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Premier Alaska Tours, Inc. 

Safety & Health Standards 
 

Premier Safety Policy 

It is the policy of Premier Alaska Tours, Inc. that safe operations are an essential and 

paramount concern to tour and motorcoach operations.  Every attempt should be made to 

reduce the possibility of accidents, therefore reducing the needless suffering and waste 

that result from accidents and incidents. 

 

Our procedures and operating rules therefore demand: 

1. Safety always takes precedence over expediency or shortcuts. 

2. Maintain compliance with all safety laws and regulations. 

3. All employees participate in the company safety effort through attitude and work 

habits. 

 

We regard these guidelines as the best long-term means to protect both the public and 

employees and to ensure continuing efficient company operations. The Safety and Health 

Standards are provided to our employees with the intention that the employee will use the 

information contained herein to establish a safe and healthy work environment.  Safety is 

our top priority, and it takes the entire team to enforce a successful safety program.  

 

Enforcement 

The responsibility for compliance with the safety and health standards rests with the 

President.  However, every employee is responsible for enforcement of all applicable 

health and safety standards.  The Safety and Compliance Manager is charged with 

maintaining the safety and health standards, reporting deficiencies, and assisting with 

corrective solutions. 
  

Safety Meetings 

Safety Meetings 

Premier Alaska Tours, Inc. holds bi-monthly safety meetings.  These meetings are open 

to all company employees and are mandatory for company drivers.  Minutes are kept on 

file for all safety meetings and are available for review by any employee.   

 

Safety meetings consist of the following information: 

• Review recent accidents 

• Review recent incidents 

• Special Topic of the Month (i.e. winter driving, crisis management, ADA, etc) 

• Open Forum / Suggestions 
 

General Safety Practices 

Premier Alaska Tours Inc. believes that safety in the workplace is the most important 

aspect to a successful business.  The purpose of the following policies is to a) provide the 

employee with required regulatory information, and b) to assist the employee in working 

safely on the job, as well as off the job. 
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The following actions are prohibited: 

• Reporting to work under the influence of alcoholic beverages or illegal drugs. 

• Horseplay, practical jokes or similar activities in the workplace. 

• Gambling in the workplace. 

• Fighting in the workplace. 

• Sleeping on the job. 

• Running in the workplace.  Remember to walk – even during emergencies. 

• Weapons, firearms, or explosives in the workplace. 

• No drugs or alcohol are allowed on company property. 

 

General Safety Procedures 

• Good housekeeping is essential to safe and efficient operations. 

• Keep aisles, floors, ramps, and exits clean and free of obstructions. 

• Put rubbish in trash containers and empty at the end of each shift. 

• Do not store items in front of electrical panels, fire extinguishers, or other 

emergency response equipment. 

 

Fire Prevention 

• Do not place combustible materials in front of /on heat producing equipment and 

appliances. 

• Shut off engine and do not smoke or use a cell phone while fueling vehicles and 

equipment. 

• Do not block emergency exits and know your escape routes. 

• Switch off electrical equipment when not in use. 

 

Slips, Trips and Falls 

• Be alert to slippery or icy surfaces or shoes with slippery soles. 

• Provide warning to others when you discover a slippery condition. 

• Insure walk ways and paths are free of obstructions.  

• Inspect routes prior to use by other employees and/or guests. 

• Driver or TD should always be at the bottom of coach steps when guests are 

debarking. 

 

Electrical Safety 

• Do not place extension cords under rugs or carpets. 

• Only authorized personnel are allowed to repair electrical equipment. 

• Do not remove the grounding prong to put a cord in a two-prong outlet – get an 

adapter. 

• Inspect cords prior to use. 

• Do not operate electrical equipment with wet hands or while standing in water. 

 

Office Safety 

• Only open one drawer at a time on a filing cabinet. 

• Know the location of fire alarms, extinguishers, and exits. 
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• Office furniture may have sharp edges. 

• Do not use office furniture as ladders or step stools. 

• Keep phone, computer cables, and electrical cords from becoming trip hazards. 

 

Follow-up 

General workplace safety depends on you.  A clean and safe work place will protect you, 

your fellow employees, and our guests.  Safe work practices will be recognized and 

rewarded. 

Accident Reporting 

Employees are required to report any collision, in which they are involved, to Operations 

as soon as possible.  Employees involved in an accident should immediately contact the 

Motorcoach Manager-On-Duty at 907-375-6321. 

 

If you are involved in an accident while in a company vehicle, follow these procedures: 

• Stop at nearest safe place. 

• Set out warning devices (only use flares if there are no flammable liquids 

present). 

• Send someone to warn approaching traffic if blocked from view. 

• Keep passengers off roadway. 

• Call Operations for assistance & 911 if necessary. 

• Get accident packet from glove box and follow instructions on packet. 

 

Notes: 

• Do not admit blame on the scene. 

• Be certain to gather all necessary information from all parties including 

name/address/phone for owner of vehicle, driver’s license number, insurance 

company and phone number, and local phone contact. 

• Take pictures of the scene, including any witnesses, if a camera is available. 

• Drug/alcohol screening may be required. 

• Accident investigation may require additional action. 

 

Disciplinary Actions 

All accidents, collisions, and incidents will be handled on a case-by-case basis.  Each 

situation requires an investigation by the Operations department.  Following this 

investigation, the disciplinary actions may include: 

 

• Retraining – first offense, minor accidents 

• Suspension – first or second offense, extensive damage, personal injury, death, 3rd 

party involved 

• Dismissal – blatant disregard for safety, DUI/DWI, use of controlled substance 

while on duty, second or third offense, major damage, injury, death. 
 

