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2. Plan Development, Approval, and Updates 

 

Name of Person Who 
Drafted This Plan 

Christy Wegener, Executive Director 

 
Signature by the 
Accountable Executive 

Signature of Accountable Executive Date of Signature 

 
        Executive Director 

 
5/15/2023 

 
Approval by the Board 

of Directors 

LAVTA Board of Directors Date of Approval 

Resolution XX-2023 06/05/2023 

Relevant Documentation 

A copy of LAVTA Resolution XX-2023, approving the PTASP, is maintained 
on file by the Director of Finance, LAVTA 

Addresses FTA 49 CFR 
Part 670 

This PTASP addresses all applicable requirements and standards as set 
forth in FTA’s Public Transportation Safety Program and the National 
Public Transportation Safety Plan 

 

 

Version Number and Updates 

(History of successive versions of this plan) 

Version 
Number 

Section/Pages 
Affected 

Reason for Change Date Issued 

1  New Document 12/7/2020 

2 Section 3, Exhibit 4, 
Exhibit 11 

Update Safety Performance Targets; new 
Bipartisan Infrastructure requirements 

5/31/2022 

3 Section 1, Section 3, 
Section 4, Section 7 

Update executives; update safety performance 
targets; remove redundant language; add 
information on new ESRP portal; add de-
escalation training to Section 7 Safety Promotion 

6/6/2023 

 
 

Annual Review and Update of the Public Transportation Agency Safety Plan 

(The process and timeline for conducting an annual review and update of the PTASP) 
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This plan will be jointly reviewed and updated by the Chief Safety Officer and Accountable 
Executive by July 1 of each year. The Accountable Executive will review and approve any changes, 
signing the new PTASP, then forward to the LAVTA Board of Directors for review and approval. 



FEDERAL TRANSIT ADMINISTRATION 

LAVTA Public Transportation Agency Safety Plan 
Last Updated May 17, 2023 

Page 4 

 

 

3. Safety Performance Targets 

 

Safety Performance Targets 

Annual safety performance targets below based on an average of the previous 5 years of LAVTA’s 

safety performance data (2018 through 2022). 

 

Mode 
of 
Transit 
Service 

 
Fatalities 

(total) 

Average 
Annual 

Fatalities 
(per 100 

thousand 
VRM) 

 
Injuries 
(total) 

Average 
Annual 
Injuries 
(per 100 

thousand 
VRM) 

 
Safety 
Events 
(total) 

Average 
Annual 
Safety 
Events 

(per 100 
thousand 

VRM) 

Average 
Annual 
System 

Reliability 
(VRM / 
failures) 

Fixed Route 

Bus 
0.00 0.00 0.75  0.05  2.00  0.10  20,851.95  

ADA / 

Paratransit 
0.00 0.00 0.40  0.14  0.00 0.00 67,052.52  

 

 

Safety Performance Target Coordination 

(How LAVTA coordinates with the State and Metropolitan Planning Organization(s) (MPO) in the 
selection of State and MPO safety performance targets) 

LAVTA’s Accountable Executive will share our PTASP, including safety performance targets, with the 
Metropolitan Planning Organization (MPO) in our service area each year after its formal adoption by the 
LAVTA Board of Directors. LAVTA’s Accountable Executive will also provide a copy of our formally adopted 
plan to the California Department of Transportation. LAVTA personnel are available to coordinate with 
the California Department of Transportation and the MPO in the selection of California and MPO safety 
performance targets upon request. 

Targets 
Transmitted to 
the State 

State Entity Name Date Targets Transmitted 

California Department of Transportation  

Targets 

Transmitted to 
the Metropolitan 
Planning 

Organization(s) 

MPO Name Date Targets Transmitted 
  

Metropolitan Transportation Commission 
(MTC)  
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4. Safety Management Policy 

 

Safety is a core value at LAVTA, and managing safety is a core business function. We will develop, 
implement, maintain, and continuously improve processes to ensure the safety of our customers, 
employees, and the public. 

Responsibility/Accountability: 
LAVTA’s Safety Management Policy applies to employees (including contracted) and to every aspect of 
LAVTA’s activities. A positive safety culture includes ownership by all employees to identify and correct any 
deficiencies at all levels. 

