
 1 

                                                                                                
THE CITY OF NEW YORK 

          DEPARTMENT OF SANITATION 
POLICY AND ADMINISTRATIVE PROCEDURE 2013-03 

 
 
Effective Date:    October 15, 2013 
 
Subject:   EMERGENCY RESPONSE PROTOCOL  
 
Affected Directives:  None 
 
Referenced Directives:  None 
 

  
I.    PURPOSE: 
 

This Policy and Administrative Procedure (PAP) provides a blueprint for a rapid, efficient and 
productive response by the Department to any emergency situation.  It ensures that the 
Department has all of the documentation that the federal government may require in order to 
reimburse the City for the cost of responding to any emergency as well as satisfy any post 
performance review inquires.   

 
II.   PROCEDURE: 
 

When an emergency arises, Bureau Operations will send out a Department Message declaring a 
snow storm, hurricane, flood or other such exigency as an “Official Emergency Event”.  Upon 
receipt of this declaration, DSNY staff will follow the procedures set forth in this PAP and use 
the Emergency Response (ER) forms as directed by this PAP. 
 
When an Official Emergency Event is declared each Borough Chief will assign one (1) Deputy 
Chief as point of contact for all communication pertaining to the event.  The assigned Deputy 
Chief will work days and be tasked with ensuring that orders from Headquarters are relayed to 
all Borough Staff, District Superintendents, and Supervisors.  It will also be the assigned Chief’s 
responsibility to issue orders and relevant information to the night shifts.  Should the 
emergency be of such a nature that not all zones are impacted equally; the assignment of 
designated Deputy Chiefs may be modified by the First Deputy Commissioner or his designee. 
  
When an Official Emergency Event is declared, an Administrative Emergency Officer (AEO) for 
each District, designated by the Borough, shall work the day shift. The person designated as the 
AEO for each District may not be changed during any Official Emergency Event without 
approval of the Borough Chief, and the individual will not be assigned field duties.  The AEO 
shall be responsible for ensuring that all of the required documentation pertaining to the 
Official Emergency Event is completed and submitted to the appropriate parties, as directed by 
Bureau Operations. These forms will be prepared to document operations staged from both 
permanent and temporary commands (for example: mobile command centers or temporary 
field housing satellites). The AEO shall also be responsible for accurately preparing the payroll 
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for all Sanitation Workers and documenting the hours and assignments of supervisory 
personnel assigned to the district including all attached personnel for the 24 hour period. 
 
All documents, Department Messages and e-mail messages pertaining to an Official Emergency 
Event shall be filed in clearly labeled folders separated by date and shift with Form ER-2 
securely affixed to the front of the folder. (Appendix B – ER-2 “Emergency Response Event: 
Shift Folder Check-off List”) 

 
III.   RESPONSIBILITIES: 

A. BUREAU OPERATIONS 

Under the guidance of the Director of B.C.C., the Chief of Bureau Operations shall be 
responsible for ensuring that a Department Message containing the following 
information is distributed to the field in a timely manner: 

 
1. The functions eligible for equipment differentials. 

 
2. The duration of the equipment differential (For example: 8 hours collection 

or 12 hours storm debris). 
 

3. The functions eligible for dump differentials.  STORM DEBRIS COLLECTION 
WILL NOT RECEIVE DUMP ON SHIFT MONIES.  

 
4. TRUCK DIFFERENTIALS CAN ONLY BE PAID TO TWO (2) SANITATION 

WORKERS PER ASSIGNED HOUSEHOLD COLLECTION OR RECYCLING 
TRUCK. 

 
5. The Agency Data Codes that shall be used for the Official Emergency Event 

and the field in which they should be entered. 
 