Traffic violations are handled individually and may result in discipline, suspension, or 

dismissal.  All traffic violations whether in company equipment or not, are to be reported 

to your supervisor within 24 hours of violation.  Court appearances are to be assumed on 
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personal time.  Parking or other fines are the responsibility of the driver, unless the 

responsibility for such fines is accepted by Operations. 

 

Bloodborne Pathogens 

Bloodborne Pathogens are microorganisms in blood and other body fluids that cause 

illness and/or disease in people. The most common bloodborne pathogens are AIDS, 

HIV, and HBV. 

 

Hepatitis B (HBV) 

The CDC (Center of Disease Control) estimates 280,000 HBV infections each year in the 

United States.  Many who contract HBV will become carriers and then pass it on to 

others.  Carriers also face a significantly higher risk for liver ailments, which can be fatal, 

including cirrhosis of the liver and primary liver cancer.  HBV infection is transmitted 

through exposure to blood and other infectious body fluids and tissues.  Anyone with 

occupational exposure to blood is at risk of contracting the infection. 

 

Symptoms of HBV are present for 6 weeks to 5 months following exposure and include 

the following:  fatigue, jaundice, nausea, abdominal pain, vomiting, muscle aches, 

diarrhea, fever, and rash.   

 

Vaccinations for HBV are available.  The vaccination is a noninfectious, yeast-based 

vaccine given in three injections in the arm.  The second injection should be given one 

month after the first, and the third injection six months after the initial dose.  More than 

90 percent of those vaccinated will develop immunity to the hepatitis B virus.  To ensure 

immunity, it is important for individuals to receive all three injections.  It is unclear how 

long the immunity lasts, so booster shots may be required in the future. 

 

Transmission 

Bloodborne Pathogens are transmitted through contact with contaminated blood, body 

fluids, or other potentially infectious material (OPIM).  Specific modes of transmission 

are: 

• Puncture by sharp object (needles, scalpels, broken glass, razor blades) 

• Open cuts / abrasions 

• Sexual Contact 

• Indirect (contact with dried or caked blood) 

 

OSHA 

In December 1991, the Occupational Safety and Health Administration issued OSHA 29 

CFR 1910.1030, the Bloodborne Pathogens Standard, which addressed occupational 

exposure to blood and other potentially infectious materials.  The standard applies to any 

workplace in which workers face potential exposure.  The standard mandates that all 

employers having employees with occupational exposure establish a written Exposure 

Control Plan designed to eliminate or minimize exposure. 
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PREMIER ALASKA TOURS INC 

Exposure Control Plan 

Potential Exposure 

First-Aid Duties (CPR, compress, etc) 

Sanitation Duties (waste disposal, toilet dumping, etc) 

 

Potential Premier Positions Exposed 

Drivers – First Aid, CPR, toilet dump, trash handling (needle puncture), vomit disposal 

Bus Washers – toilet dump, trash handling (needle puncture), vomit disposal 

Tour Directors – First Aid 

Any other employee exposed to blood or regulated body fluid. 

 

Potentially Exposed Fluids 

Blood 

Vaginal Fluid 

Semen 

Cerebrospinal fluid (brain/spinal column) 

Synovial fluid (joints) 

Pleural fluid (thorax) 

Pericardinal fluid (heart) 

Peritoneal fluid (abdomen) 

Amniotic fluid (embryo) 

Any other fluid visibly contaminated with blood (i.e. Saliva) 

 

Potential Exposure Through: 

Skin 

Eye 

Mucous Membranes 

Parenteral Contact 

 

Methods of Compliance 

Universal Precautions are observed at Premier Alaska Tours Inc. in order to prevent 

contact with blood or other potentially infectious materials.  All blood or other potentially 

infectious material will be considered infectious regardless of the perceived status of the 

source individual. 

 

Engineering and work practice controls will be utilized to eliminate or minimize exposure 

to employees at Premier Alaska Tours Inc.  Where potential exposure remains after these 

controls are in place, personal protective equipment (PPE) shall also be utilized.  At 

Premier Alaska Tours Inc. the following controls will be utilized: 

• All trash bags should be handled cautiously to protect against needle puncture. 

• Employees should carry the trash bags away from the body to avoid brushing the bag 

against the leg.  Do not use unprotected hands to compact the trash bags. 

• All employees are to use eye, nose, and mouth protection (PPE) where/when human 

body fluids are present. 
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• Employees performing first aid and/or CPR are to use latex gloves and use a CPR 

protector as appropriate.   

• Employees responsible for cleanup of vomit or other body fluids must use the “HEP-

AID” kit found in all company vehicles.  Follow appropriate instructions on the HEP-

AID kit. 

 

Handwashing facilities are readily accessible to employees at Premier Alaska Tours.  

Where handwashing facilities are not feasible, employees should use antiseptic 

towelettes.  Employees are to use these facilities immediately following any exposure to 

blood or other potentially infectious material.  Hands are to be washed with soap and 

running water as soon as feasible.  If on-board a motorcoach without handwashing 

facilities, employees are to use the antiseptic towelettes immediately following exposure 

AND stop at a location affording handwashing facilities as soon as possible. 

 

Sharps (i.e. needles, scalpels, razors) are to be disposed of immediately after use.  

