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STEP ONE
Confim you have the current version of this guide by calling the EOC at 726-5882
Distribution
Craig Williams - Airport Director

Junior Hinkle - Airport CFO

Gladys Wiggins - Airport Ops Director 

Juan Trasvina - Airport Ops Supervisor

Craig Blomdahl - Ops Specialist
Garry Broad – Ops Specialist
Lynn Hall - Airport Maintenance Director

Christopher Humphrey - Airport Maintenance Supervisor
Gen Grosse – Corporate Account Manager

Andrea Lopez - Executive Assistant

Adriana Alcalde - Customer Service Representative

Gabby Reyes - Office Manager
Maria Gonzales - Book Keeper
Revisions

Original Publication, Jan 14, 2007
Change 1, May 14, 2008 – Added General Rules
Change 2, Mar 21, 2009 – Updated Contacts
Change 3, Nov 10, 2009 – Updated Contacts and minor changes

Change 4, Aug 18, 2010 – Updated Contacts
Change 5, Jan 25, 2011 – Updated Contacts

Change 6, Feb 1, 2011 – Added Step One, Confirm current version 

Change 7, Feb 22, 2011 - Updated procedures after Exercise

Change 8, Mar 20, 2011 - Updated procedures after review

I.
USE

This guide will be used for all civil aviation emergencies.
This guide does not cover military incidents.  In the event of a military incident YCAA response will be limited to responding to requests from MCAS and working with MCAS to prevent civilians from becoming involved or interfering with the military.
II.
ALERT SYSTEM DEFINITIONS

The FAA has defined three types of emergency alerts:

1. ALERT 1 (STANDBY) – An aircraft approaching the airport has reported, or is suspected to be, encountering difficulties.

2. ALERT 2 (EMERGENCY) – An aircraft approaching the airport is suffering an operational fault that affects normal/safe flight operations and it is in danger of experiencing an accident.

3. ALERT 3 (ACCIDENT) – An aircraft is involved in an accident/incident on or in the vicinity of the airport, or an accident is imminent.

The FAA categories correspond roughly with the three categories at MCAS-Yuma/YCAA:

1. In-Flight Emergency (IFE) – An aircraft approaching the airport has reported difficulties.

Example: The pilot of a Cessna 210 reports that his landing gear    will not deploy.

2. Minor Incident – An aircraft has landed at or near the airport with only minor problems.

Example: The Cessna 210 has a smooth gear up landing with no further complications.

3. Major Incident – An aircraft has had a severe accident.

Example: The Cessna 210 has a poor gear up landing and catches fire.
III.
AIRPORT DUTIES

In the event of an IFE or Minor Incident, the Operations Department will work in cooperation with MCAS-Yuma Base Ops.  There is little, if any, that non-Operations staff must do.
In the event of a Major Incident, the entire Airport Staff must mobilize to help the Operations Department maintain a sense of order around the airport until the Airline “Go Team” and the National Transportation Safety Board (NTSB) investigation team arrives.

The Airport has two major responsibilities during a Major Incident:

1. Protect the Incident Scene until the NTSB arrives and takes control;
2. Protect families of victims from unwanted Media attention.
The vast majority of “on the ground” emergency response is taken care of by MCAS-Yuma CFR, the Airlines, and the NTSB.  The Airport must be in the loop and maintain order until these organizations arrive on scene and, if asked, assist them to achieve their objectives.
IV.
10 GENERAL RULES
1. DON’T PANIC

2. Stay in the loop, but stay out of the way.

Be present to see, hear and understand the situation.  Be present to help if asked.  But do not insert yourself into the situation.
3. Do not talk to the media.

Everything you say will be distorted.  We must convey a clear, unified, message to the media, and only the Airport Director can do that.  Airport employees must politely decline to speak with the media by saying, “I’m sorry, but I don’t know enough about the incident. Please speak with the Airport Director.  He can answer your questions better than I can.”

4. Do not talk to the families about the incident.

The incident is too sensitive a topic for you to discuss with family.  The airlines and the NTSB have trained professionals who will counsel families.  Be polite.  Ask if they need more coffee, or show them the way to the bathroom, but never discuss the incident.

5. Do not talk to members of the Board of Directors.

Again, we want to convey a very clear, unified, message.  The Airport Director is the messenger.  Be polite, but decline to answer all questions about the incident and refer the Board member to the Airport Director.
6. Do not call MCAS-Yuma, Airlines, or Operations Director.
They are busy.  They will call us when they need to relay information.