LAVTA is committed to the following safety objectives: 

• Communicating the purpose and benefits of the Safety Management System (SMS) to all staff, 
managers, supervisors, employees, and service contractors. 

• Providing a culture of open reporting of all safety concerns, ensuring that no action will be taken 
against any employee who discloses a safety concern through LAVTA’s Employee Safety Reporting 
Program (ESRP), unless such disclosure indicates, beyond any reasonable doubt, an illegal act, gross 
negligence, or a deliberate or willful disregard of regulations or procedures. 

• Providing appropriate management involvement and the necessary resources to establish an 
effective ESRP that will encourage employees to communicate and report any unsafe work 
conditions, hazards, or at-risk behavior to the management team. 

• Identifying hazardous and unsafe work conditions and analyzing data from the ESRP. (After 
thoroughly analyzing provided data, the transit operations division will develop processes and 
procedures to mitigate safety risk to an acceptable level.) 

• Establishing safety performance targets that are realistic, measurable, and data driven. Continually 
improving our safety performance through management processes that ensure appropriate safety 
management action is taken and is effective.  

 
Working proactively towards identifying and reducing the existence of hazards and risks in the workplace 
and our system, LAVTA implemented a Safety Management System (SMS) to prevent accidents, reduce 
risk of injury and assaults on transit workers, and minimize damage to property and equipment. 

As the Accountable Executive for all operations and activities, I will ensure that resources are available to 
ensure our SMS is robust and successful.  LAVTA executives, employees, and contractors will take steps to 
prevent workplace incidents and injuries, provide support of safety initiatives, and encourage employee 
communication in order to achieve a safer, healthier workplace.  I hold executives, employees, and 
contractors accountable for safety performance. 

The SMS is managed under my authority by the Chief Safety Officer who reports directly to me.  All levels 
of management and employees are accountable for the delivery of the highest level of safety 
performance, starting with the Executive Director/CEO. 

 
Christy Wegener, LAVTA Executive Director and Accountable Executive 
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Safety Management Policy Communication 
(How the safety management policy is communicated throughout LAVTA and to contractors) 

The Chief Safety Officer, who leads LAVTA’s SMS activities, distributes the Safety Management Policy 
Statement to employees and contractor staff. The policy is also posted on bulletin boards at headquarters 
and in the operations and maintenance break areas of the operating division (on-site contractor areas). 
LAVTA has incorporated distribution of the Safety Management Policy into new-hire orientation and all-staff 
annual safety refreshers, and into Safety Committee meetings with internal and contractor staff.  

Authorities, Accountabilities, and Responsibilities 
(For the development and management of the SMS) 

Accountable Executive 

The Executive Director serves as LAVTA’s Accountable Executive with the 
following authorities, accountabilities, and responsibilities under this plan: 

• Controls and directs human and capital resources needed to develop 
and maintain the PTASP and SMS. 

• Designates an adequately trained Chief Safety Officer who is a direct 
report. 

• Ensures that LAVTA's SMS is effectively implemented. 
• Ensures action is taken to address substandard performance in LAVTA’s 

SMS. 
• Assumes ultimate responsibility for carrying out LAVTA's PTASP and SMS. 
• Maintains responsibility for carrying out the agency's Transit Asset 

Management Plan. 

 
 
 
 
 
 
 
 

 
Chief Safety Officer or 
SMS Executive 

The Accountable Executive designates the Director of Operations as LAVTA’s 
Chief Safety Officer. The Chief Safety Officer has the following authorities, 
accountabilities, and responsibilities under this plan: 

• Develops LAVTA’s PTASP and SMS policies and procedures. 
• Ensures and oversees day-to-day implementation and operation of 

LAVTA's SMS for both agency and contractors, and oversees the ESRP 
• Coordinates with the Safety Committee to: 

o Establish and maintain the Safety Risk Register to monitor and 
analyze trends in hazards, incidents, and accidents; and 

o Ensure regular meetings are being held and the Safety Committee 
meets the Bipartisan Infrastructure Law requirement of having an 
equal number of frontline employee representatives and management 
representatives; and 

o Ensure the Safety Committee reviews/approves updates to the PTASP. 
• Advises the Accountable Executive on SMS progress and status. 
• Identifies any substandard performance in LAVTA's SMS and 

develops action plans for approval by the Accountable Executive. 
• Ensures LAVTA policies are consistent with LAVTA’s safety objectives. 
• Provides Safety Risk Management (SRM) expertise and support for other 
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LAVTA personnel who conduct and oversee Safety Assurance activities. 
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Agency Executive 
Leadership and 