6. Designation of Material Types that are to be used for the event. 
 

B. BUREAU of  WASTE MANAGEMENT 

 The Deputy Director of the Bureau of Waste Management will provide the Director of 

B.C.C and the Chiefs of both Operations and Collection with: 

1.  The Names and Locations of C&D Transfer Stations (Existing & Emergency 

 contracted) as well as locations of temporary storm debris dump sites that 

 are to be used during the Official Emergency Event.  A list of material types 

 that may be dumped at each site 

2. Estimated weights to be allocated based upon scaled samples of material 

 collected 

 
C. BOROUGH OFFICES 

 
The Borough Officer-in-Charge must clearly convey orders to all of the Districts within 
his or her command and accurately record the following:  

 
1. The number of scheduled personnel in each District  
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2. Personnel losses 
 

3. Total assigned personnel (less losses) 
 

4. All personnel moves 
 

5. The breakdown of personnel by function [for example: SI-01: 60 Sanitation 
Workers and 4 Supervisors.] (5/10-HHColl, 10/20-HH Recycling, 4-GU, 2-Dump 
Supervisor, 4/8-Baskets, 16-Rear Loader Down Tree Removal.) 

 
6. All equipment moves 

 
7. The unit and number of support personnel and splinter groups assigned to each 

District  (For example: QNS-6 5 ENF Agents, and 2 Sanitation  Police Officers) 
 

8. The designated storm debris disposal locations for each district. 
 

D. ADMINISTRATIVE EMERGENCY OFFICER 
 

In the occurrence of an Official Emergency Event, all Districts must assign an 
Administrative Emergency Officer.  Should the emergency be of such a nature that not 
all locations are impacted equally; the assignment of AEO’s may be modified by the First 
Deputy Commissioner or his designee.  It will be the responsibility of the AEO to: 

 
1. Utilize the Special Equipment Operator (SEO) Function to create the following 

seniority lists specific to that particular shift: 

a) Location assigned personnel 
b) Attached personnel 
c) Special equipment operators for each special equipment function (the list 

for each piece of equipment will include both assigned and attached 
qualified personnel) 

2. Complete all of the ER forms listed in this PAP with the exception of the ER-
10(Appendix C), ER-10A(Appendix D) and ER-10B(Appendix E) Forms.  The ER-
10, ER-10A and ER-10B forms shall  be completed by the 0800-1600 Garage 
Supervisor in collaboration with the District Superintendent 

 
3. Accurately enter payroll information into CityTime for all of the Sanitation 

Workers and documenting the hours and assignments of supervisory personnel; 
who are assigned to that district including all of the attached personnel for the 
24 hour period. 

 
4. File all of the documents listed on the ER-2 (Emergency Response Event: Shift 

Folder Check-Off List) pertaining to the Official Emergency Event in clearly labeled 
folders separated by date and shift 

 
All documents shall then be scanned and/or saved and filed electronically as a backup. 

 
5. Complete and/or update all outstanding information for the previous shift 

 
6. Safeguard these materials for audit and FEMA purposes  
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IV.   PAYROLLS: 

Administrative Emergency Officers, District Superintendents and Borough Timekeepers will 
follow the directions set forth in the Department Messages concerning the Official Emergency 
Event when entering payroll information into CityTime. Each Official Emergency Event may 
have a payroll scenario that is specific to that Official Emergency Event.  Therefore, it is 
essential that the instructions provided in Department Messages pertaining to the 
Official Emergency Events are read and followed exactly as they are set forth. 

For example, these Messages may include the following information: 

• The functions that are to be paid equipment differentials 
• The number of hours that the equipment differential is to be paid 
• The functions that are eligible for dump on shift differentials  
• Whether overtime is to be paid as regular overtime, or snow overtime   
• The Agency data codes that are to be used for the Official Emergency Event 
 

These specific instructions will be explained through Department Messages on a daily basis 
during an Official Emergency Event.   

If an Official Emergency Event results in the loss of power, these payroll instructions will be 
routed to the Borough Commands through other available channels (For example: emergency 
phone lines, mobile devices, COOP laptops, etc…).  It will be the responsibility of each District 
Administrative Emergency Officer to follow, retain, and file these daily instructions as set 
forth in this PAP. 

When entering payroll information into CityTime, comments are important because the 
comments help explain the actual function(s) that each employee performed. This is 
especially true when Sanitation Workers are diverted from one function to another, perform 
different duties on overtime, or work in Districts outside of their payroll assigned location.  
The comments also differentiate Regular Household Collection/Recycling from Emergency 
Response Collection/Recycling and therefore may impact the City’s ability to obtain 
reimbursement for the costs that it incurred as a result of the Official Emergency Event from 
FEMA and/or other government agencies.   

