 
• All follow-up tests and schedules for follow-up tests. 


Three Year Records: 
• Information obtained from previous employers under §40.25 concerning drug and 


alcohol test results of employees. 
Two Year Records: 


• Records of the inspection, maintenance, and calibration of EBTs. 
One Year Records: 


• Negative and cancelled drug test results and alcohol test results with a concentration 
of less than 0.02. 


 
10. EMPLOYEE AND SUPERVISOR TRAINING 
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10.1 GENERAL 
 


All safety-sensitive employees will undergo a minimum of one (1) hour of training on the signs and symptoms of drug 
use including the effects and consequences of drug use on personal health, safety, and the work environment. The 
training must also include manifestations and behavioral cues that may indicate prohibited drug use. 


 
10.2 SUPERVISORS 


 
Supervisors will receive an additional one hour of reasonable suspicion training on the physical, behavioral, and 
performance indicators of probable drug use and one hour of additional reasonable suspicion training on the physical, 
behavioral, speech, and performance indicators of probable alcohol misuse. 


 
Information on the signs, symptoms, health effects and consequences of alcohol misuse is present in the appendix 
section of this policy.  


 
11.  MINIMUM THRESHOLDS 
 


The DHHS establishes the minimum threshold levels for each of the five drugs tested for under USDOT testing 
programs including the FTA. Minimum levels are established for both the initial screening test and for the 
confirmatory test. A sample of urine provided by the employee/applicant is used to test for the presence of any of the 
drugs or drug metabolites. Federal government regulations and the USDOT testing guidelines mandate cutoffs for a 
minimum quantity of drug or alcohol that must be detected in the initial test and also in the confirmation test. When 
the initial test results reach the minimum cutoff limit, a confirmation test is conducted using the cutoff limits 
established for the confirmation test. 


 
12.  DILUTED TESTS 
 
If a test is issued as positive dilute, the test is treated as a verified positive test. If a negative drug test result is issued as 
dilute, the employee must take another drug test immediately. This second test is not under direct observation unless there 
is a reason other than the test was deemed/verified positive dilute and requires direct observation testing. 
 
13.  DISCIPLINE AND CONSEQUENCES  
 
A. An employee who tests for alcohol will receive a mandatory referral to a substance abuse counsellor (0.02 to 0.039 


result). An employee subject to DOT testing will be referred to a SAP (0.04 result or above). If the employee is not 
terminated, the employee will be removed immediately from performing his or her duties. The employee will also 
receive a five-day (5) suspension without pay and 180-day performance probation in addition to the mandatory 
referral.  


 
B. For drug and alcohol testing, an employee who refuses (outlined in section 5.4) to submit to a drug or alcohol test 


when required by this policy will be considered to have refused the test, will have an alcohol violation, and will be 
terminated.  A pre-termination hearing will also be provided, along with a referral to a SAP. An employee who is 
subject to post-accident testing who unnecessarily leaves the scene of an accident before a required test is 
administered, fails to remain readily available for testing, including notifying the employer of his or her location prior 
to submission to the test, will be considered to have refused the test and will have a non-negative test result. The 
employee will be terminated.  A pre-termination hearing will also be provided, along with a referral to a SAP. 


 
C. If an employee alleges that, because of medical reasons, he or she is unable to provide a sufficient amount of breath to 


permit a valid breath test, the BAT shall instruct the employee a second time to attempt to provide an adequate 
amount of breath. If the employee continues to allege an inability to provide a sufficient amount of breath for the test, 
the department shall be notified that the employee has refused to be tested. The employee will be directed to obtain an 
evaluation within 72 hours from a licensed physician acceptable to the City to address the employee's medical ability 
to provide the adequate amount of breath. If there is not a medical reason acceptable to the City for the employee's 
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inability to provide the breath, the employee will be considered to have refused to submit to the alcohol test and will 
be terminated. A pre-termination hearing will also be provided, along with a referral to a SAP.    


 
D. If the employee claims to be unable to provide a urine specimen, the employee shall remain at the designated 


collection site until the specimen is provided or three hours have passed, whichever occurs first. If the employee is 
unable to provide such a quantity of urine, the employee will be urged to drink up to 40 ounces of fluids distributed 
reasonably through a period of up to three (3) hours, or until the individual has provided a sufficient urine specimen, 
whichever occurs first. If the employee is still unable to provide an adequate specimen after three (3), testing shall be 
discontinued and DER shall be notified. The employee will be directed to obtain, within five (5) working days, an 
evaluation from a licensed physician acceptable to the MRO, or from the MRO, if appropriate. If there is not a 
medical reason acceptable to the MRO for the employee's inability to provide the urine, the employee will be 
considered to have refused to submit to the drug test and will be terminated.  A pre-termination hearing will also be 
provided, along with a referral to a SAP.  Exception: those non-USDOT-designated City of Charlotte employees 
requiring a reasonable accommodation may attach an oral test.    


 
E. Employees returning to the workforce following completion of a drug and/or alcohol rehabilitation program, or 


employees who are subject to the return-to-duty provisions as outlined in the policy, will be required to undergo a 
return-to-duty test, and will also be tested on an unannounced and periodic basis for drugs and/or alcohol up to 60 
months following their return to work. Employees will be required to submit to a minimum of six (6) follow-up 
tests within the first 12 months of resumed duty. Should an employee have a result of 0.02 to less than 0.04 on a 
follow-up test, there is no DOT violation and thus a SAP referral is not permitted.  Any follow-up breath-alcohol 
test result of 0.02 or greater will result in employee termination.  A pre-termination hearing will be provided.  
 


 
§ 40.191 What is a refusal to take a DOT drug test, and what are the consequences? 


  


(a) As an employee, you have refused to take a drug test if you: 


  


(1) Fail to appear for any test (except a pre-employment test) within a reasonable time, as determined by the employer, 
consistent with applicable DOT agency regulations, after being directed to do so by the employer. This includes the 
failure of an employee (including an owner-operator) to appear for a test when called by a C/TPA (see §40.61(a)); 


  


(2) Fail to remain at the testing site until the testing process is complete; Provided, That an employee who leaves the 
testing site before the testing process commences (see §40.63 (c)) for a pre-employment test is not deemed to have refused 
to test; 


  


(3) Fail to provide a urine specimen for any drug test required by this part or DOT agency regulations; Provided, That an 
employee who does not provide a urine specimen because he or she has left the testing site before the testing process 
commences (see §40.63 (c)) for a pre-employment test is not deemed to have refused to test; 


  


(4) In the case of a directly observed or monitored collection in a drug test, fail to permit the observation or monitoring of 
your provision of a specimen (see §§40.67(l) and 40.69(g)); 



https://www.transportation.gov/odapc/part40/40_61

https://www.transportation.gov/odapc/part40/40_63

https://www.transportation.gov/odapc/part40/40_63

https://www.transportation.gov/odapc/part40/40_67

https://www.transportation.gov/odapc/part40/40_69
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(5) Fail to provide a sufficient amount of urine when directed, and it has been determined, through a required medical 
evaluation, that there was no adequate medical explanation for the failure (see §40.193(d)(2)); 


  


(6) Fail or decline to take an additional drug test the employer or collector has directed you to take (see, for instance, 
§40.197(b)); 


  


(7) Fail to undergo a medical examination or evaluation, as directed by the MRO as part of the verification process, or as 
directed by the DER under §40.193(d). In the case of a pre-employment drug test, the employee is deemed to have refused 
to test on this basis only if the pre-employment test is conducted following a contingent offer of employment. If there was 
no contingent offer of employment, the MRO will cancel the test; or 


  


(8) Fail to cooperate with any part of the testing process (e.g., refuse to empty pockets when directed by the collector, 
behave in a confrontational way that disrupts the collection process, fail to wash hands after being directed to do so by the 
collector). 