Contractor 
Management Staff 

LAVTA Executive Leadership and Contractor Management Staff also have 
authorities and responsibilities for day-to-day SMS implementation and 
operation of LAVTA’s SMS under this plan. LAVTA Executive Leadership and 
Contractor Management Staff include: 

• Director of Planning and Marketing (LAVTA), 
• Director of Finance, Human Resources and Procurement (LAVTA), 
• Operations/Safety/Maintenance managers and supervisors (contractor) 

LAVTA Executive Leadership and Contractor Management personnel 
have the following authorities, accountabilities, and responsibilities: 

• Participate as members of LAVTA’s Safety Committee (operations and 
maintenance staff will be rotated through the Safety Committee while other 
positions are permanent members). 

• Complete training on SMS and LAVTA’s PTASP elements. 
• Oversee day-to-day operations of the SMS in their departments. 
• Modify policies in their departments consistent with implementation of the 

SMS, as necessary. 
• Provide subject matter expertise to support implementation of the SMS as 

requested by the Accountable Executive or the Chief Safety Officer, including 
SRM activities, investigation of safety events, development of safety risk 
mitigations, and monitoring of mitigation effectiveness. 

 
 
 
 
 
 
 
 

Key Staff and Activities 

LAVTA uses the Safety Committee, the Campus Safety Committee, as well 
as the monthly Drivers’ Meeting and monthly All-Staff Meeting, to support 
its SMS and safety programs, which includes active participation and 
compliance from contractors: 

• Safety Committee (LAVTA/contractor): Any safety hazards reported 
will be jointly evaluated by the Safety Committee and the Chief Safety 
Officer during the bimonthly meeting. The Safety Committee members 
include the Chief Safety Officer (Director of Operations), Paratransit 
Planner, and contractor staff (General Manager, Safety Manager, Road 
Supervisor, Operator, and Mechanic), who will meet to review issues 
and make recommendations to improve safety. The safety committee 
also approves the ASP prior to approval by LAVTA’s Board of Directors 
or Equivalent Entity. 

• Campus Safety Committee (LAVTA): Regularly reviews Facilities 
hazard issues at LAVTA’s properties and follows up with mitigations 

• Drivers’ Meetings (contractor): A permanent agenda item in all 
monthly Drivers’ Meetings is dedicated to safety. Safety issues are 
discussed and documented, and shared with the Safety Committee. 

• Monthly All-Staff Meetings (LAVTA): Hazard reports and 
mitigations will be shared, safety topics will be brought up for open 
discussion, further feedback solicited, and hazard self-reporting 
further encouraged. Information discussed in these meetings will 
be documented. 
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Contracted Staff 
Responsibilities 

Contractors, at a minimum, are required to provide an equivalent level of 
safety reporting program standards and objectives as outlined in this 
policy and also implement a process to allow employees to report safety 
conditions and concerns to management. They may also have their own 
enhanced safety protocols for risk mitigation beyond what is required 
from LAVTA. LAVTA provides regularly scheduled oversight of the 
contractor’s SMS through the described Key Staff and Activities above. 

Employee Safety Reporting Program 
(These are the processes and protections for employees (including contract) to report safety conditions 
to management) 

Our front-line employees are our best source of information for identifying hazards. Nobody knows more 
about the actual safety performance of the transit system than the employees who deliver the service. 

The Employee Safety Reporting Program (ESRP) is intended to help the Accountable Executive and other 
senior managers get important safety information from across the transit agency. It can be an agency's 
most important source of safety data. 

There are two types of safety reporting programs: mandatory and voluntary. 

• Mandatory: Employees must report hazards that are compliance-based and address regulatory 
issues. Employees are required to immediately report every incident and accident. An employee's 
failure to report or provide truthful information of an unsafe hazard or act could result in 
disciplinary action. 

• Voluntary: Employees are strongly encouraged to report hazards and can report anonymously. 
Every employee is empowered to report any unsafe hazard / risk to their supervisor or senior 
management without fear of retribution or penalty. 