Contaminated needles and other contaminated sharps will not be bent, recapped, 

removed, sheared or purposely broken.  The only exception to these actions is if there is 

no feasible alternative or if required for a specific medical procedure.  In these instances, 

employees are to use either a mechanical device or the one-handed technique.  At 

Premier Alaska Tours, the only potentially contaminated sharps that employees are 

exposed to are needles during trash removal.   

 

Sharps Containers are puncture resistant containers available to employees at Premier 

Alaska Tours.  These containers are leak proof, labeled with a biohazard label, and are 

always kept upright to keep liquids and sharps inside.  Employees must never reach into 

containers of contaminated sharps.  The containers must be replaced routinely and not be 

overfilled, which can increase the risk of needlesticks. 

 

Personal Protective Equipment (PPE) is provided at Premier Alaska Tours at no cost to 

employees.  This equipment is chosen based on the anticipated exposure to blood or other 

potentially infectious materials.  Equipment provided to employees at Premier Alaska 

Tours includes latex gloves, and safety eyeglasses.  The Operations department at 

Premier Alaska Tours is charged with the responsibility to ensure all PPE fits the 

individual employee appropriately and all employees are using the PPE issued to them. 

 

Gloves are to be worn by any employee that is expected to have hand contact with blood 

or other potentially infectious materials or contaminated surfaces.  Single use gloves are 

to be disposed of immediately after use.  Those employees that are allergic to latex gloves 

should notify the operations department immediately and an alternate glove will be 

issued.  Latex gloves are placed on board all company motorcoaches, vans, and at the 

main office. 

 

Housekeeping practices at Premier Alaska Tours include the following: 

• Worksite is to be maintained in a clean and sanitary condition at all times 

• Any worksite, motorcoach, van, etc, is to be cleaned with a 1:10 dilution of bleach 

and water immediately following contamination. 
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• Any broken glassware is not to be picked up directly with hands – use 

broom/dustpan. 

• Regulated waste (i.e. vomit) is to be disposed of by following instructions found on 

HEP-AID kit. 

 

Bodily Fluid Clean-up Kit 

All company vehicles have a clean-up kit inside.  Instructions for using the clean-up kit 

are as follows: 

1) Before starting clean up, put on cap, gown, gloves, mask, face shield, and shoe 

covers. 

2) Sprinkle liquid treatment system over entire spill. 

3) After liquid has solidified, remove scraper and scoop from kit.  Scrape waste into 

scoop with the scraper. 

4) Please place scoop and scraper into red biohazard bag. 

5) Wipe spill clean with Sani-cloth.  If area is too large for sani-cloth, bleach can be 

used.  Use towel to wipe area dry. 

6) Remove protective clothing and place into red biohazard bag.  Use wipes and towel to 

clean and dry your hands.  Place all towels and wipes into red bag with other 

contaminated items.  Use twist ties to close bag. 

7) Follow local regulations to dispose of contaminated waste. 

 

Reporting Exposure Incidents 

Reporting an exposure incident immediately permits immediate medical follow-up.  

Early action is crucial.  Immediate intervention can forestall the development of hepatitis 

B or enable the affected worker to track potential HIV infection.  Prompt reporting also 

can help the employee avoid spreading the bloodborne infection to others.  Further, it 

enables the employer to evaluate the circumstances surrounding the exposure incident to 

try to find ways to prevent such a situation from occurring again. 

 

Exposure  

If an employee experiences an exposure incident, such as a needlestick or a blood splash 

in the eyes, he or she must receive confidential medical evaluation from a licensed health 

care professional with appropriate follow-up.  The medical consultation is at no cost to 

the employee.  To the extent possible by law, Premier Alaska Tours will determine the 

source individual for HBV as well as human immunodeficiency virus (HIV) infectivity.  

The worker’s blood will also be screened if he or she agrees. 

 

The public health professional is to follow the guidelines of the U.S. Public Health 

Service in providing treatment.  The health care professional must give a written opinion 

on whether or not the vaccination is recommended and whether or the employee should 

receive it. Only this information is reported to the employer.  Employee medical records 

must remain confidential.  HIV or HBV status must NOT be reported to the employer. 

 

Training 

The operations department shall ensure that annual training is done with all employees of 

Premier Alaska Tours Inc.  Initial training shall be conducted at the time of initial 
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assignment to tasks where potential exposure may occur.  Training will include a 

thorough explanation of this Exposure Control Plan and how it relates to each individual 

employee. 

 

Company Vehicles 

Premier Alaska Tours Inc. has a fleet of motorcoaches, passenger vans, and luggage 

trucks.  Only qualified employees are eligible to drive the company vehicles.  

Certification requirements are listed below.   Before operating any company vehicle, 

employees must do a check ride with operations to cover all vehicle policies in detail. 

 

Passenger Vans 

In order to be qualified to drive any company vehicle, the following must be completed 

with Operations (at a minimum): 

• Premier Alaska Tours DOT Application 

• 10-year employment background check 

• DOT Physical and DOT Medical Card 

• Motor Vehicle Record 

• Employee statement of violations during past 12 months  

• Valid Drivers License with no more than 2 moving violations in past 3 years and 

no DUI/DWI violations. 

• Road Test with P.A.T Trainer 

 

Keys for the vans are in the motorcoach operations office and can be obtained by talking 

with the Manager-On-Duty.  A logbook will be kept with these keys.  Please be certain to 

sign in/out for the keys to the van on this logbook.   