7. Log everything you do.

Make a note of everything you do, everyone you speak with and what was said.  Record the time.  This is to help us understand the flow of activity and information.  Also, something you heard or did may be very useful, and we would like to know that.

8. Use your emergency checklist.

The emergency checklist is a list of tasks and how to do them.  Follow the checklist and you can be confident that you are accomplishing something useful.  When you finish the tasks on your checklist, report back to the Control Center and await further instructions.  Remember to log the tasks you completed, making note of the times and names of people you dealt with.

9. Be flexible.

Incidents are chaotic.  What you expect to happen likely won’t happen.  What you don’t expect to happen likely will.  Things that you never imagined could happen, might happen.  Understand the fluid nature of incidents. Accept the fact that you must adapt and overcome.  Then roll with it.
10. DON’T PANIC

It bears repeating.
V.
DESIGNATED LOCATIONS
Some locations are designated for specific purposes.  Everyone must be familiar with those locations so that you will understand who belongs where.
The Military Comfort Center (MCC) becomes the “Friends and Family Reception Center”.

Family can be directed to the MCC where they be protected from the media.  It has a dumbwaiter to easily provide them with food and drinks, it is near the upstairs bathrooms, and police can control access to and from the room.

The Conference Room becomes the “Media Center”.

Newspaper, radio and television reporters can set up in the conference room.  The Airport Director can enter and exit from the door leading to the main office.  There is a computer and screen for any presentations, and there is ample access to electrical outlets and phone jacks.  Most importantly, it allows us to segregate the media from the families.

The Main Office becomes the “Control Center”.
Everyone reports here.

The Operations Office becomes the “Security Center”.
The Taxilane stub off of A2 near 17 becomes the “Standby Point”.
This spot has clear lines of sight of the approaches and surfaces, and easy physical access to the entire airfield.

The Quimby Hangar Ramp becomes “Staging Area A”.
Personnel or gear can be staged here for activity on the north end of the airport.  It can be accessed by Gate 3T near the Terminal.
The Hero Hangar Ramp becomes “Staging Area B”.

Personnel or gear can be staged here for activity on the southwest side of the airport.  It can be accessed by Gate 7W off of 36th Street.
The Boyington Hangar Ramp becomes “Staging Area C”.

Personnel or gear can be staged here for activity on the south side of the airport.  It can be accessed by Gate 3C off of 4th Avenue.

Million Air FBO (at gate 11W) becomes the “Survivors’ Gathering Location”.
Survivors of Major Incidents can be centrally located, accounted for, protected from the media, have access to a bathroom and cafeteria.

The Love Hangar (at gate 12W) becomes the “Temporary Morgue”.

Vacate the building of all aircraft and make sure it is clean.

VI.
DESIGNATED PERSONNEL
Airport Director

· Located in Control Center
· In command.  Oversees all activities

· Liaison to Airline Go Team and other family assistance organizations (e.g. Red Cross)

· Point of Contact for City, County, State and Federal Officials

Finance Director

· Located in Control Center
· Chief of Staff

· Oversees Friends and Family Gathering Center and Media Center

· Oversees and authorizes all procurement and logistics

· Filters phone calls to ensure genuine needs are met and nonsense dealt with swiftly
Operations Director

· Located at Incident Command Center (on-scene)

· Liaison to all on-scene emergency response organizations

· Gathers information and reports back to Airport Director

Corporate Account Manager

· Located in Control Center

· Acts as Public Information Officer (PIO)
· Reports to Airport Director

Maintenance Director

· Located at Control Center
· Ensures all Designated Locations are unlocked and clean

· Ensures all gates are functional and guarded (if necessary)
· Helps secure incident scene after rescue phase

· Examines airfield for FOD, etc., after rescue phase.

Operations Supervisor

· Located at Security Center

· Monitors radios, phone and security cameras and logs everything
· Ensures Ops Specialists perform emergency duties

· Reports to Chief of Staff
Executive Assistant

· Located in Control Center
· Maintains Master checklist

· Filters people trying to see or talk to Airport Director

· Reports to Airport Director

Customer Service Representative
· Located at Control Center
· Answers all phone calls and acts as primary phone call filter

· LOGS EVERYTHING
· Reports to Chief of Staff

Admin Staff

· Located in Control Center
· Sets up Friend and Family Gathering Center and Media Center
· Helps Receptionist and Executive Assistant answer phones and maintain logs

· Run errands as assigned

· Report to Chief of Staff

Operations Specialists

· Located at Security Center until assigned to duty

· Guard gates, Gathering Centers and other sensitive locations until YPD arrives
· Protect incident scene until NTSB arrives

· Run errands for Operations Director
· Report to Operations Director (Ops Dir may detach Ops Spec and assign them to Chief of Staff or Maintenance Director.)