  


(9) For an observed collection, fail to follow the observer’s instructions to raise your clothing above the waist, lower 
clothing and underpants, and to turn around to permit the observer to determine if you have any type of prosthetic or other 
device that could be used to interfere with the collection process. 


  


(10) Possess or wear a prosthetic or other device that could be used to interfere with the collection process. 


  


(11) Admit to the collector or MRO that you adulterated or substituted the specimen. 


  


(b) As an employee, if the MRO reports that you have a verified adulterated or substituted test result, you have refused to 
take a drug test. 


  


(c) As an employee, if you refuse to take a drug test, you incur the consequences specified under DOT agency regulations 
for a violation of those DOT agency regulations. 


  


(d) As a collector or an MRO, when an employee refuses to participate in the part of the testing process in which you are 
involved, you must terminate the portion of the testing process in which you are involved, document the refusal on the 
CCF (including, in the case of the collector, printing the employee's name on Copy 2 of the CCF), immediately notify the 
DER by any means (e.g., telephone or secure fax machine) that ensures that the refusal notification is immediately 



https://www.transportation.gov/odapc/part40/40_193

https://www.transportation.gov/odapc/part40/40_197
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received. As a referral physician (e.g., physician evaluating a “shy bladder” condition or a claim of a legitimate medical 
explanation in a validity testing situation), you must notify the MRO, who in turn will notify the DER. 


  


(1) As the collector, you must note the refusal in the “Remarks” line (Step 2), and sign and date the CCF. 


  


(2) As the MRO, you must note the refusal by checking the “Refusal to Test” box in Step 6 on Copy 2 of the CCF, 
checking whether the specimen was adulterated or substituted and, if adulterated, noting the adulterant/reason. If there 
was another reason for the refusal, check “Other” in Step 6 on Copy 2 of the CCF, and note the reason next to the “Other” 
box and on the “Remarks” lines, as needed. You must then sign and date the CCF. 


  


(e) As an employee, when you refuse to take a non-DOT test or to sign a non-DOT form, you have not refused to take a 
DOT test. There are no consequences under DOT agency regulations for refusing to take a non-DOT test. 


  


[65 FR 79526, Dec. 19, 2000, as amended at 66 FR 41953, Aug. 9, 2001; 68 FR 31626, May 28, 2003; 71 FR 49384, Aug. 
23, 2006; 73 FR 35974, June 25, 2008; 75 FR 59108, September 27, 2010] 
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APPENDIX #1 
 


POLICY DEFINITIONS 
 
 
Accident means: 


 


Under City Policy: 


A non-vehicular occurrence which results: 


a. In a fatality; OR 
b. Any person involved requires immediate medical treatment away from the scene of the accident; OR 
c. When the City cannot completely discount the employee’s conduct as a contributing factor to the accident. 


 


A vehicular occurrence, including personal vehicles used for City business, which results: 


a. In a fatality; OR 
b. Any person involved requires immediate medical treatment away from the scene of the accident; OR 
c. The driver receives a citation from a law enforcement official; OR 
d. One or more motor vehicles incur disabling damage as a result of the accident, requiring the vehicle to be 


transported away from the scene by a tow truck or other vehicle. 
 


Under FMCSA: 


 An accident is defined (§382.303) as an occurrence associated with the operation of a vehicle in which: 


a. An individual dies; OR 
b. Any person involved requires immediate medical treatment away from the scene of the accident: OR 
c. The driver receives a citation from a law enforcement official; OR 
d. One or more motor vehicles incur disabling damage as a result of the accident, requiring the vehicle to be 


transported away from the scene by a tow truck or other vehicle. 
 


Under FTA: 


An accident is defined (§655.4) as an occurrence associated with the operation of a vehicle in which: 


a. An individual dies; OR 
b. Any person involved requires immediate medical treatment away from the scene of the accident: OR 
c. The driver receives a citation from a law enforcement official; OR 
d. One or more motor vehicles incur disabling damage as a result of the accident, requiring the vehicle to be 


transported away from the scene by a tow truck or other vehicle; OR 
e. The mass transit vehicle involved is a railcar, trolley car, trolley bus (on a fixed guideway or overhead wire), 


or vessel and is removed from operation; AND 
f. When the City of Charlotte cannot completely discount the employee’s 


Conduct as a contributing factor to the accident. 


 



https://www.fmcsa.dot.gov/regulations/titl49/section/382.01
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Alcohol Test means a test for the presence of alcohol in the body as determined through the use of a breath-alcohol test, 
evidential Breathalyzer test, saliva test, or blood screening. Alcohol use means the consumption of any beverage, mixture, 
or preparation, including any medication, containing alcohol. 
 
Canceled Test with respect to the results of a drug test means a test result that the MRO declares invalid. A canceled test 
is neither a positive, nor a negative test. A sample that has been rejected for testing by a laboratory is treated the same as a 
canceled test. If the analysis of the split specimen fails to reconfirm the presence of the drug(s) or drug metabolite(s) 
found in the primary specimen, or if the split specimen is unavailable, inadequate for testing or un-testable, the MRO shall 
cancel the test and report the cancellation and the reason for it to the USDOT, the employer, and the employee/applicant.  
 
In alcohol testing, a test that is deemed to be invalid is neither a positive nor a negative test. 
 
Commercial Motor Vehicle means a motor vehicle or combination of motor vehicles used in commerce to transport 
passengers or property if the motor vehicle: 
 


a. Has a gross combination weight rating of 26,001 or more pounds inclusive of a towed unit with a gross vehicle 
weight rating of more than 10,000 pounds; or 


b. Has a gross vehicle weight rating of 26,001 or more pounds; or 
c. Is designed to transport 16 or more passengers, including the driver; or 
d. Is of any size and is used in the transportation of materials found to be hazardous as defined by the Hazardous 


Materials Transportation Act and requires the motor vehicle to be placarded under the Hazardous Materials 
Regulations. 


 
Confirmed Illegal Involvement/Activity means an admission to, or conviction of, being involved or participating in 
activity that is illegal according to federal, state, and local laws. The involvement/activity includes, but is not limited to, 
possessing, selling, buying, making, dispensing, distributing, or using illicit drugs. 
 
Confirmation Test for Alcohol means a second test, following a screening test with a result of 0.02 or greater (greater 
than 0.00 for CMPD), which provides quantitative data of alcohol concentration. 
 
Confirmation Test for Controlled Substances means a second analytical procedure to identify the presence of a specific 
drug or metabolite which is independent of the screen test and which uses a different technique and chemical principle 
from that of the screen test in order to ensure reliability and accuracy. Gas chromatography/mass spectrometry (GC/MS) 
is the only authorized confirmation method for the five (5) Substance Abuse and Mental Health Services Administration 
(SAMHSA) drugs. 
 
Conviction means a finding of guilt (including a plea of nolo contendere) or imposition of sentence, or both, by any 
judicial body charged with the responsibility to determine violations of federal or state criminal drug statutes. 
 
Criminal Drug Statute means a criminal statute involving manufacture, distribution, dispensation, use or possession of 
any controlled substance. 
 
Direct Observation means observations that are performed by a collection site employee or a CMPD supervisor of the 
same sex. 
 
Drug means a controlled substance as listed in Schedules I through V of Section 202 of the Controlled Substances Act (21 
USC 812), or NC GS 90-87(5), or a metabolite thereof. 
 
Medical Review Officer (MRO) is a licensed physician or Doctor of Osteopathy with specific training in the area of 
substance abuse. The MRO not only has knowledge of substance abuse disorders, but also has been trained to interpret 
and evaluate laboratory test results in conjunction with an employee’s medical history. A MRO verifies a positive drug 
test result by reviewing a laboratory report and an employee’s unique medical history to determine whether the result was 
caused by the use of prohibited drugs or by an employee’s medical condition. 
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Negative, with respect to the results of a drug test, means a test result that does not show presence of drugs at a level 
specified to be a positive test. 
 