 

Always make certain that the vans are filled with fuel.  If the van is low on fuel, please 

use the fuel card to fill it up.  Likewise, please be certain the vans are kept clean at all 

times.  Wash when necessary and keep vans free of trash and debris.  Personal belongings 

are not to be kept in the van. 

 

Before driving any company vehicle, be certain to do the appropriate pre-trip inspection.  

For the passenger vans, a proper pre-trip includes, but is not limited to, checking fuel and 

oil levels, tire pressure, and the operation of all lights.   

 

Any accidents need to be reported immediately to the Motorcoach Operations Manager-

On-Duty (907-375-6321).  See accident procedures for more instructions. 

 

Motorcoaches / Luggage Trucks 

In order to be qualified to drive a motorcoach/truck the following must be completed with 

Operations: 

• Premier Alaska Tours DOT Application 

• Commercial Drivers License (Class B with Passenger & Air Brake Endorsement) 

• 10-year employment background check 

• Motor Vehicle Record  



Premier Alaska Tours  Page 11 

Employee Safety and Health Manual  4/16/2018 

• Employee statement of violations during past 12 months 

• DOT Written Exam 

• DOT Physical or DOT Medical Card 

• Pre-Employment Drug/Alcohol Testing 

• Road Test with Premier Trainer 

 

Keys for the coaches/trucks are issued to qualified drivers.  Under no circumstances are 

these keys to be given or loaned out to anybody other than qualified drivers with Premier 

Alaska Tours. 

 

Vehicles are also to be kept filled with fuel and cleaned.  Drivers should plan to 

wash/dump & fuel vehicles each day of service.  Instructions on these procedures will be 

covered during vehicle training with individual drivers.   

 

General 

• Drivers must be 21 years old to drive company vehicles. 

• Drivers must not have more than 2 tickets in the last year. 

• Drivers must never have had a DUI/DWI in the last 20 years. 

• Drivers must provide a copy of a driving record. 

• Driving privileges may be revoked if involved in an accident (depends on 

situation). 

• DUI/DWI offense while in a company vehicle may result in dismissal. 

• Employees must be trained on each type vehicle before they drive that particular 

vehicle. 

• A pre-trip inspection must be done prior to operation of any vehicle. 

• Drivers must always wear a seat belt. 

• All vehicles must always be driven with the lights on. 

 

Fueling of all company vehicles (diesel fuel) is to be done in the PAT yard when feasible.  

All other fueling is to be done at any local Tesoro station.  Each employee is assigned a 

PIN number to be used for all fueling activities.  Employee PIN numbers will activate the 

Anchorage and Fairbanks fuel pumps or the Tesoro cards.  See the Operations staff for 

credit card PIN number.  Tesoro credit cards are assigned to specific vehicles and are to 

be kept in each of the company vehicles.  Employees should never use the company 

credit card or fuel pump for their personal vehicle. 

 

Defensive Driving (The Smith System) 

The Smith System of Defensive Driving teaches you WHAT to see, HOW to look 

properly, WHERE to look, and HOW to choose your path wisely as you check the traffic 

picture.  

• Teaches you to recognize road hazards and avoid them before they become problems. 

• Teaches you good vision and perception skills to buy you time and space to help 

avoid trouble and adjust to traffic conditions. 

• Teaches you to drive to road conditions. 
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“All Good Kids Like Milk After Dinner” 

A – Aim High in Steering 

G – Get the Big Picture 

K – Keep your Eyes Moving 

L – Leave Yourself an Out 

M – Make Sure They See You 

A – Always be Prepared to Yield 

D – Drive in a Manner Which You Control the Outcome 

 

Drive Defensively and Drive Safely  

 

Drug and Alcohol Use/Testing 

The Policy included in this manual is a summary of the Premier Alaska Tours Inc Drug 

and Alcohol Policy and Procedures for NON-DOT compliant position.  The full policy 

must be reviewed by all employees and can be viewed in the company Operations office 

or on the company website. Premier also has a separate policy specific to company 

drivers that must be reviewed by all DOT compliant employees (drivers).   

 

It is the policy of Premier Alaska Tours to maintain a workplace free of alcohol and other 

drug abuse and its effects.  P.A.T. will not tolerate or condone drug/alcohol abuse by our 

employees. 

 

It is the policy of Premier Alaska Tours that employees, while at the workplace, shall not 

engage in the distribution, dispensing, sale, use, possession, storage, transfer, or 

manufacture of illegal drugs or controlled substances.  Employees shall not offer to buy 

or sell such substances, use alcohol during working hours, or abuse prescribed drugs. 

 

Testing 

All employees with Premier Alaska Tours are required to participate in drug/alcohol 

testing as follows: 

 

Reasonable Suspicion: Reasonable suspicion means that the employee’s appearance or 

conduct is indicative of the use of alcohol and/or drugs.  The actions or observances of 

the employee must occur while on duty or just proceeding the work period.  The conduct, 

appearance, or actions of the employee must be observed by a supervisor and confirmed 

by another supervisor before reasonable suspicion testing can occur.  All employees must 

comply with reasonable suspicion testing.  Refusal to submit to a reasonable suspicion 

test or a positive test may result in termination. 

 

Random Testing: Employees are required to submit to random drug and alcohol testing.  