Employees will have the option to report anonymously to maintain confidentiality. The ESRP is non-
punitive and employees will not be disciplined for the act of reporting the Hazard or Near Miss. However, 
employees must report hazards that are compliance-based and address regulatory issues. Record 
falsification, Drug & Alcohol violations, grossly negligent behavior, and failure to report 
accidents/incidents and serious safety hazards are examples of employee behaviors that may result in 
disciplinary action. 

Forms of reporting can include submitting a completed SMS Hazard/Risk Report Form (Exhibit 2) or utilizing a 
centrally located Safety Suggestion Box in the drivers’ break room.  

The Hazard/Risk Report Form shall be completed immediately, so proactive measures can be taken as soon as 
possible. Depending on the perceived level of risk and severity, the report shall be submitted immediately or 
by the end of their shift. 

LAVTA staff is currently implementing a cloud-based software solution that will allow frontline employees to 
submit hazards through a convenient online portal. Hazards will be stored in a centralized database that will 
allow staff to efficiently track and assess each reported hazard, determining its level of risk. This assessment 
involves a comprehensive evaluation to gauge the potential impact and likelihood of the hazard occurring. By 
thoroughly analyzing these factors, staff can assign an appropriate risk mitigation plan tailored to address the 
specific hazard. 
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Input by employees into the ESRP can include safety concern reporting, operational system description, 
hazard identification, safety deficiencies, risk assessments, potential consequences of hazards, or 
recommended safety risk mitigations. 

Examples of reports may include the following: 

• Safety hazards in the operating environment (for example, county road conditions) 
• Policies and procedures that aren’t working as intended (for example, insufficient time to complete 

pre-trip inspections) 
• Events that senior managers might not otherwise know about (for example, near misses) 
• Information about why a safety event occurred (for example, radio communication challenges 

contributed to an incident) 

The information we receive through this source will help us resolve the reported hazard and notify the 
supervisor or senior management of changes that may need to be made to mitigate safety hazards in the 
future. 

The Chief Safety Officer will lead the effort on collection, analysis, resolution, and monitoring of hazards and 
feedback entered through the ESRP. Safety reports collected by the contractor will be addressed in a timely 
matter, according to their severity, and shared with the Chief Safety Officer/Director of Operations in 
regularly scheduled meetings and as needed. The Chief Safety Officer will take the lead on the Safety Risk 
Management process, with inputs from subject-matter experts in operations and maintenance. 
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5. Safety Risk Management 

 

Safety Risk Management (SRM) Process 
(These are the methods/processes of identifying hazards and their consequences, associated safety risks, 
and mitigations/strategies to address these things once they’ve been assessed) 

LAVTA uses the SRM process as a primary method to ensure the safety of our operations, passengers, 
employees, vehicles, and facilities. It is a process whereby hazards and their consequences are identified, 
assessed for potential safety risk, and resolved in a manner acceptable to LAVTA’s leadership. LAVTA’s 
SRM process allows us to carefully examine what could cause harm and determine whether we have 
taken sufficient precautions to minimize the harm, or if further mitigations are necessary. Our fixed 
route contractor’s SRM process is documented in Exhibit 3. Our paratransit contractor’s SRM process is 
documented in Exhibit 4. 

LAVTA’s Chief Safety Officer leads LAVTA’s SRM process, working with LAVTA’s Safety Committee 
(includes contractors; through regularly scheduled meetings listed in Section 4) to identify hazards and 
consequences, assess safety risk of potential consequences, and mitigate safety risk. The results of 
LAVTA’s SRM process will be documented in our Safety Risk Register and referenced materials. 

LAVTA’s SRM process applies to all elements of our system including our operations, maintenance, 
facilities, vehicles, personnel recruitment, training, and supervision. 

In carrying out the SRM process, LAVTA uses the following terms: 

• Event – Any accident, incident, or occurrence. 
• Hazard – Any real or potential condition that can cause injury, illness, or death; damage to or loss 

of the facilities, equipment, rolling stock, or infrastructure belonging to LAVTA; or damage to the 
environment. 

• Risk – Composite of predicted severity and likelihood of the potential effect of a hazard. 
• Risk Mitigation – Method(s) to eliminate or reduce the effects of hazards. 
• Consequence – An effect of a hazard involving injury, illness, death, or damage to LAVTA 

property or the environment. 