Negative, with respect to the results of an alcohol test, means a test result which indicates a breath alcohol 
concentration of less than 0.02 (or 0.00 for CMPD). 
 
Obstruction means conduct that obstructs the testing process that includes providing a urine specimen that has been 
adulterated, substituted, and/or any other action that results in a urine specimen that cannot be properly tested for illicit 
drugs. 
 
On Call means being subject to a call to immediately report to work for the City. 
 
On Duty means when an employee is at his or her workplace, when an employee is performing job duties, when an 
employee is on call, and during any other period of time for which an employee is entitled to receive pay from the City. 
 
Other Substance means any substance that has the potential to impair appreciably the mental or physical function of a 
person who does not have an unusual or extraordinary reaction to such substance. 
 
Pass an Alcohol Test is a negative alcohol test. The test showed no evidence or insufficient evidence of a prohibited level 
of alcohol. 
 
Pass a Drug Test means that the result of a drug test is negative. The test either: 
 


• Showed no evidence or insufficient evidence of a prohibited drug or drug metabolite; or 
• Showed evidence of a prohibited drug or drug metabolite but there was a legitimate medical explanation for the 


result as determined by a certified MRO. 
 
Positive, with respect to the results of a drug test, means a laboratory finding of the presence of a drug or a drug 
metabolite in the urine or blood (if applicable) of an employee at the levels identified by SAMHSA, or for drugs not 
subject to SAMHSA guidelines, at the levels identified by the City; all "positive" tests will be confirmed using a different 
technology than the first test, such as the gas chromatography mass spectrometry (GC/MS) process. 
 
Positive, with respect to the results of an alcohol test, means the presence of alcohol in an employee's system at the 0.04 
level or greater (greater than 0.00 for CMPD). 
 
Pre-placement Testing is testing conducted on an applicant prior to his being hired. It is also conducted on a current City 
employee prior to his being promoted, transferred or demoted into a safety-sensitive position as defined by USDOT 
guidelines or City policy guidelines. 
 
Qualified Negative, with respect to the results of a drug test, means a test in which the lab result is consistent with legal 
drug use. 
 
Random Testing is conducted on an employee assigned to a City “safety sensitive” position, chosen by a method that 
provides an equal probability that any employee from a group of employees will be selected. The City administers random 
testing unannounced, spread reasonably throughout the year, on all days and during hours of operation. 
 
Reasonable Suspicion Section 655.43(b) states "An employer's determination that reasonable suspicion exists shall be 
based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors 
of the covered employee." 
 
A supervisor, who has received the required training in detecting the signs and symptoms of probable drug and/or alcohol 
use, can substantiate specific current articulable observations concerning appearance, behavior, speech, or body odor or 
other physical indicators of probable drug or alcohol use. Bad behavior or performance issues by themselves 
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do not constitute reasonable suspicion. Being moody, having a bad attitude, or fighting, for example, does not constitute 
reasonable suspicion alone. Only when these actions happen in concert with a supervisor’s observations of facts are they 
attributable to drug use or alcohol misuse and relevant to a reasonable suspicion determination.  
 
By way of example, but not limited to any one or a combination of the following may constitute reasonable suspicion: 
 


• Slurred speech 
• The odor of marijuana or alcohol about the person 
• Inability to walk a straight line 
• Behavior which is so unusual that it warrants summoning a supervisor or anyone else in authority; (i.e., confusion, 


disorientation, lack of coordination, marked personality changes, irrational behavior, physical or verbal 
altercations) 


• Possession of drugs 
• Verifiable information obtained from other employees based on their observations 
• Arrests, citations and deferred prosecutions associated with drugs or alcohol 


 
An employee subject to the post-accident testing requirements of the USDOT who unnecessarily leaves the scene of 
an accident before a required test is administered or fails to remain readily available for testing may be deemed to 
have refused to submit to testing. 
 
Safety-Sensitive Position means: 
 
Under City Authority 
 


• A position will be designated safety-sensitive only where the City has a compelling need, on the basis of safety 
concerns, to ascertain on-the-job impairment on the part of employees who hold the position. Such a compelling 
need may arise where the duties of a position create, or are accompanied by, such a great risk of injury to self, 
other persons, or to property, of such magnitude that even a momentary lapse of attention, judgment, or dexterity 
could have disastrous consequences. 


 
Under FMCSA 
 
An employee is performing a safety-sensitive function if they are: 
 


• Driving a commercial motor vehicle which requires the driver to have a commercial driver’s license (CDL) 
• Inspecting, servicing, or repairing any commercial motor vehicle 
• Waiting to be dispatched to operate a commercial motor vehicle 
• Performing all other functions in or upon a commercial motor vehicle 
• Loading or unloading a commercial motor vehicle, supervising or assisting in the loading or unloading, attending 


a vehicle being loaded or unloaded, remaining in readiness to operate the vehicle, or in giving or receiving 
receipts for shipments being loaded or unloaded 


• Performing driver requirements associated with an accident 
• Repairing, obtaining assistance, or remaining in attendance upon a disabled commercial motor vehicle 


 
Under FTA an employee is performing a safety sensitive function if he/she is: 
 


a. Operating a revenue service vehicle, such as a Special Transportation van/bus, or light rail vehicle, (including but 
not limited to rail operator, controller, rail maintenance repair, rail maintenance mechanic, etc.) in Charlotte Area 
Transit System’s Light Rail section) including when not in revenue service 


b. Operating a non-revenue service vehicle, when required to be operated by a holder of a Commercial Driver’s 
License (CDL) 


c. Controlling dispatch or movement of equipment used in revenue service  
d. Maintaining a revenue service vehicle or equipment used in revenue service 
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e. Carrying a firearm for security reasons  
 
Note: Determination as to which positions are safety-sensitive will be based on USDOT guidelines or the 
recommendation of the department director and approval by the Human Resources Department. (See Exhibit X – 
Charlotte Area Transit System Designated Safety Sensitive Positions Covered under USDOT [FTA] Regulations)  
 
Supervisor, in general, means any employee who has the authority to direct the job 
activities of one or more employees. With respect to a particular employee, the term means such employee's immediate 
supervisor and all persons having indirect supervisory authority over such employee. 
 
Substance Abuse Counsellor 
 
Substance Abuse Professional (SAP) means a licensed physician (Medical Doctor or Doctor of Osteopathy), or a 
licensed or certified psychologist, social worker, employee assistance professional, licensed marriage and family 
counselor, addiction counselor (certified by the National Association of Alcoholism and Drug Abuse Counselors 
Certification Commission), with knowledge of, and clinical experience in, the diagnosis and treatment of both drug and 
alcohol-related disorders. 
 
The City contracts its SAPs through its EAP. The contact number is 800-765-3277. Employees should ask to speak 
with a Care Coordinator who will make an assessment and refer the employee to a qualified SAP as mandated by 
the USDOT. 
 
Unannounced Follow-up Testing is testing conducted on an employee on a periodic, unannounced basis, following his 
or her return to work from an approved drug or alcohol rehabilitation program. 
 
Workplace means the location or facility where an employee may be expected to perform any task related to the 
requirements of his job. This includes break rooms and restrooms, outdoor worksites, City or personal vehicles (while 
personal vehicle is being used for City business), computer work stations, conference rooms, hallways, private offices, 
open/partitioned work areas, public contact/customer service/medical services areas, and parking lots with the exception 
of "storage only" in vehicles which are not used for City business. 
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APPENDIX #2:  
    


DRUG AND ALCOHOL AND FACT SHEET 
 
 
ALCOHOL 
Alcohol is a socially-acceptable drug that has been consumed throughout the world for centuries. It is considered a 
recreational beverage when consumed in moderation for enjoyment and relaxation during social gatherings. However, 
when consumed primarily for its physical and mood-altering effects, it is a substance of abuse. As a depressant, it slows 
down physical responses and progressively impairs mental functions. 
 