Random tests are unannounced.  Refusal to submit to random testing or a positive test 

may result in termination. 
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Post Accident Testing: An employee must submit to drug and/or alcohol testing 

following certain types of accidents.  Refusal to submit to post accident testing may result 

in termination.  Types of accidents that require post-accident testing include: 

• Any involving human fatality 

• Any accident where our driver is issued a citation and 

o Any party receives bodily injury with immediate medical treatment away 

from the scene, or 

o Any vehicle has disabling damage requiring tow away. 

Action 

Refusal to participate in the drug/alcohol testing at Premier Alaska Tours, or refusal to 

submit to any of the tests listed above, or any positive test results, may result in 

immediate termination.   
 

Crisis Management Plan 

Premier Alaska Tours Inc. has a company Crisis Management Plan in the event of 

company/industry disasters and other crisises.  The following outline is the Primary 

Response Plan for Premier Alaska Tours outlining specific tasks for each employee.  See 

your Supervisor to review the entire Crisis Management Plan. 

 

PRIMARY RESPONSE PLAN 

The following guide is the standard response procedures to be used for any Crisis 

situation as deemed by the President (Crisis Manager).   

 

The best plan for any crisis is to always be ready!  The goals for the entire response team 

include: 

1. The care and safety of guests, staff, and equipment 

2. Due Diligence 

3. Brand Reputation 

4. Limit Distraction of Day to Day Operations 

 

All Employees should focus on the “Three C’s” in a crisis. 

1. Compassion: Show you care for the well-being of the guest 

2. Competence: We know what we are doing. 

3. Confidence: We are doing the best that we can. 

 

Driver/Guide: (First Responder) 

1. Assess the situation. 

2. Protect the accident scene by activating 4-way flashers and placing warning devices 

(triangles or flares) out in appropriate places around vehicle.   

3. Insure all passengers and employees are safe and uninjured. 

4. If there are injuries, determine number and extent of those injured.  

5. Immediately notify local emergency authorities. 

6. Notify Motorcoach Manager-On-Duty (or Dir of Motorcoach Ops) of accident and 

situation at 907-375-6321. 

7. Supervise situation for Company until relieved.  

8. Cooperate with all law enforcement personnel. 
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9. Do not admit guilt 

10. Follow instructions on accident packet for company reporting. 

11. Complete post-accident drug/alcohol testing (if required). 

 

Tour Director: (First Responder) 

1. Assess the situation. 

2. Insure all passengers and employees are safe and uninjured. 

3. If there are injuries determine number and extent of those injured. 

4. Render aid and comfort to individuals who have been injured in the accident.  Only 

render aid up to limits of personal training.  If no training in first aid/CPR, do not 

render aid to the injured.  In this situation, only offer comfort to the injured until 

relieved. 

5. Control guests on coach.  If disembarkation of coach is necessary, ensure all guests 

are kept in safe location away from accident scene. 

6. Coordinate with Driver/Guide to make certain local law enforcement and company 

officials have been notified. 

7. Get namelist of all guests on-board with exact seating placement in vehicle. 

8. Complete post-accident reporting. 

 

Director Motorcoach Operations 

1. Notify President and Director of Tour Operations 

2. Notify General Manager, Premier Highway Services 

3. Notify Motorcoach Operations Manager(s) and pass over day-to-day management. 

4. Arrange for alternate transportation from accident scene. 

5. Serve on company response team to accident scene. 

6. Work directly with law enforcement and regulatory agencies. 

7. Dispatch employees to hospitals if necessary. 

 

President (Crisis Manager): 

1. Notify CEO(s) 

2. Notify Insurance Company  

3. Notify Director of Communications to begin media preparations 

4. Organize and lead Response Team to accident scene. 

5. Take lead role at accident scene. 

6. Take lead in working with press as they arrive. 

7. Assist Director of Tour Operations with Guest relations. 

8. Assist Director Motorcoach Operations with law enforcement and regulatory 

agencies. 

9. Provide constant information and communication to main office. 

 

Director Tour Operations  

1. Notify Director of Sales and Director of Administration & Inventory 

2. Notify Tour Operations Manager(s) and pass over day-to-day management. 

3. Report to accident scene with Director Motorcoach Operations and President. 

4. Take lead in working with guests – ensure injuries are being taken care of and guests 

are comfortable. 
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General Manager, Premier Highway Services 

1.   Notify Lead Mechanic and pass over day to day operations. 

2. Report to Accident Scene  

3. Ensure safety of vehicle scene. 

4. Arrange for transport of vehicle and eventual repairs. 

 

CEO 

1. Take lead in Main Office for company communication. 

2. Direct Director of Communications to issue initial press release. 

3. Coordinate all phone activity. 

4. Respond to all calls from press and regulatory agencies. 

5. Maintain communication with field team, insurance companies, and 

suppliers/vendors. 

 

Director of Communications 

1. Issue initial press release after getting factual information from President and field 

team.  (see communications section – Initial Statements). 

2. Coordinate & qualify any incoming calls from media and regulatory agencies and 

direct these to CEO. 

3. Provide back-up assistance to CEO and Director of Adminstration & Inventory with 

phone calls. 

 

Director of Administration and Inventory 

1. Notify Office Manager, Inventory Manager(s), and Controller. 

2. Coordinate phone efforts of all office members under the direction of CEO. 

3. Respond to all incoming calls from relatives and/or friends of passengers or public 

involving emergency situation. 