Maintenance Supervisor

· Located in Control Center until assigned to duty
· Leads Maintenance staff in completing all duties as directed.

· Reports to Maintenance Director

Maintenance Staff

· Located at Control Center until assigned to duty

· Sets up Friends and Family Gathering Center and Media Center with Admin Staff

· Unlocks all Designated Locations and ensures cleanliness
· Guard gates, Gathering Centers and other sensitive locations until YPD arrives

· Protect incident scene until NTSB arrives

· Run errands for Maintenance Director

· Report to Maintenance Supervisor.

VII.
VEHICLE ASSIGNMENTS

	Vehicle
	Operator
	Purpose

	YC-01
	Ops Specialists
	Run Errands on-airport

	YC-02
	Maintenance Director
	Airfield/Incident Scene

	YC-04
	Maintenance Supervisor
	Completion of Duties

	YC-05
	Admin Staff
	Run Errands off-airport

	YC-06
	Operations Director
	Report to Incident

	Golf Carts
	Maintenance Staff
	Run Errands around Terminal Area


IN-FLIGHT EMERGENCY CHECKLIST

You MUST use this form during every Airfield Emergency

DATE: ____________
TIME: _____________

FROM: __________________

AIRLINE:

	NONE
	SKYWEST
	MESA



OTHER___________

A/C Type: ___________
CALLSIGN: __________________

Nature of Emergency (Circle Applicable)

	Engine Out
	No Power
	Low Fuel
	Gear Up
	Other (explain)


Landing Runway:






	21L-3R
	21R-3L
	17-35
	8-26


PERSONS ON BOARD: ______ FUEL ON BOARD: ________
ETA: _______

	Person

Stand By Location (phone)
	Contact Time
	Has Info?
	Stand By Time

	AIRPORT DIRECTOR

Director’s Office   x217
	
	
	

	OPERATIONS DIRECTOR

At Standby Point   941-2394
	
	
	

	OPERATIONS SUPERVISOR

SECURITY CENTER   160
	
	
	


Wait for call from Operations Director.  She will say one of three things:
	STAND DOWN
	MINOR
	MAJOR

	Fill out info below
	Go to page 11
	Go to page 12


STAND DOWN TIME: ________
Debrief Begin: ________ 
End: _____

This IFE is officially over without further incident. ______________________

Ops Director Signature

MINOR INCIDENT CHECKLIST

This form must be used as a continuation of the IFE Checklist.
At this point, the Airport Director and Operations Supervisor are on Stand by.

	Person

Action / Location
	Time Completed

	OPERATIONS DIRECTOR

Arrived @ Incident Location and makes contact with CFR
	

	OPERATIONS DIRECTOR

Filled out Aircraft Incident Information Form
	

	OPERATIONS DIRECTOR

Called Airport Director to brief.
	

	OPERATIONS DIRECTOR

Called NTSB/FAA.
	

	OPERATIONS DIRECTOR

Called FAA Operations Control Center (310) 725-3300
	

	OPERATIONS DIRECTOR

Verified MCAS “Combat Camera” took photos of incident scene.   Also, takes photos of our own
	

	NTSB

Gave Ops Director permission to remove aircraft from airfield
	

	OPERATIONS DIRECTOR

Coordinated aircraft removal with MCAS and on-duty FBO
	

	AIRPORT DIRECTOR

Debriefed Operations Director and any others involved.
	


STAND DOWN TIME: ________    Debrief Begin: _______

End: _____

This Minor Incident is officially over. ________________

       








Ops Director Signature
MAJOR INCIDENT CHECKLIST

This form must be used as a continuation of the IFE Checklist. 

	Action

Details
	Time Completed

	Notified of Major Incident

Name & Title of caller: __________________________________

Caller’s Contact info:   __________________________________

Type of Aircraft:           __________________________________

Nature of Incident:       __________________________________

GRID Location:            __________________________________

Location in Plain English: ____________________________________________________


	

	If available, get DIMU:

Dead ______  Injured ______ 
Missing ______  Uninjured ______
	

	Make announcement over PA system

Dial 771.  Zone is 81. 
Say slowly and clearly twice, “Would all airport employees please report to the Conference Room.” 
Press # and hang up.
	