SIGNS AND SYMPTOMS OF USE 


• Dulled mental processes 
• Lack of coordination 
• Odor of alcohol on breath 
• Possible constricted pupils 
• Sleepy or stupor-like condition 
• Slowed reaction time 
• Slurred speech 


 
(Note: Except for the odor, these are general signs and symptoms of any depressant substance.) 
 
HEALTH EFFECTS 
The chronic consumption of alcohol (average of three (3) servings per day of beer [12 ounces/serving], whiskey [1 
ounce/serving] or wine [6 ounces/serving]) over time may result in the following health hazards: 


• Decreased sexual function 
• Dependency (up to 10 percent of all people who drink alcohol become physically and/or mentally dependent on 


alcohol and can be termed “alcoholic”) 
• Fatal liver disease 
• Pancreatitis 
• Spontaneous abortion and neonatal mortality 
• Ulcers 
• Birth defects (up to 54 percent of all birth defects are alcohol related) 


 
SOCIAL ISSUES 


• Two-thirds of all homicides are committed by people who drink prior to the crime. 
• Two to three percent of the driving population is legally drunk at any one time. This rate is doubled at night and 


on weekends. 
• Two-thirds of all Americans will be involved in an alcohol-related vehicle accident during their lifetimes. 
• The rate of separation and divorce in families with alcohol dependency problems is seven (7) times the average. 
• Forty percent of family court cases are alcohol problem related. 
• Alcoholics are 15 times more likely to commit suicide than are other segments of the population. 
• More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76 percent of private 


aircraft accidents are alcohol related. 
 
WORKPLACE ISSUES 


• It takes one (1) hour for the average person (150 pounds) to process one serving of an alcoholic beverage from the 
body. 


• Impairment in coordination and judgment can be objectively measured with as little two (2) drinks in the body. 
• A person who is legally intoxicated is six (6) times more likely to have an accident than a sober person is. 


 
 
 







29 
 


AMPHETAMINES 
Amphetamines are central nervous system stimulants that speed up the mind and body. The physical sense of energy at 
lower doses and the mental exhilaration at higher doses are the reasons for their abuse. Although widely prescribed at one 
time for weight reduction and mood elevation, the legal use of amphetamines is now limited to a very narrow range of 
medical conditions. Most amphetamines that are abused are illegally manufactured in foreign countries and smuggled into 
the U.S. or clandestinely manufactured in crude laboratories. 
 
DESCRIPTION 


• Methamphetamine is often sold as a creamy white and granular powder or in lumps and is packaged in aluminum 
foil wraps or sealable plastic bags. Methamphetamine may be taken orally, injected, or snorted into the nose. 


• Trade/street names include Biphetamine, Delcobese, Desotyn, Detedrine, Chetrol, Ritalin, Speed, Meth, Crank, 
Crystal, Monster, Black Beauties, and Rits. 


• Amphetamine is sold in counterfeit capsules or as white, flat, doubled-scored "minibennies." It is usually taken by 
mouth. 


 
SIGNS AND SYMPTOMS OF USE 


• Hyper excitability, restlessness 
• Dilated pupils 
• Increased heart rate and blood pressure 
• Heart palpitations and irregular beats 
• Profuse sweating 
• Rapid respiration 
• Confusion 
• Panic 
• Talkativeness 
• Inability to concentrate 
• Heightened aggressive behavior 


 
HEALTH EFFECTS 


• Regular use produces strong psychological dependence and increasing tolerance to drug. 
• High doses may cause toxic psychosis resembling schizophrenia. 
• Intoxication may induce a heart attack or stroke due to spiking of blood pressure. 
• Chronic use may cause heart and brain damage due to severe constriction of capillary blood vessels. 
• The euphoric stimulation increases impulsive and risk-taking behaviors, including bizarre and violent acts. 


 
WORKPLACE ISSUES 
Since amphetamines alleviate the sensation of fatigue, they may be abused to increase alertness because of unusual 
demands or failure to get rest. Low-dose amphetamine use will cause a short-term improvement in mental and physical 
functioning. With greater use or increasing fatigue, the effect reverses and has an impairing effect. Hangover effect is 
characterized by physical fatigue and depression, which may make operation of equipment or vehicles dangerous. 
 
CANNABINOIDS (MARIJUANA) 
Marijuana is one of the most misunderstood and underestimated drugs of abuse. People use marijuana for the mildly 
tranquilizing and mood/perception altering effects its produces. 
 
DESCRIPTION 
Usually sold in plastic and sandwich bags, leaf marijuana will range in color from green to light tan. The leaves are 
usually dry and broken into small pieces. The seeds are oval with one slightly pointed end. Less prevalent, hashish is a 
compressed, sometimes tar like substance ranging in color from pale yellow to black. It may also be sold in an oily liquid. 
Marijuana has a distinctly pungent aroma resembling a combination of sweet alfalfa and incense. Cigarette papers, roach 
clip holders, and small pipes made of bone, brass, or glass are commonly found and associated with marijuana use. 
Smoking "bongs" (large bore pipes for inhaling large volume of smoke) can easily be made from soft drink cans and toilet 
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paper rolls. Trade/street names include Marinol, THC, Pot, Grass, Joint, Reefer, Acapulco Gold, Sinsemilla, Thai Sticks, 
Hash, and Hash Oil. 
 
SIGN AND SYMPTOMS OF USE 


• Chronic fatigue and lack of motivation 
• Irritating cough, chronic sore throat 
• Reddened eyes (often masked by eye drops) 
• Slowed speech 
• Distinctive odor on clothing 
• Lackadaisical "I don't care" attitude 


 
HEALTH EFFECTS 


• When marijuana is smoked, it is irritating to the lungs. Chronic smoking causes emphysema-like conditions. 
• One joint causes the heart to race and be overworked. People with undiagnosed heart conditions are at risk. 
• Marijuana is commonly contaminated with the fungus Aspergillus, which can cause serious respiratory tract and 


sinus infections. 
• Marijuana smoking lowers the body's immune system response, making users more susceptible to infection. The 


U.S. government is actively researching a possible connection between marijuana smoking and the activation of 
AIDS in positive immunodeficiency virus (HIV) carriers. 


 
PREGNANCY PROBLEMS AND BIRTH DEFECTS 
The active chemical, tetrahydrocannabinol (THC), and 60 other related chemicals in marijuana concentrate in the ovaries 
and testes. Chronic smoking of marijuana in males causes a decrease in the sex hormone, testosterone, and an increase in 
estrogen, the female sex hormone. The result is a decrease in sperm count, which can lead to temporary sterility. 
Occasionally, the onset of female sex characteristics including breast development occurs in heavy users. Chronic 
smoking of marijuana in females causes a decrease in fertility and an increase in testosterone. Pregnant women who are 
chronic marijuana smokers have a higher than normal incidence of stillborn births, early termination of pregnancy, and a 
higher infant mortality rate during the first few days of life. In test animals, THC causes birth defects, including 
malformations of the brain, spinal cord, forelimbs, and liver, and water on the brain and spine. Offspring of test animals 
who were exposed to marijuana have fewer chromosomes than normal, causing gross birth defects or death of the fetus. 
Pediatricians and surgeons are concluding that the use of marijuana by either or both parents, especially during pregnancy, 
leads to specific birth defects in infant’s feet and hands. One of the most common effects of prenatal cannabinoid 
exposure is underweight newborn babies. Fetal exposure may 
decrease visual functioning and causes other ophthalmic problems. 
 