 

Office Manager  

1. Maintain phone system – business as usual. 

2. Direct all incoming calls for President (Crisis Manager) to Director of Sales 

3. Direct all incoming calls from family/friends of passengers or public involved in 

emergency to Director of Administration & Inventory 

4. Direct all incoming calls from regulatory agencies and press to Director of 

Communications. 

 

Director of Sales 

1. Notify client(s) involved in incident. 

2. Notify other major clients about the accident to let them know their guests were not 

involved. 

3. Provide back-up assistance to Office Manager 

4. Respond to all incoming calls for President (Crisis Manager).  Direct/answer as 

necessary. 

5. Take lead role as primary contact from dispatched field team.  Provide assistance as 

directed. 
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Controller 

1. Provide backup to CEO as needed 

2. Possible dispatch to hospital or hotel as directed by CEO. 

3. Keep track of extra expenses due to crisis. 

 

Fairbanks Division Manager 

1. If in or near Fairbanks, respond to accident scene and take lead role until relieved. 

2. Notify Director Motorcoach Operations. 

3. Otherwise, resume day-to-day operations 

 

Tour Operations Manager(s) 

1. Resume day-to-day operations of Tour Operations in place of Director of Tour 

Operations. 

2. Possible dispatch to hotels or hospitals as directed by CEO. 

 

Motorcoach Operations Manager(s) 

1. Resume day-to-day operations of Motorcoach Operations in place of Director 

Motorcoach Operations. 

2. Possible dispatch to hotels or hospital as directed by CEO. 

 

Lead Mechanic 

1. Resume day-to-day operations of motorcoach maintenance facility in place of 

General Manager. 

 

Norovirus Situations 

Noroviruses are a group of viruses that cause acute gastroenteritis in humans. The most 

common symptoms of acute gastroenteritis are diarrhea, vomiting, and stomach pain. 

Norovirus is the official name for the group of viruses previously described as “Norwalk-

like viruses” (NLV). Noroviruses spread from person to person, through contaminated 

food or water, and by touching contaminated surfaces. Norovirus is recognized as the 

leading cause of foodborne-disease outbreaks in the United States. Outbreaks can happen 

to people of all ages and in a variety of settings.   

A Norovirus is typically not a serious illness and usually only last 1-2 days.  However, 

these viruses are highly contagious and will pass from person to person very quickly – 

especially in small environments like cruise ships and motorcoaches.  The best course of 

action in the event of an outbreak is to isolate those persons affected and minimize 

exposure to other guests and/or employees.  

 

Premier Alaska Tours has the following Norovirus management plan in the event guests 

are affected: 

 

❖ Tour Director is notified that there is an ill passenger(s).  Tour Director immediately 

notifies operations staff. 
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❖ Operations confers with TD as to guest(s) condition and time of first symptoms: 

▪ Vomiting, Diarrhea, Stomach Cramps 

▪ Establish with TD as to who will be the contact person for the ill guest(s)  

 

❖ Tour Director and Operations work to Isolate the guest by suggesting they stay in 

their room: 

▪ Offer to get them medical help – local clinic or hospital 

▪ Deliver liquids to room – water, Gatorade  

▪ Make guests as comfortable as possible. 

▪ Ops contacts tour operator/cruise line client to advise of situation 

▪ Tour Director fills out Incident report and forwards to Operations 

 

❖ Operations to decide what is best action for guest: 

▪ Private transportation to Anchorage or Fairbanks for further assessment  

▪ Control exposure to other guests 

▪ Additional room nights needed at same location, Anchorage or Fairbanks 

▪ If driver is dispatched, ensure vehicle contains the necessary items for 

situation. 

▪ Ensure guest comfort for transportation 

▪ Offer to take guest to medical facility upon arrival in FAI or ANC 

▪ Check into Hotel and advise desk guest in on location. 

▪ Provide necessary airport transfers as needed. 

 

Emergency Situations/Procedures 

The safety of employees depends largely upon how they react if fire, earthquake, or other 

potential disaster strikes during working hours.  To ensure that everyone knows what to 

do and where to go if an emergency occurs during business hours, the following 

instructions should be carefully reviewed.  All employees (office staff, tour directors, 

drivers) must remain calm and focus on the safety and comfort of our guests. 

 

Fire Emergencies 

1. Dial 9-1-1   ANCHORAGE  FAIRBANKS  

2. Give building name:   Premier Alaska Tours Premier Alaska Tours 

3. Give building address:   1900 Premier Court  3427 International St 

4. Give Company Name: Premier Alaska Tours Premier Alaska Tours 

5. Give your floor number. 

6. Give the location and size of the fire. 

7. Remain on the phone until the Fire Department advises you to hang up. 

8. Call Premier Operations on 24-hour cell phone. 

 

If fire alarm is sounding, you should evacuate the premises.  When you evacuate, avoid 

panic and proceed to your designated exit and assembly area. 
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Medical Emergencies 

1. Dial 9-1-1   ANCHORAGE  FAIRBANKS  

2. Give building name:   Premier Alaska Tours Premier Alaska Tours 

3. Give building address:   1900 Premier Court  3427 International St. 

4. Give Company Name: Premier Alaska Tours Premier Alaska Tours 

5. Give your floor number. 

6. Give the nature of the problem. 

7. Remain on the phone until you are advised to hang up. 

8. Call Operations on 24-hour cell phone. 

9. Send someone to the parking lot to wait for responding aid unit and direct them to the 

proper location. 