	ALL AIRPORT EMPLOYEES Report to Conference Room

· Craig Williams

· Junior Hinkle

· Lynn Hall

· Gabby Reyes

· Gen Grosse
· Andrea Lopez

· Maria Gonzales
· Jason Frost

· Elizabeth Campbell
· Christopher Humphrey
· Juan Zavala
· Jerardo Sanchez
· Robert Nelson
· Miguel Linares

· Samuel Whitfield

· Russell Wright
· Craig Blomdahl
· Gary Broad
· Dale Simmons
· Adriana Alcalde (remains at Switchboard)

· Juan Trasvina (remains at Security Center)

· Gladys Wiggins (remains at Incident Command Post)
	

	INITIAL RESPONSE

	Call 911, if directed
Give “NAPP” Name Address Problem Phone number
	

	When directed, call Yuma Regional Medical Center – 336-7100 (Emergency Room)
Ask for Resource Coordinator or Charge Nurse
Tell him or her:

· # of patients

· Type of incident

· Incident Command Post Information (if available)

· Triage on site?

· If hazardous material involved, it is critical they know.
	

	Call FAA Scottsdale FSDO, if directed
(480) 419-0111
They will likely ask for the information collected on Aircraft Incident Information Form.  Get from OPSDIR before calling.  Ask if we need to call FAA Operations Control Center also (310) 725-3300
	

	Call NTSB (800) 683-9369

They will likely ask for the information collected on Aircraft Incident Information Form.  Get from OPSDIR before calling.
	

	Call County Emergency Management Office 782-1317
POC: Gretchen Robinson (580-6537 24-hour recall)
Give same info given to YRMC

Luis will start making calls to pertinent individuals.

Will County open EOC?  (If in doubt, ask Luis to call OPSDIR)
	

	Call Yuma Police Department 373-4754
POC: Lt. Susan Otero
Request four officers to the Airport immediately
1. Guard Stairs to Family Gathering Area

2. Patrol Curb

3. Guard Survivor Gathering Area

4. Roaming foot patrol
	

	Call Medical Examiner/Coroner 336-7019
POC: Robert Virgil Cell 210-8624
Give same info as given to YRMC

Bodies must NOT be moved without Coroner’s approval.
	

	Call Red Cross 782-0660

Give same info as given to YRMC

Find out ETA
	

	Call LOCAL Airline station manager

Try to get an ETA for their “Go Team”

Sky West (Joe)Cell 210-2588 Home 344-1033
Mesa (Brenda)Cell 271-0612 Home 329-6553
	

	If criminal activity involved, call FBI 344-3050

POC: Matthew Alexander, Special Agent
	

	If terrorism suspected, call TSA (520) 799-9300
POC: Cynthia Hernandez, Federal Security Director (cell: 520-444-0480)
	

	Call BBR (Byrne, Benesch & Rice, Airport Legal Firm) ask for Wayne Benesch 782-1805
Ask to come to airport, if necessary.
	

	Call Pancrazi Insurance Company 783-3345 ext 116
Ask agent to come to airport, if necessary.
	

	Call Gilberto Garza of Garza Aviation 581-4904


	


	AIRPORT COMMAND POST & ACCOMODATIONS

	If MCAS-Yuma CFR relinquishes control of Incident

OPSDIR becomes Incident Commander until NTSB arrives
	

	OPSDIR calls to brief Airport Director
	

	Airport Director briefs airport staff
	

	All cell phones on, charged and set on LOUD
	

	Staff given specific duties and depart conference room
Time for everyone to do their job and report back to Control Center when finished.
	

	Set up Conference Room for Media
Power strips, phone/Ethernet connections, etc
	

	Set up Event Center for Families

Coffee, water, cups, food, Kleenex, etc.
	

	Erect barrier on balcony

Prevents Media from accessing Family 
	

	Post guard at bottom of west stairs

Allow ONLY family, airline employees and government officials upstairs to Friend and Family Gathering Center

Stay until replaced by YPD

KEEP THE MEDIA AWAY FROM THE FAMILIES!!!
	

	Designated Locations Unlocked and Cleaned
· Survivors’ Gathering Location

· Triage Center 

· Temporary Morgue
	

	Airline Go Team arrive?

Record # of people, time arrived and POC +phone number

	

	Airline Establishes Family Assistance Center (FAC)

Which hotel? Previous contact info still good?
	

	Airport Staff relieved of all family-related duties.

Clean up Family and Media centers.

Direct any late-comers to Airline’s FAC at the hotel.
	

	FAA Team arrived?
Record # of people, time arrived and POC +phone number


	

	NTSB Investigation Team arrived?