Attached are Exhibits 1-5 as examples of payments that may be made during an Official 
Emergency Event.   Please note that the Agency Data Codes shown in these examples are 
entered as XXXX since they may be changed for each Official Emergency Event and on 
occasion may even be changed during an Official Emergency Event. 

V.   EMERGENCY RESPONSE (“ER”) FORMS: 

A. ER-1 (Borough Manpower Summary) 
This form will be used to capture all aspects of manpower working within a zone and 
shall be completed by Borough Staff. 
 

B. ER-2 (Emergency Response Event: Shift Folder Check-Off List) 
This form will be used as a check-off list to ensure that all documents, Department 
Messages, records, and other information for the Official Emergency Event has been 
included in the shift folder. The ER-2 must be securely affixed to the front of the shift 
folder for easy identification and review. 
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C. ER-10 (Emergency Motor Vehicle Equipment Requirements) 
This form will be used to indicate and/or request motor vehicle equipment needed for 
each District’s response to the Official Emergency Event. The ER-10 Form will be 
completed by the 0800-1600 Garage Supervisor in collaboration with the District 
Superintendent. 

 
D. ER-10A (Emergency Hired Motor Vehicle Equipment Requirements) 

This form will be used to indicate and/or request hired motor vehicle equipment 
needed for each District’s response to the Official Emergency Event. The ER-10A Forms 
must be completed by the 0800-1600 Garage Supervisor in collaboration with the 
District Superintendent. 

 
E. ER-10B (Emergency Tool & Other Non-Motor Vehicle Equipment Requirements) 

This form will be used to indicate and/or request tools and other non-motor vehicle 
equipment needed for each District’s response to the Official Emergency Event. The ER-
10B Form will be completed by the 0800-1600 Garage Supervisor in collaboration with 
the District Superintendent. 

 
F. ER-332 (Emergency Response Activities - Sanitation Workers) 

 This form shall be used to capture all information pertaining to all Sanitation Workers 
assigned to the shift, such as: 

 
• Name (full first and last) 
• Total daily hours worked 
• Payroll assigned location (Garage/Section)  
• Attached/detached location  
• Assigned function(s) –see Appendix F for function codes to be used 
• Equipment assigned  
• Assigned route/ gang assigned/ zone/sector assigned 
• Eligibility for equipment differential 
• Eligibility for dump differential 
• Premium pay designation  
• Vehicle or personnel replacements 

 
The back of the ER-332 form (ER-332 Back) will be completed to capture information 
pertaining to the dispatch and arrival times, description of the function(s) assigned and 
any remarks that may offer clarification or additional information pertaining to each 
Sanitation Worker. 

 
G. ER-332-R (Emergency Response Activity Summary) 

This form must be used to summarize the various functions to which Sanitation 
Workers were assigned on each shift and provide a breakdown, by names, of all losses, 
attachments and detachments. 

 
H. ER-332-S (Emergency Response Activities – Supervision & Support Personnel) 

This form will be used to provide information concerning all Officers, Civilian Clerks, 
Enforcement Agents and other support personnel who were assigned to each location 
during that each shift.   

 
I. ER-24 (Dump Supervisor’s Report of DSNY and Other City Agency Truck Dumps) 

This form must be used to provide information regarding the off-loading of materials at 
specially designated dump sites. The ER-24 Form will be completed by the Dump 
Supervisor at each dump location. 
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J. ER-27 (BCC- Dept. & Other City Agency Hauling – Load & Dump Ticket) 
This form must be used to provide the times at which each piece of DSNY and Other City 
Agency equipment was loaded and off-loaded at each specified dump site. The ER/SR-
27 Form will be completed by the vehicle operator, the Load Supervisor and the Dump 
Supervisor. 
 