MENTAL FUNCTION 
Regular use can cause the following effects: 


• Delayed decision-making 
• Diminished concentration 
• Impaired short-term memory, interfering with learning 
• Impaired signals detection (ability to detect a brief flash of light), a risk for users who are operating machinery 
• Impaired tracking (the ability to follow a moving object with the eyes) and visual distance measurements 
• Erratic cognitive function 
• Distortions in time estimation 
• Long-term negative effects on mental function as "acute brain syndromes," which is characterized by disorders in 


memory, cognitive function, sleep patterns, and physical conditions. 
 
ACUTE EFFECTS 


• Aggressive urges 
• Anxiety 
• Confusion 
• Fearfulness 
• Hallucinations 
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• Heavy sedation 
• Immobility 
• Mental dependency 
• Panic 
• Paranoid reaction 
• Unpleasant distortions in body image 


 
WORKPLACE ISSUES 
The active chemical, THC, stores in body fat and slowly releases over time. Marijuana smoking has a long-term effect on 
performance. A 500 to 800 percent increase in THC concentration in the past several years makes smoking three to five 
joints a week today equivalent to 15 to 40 joints a week in 1978. Combining alcohol or other depressant drugs with 
marijuana can produce a multiplied effect, increasing the impairing effect of both the depressant and marijuana. 
 
HEMP PRODUCTS 
 
HEMP WARNING 
Food products containing hemp may have sufficient THC to cause impairment and produce positive marijuana drug test 
results. The Hemp plant, from which marijuana is derived, also produce edible seeds which can be legally imported into 
the United States after they are “sterilized,” a process which is intended to render the seed incapable of being sprouted and 
to remove “all traces of THC.” Virtually all hemp food packaging is labeled that it “CONTAINS NO THC”. 
 
This is apparently inaccurate. One major manufacturer advertises that they have the lowest levels of THC at only 33 parts 
per million. Others say residual THC in their products is under 50 parts per million and claim competitive products may 
contain as much as 1,300 parts per million. 
 
Because of the concern for workplace safety, which could be jeopardized by THC from any source, employees are 
encouraged to refrain from using hemp-containing food products until the effectiveness of seed sterilization in removing 
THC can be documented through independent testing. 
 
Job applicants or employees testing positive for marijuana, claiming use of hemp-containing food products will be 
considered positive. All employees verified with positive drug-test results will be terminated, pending pre-
termination hearing.  
 
COCAINE 
Cocaine is used medically as a local anesthetic. It is abused as a powerful physical and mental stimulant. The entire 
central nervous system is energized. Muscles are tenser, the heart beats faster and stronger, and the body burns more 
energy. The brain experiences exhilaration caused by a large release of neuro-hormones associated with mood elevation. 
 
DESCRIPTION 
The source of cocaine is the coca bush, grown almost exclusively in the mountainous region of northern South America. 
Cocaine Hydrochloride "snorting coke,” is a white to creamy granular or lumpy powder that is chopped into a fine powder 
before use. It is snorted into the nose, rubbed on the gums, or injected in veins. The effect is felt within minutes and lasts 
40 to 50 minutes per "line" (about 60 to 90 milligrams). Common paraphernalia include a single-edged razor blade and a 
small mirror or piece of smooth metal, a half straw or metal tube, and a small screw cap vial or folded paper packet  
containing the cocaine. Cocaine Base is a small crystalline rock about the size of a small pebble. It boils at a low 
temperature, is not soluble in water, and is up to 90 percent pure. It is heated in a glass pipe and the vapor is inhaled. The 
effect is felt within seven (7) seconds. Common paraphernalia includes a "crack pipe" (a small glass smoking device for 
vaporizing the crack crystal) and a lighter, alcohol lamp or small butane torch for heating. Trade/street names include 
Coke, Rock, Crack, Free Base, Flake, Snow, Smoke, and Blow. 
 
SIGNS AND SYMPTOMS OF USE 


• Financial problems 
• Frequent and extended absences from meetings or work assignment 
• Unusual defensiveness, anxiety, agitation 
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• Wide mood swings 
• Runny or irritated nose 
• Increased physical activity and fatigue 
• Isolation and withdrawal from friends and normal activities 
• Secretive behaviors, frequent non-business visitors, delivered packages, phone calls 
• Difficulty in concentration 
• Dilated pupils and visual impairment 
• Restlessness 
• Formication (sensation of bugs crawling on skin) 
• High-blood pressure, heart palpitations, and irregular heart rhythm 
• Hallucinations 
• Hyper excitability and overreaction to stimulus 
• Insomnia 
• Paranoia and hallucinations 
• Profuse sweating and dry mouth 
• Talkativeness 


 
HEALTH EFFECTS 
Research suggests that regular cocaine use may upset the chemical balance of the brain. As a result, it may speed up the 
aging process by causing irreparable damage to critical nerve cells. The onset of system illness, such as Parkinson's 
disease, could also occur. Cocaine use causes the heart to beat faster and harder and rapidly increases blood pressure. In 
addition, cocaine causes spasms of blood vessels in the brain and heart. Both effects lead to ruptured vessels causing 
strokes or heart attacks.  
 
Strong psychological dependency can occur with one "hit" of crack. Usually, mental dependency occurs within days when 
using crack or within several months when snorting cocaine. Cocaine causes the strongest mental dependency of any 
known drug. Treatment success rates for cocaine are lower than for other chemical dependencies. Cocaine is extremely 
dangerous when taken with depressant drugs. Death due to overdose is rapid. The fatal effects of an overdose are not 
usually reversible by medical intervention. The number of cocaine overdose deaths has tripled since 1996. Cocaine 
overdose is one of the most common drug emergencies. 
 
WORKPLACE ISSUES 


• Extreme mood and energy swings create instability. Sudden noises can cause a violent reaction. 
• Lapses in attention and ignoring warning signals greatly increase the potential for accidents. 
• The high cost of cocaine frequently leads to workplace theft and/or dealing. 
• Paranoia onset and withdrawal create unpredictable and sometimes violent behavior. 
• Work performance is characterized by forgetfulness, absenteeism, tardiness, and missed assignments 


 
OPIATES (NARCOTICS) 
Opiates (also called narcotics) are drugs that alleviate pain, depress body functions and reactions, and cause a strong 
euphoric feeling when taken in large doses. 
 
DESCRIPTION 
Varieties of opiates include natural and natural derivatives - opium, morphine, codeine, and heroin as well as synthetics, 
such as Meperidine (Demerol), Oxymorphone (Numorphan), and Oxycodone (Percodan). Opiates may be taken in pill 
form, smoked, or injected, depending upon the type of narcotic used. Trade/street names include Smack, Horse, Emma, 
Big D, Dollies, Juice, Syrup, and China White. 
 
SIGNS AND SYMPTOMS OF USE 


• Mood changes 
• Impaired mental functioning and alertness 
• Constricted pupils 
• Depression and apathy 
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• Impaired coordination 
• Physical fatigue and drowsiness 
• Nausea, vomiting, and constipation 
• Impaired respiration 


 
HEALTH EFFECTS 
Intravenous (IV) needle users have a high risk for contracting hepatitis and AIDS due to the sharing of needles. Narcotics 
increase pain tolerance. As a result, people could more severely injure themselves or fail to seek medical attention after an 
accident due to the lack of pain sensitivity. Narcotics' effects are multiplied when used in combination with other 
depressant drugs and alcohol, causing increased risk for an overdose. 
 
SOCIAL ISSUES 
There are over 500,000 heroin users in the U.S., most of who are IV needle users. An even greater number of medical 
narcotic-dependent persons obtain their narcotics through prescriptions. Because of tolerance, there is an ever-increasing 
need for more of the narcotic to produce the same effect resulting in strong mental and physical dependency. 
 