 

Police Emergencies 

1. Dial 9-1-1   ANCHORAGE  FAIRBANKS  

2. Give building name:   Premier Alaska Tours Premier Alaska Tours 

3. Give building address:   1900 Premier Court  3427 International St 

4. Give Company Name: Premier Alaska Tours Premier Alaska Tours 

5. Give your floor number. 

6. Give the nature of the problem. 

7. Remain on the phone until you are advised to hang up. 

8. Call Operations on 24-hour MOD cell phone. 

9. Send someone to the parking lot to wait for responding aid unit and direct them to the 

proper location. 

 

Earthquake 

Before the quake: 

• Know the safe spots in your area and around you: 

• Under a desk 

• Under sturdy tables 

• Against inside walls 

• In sturdy doorways 

• Know the danger spots in your area and around you: 

• Windows 

• Mirrors 

• Hanging objects 

• Tall furniture 

• Objects on wheels 

• Electrical panels 

• Keep a list of emergency phone numbers. 

• Keep breakables and heavy objects on bottom shelves. 

• Choose an out-of-state friend or relative that other family members can contact 

following a quake to determine location and condition. 

 

During the Quake: 

1. Remain calm. 

2. If indoors, stay there.  Do not run outside. 
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3. Protect yourself first. 

4. Get under a desk, table, or against an inside wall or sturdy doorway. 

5. Stay away from windows and glass. 

6. If outdoors, get into an open area away from trees, buildings, walls, overpasses, and 

power lines. 

7. If driving, pull over to the side of the road and stop.  Avoid overpasses and power 

lines.  Stay inside the car until the shaking is over. 

 

After the Quake: 

1. Be careful about entering or leaving buildings or work areas. 

2. Do NOT use fire in any form (matches, lighters, lanterns, cigarettes) until you are 

certain that there is no fire danger from gas leaks. 

3. Stay clear of downed power lines and do not touch fallen wire or damaged electrical 

equipment. 

4. Drive only if absolutely necessary and use extreme caution. 

5. Be prepared for aftershocks. 

6. Restrict use of telephones for emergencies only. 

7. Do not flush toilets until instructed to do so; sewer line may be broken. 

8. Turn on a radio to get information and/or instructions. 

 

Bomb Threats 

If you receive a bomb threat, you should take two actions.  You may try to keep the caller 

on the line, if possible, to get some answers to crucial questions (questions follow).  Also, 

make sure someone immediately calls 9-1-1 to report the bomb threat. 

 

Call Premier Operations and advise of situation.  Remain in office/work area and wait for 

instructions on evacuation. 

 

If you can keep the person who calls in a bomb threat on the phone, try to get the answers 

to the following questions.  If a tape recorder is nearby, try to record the call as well. 

 

1. What time is the bomb set to explode? 

2. Where is the bomb now? 

3. What kind of bomb is it? 

4. What does the bomb look like? 

5. What will cause it to explode? 

6. Why was the bomb placed? 

7. Did you place the bomb? 

8. What is your name? 

 

Try to note the following when speaking with the person calling in the threat: 

1. What time & day was the bomb threat made? 

2. What were the exact words used in the threat? 

3. Note sex of the caller (male or female). 

4. If possible, try to determine an age and ethnicity of the person. 

5. How was the caller’s voice?  Was it calm, angry, lisp, etc. 
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6. Was there any background noise? 

7. How was the caller’s speech?  Was it incoherent, foul, well spoken (educated), etc.? 

8. What phone number did the person call? 

9. Note length of call. 

 

Hostile Situations 

Prevention 

• Be mentally prepared in case a hostile situation occurs.  Think about situations 

that could become hostile.  Read the following suggested guidelines and 

formulate a response that will protect yourself and employees. 

• Be alert to what is going on in the area around you.  If a situation looks 

suspicious, ask your co-worker(s) if they need help. 

• Work out a signal with your co-workers to let them know when you are in trouble 

and need help.   

• Know which people in your area will call 9-1-1 if the situation becomes an 

emergency.  Know where the nearest telephone is located. 

 

How to Diffuse a Situation before it Develops into Hostility 

• Listen carefully, and patiently.  Confused or frustrated clients and/or employees 

need to feel they are being heard. 

• If they are confused or unable to clarify the problem, ask questions.  Paraphrase 

what you think you’re hearing.  Help them define the problem and what they 

need. 

• Let them know you understand their feelings.  The simple statement, “I 

understand that you are frustrated” will assure them of this. 

• Let them know you want to help.  “What can I do to help?”  They need to know 

that you care and want to see their needs met. 

• If you’re still unsure about what they want, backtrack to where the problem 

began.  Review the situation and clarify what they need. 

• Define your role and abilities for them.  Let them know what you can and cannot 

do.  If you can’t solve the problem, tell them who can and how they can reach that 

person. 

• When tempers flare your best response is simply to listen.  Let them ventilate.  

Anger that is listened to will often diffuse.  Anger that is not diffused will build to 

hostility. 

• The best way to maintain your cool with angry clients and/or employees is to 

understand that their anger is not a personal attack.  They are mad at the situation, 

not you.  Don’t contribute to their stress and yours by getting defensive and taking 

their anger personally.  Be objective. 

• You choose how to respond to an angry client and/or employee.  You need not 

answer with anger.  You choose words and are responsible for them. 

• Watch your body language and tone of voice.  Together they deliver 93% of the 

message you communicate.  Your words deliver only 7% of your message. 