K. ER-67V (Delivery Receipt) 
This delivery receipt is to be issued to a driver from a field location and/or a temporary 
storm debris site when the load is to be delivered to an existing C&D transfer station or 
an Emergency Contracted C&D transfer station.  
 

 
VI.   MANAGING LARGE ROLL CALLS: 

 
Due to the circumstances that arise during emergency events manpower will need to be 
augmented at impacted locations.  This increased need for personnel often results in large roll 
calls that can extend dispatch time and hamper operations.  In order to expedite dispatch and 
promote orderly operations the following should be applied wherever appropriate: 
 

A. DS 57 forms should be arranged to allow for minimal queuing lines and easy 
identification of group (for example: garage, section, out of town, etc...).  Whenever 
possible an officer should be assigned to oversee sign in and direct traffic. 

 
B. Equipment should be ready for prompt dispatch, fuel topped off and keys available.  The 

Garage Supervisor should know the exact location of equipment to be assigned prior to 
roll call and this information should be given to the crew at time of assignment. 

 
C. Operations Board should be set up to reflect actual assignments for shift, functions 

should be clearly marked. 
 

D. Paperwork should be prepared in advance to the greatest degree possible; this includes 
DS 350’s, maps, routes, directions to disposal locations and any other required forms. 

 
E. District Superintendents are to ensure each officer assigned to district should have a 

clearly defined role in the roll call/dispatch process.  All officers available should be 
involved and given specific tasks.   

 
F. Lines of communication must be clearly maintained between the location and the 

Borough Command as orders can change rapidly.  All orders must be entered into the 
District Telephone Order Book in the order in which received by the AEO or his 
designee.  Record keeping and reporting should be considered an assigned task. 

 
G. Consideration should be given to the physical location of roll calls taking into account 

relative noise levels, vehicle traffic, number of workers to be addressed and other 
environmental factors.  The purpose of roll call is not limited to ascertaining headcount 
and assignments but also to communicate any relevant information that may be specific 
to the emergency at hand.  Such information may include contact phone numbers, 
meeting or rally points for field operations, specific disposal locations and other event 
specific information. 
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Appendix F 

 

The following function codes will be used to fill out the ER-332, Column 5 to conserve space 

and promote universality: 

 
1) R61 = Rear Loader Emergency Collection (Storm Debris) 

2) R67 = Rear Loader Emergency Down Tree Debris Collection 

3) R01 = Rear Loader Household Collection 

4) RD = Rear Loader Household Collection with 1-Dump 

5) RDX = Rear Loader Household Collection with 2-Dumps (RDXX = 3-Dumps) 

6) R31 = Rear Loader Household Paper Collection 

7) R33 = Rear Loader Household MGP Collection 

8) RCY = Split Body Rear Loader Paper/MGP Collection 

9) R31D = Rear Loader Household Paper Collection with 1-Dump 

10) R33D = Rear Loader Household MGP Collection with 1-Dump 

11) RCYD = Split Body Rear Loader Paper/MGP Collection with 1-Commodity Dump 

12) RCYDX = Split Body Rear Loader Paper/MGP Collection with 2-Commodity Dump 

13) OBT = Cutdown on Regular Cleaning Functions 

14) OBT ST = Cutdown on Hauling Storm Debris 

15) OBT SN = Cutdown Hauling Snow 

16) FEL = Front End Loader on Regular Cleaning Functions 

17) FEL ST = Front End Loader on Storm Debris 

18) FEL SN = Front End Loader on Snow Duties 

19) FEL SP = Front End Loader at Salt Pile 

20) MLP ST = Storm Debris MLP 

21) MLP = Regular Cleaning Function 

22) HB ST = Storm Debris Hand Broom 

23) HB = Regular Hand Broom Cleaning Function 

24) St Dirt = Short Dump for Mechanical Broom 

25) SCH = School Truck Collection 

26) PROJ = Project/Housing Truck Collection 

27) TRAN EQ = Transporting Equipment to/from a Location 

28) TRAN PRS = Transporting Personnel between Locations 

29) REL = Relays (offloading trucks at dump site) 

30) FLUSH ST = Flusher on Storm Clean-up 

31) GU = Garage Utility 

32) WR = Large Wrecker Operator 

33) DSOA = District Superintendent’s Clerk 

34) MDA = Medical Duty Assignment Clerk 
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Exhibit 1 

 

Be sure that the correct Tour is given to the employee before entering any other 
Differential.  Even if working a Vacation day or Holiday. 