Safety Hazard Identification 

The safety hazard identification process offers LAVTA and its contractors the ability to identify 
hazards and potential consequences in the operation and maintenance of our system. Hazards can 
be identified through a variety of sources, including: 

• ESRP; 
• Review of vehicle camera footage; 
• Review of monthly performance data and safety performance targets; 
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• Observations from supervisors (contractor); 
• Maintenance reports (contractor); 
• Comments from customers, passengers, and third parties, including LAVTA’s transit insurance 

pool and vendors; 
• Safety Committee, Drivers’, and All-Staff Meetings (LAVTA/contractor); 
• Results of audits and inspections of vehicles and facilities; 
• Results of training assessments; 
• Investigations into safety events, incidents, and occurrences; and 
• Federal Transit Administration (FTA) and other oversight authorities (mandatory information 

source). 

When a safety concern is observed by LAVTA’s management or supervisory personnel or contractor 
management staff, whatever the source, it is reported to LAVTA’s Chief Safety Officer. Procedures for 
reporting hazards to LAVTA’s Chief Safety Officer are reviewed during All-Staff Meetings and in the Safety 
Committee meetings. LAVTA’s Chief Safety Officer also receives employee reports from the ESRP, 
customer comments related to safety, and the dispatch daily Operations Log. LAVTA’s Chief Safety Officer 
reviews these sources for hazards and documents them in LAVTA’s Safety Risk Register. 

LAVTA’s Chief Safety Officer also may enter hazards into the Safety Risk Register based on their review of 
LAVTA’s operations and maintenance, the results of audits and observations, and information received 
from FTA and other oversight authorities, as well as the National Transportation Safety Board. 

LAVTA’s Chief Safety Officer may conduct further analyses of hazards and consequences entered into 
the Safety Risk Register to collect information and identify additional consequences and to inform 
which hazards should be prioritized for safety risk assessment. In following up on identified hazards, 
LAVTA’s Chief Safety Officer may: 

• Reach out to the reporting party, if available, to gather all known information about the reported 
hazard; 

• Conduct a walkthrough of the affected area, assessing the possible hazardous condition, 
generating visual documentation (photographs and/or video), and taking any measurements 
deemed necessary; 

• Conduct interviews with employees in the area to gather potentially relevant information on the 
reported hazard; 

• Review any documentation associated with the hazard (records, reports, procedures, inspections, 
technical documents, etc.); 

• Contact other departments that may have association with or technical knowledge relevant to the 
reported hazard; 

• Review any past reported hazards of a similar nature; and 
• Evaluate tasks and/or processes associated with the reported hazard. 

LAVTA’s Chief Safety Officer will then prepare an agenda to discuss identified hazards and consequences 
with the Safety Committee during bimonthly meetings. This agenda may include additional background 
on the hazards and consequences, such as the results of trend analyses, vehicle camera footage, vendor 
documentation, reports and observations, or information supplied by FTA or other oversight authorities. 

Any identified hazard that poses a real and immediate threat to life, property, or the environment must 
immediately be brought to the attention of the Accountable Executive and addressed through the SRM 
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process (with or without the full Safety Committee) for safety risk assessment and mitigation. This means 
that the Chief Safety Officer believes immediate intervention is necessary to preserve life, prevent major 
property destruction, or avoid harm to the environment that would constitute a violation of 
Environmental Protection Agency or California environmental protection standards. Otherwise, the 
Safety Committee will prioritize hazards for further SRM activity. 

Safety Risk Assessment 

LAVTA assesses safety risk associated with identified safety hazards using its safety risk assessment 
process. This includes an assessment of the likelihood and severity of the consequences of hazards, 
including existing mitigations, and prioritizing hazards based on safety risk. 

The Chief Safety Officer and Safety Committee (LAVTA/contractor) assess prioritized hazards using 
LAVTA’s Safety Risk Matrix (Exhibit 5) and review the assessments and mitigation in the bimonthly 
meetings. This matrix expresses assessed risk as a combination of one severity category and one 
likelihood level, also referred to as a hazard rating. For example, a risk may be assessed as “1A” or the 
combination of a Catastrophic (1) severity category and a Frequent (A) probability level. 