The combination of tolerance and dependency and the resulting need to acquire greater quantities of the drug creates an 
increasing financial burden for the users. Costs for heroin can reach hundreds of dollars a day. 
 
WORKPLACE ISSUES 
Narcotics have a legitimate medical use in alleviating pain. Unwanted side effects such as nausea, vomiting, dizziness, 
mental clouding, and drowsiness place the legitimate user and abuser at higher risk for an accident. Workplace use may 
cause impairment of physical and mental functions. 
 
PHENCYCLIDINE (PCP) 
Phencyclidine (PCP) was originally developed as an anesthetic, but the adverse side effects prevented its use except as a 
large animal tranquilizer. Phencyclidine acts as both a depressant and a hallucinogen, and sometimes as a stimulant. It is 
abused primarily for its variety of mood-altering effects. Low doses produce sedation and euphoric mood changes. The 
mood can change rapidly from sedation to excitation and agitation. Larger doses may produce a coma-like condition with 
muscle rigidity and a blank stare with the eyelids half closed. Sudden noises or physical shocks may cause a "freak out" in 
which the person has abnormal strength, extremely violent behavior, and an inability to speak or comprehend 
communication. 
 
DESCRIPTION 
PCP is sold as a creamy, granular powder and is often packaged in one-inch square aluminum foil or folded paper 
"packets." It may be mixed with marijuana or tobacco and smoked. It is sometimes combined with procaine, a local 
anesthetic, and sold as imitation cocaine. Trade/street names include Angel Dust, Dust, and Hog. 
 
SIGN AND SYMPTOMS OF USE 


• Impaired coordination 
• Severe confusion and agitation 
• Extreme mood shifts 
• Muscle rigidity 
• Nystagmus (jerky eye movements) 
• Dilated pupils 
• Profuse sweating 
• Rapid heartbeat  increase 
• Dizziness 


 
HEALTH EFFECTS 
The potential for accidents and overdose emergencies is high due to the extreme mental effects combined with the 
anesthetic effect on the body. Other depressant drugs, including alcohol, increase the effects of PCP and could increase 
the likelihood of an overdose reaction. Misdiagnosing the hallucinations as LCD induced and treating with Thorazine can 
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cause a fatal reaction. Use can cause irreversible memory loss, personality changes, and thought disorders. There are four 
(4) phases of PCP abuse.  


• The first phase is acute toxicity.  It can last up to three days and can include combativeness, catatonia, 
convulsions, and coma. Distortions of size, shape and perception are common.  


• The second phase, which does not always follow the first, is a toxic psychosis. Users may experience visual and 
auditory delusions, paranoia, and agitation.  


• The third phase is a drug-induced schizophrenia that may last a month or longer.  
• The fourth phase is PCP-induced depression. Suicidal tendencies and mental dysfunction can last for months. 


 
WORKPLACE ISSUES 
PCP abuse is less common today than in recent years. It is also not generally used in a workplace setting because of the 
severe disorientation that occurs. However, use in the workplace can expose the user and others to extreme safety hazards. 
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APPENDIX #3 
 


Charlotte of Charlotte 
Charlotte Area Transit System 


Designated Safety Sensitive Positions Covered under USDOT 
(Federal Transit Administration Regulations [FTA]) 


 
This safety-sensitive list is inclusive but not limited to the positions noted. Testing is conducted using FTA Regulations. 
 
Business Systems Specialist 
Business Systems Manager 
CMPD Transit Police 
Dispatchers 
Electronic Technician 
Fleet Supervisor 
General Manager of Rail 
General Manager of Safety and Security 
Manager Rail Car Maintenance 
Manager Rail Systems 
Manager Rail Transportation 
Manager of Safety – Bus 
Manager of Safety – Rail 
Paratransit Drivers 
Paratransit Mechanics (Business Support Services) 
Paratransit Operations Manager 
Paratransit Supervisors 
Rail Car Electro- Mechanic 
Rail Car Instructor / Supervisor 
Rail Car Maintenance Supervisor 
Rail Car Technician 
Rail Controller 
Rail Dispatcher 
Rail Operator 
Rail Shop Machinist 
Rail Transportation Instructor / Supervisor 
Rail Transportation Supervisor 
Safety and Security Specialist 
Scheduler Manager 
Superintendent Rail Operations 
Systems Instructor / Supervisor 
Train Control & Communication Supervisor 
Traction Power Supervisor 
Track Supervisor 
Track Maintainer 
Track & Systems Inspector 
Track Laborer 
Traction Power Technician 
Train Control Technician 
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City of Charlotte Designated Safety Sensitive 
Non-USDOT Positions 


 
Airport Operations Officer 
Airport Safety Officer 
Animal Control Officer 
Animal Control Supervisor 
Assistant Fire Chief 
Centrifuge/Solids Operator 
Chief Treatment Plant Operator 
Crime Scene Search Technician 
Engineering Assistant 
Equipment Operator (Non-CDL) 
Field Operations Supervisor 
Fire Battalion Chief 
Fire Captain 
Fire Chief 
Firefighter-Engineer 
Firefighter 
Fire Inspector 
Fire Investigator 
Fire Storekeeper 
Fire Stores Supervisor 
Fire Tele-communicator 
Laboratory Analyst 
Laborer directing traffic; driving non CDL vehicle 
Landscape Crew Member/Tree Technician 
Maintenance Mechanic Positions (HVAC, Plumber, 
Systems 
Maintenance Mechanics) 
Police Officers 
Police Tele-communicator 
Property Control Personnel 
Pumping Station Supervisor 
Pumping Station Operator 
Street Maintenance Crew Member 
Solid Waste Services Contract Monitors 
Traffic Electronic Technician 
Transit Rail Trainer 
Treatment Plant Operator 
Treatment Plant Mechanic 
Treatment Plant Supervisor 
Utility Technician 
Veterinary Technician 
Water Quality Technician 








Effective Date:  / /  
Expiration Date:  / /  


 


CITY OF CHARLOTTE 
LICENSE AND INDEMNITY AGREEMENT 


 


THIS LICENSE AND INDEMNITY AGREEMENT (the“Agreement”) is made and entered into 
as of [   ], (the “Effective Date”), by and between the City of Charlotte, North Carolina (the “Licensor”), 
a North Carolina municipal corporation, and [THE COMPANY]. (“Licensee”), a [COMPANY TYPE] 
organized and existing under the laws of the State of North Carolina. Each of Licensor and Licensee may 
be individually referred to as a “Party” and are collectively referred to as the “Parties.” 


 
STATEMENT OF PURPOSE 


Licensor is the owner of certain real property and improvements (together, the “Premises”) located 
generally at [ ] in Charlotte, North Carolina, that is commonly known as the [  ], and described 
more particularly in Exhibit A. Licensee desires to use the Premises for the purpose of providing services 
as described in City Contract #[XXXXX] (the “Permitted Use”). Licensor has agreed to grant Licensee a 
non-exclusive license for the aforementioned Permitted Use, subject to the terms of this Agreement 


 
NOW, THEREFORE, in exchange for the mutual promises in this Agreement, Licensor and Licensee 
agree to the provisions of this Agreement, intending to bind themselves and their successors and permitted 
assigns as follows: 


 


AGREEMENT 
1. License. 


 


(a) Grant of License. Licensor, insofar as its rights, title and interests enables it to do, and without 
warranty and subject to all encumbrances, covenants and easements to which its title may be 
subject, in order to allow Licensee to carry out the work of Licensee as described in City Contract 
#[XXXXX] (the “Permitted Use”), hereby grants to Licensee, subject to all of the terms and 
conditions of this Agreement a revocable license (“License”) providing a right of ingress, egress, 
and regress over and upon the Premises, in locations and at the hours designated by Licensor; 
together with the right of access, as approved by Licensor, to the Premises for the purpose of 
exercising the rights and privileges granted herein. 