Note: The Agency Data Codes shown in these examples will be shown as “XXXX” since 
they are subject to change for every different event or sometimes during the same 
event. 

Regular 8 hours Truck Differential for Emergency Collection 

 

Final view in MTV 

 

 

 

 

 

 

Dump Differential will not be paid 
to any collection function other 
than Regular Collection or Recycling 
unless authorized by Dept. 
Message.  If authorized, it will only 
be paid if the truck is dumped 
within the first 8 hours of the shift. 



Exhibit 2 

 

 

Working Truck Out of Town 

Example shows Truck Worked Out of Town in BK-1: 

 

If a Sanitation Worker, works on the truck Out of Town, the District code must be 
combined with the Agency Data Code being assigned to the First Agency Data Code 
Field.  Only combine codes pertaining to Truck Differential.  District code will always be 
the last two numbers of the ADC.  If it is not being combined with another ADC (Regular 
Collection/Recycling) it will start with two zeros.  EX) BK-1 = 0032.  See Appendix Z for 
City wide District Code List. 

Final View: 

 

 

 

 

 

 

EMERGENCY COLLECTION- BK-1 



Exhibit 3 

 

12 hour Truck- 8 hrs.Straight Time and 4 hrs.on Overtime 

First 8 Hours: 

4 Hours on OT:  Go to OT Button 

 

Final View: 

 

 

 

 

Click Add Differentials to add Truck Differential 



Exhibit 4 

 

12 hour Truck on Premium Day (Sunday, Chart, Holiday, Vacation worked) 

 

 

If working a Vacation or a Holiday, be sure to give proper Tour Changes matching the 
actual shift that is being worked before assigning any differentials or leaves.  If working 
a Sunday or a Chart day (RDO), Tour Change will not be used.  Enter everything through 
OT button in CityTime. 

 

Final View: 

 

 

 

 

 

 

 

 

Click Add Differentials to add Truck Differential 



Exhibit 5 

 

12 hour Premium Day- 8hr Truck / 4 hr different function  

Example shows 12 hour Truck, 4 hour relay Out of Town in BK-1: 

 

 

 

Final View: 

 

 

 

 

 

 

  
Reminder: Any Correction that needs to be made 
to a Final Approved Timesheet must be deleted and Re-entered correctly.  
Then Re-Final Approve the Timesheet. 

Change End Time to show 8hrs on Truck 



Exhibit 6 

 

 

 

District Codes 

 

MANHATTAN  BRONX  Brooklyn North  Brooklyn South 
District Dist. Code  District Dist. Code  District Dist. Code  District Dist. Code 

M-1 01  BX-1 13  BK-1 37  BK-6 25 
M-2 02  BX-2 14  BK-2 38  BK-7 26 
M-3 07  BX-3 15  BK-3 39  BK-10 27 
M-4 03  BX-4 16  BK-4 40  BK-11 28 
M-5 08  BX-5 17  BK-5 41  BK12 29 
M-6 09  BX-6 20  BK-8 42  BK-13 31 
M-7 04  BX-7 18  BK-9 30  BK-14 32 
M-8 10  BX-8 19  BK-16 34  BK-15 33 
M-9 05  BX-9 21  BK-17 35  BK-18 36 
M-10 11  BX-10 22       
M-11 12  BX-11 23       
M-12 06  BX-12 24       
           

QUEENS WEST  QUEENS EAST  STATEN ISLAND    
District Dist. Code  District Dist. Code  District Dist. Code    

Q-1 43  Q-7 50  SI-1 57    
Q-2 44  Q-8 51  SI-2 58    
Q-3 45  Q-10 53  SI-3 59    
Q-4 46  Q-11 52       
Q-5 47  Q-12 54       
Q-6 48  Q-13 55       
Q-9 49  Q-14 56       
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