Record # of people, time arrived and POC +phone number


	

	NTSB takes charge of accident scene

Operations Director relieved of Incident Command

NOTE: Airport Ops still must provide security to ensure no unauthorized persons enter the scene
	


	AIRPORT STATUS – DAMAGE ASSESSMENT

	Damage Report

Maintenance Director and MCAS Base Ops survey damage
	

	Airfield or Runway closure? Which Runway?

MCAS-Yuma Operations Officer makes determination
	

	When is the airfield/runway expected to re-open?
	

	MCAS-Yuma Issued NOTAM?

Look for it on the fax machine
	

	After Hours radio announcement ready?

Announce on FBO UNICOM (131.22) and Tower (119.3) Frequencies:

MCAS-Yuma and Yuma International Airport has an emergency in progress and the field (or runway XX) is closed to all traffic until further notice.
	


	AFTER ACTION

	NTSB clears accident scene
Hands authority back to OPSDIR
	

	On-duty FBO removes wreckage
	

	Incident area policed and runway swept

Coordinated with MCAS Base Ops
	

	Airfield/runway re-opened

Coordinated with MCAS Base Ops
	

	Airport Staff Debrief

Airport Director de-briefs all airport staff members
	

	Major debrief meeting with all stakeholders
Involve Airline, MCAS-Yuma, Red Cross, YPD, YRMC, etc…

May be held at a later date
	

	After Action Reports

OPSDIR to Airport Director

Airport Director to Airport Board of Directors
	

	Stand Down

Note time the incident is now officially over
	


STAND DOWN TIME: ________
Debrief Begin: _______

End: _____

This Major Incident is officially over. 

      ____________________

Airport Director Signature
Phone Directory

	Title
	Name
	Number

	EMERGENCY


	
	911

	Airport Director


	Craig Williams
	Cell 941-2386

	Airport CFO


	Junior Hinkle
	Cell 941-2390

	Airport Ops Director


	Gladys Wiggins
	Cell 941-2394

	Airport Ops Supervisor 


	Juan Trasvina
	Cell 750-6778

	Airport Ops Specialist

	Craig Blomdahl
	Cell 941-1326

	Airport Ops Specialist


	Gary Broad
	Cell 446-6618

	Airport Maintenance Director
	Lynn Hall
	Cell 941-2392

	Airport Maintenance Supervisor
	Christopher Humphrey
	Cell 304-9409

	Airport Corporate Account Manager
	Gen Grosse
	Cell 750-0442

	Airport Executive Assistant
	Andrea Lopez
	Cell 580-9189

	Airport Customer Service Rep.
	Adriana Alcalde
	Cell 287-5280

	Airport Office Manager


	Gabby Reyes
	Cell 941-6055

	Airport Book Keeper


	Maria Gonzales
	Cell 304-2565

	Maint. Specialist


	Juan Zavala
	Cell 271-3358

	Maint. Specialist


	Jerardo Sanchez
	Cell 271-7359

	Maint. Specialist


	Robert Nelson
	Cell 257-9650

	Maint. Specialist


	Miguel Linares
	928-550-3686

	Maint. Specialist


	Samuel Whitfield
	928-581-7718

	Maint. Technician 

	Russell Wright
	Cell 503-0868

	Jason Frost

	IT Specialist
	928-580-8124

	Elizabeth Campbell
Garza Aviation


	Project Specialist
	636-223-2166
928-581-4904

	PHI


	24 hour duty
	928-344-3667

	Garza Aviation


	Gill Garza
	928-581-4904

	Republic Parking


	Rita Motley
	Office 314-3965

Cell 580-9401

	TSA


	Steve Petrokovitch

	Cell 210-1216

Office 

	U.S. Airways


	Brenda Stewart
	Cell 271-0612

Office 341-1276

	United Express


	Joe Catanzaro
	Cell 210-2588

Office 344-4227

	Care Flight


	Tauni Hinesley
	24 Hr 800-800-0900

Office 928-377-1210

	Million Air


	Manny Garibay
	Cell 941-3422

Office 247-9571

	Pappy Boyington Hangar
	Justin Wearing
	979-997-3112

	AVIS


	Monica Brown
	Office 726-5737

Cell 210-9715

	Budget


	Monica Brown
	Office 344-1822

Cell 210-9715

	Enterprise


	Mia Valenzuela
	Office 726-9923

Cell 261-6337

	Hertz


	Steve Cauble
	Office 726-5160

Cell 941-2654

	FedEx


	Brandi Hyatt
	Office 314-4770

	Red Barron Caffee

	Evelyn Malo
	928-246-9911

	Customs and Border Protection
	Headquarters
	928-726-8501


Notes:
Last Updated: 4/10/2011
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