This matrix also categorizes combined risks into levels, High, Medium, or Low, based on the likelihood of 
occurrence and severity of the outcome. For purposes of accepting risk: 

• “High” hazard ratings will be considered unacceptable and require action from LAVTA to 
mitigate the safety risk, 

• “Medium” hazard ratings will be considered undesirable and require LAVTA’s Safety 
Committee to make a decision regarding their acceptability, and 

• “Low” hazard ratings may be accepted by the Chief Safety Officer without additional review. 

Using a categorization of High, Medium, or Low allows for hazards to be prioritized for mitigation based 
on their associated safety risk. 

The Chief Safety Officer schedules safety risk assessment activities on the Safety Committee agenda and 
prepares a Safety Risk Assessment Package. This package is distributed at least one week in advance of 
the Safety Committee meeting. During the meeting, the Chief Safety Officer reviews the hazard and its 
consequence(s) and reviews available information distributed in the Safety Risk Assessment Package on 
severity and likelihood. The Chief Safety Officer may request support from members of the Safety 
Committee in obtaining additional information to support the safety risk assessment. 

Once sufficient information has been obtained, the Chief Safety Officer will facilitate completion of 
relevant sections of the Safety Risk Register, using the LAVTA Safety Risk Assessment Matrix, with the 
Safety Committee. The Chief Safety Officer will document the Safety Committee’s safety risk assessment, 
including hazard rating and mitigation options for each assessed safety hazard in the Safety Risk Register. 
The Chief Safety Officer will maintain on file Safety Committee agendas, Safety Risk Assessment Packages, 
additional information collection, and completed Safety Risk Register sections for a period of three years 
from the date of generation. 

Safety Risk Mitigation 

LAVTA’s Accountable Executive and Chief Safety Officer review current methods of safety risk mitigation 
and establish methods or procedures to mitigate or eliminate safety risk associated with specific hazards 
based on recommendations from the Safety Committee (after contractors have gone through their SRM 
processes documented in Exhibits 3 and 4). LAVTA can reduce safety risk by reducing the likelihood 
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and/or severity of potential consequences of hazards. 

Prioritization of safety risk mitigations is based on the results of safety risk assessments. LAVTA’s Chief 
Safety Officer tracks and updates safety risk mitigation information in the Safety Risk Register and makes 
the Register available to the Safety Committee and LAVTA staff upon request. 

In the Safety Risk Register, LAVTA’s Chief Safety Officer will also document any specific measures or 
activities, such as reviews, observations, or audits, that will be conducted to monitor the effectiveness of 
mitigations once implemented. 
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6. Safety Assurance 

 

Through our Safety Assurance process, LAVTA and contractors: 

• Evaluate our compliance with operations and maintenance procedures to determine whether 
our existing rules and procedures are sufficient to control our safety risk; 

• Assess the effectiveness of safety risk mitigations to make sure the mitigations are appropriate 
and are implemented as intended; 

• Investigate safety events to identify causal factors; and 
• Analyze information from safety reporting, including data about safety failures, defects, or 

conditions. 

Safety Performance Monitoring and Measurement 

(Activities used to monitor the system for compliance with procedures for operations and maintenance) 

LAVTA has many processes in place to monitor its entire transit system (including contractors) for 
compliance with operations and maintenance procedures on a quarterly and annual basis and as 
needed, including: 

• Safety audits, 
• Informal inspections, 
• Regular review of onboard camera footage to assess drivers and specific incidents, 
• Safety surveys, 
• ESRP, 
• Investigation of safety occurrences, 
• Safety review prior to the launch or modification of any facet of service, 
• Daily data gathering and monitoring of data related to the delivery of service, and 
• Regular vehicle inspections and preventative maintenance. 

These activities are mirrored by the contractors and outlined in Exhibits 3 and 4. Results from the above 
processes from both contractors and internal staff are compared against recent performance trends 
quarterly and annually by the Chief Safety Officer to determine where action needs to be taken. The Chief 
Safety Officer enters any identified non-compliant or ineffective activities, including mitigations, back into 
the SRM process for reevaluation by the Safety Committee (LAVTA/contractor). 

(Activities used to monitor operations to identify any safety risk mitigations that may be ineffective, 
inappropriate, or were not implemented as intended). 