• If a mistake was made, admit it.  An honest acknowledgment of an error can calm 

an angry person. 
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• Record their complaint in writing.  While this does not indicate that you agree 

with their complaint, it does assure them that you are taking their dissatisfaction 

seriously. 

• Keep the discussion centered on the problem rather than on each other’s 

personalities.  However, if the client and/or employee resort to verbally attacking 

you as a person, you don’t have to listen. 

• Explain that you want to help, but cannot when they speak to you in such a way. 

• Get someone else to assist you if the person will not control himself/herself.  

(Have a signal worked out with your co-workers so they will know when you 

need help.)  Two on one gives you a psychological advantage.   

• Alert your supervisor and the police if you and your co-workers cannot calm the 

person, or if the person appears dangerous. 

• Walk away immediately if you are in imminent physical danger 

 

When People Get Hostile 

• Remain Calm.  Try to think ahead.  Watch for opportunities to escape. 

• Don’t do anything to get yourself or others hurt.  Don’t confront the person unless 

it is necessary to protect yourself against bodily harm.  Heroes get hurt. 

• If you must use force, use only as much as is necessary to control the situation.  

Otherwise, you could end up being charged for unreasonable use of force. 

• If the person says he or she has a weapon, don’t take a chance, even if you don’t 

see it. 

• Memorize the person’s features, clothing and other identifying information.  

Write it down immediately after he/she has left.  Be prepared to provide such 

information to the police. 

• If the person leaves your area, try to watch where he or she goes, which direction 

they take, and whether they are traveling by foot or car.  If they are traveling by 

car, get the license number. 

• Call the police immediately (9-1-1).  Give as much information a possible.  Don’t 

panic. 

 

Hazardous Chemicals - Employee Right to Know 

OSHA 29 CFR 1910.1200 Hazard Communication requires employers to train employees 

of the chemical hazards found in the workplace.  Employees must understand an MSDS 

(Material Safety Data Sheet) and know the location of the MSDS book.  The CFR (Code 

of Federal Regulations) also requires all chemical containers to be properly labeled and 

identified. 

An MSDS, or a Chemical Data Sheet for a specific chemical, must be written in a 

regulatory prescribed format to include: 

• Chemical and common name 

• Physical and Chemical 

Characteristics 

• Physical hazards 

• Fire  

• Explosive 

• Reactivity 

• Health hazards of the Chemical 

• Signs and symptoms of exposure 
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• Medical conditions aggravated 

by exposure 

• Exposure Limits 

• Routes of Exposure 

• Carcinogen Information 

• General Applicable Control 

Measures 

• Precautions for Safe Handling 

• Emergency & First Aid Procedures 

• Date of Preparation or last update 

• Name, address, & phone number of 

distributor 

 

The MSDS books at Premier Alaska Tours Inc. are located in the Anchorage Shop and in 

the Fairbanks Shop.  The MSDS is available to employees during hours of operation.  

Employees who wish to review the MSDS after hours need to contact Operations 

immediately.  

Incident Reporting 

Any event that is out of the ordinary and effects normal business processes is to be 

followed-up with an Incident Report.  Examples of these events are: 

• Motor vehicle accident 

• Fuel Spill 

• Customer Complaint or Injury 

• Employee Injury 

• Tour Delay 

• Other? 

 

All employees are expected to participate in the incident reporting process.  If you are 

involved in an incident, you must complete an incident report, provide detailed 

information to Operations, and write a detailed narrative of what you saw.   

Remember:   

• Be specific when completing the incident report.   

• Fill in all the blanks.  

• Take lots of pictures. 

• Use report for guest injuries sustained on optional tours as well.  Obtain a copy of the 

vendor report and attached to your incident report. 

• Use the report for internal purposes only.  Do not give a copy to others outside the 

company.  If somebody requests a copy, have them contact the Motorcoach Safety 

and Compliance Manager. 

 

Lifting Techniques 

OSHA (Occupational Safety and Health Administration) considers back injuries the 

nation’s #1 workplace safety problem.  More than one million workers suffer back 

injuries each year.  The following is a list of general guidelines for employees at Premier 

Alaska Tours Inc.   

  

Proper Lifting Techniques 

• Proper lifting of luggage, office equipment, and supplies can greatly reduce back 

injuries. 

• Always recognize your lift capability.  If an object appears too heavy to be lifted by 

yourself, then get assistance from a co-worker. 

• Inspect route and ensure it is clear of possible trip or slip hazards. 

• Make sure object is free of any sharp edges, protruding nails or slivers. 
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• Use gloves when handling material with rough or sharp edges. 

• If lifting to heights above your shoulders, get assistance. 

• Prior to lifting, stretch to loosen your muscles. 

 

Proper Lifting Procedure 

• Lifting should be smooth and gradual, not rapid and jerky. 

• Get secure footing, keep your feet apart. 

• Place one foot along side the load, the other behind it. 

• Center your body over your feet. 

• Bend at the knees; get close to the object. 

• When lifting from elevations such as a bench, keep your back straight and pull the 

load close to your body. 

• Keep your back straight. 

• Get a firm, balanced grip on the object. 

• Using your legs, while keeping your back straight, lift the object. 

➢ If the object is too heavy, get assistance. 

➢ Proceed with caution through doors and around corners.  

➢ Avoid twisting and turning with your back. 

➢ Shift your feet, use your legs, and turn your whole body. 

➢ Be certain to visibly look over, and around the object you are lifting. 

➢ Using your leg muscles put the load down smoothly and slowly. 

➢ Use a back brace if desired. 