 
(b) Licensor’s Rights. The license hereby granted by this Agreement, and the conduct of the Permitted 


Use permitted by this Agreement, is at all times subject to Licensor’s right to use the Premises and 
to allow others to use it, and Licensee’s use of the Premises shall not interfere with Licensor’s use 
and enjoyment of the Property or with Licensor’s right to allow others to use and enjoy the Property. 


 
(c) Use Restrictions. The Permitted Use may only be performed on the Premises (delineated in Exhibit 


A attached and incorporated herein). The Premises shall be used solely for the purposes set forth in 
subsection (a) of this Section 1 by Licensee, its members, managers, directors, officers, employees, 
agents, contactors, subcontractors, guests, and invitees (“Permitted Users”). 


 
2. Term of License.  This Agreement will be in effect only during the Term, as defined in this 
Section. The Term will begin on [  ], and will continue through and including [ ]. Licensor may 
immediately terminate this Agreement at any time and for any reason or no reason and such License will 
terminate immediately upon the termination or expiration of City Contract #[XXXXX]. 







3. License Fee. Licensee shall be required to pay rent of one dollar ($) per year for as long 
as this license shall continue. 


 
4. Licensee Has No Interest or Estate. Licensee acknowledges and agrees that Licensee does not 
have any interest or estate of any kind in the Property or any portion of it and that Licensee’s ability to 
use the Premises arises solely from the revocable license granted by this Agreement and is subject at all 
times to this Agreement’s terms and conditions. 


 
5. Conduct of Permitted Use. Licensee shall not make any changes to the Premises, including 
installation of permanent signage, without the prior written consent of Licensor, which may be withheld by 
Licensor in its sole discretion. Furthermore, Licensee agrees that, in the event of any damage or changes to 
the Premises arising from, caused by, or related in any way to the exercise of Licensee’s rights under this 
Agreement, Licensee shall promptly restore the Premises at Licensee’s expense to the same condition that 
it had on the Commencement Date, reasonable wear and tear excepted. Licensor reserves the right to charge 
Licensee for the cost to repair any damage to the Premises. 


 
6. Termination/Expiration. Licensee or Licensor may terminate this Agreement at any time without 
cause by giving written notice to the other party. Termination of this Agreement shall not relieve Licensee 
from any duty to restore Licensor’s Premises to its previous condition due to damages arising from, caused 
by, or related in any way to the exercise of Licensee’s rights under this Agreement. 


 
Upon expiration or termination of this Agreement, regardless of the cause, manner, or method of expiration 
or termination, Licensee must remove from the Property any and all equipment and other personal property 
placed on the Property by Licensee or by its employees, agents, or invitees, and Licensee must restore the 
Premises to the same condition that it had on the Commencement Date, reasonable wear and tear expected. 
Failure of Licensee to satisfy its obligations under this paragraph within five (5) days of expiration or 
termination of this Agreement shall entitle Licensor to remove such equipment and other personal property 
and to conduct such restoration and to recover all of its costs and expenses in doing so from Licensee, which 
may include without limitation: costs of repairing, cleaning, and restoring the Premises; charges incurred 
by Licensor in moving and/or storing Licensee’s property and effects; attorney’s fees, consultant fees and 
all other costs incurred by Licensor; and any liabilities, costs, expenses, damages, and lost proceeds and/or 
profits that may result from the effect of Licensee’s breach of this Agreement and/or failure to properly 
vacate and restore the Premises. 


 
7. Indemnification and Release. Licensee (in the capacity of “Indemnitor”) shall defend, indemnify 
and hold harmless; the Licensor (in the capacity of “Indemnitee”) and its officers, officials, employees, 
agents, and independent contractors, excluding licensee, from and against all liability, claims, damages, 
losses, and expenses, including reasonable attorneys’ fees, arising out of or resulting in any way and to any 
extent from personal injuries, property damage, loss of life or property, or any other injury or damage of 
whatever kind or nature to any person or property (including by example the Premises) resulting from, or 
connected in any way with, the Permitted Use or the activities of Licensee, its agents, employees, or invitees 
on the Premises. Licensee agrees to release and discharge Licensee from any and all liabilities for any loss, 
injury or damages to person or property that may be sustained by reason of Licensors use of the Property. 
This Section 7 will apply to the extent permitted by law. This Section 8 shall survive the expiration or 
termination of this Agreement. 


 
8. Licensee’s Obligations. In addition to other obligations of the Licensee under this Agreement, 
during the term of this Agreement, Licensee shall: 


(a) Use the Premises only for the Permitted Use; 
(b) Not use the Premises for any unlawful or immoral purposes or occupy the Premises in such a 


way as to constitute a nuisance; 







(c) Secure any and all permits required by any regulatory authority prior to commencing use of the 
Premises; 


(d) Keep the Premises free of debris and leave it in clean and sanitary condition and remove all 
Licensees’ personal property or equipment at the time of this Agreement’s termination or 
expiration; 


(e) Prohibit access to the Premises by trespassers, to the extent reasonably possible; 
(f) Compensate Licensor for any damages to the Premises occurring during the term of this 


Agreement; 
(g) Obey all instructions and policies of Licensor with respect to activities on the Premises; 
(h) Promptly, and at Licensee’s own expense, repair or replace any of Licensor’s items, equipment, 


facilities, or other property damaged by Licensee or any of its employees, agents, or invitees, 
ensuring the same level of functionality as prior to damage; and 


9. Relationship. This is an arm’s-length contract between two unrelated Parties, and nothing in this 
Agreement will constitute the Parties as partners, joint venturers, or otherwise participants in any joint 
undertaking. The Parties acknowledge and agree that Licensor is not a sponsor or organizer of Licensee’s 
event, nor is Licensor otherwise responsible for any aspect of that event. 


 
10. Notices. Any notices required by any provision of this Agreement shall be made in writing and 
delivered by (a) United States mail, postage prepaid, (b) reputable overnight courier, or (c) email 
transmission. Such notice shall be effective three (3) days after the mailing thereof by U.S. mail, one (1) 
business day after the mailing thereof by overnight courier, and on the day of confirmed delivery by email 
transmission. Each party shall give notice to the other party in the event of any change of address. Rejection 
or refusal to accept delivery or the inability to deliver because of a change of address of which no notice 
was given shall be deemed to be receipt of notices as of the date such notice was deposited in the mail or 
delivered to the courier or transmitted via confirmed email. Notices shall be addressed to the addresses set 
forth: 


 
For City: 


 
 
 


For Licensee: 
 
 


11. Familiarity and Compliance with Laws and Ordinances. Licensee shall and shall cause each 
Permitted User to comply with all applicable federal, state and local laws, regulations and ordinances, 
including but not limited to, any orders related to the restriction of social gatherings or other such orders 
pursuant to emergency management authority. Licensee shall obtain and maintain all applicable licenses 
and permits throughout the Term of this Agreement. 


 
12. Commercial Non-Discrimination. Licensor has adopted a Commercial Non-Discrimination 
Ordinance that is set forth in Section 2, Article V of the Charlotte City Code, and is available for review on 
Licensor’s website (the “Non-Discrimination Policy”). As a condition of entering into this Agreement, 
Licensee agrees to comply with the Non-Discrimination Policy and consents to be bound by the award of 
any arbitration conducted thereunder. As part of such compliance, Licensee shall not discriminate on the 
basis of race, gender, religion, national origin, ethnicity, age, or disability in the solicitation, selection, 
hiring or treatment of subcontractors, vendors, suppliers, or commercial customers in connection with a 
City of Charlotte contract. Licensee shall not retaliate against any person or entity for reporting instances 
of such discrimination. Licensee shall provide equal opportunity for subcontractors, vendors and suppliers 







to participate in all its subcontracting and supply opportunities on City of Charlotte contracts, provided that 
nothing contained in this clause shall prohibit or limit otherwise lawful efforts to remedy the effects of 
marketplace discrimination that has occurred or is occurring in the marketplace. As a condition of entering 
into this Agreement, Licensee agrees to fully cooperate in any investigation conducted by Licensor pursuant 
to Licensor’s Non-Discrimination Policy, to provide any documents relevant too such investigation that are 
requested by Licensor, and to be bound by any arbitration conducted under such policy. Licensee 
understands that violation of this Section 13 shall be considered a breach of the Agreement and may result 
in contract termination, and/or other sanctions. 


 
13. Waiver. No waiver of any provision of this Agreement shall be effective unless in writing and 
signed by the party waiving the rights. No delay or omission by either party to exercise any right or remedy 
it has under this Agreement shall impair or be construed as a waiver of such right or remedy. A waiver by 
either party of any covenant or breach of this Agreement shall not constitute or operate as a waiver of any 
succeeding breach of that covenant or of any other covenant. 


 
14. Survival. All provisions to be performed or which apply to circumstances subsequent to the 
expiration or termination of this Agreement shall survive that expiration or termination. 


 
15. Entire Agreement. This Agreement and the attachments and riders attached to this Agreement 
(which are incorporated herein by reference) constitute the entire agreement between the parties and 
supersedes all previous agreements, promises and representations, whether written or oral, between 
Licensor and Licensee with respect to the subject matter of this Agreement. In entering into this Agreement, 
neither Party has relied on any oral or written conditions, terms, understandings, promises, representations, 
or other agreements not expressed in this Agreement. 


 
16. Modification and Amendment. No amendment or change to this Agreement shall be valid unless 
in writing and signed by both parties to this Agreement. 


 
17. Headings and Construction of Terms. The headings and captions in this Agreement are inserted 
only as a matter of convenience and in no way define, limit, construe, or describe the scope or intent of this 
Agreement. 


 
18. Governing Law. This Agreement will be governed by and construed in accordance with the laws 
of the State of North Carolina, without regard to its choice of law provisions. Any action or other proceeding 
that arises out of or relates in any way to this Agreement or to the License conferred by this Agreement 
must be brought and pursued exclusively in a state or federal court sitting in Mecklenburg County, North 
Carolina, and nowhere else, and each Party hereby irrevocably waives any objection it might ever have to 
jurisdiction or venue in such a court. This Section’s forum restriction will not apply to a legal claim or 
proceeding that is initiated and at all times pursued solely to enforce a judgment or other ruling issued by a 
court sitting in Mecklenburg County, North Carolina. Licensee’s obligations under this Section 19 will 
survive this Agreement’s expiration or termination regardless of when, how, or under what circumstances 
this Agreement expires or is terminated. 


 
19. Assignment. It is agreed between Licensor and Licensee that this Agreement and grant of license 
under it is personal to Licensee and shall not inure to the successors or assigns of Licensee and that Licensee 
shall not assign the Licensee’s rights hereunder, and that any such succession or assignment shall be deemed 
void. 


 
20. Severability. If any provision of this Agreement is found to be unlawful, invalid or unenforceable, 
that provision shall be deemed deleted without prejudice to the lawfulness, validity and enforceability of 
the remainder of the Agreement. 







21. Attorneys’ Fees. In the event it becomes necessary for Licensor to file suit to enforce this 
Agreement or any provision contained herein, Licensor shall be entitled to recover from Licensee, in 
addition to all other remedies or damages as herein provided, reasonable attorneys’ fees incurred in such 
suit. 


 
22. Special or Consequential Damages. Licensor shall not be liable to Licensee, its agents, 
employees, or invitees for or on account of any stoppages or delay in the performance of any obligations of 
Licensor. 


 
23. Publicity. No advertising, sales promotions, or other materials of Licensee or its agents or 
representatives may identify or reference this Agreement or Licensor in any manner absent written consent 
of the Licensor. 


 
24. Approvals. All approvals or consents of Licensor required under this Agreement must be in 
writing. 


 
25. Americans with Disabilities Act. Licensee acknowledges that, pursuant to the Americans with 
Disabilities Act of 1990 (ADA), 42 USC §§ 12101 et seq., programs, services, and other activities provided 
by a public entity to the public, shall be accessible to individuals with disabilities. Licensee shall not 
discriminate against individuals with disabilities in the provision of services, benefits, or activities provided 
under this Agreement; and further agrees that any violation of this prohibition on the part of Licensee, its 
employees, agents, subcontractors, or assigns will constitute a material breach of this Agreement. Licensee 
shall cooperate with the Licensor in keeping the Licensed Areas accessible to individuals with disabilities 
with respect to the elimination of both architectural and programmatic barriers. 


 
26. Prohibition on Contracting with Companies that Invest in Iran or Boycott Israel. Licensee 
certifies that: (i) it is not identified on the Final Divestment List or any other list of prohibited investments 
created by the NC State Treasurer pursuant to N.C.G.S. 147-86.58 (collectively, the “Treasurer’s IDA 
List”); (ii) it has not been designated by the NC State Treasurer pursuant to N.C.G.S. 147-86.81 as a 
company engaged in the boycott of Israel (such designation being referred to as the “Treasurer’s IB List”); 
(iii) it will not take any action causing it to appear on the Treasurer’s IDA List or the Treasurer’s IB List 
during the term of this Agreement; and (iv) it will not subcontract any activity under this Agreement to any 
company or entity on the Treasurer’s IDA List or the Treasurer’s IB List. In signing this Agreement, 
Licensee further agrees, as an independent obligation, separate and apart from this Agreement, to reimburse 
Licensor for any and all damages, costs and attorneys’ fees incurred by Licensor in connection with any 
claim that this Agreement or any part thereof is void due to Licensee appearing on the Treasurer’s IDA List 
or the Treasurer’s IB List at any time before or during the term of this Agreement. 


 
27. E-Verify. Licensee shall: (i) comply with the requirements set forth in Article 2 of Chapter 64 of 
the North Carolina General Statutes (the “E-Verify Requirements”) and (ii) cause each subcontractor 
providing services related to this Agreement to comply with the E-Verify Requirements, as well. Licensee 
shall indemnify and save harmless Licensor from all losses, damages, costs, expenses (including reasonable 
attorneys’ fees), obligations, duties, fines, penalties, interest charges, and other liabilities (including 
settlement amounts) incurred because of any failure by Licensee or any subcontractor to comply with the 
E-Verify Requirements. 


 
28. No Third-Party Beneficiaries. Licensor and Licensee do not intend for this Agreement to have 
any third-party beneficiaries. Except for Licensor and Licensee, no one (including, by example only, any 
of Licensee’s employees, agents, and invitees) shall have any enforceable rights under this Agreement or 
be entitled to any compensation, damages, or other remedies under this Agreement. 







29. Counterparts. This Agreement may be executed in any number of counterparts, each of which 
will be deemed an original once executed and delivered. 


 
 


[signature page follows] 







IN WITNESS WHEREOF, the Parties have caused this Agreement to be executed as of 
the Effective Date and hereby demonstrate their intent to be fully bound by this Agreement. 


 
CITY OF CHARLOTTE, NORTH CAROLINA: 


 
By:   


 


Name:   
 


Title:   
 


Date:   
 
 
 
[THE COMPANY]: 


 
 
By:   


 


Name:   
 


Title:   
 


Date:   







LICENSE - EXHIBIT A 
 


INSERT DEPICTION OF THE PREMISES 
 


“This Sample License Agreement is included for illustrative purposes. The selected Service Provider 
will be asked to execute one or more similar License Agreements depending on the actual CATS 
Facility or Facilities that are occupied by Service Provider.” 
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