LAVTA monitors safety risk mitigations to determine if they have been implemented and are effective, 
appropriate, and working as intended. Contractors will monitor these (per Exhibits 3 and 4) and report 
back to LAVTA and the Safety Committee (LAVTA/contractor). The Chief Safety Officer maintains a list of 
safety risk mitigations in the Safety Risk Register. The mechanism for monitoring safety risk mitigations 
varies depending on the mitigation. 

The Chief Safety Officer establishes one or more mechanisms for monitoring safety risk mitigations as part 
of the mitigation implementation process and assigns monitoring activities to the appropriate director, 
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manager, or supervisor. These monitoring mechanisms may include tracking a specific metric on daily, 
weekly, or monthly logs or reports; conducting job performance observations; or other activities. The 
Chief Safety Officer will endeavor to make use of existing LAVTA processes and activities before assigning 
new information collection activities. 

LAVTA’s Chief Safety Officer and Safety Committee (LAVTA/contractor) review the performance of 
individual safety risk mitigations during bimonthly Safety Committee meetings, based on the reporting 
schedule determined for each mitigation, and determine if a specific safety risk mitigation is not 
implemented or performing as intended. If the mitigation is not implemented or performing as intended, 
the Safety Committee will propose a course of action to modify the mitigation or take other action to 
manage the safety risk. Additionally, the system itself is being evaluated to ensure its effectiveness. The 
Chief Safety Officer will approve or modify this proposed course of action and oversee its execution. 

LAVTA’s Chief Safety Officer and Safety Committee also monitor LAVTA’s operations on a large scale to 
identify mitigations that may be ineffective, inappropriate, or not implemented as intended by: 

• Reviewing results from accident, incident, and occurrence investigations; 
• Monitoring employee safety reporting; 
• Reviewing results of internal safety audits and inspections; and 
• Analyzing operational and safety data to identify emerging safety concerns. 

The Chief Safety Officer works with the Safety Committee and Accountable Executive to carry out and 
document all monitoring activities. 

(Activities used to conduct investigations of safety events to identify causal and latent factors). 

LAVTA maintains documented procedures for conducting safety investigations of events (accidents, 
incidents, and occurrences, as defined by FTA) to find causal and contributing factors and review the 
existing mitigations in place at the time of the event (see Safety Event Investigation Procedures Manual, 
Exhibit 6). These procedures also reflect all traffic safety reporting and investigation requirements 
established by California Department of Motor Vehicles. 

The Chief Safety Officer maintains all documentation of LAVTA’s and the contractors’ investigation 
policies, processes, forms, checklists, activities, and results. Investigation reports are prepared and 
shared with the Safety Committee (LAVTA/contractor) for integration into their analysis of the event. 

The Safety Committee determines whether: 

• The accident was preventable or non-preventable; 
• Personnel require discipline or retraining; 
• Latent factor(s) (beyond human factors such as errors, violations, the condition of an individual, or 

lack of communication or coordination between individuals, equipment and infrastructure failures 
in vehicles or technological components, organizational or environmental elements, or elements 
outside of the agency’s control) contributed to the safety event; 

• The causal factor(s) indicate(s) that a safety hazard contributed to or was present during the 
event;  

• There are larger factors outside the control of the agency; and 
• The accident appears to involve underlying organizational causal factors beyond just 

individual employee behavior, such as management elements, and agency/contractor 
policies and procedures. 
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(Activities used to monitor information reported through internal safety reporting programs). 

The Chief Safety Officer and Safety Committee (LAVTA/contractor) routinely (bimonthly meetings) 
review safety data captured in employee safety reports, safety meeting minutes, customer complaints, 
and other safety communication channels. When necessary, the Chief Safety Officer and Safety 
Committee ensure that the concerns are investigated or analyzed through LAVTA’s SRM process. 

The Chief Safety Officer and Safety Committee also review internal and external reviews, including audits 
and assessments, with findings concerning LAVTA’s safety performance, compliance with operations and 
maintenance procedures, or the effectiveness of safety risk mitigations. 
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7. Safety Promotion 

 

Competencies and Training 

(The safety training program is relayed and promoted to all agency employees and contractors 
directly responsible for safety) 

LAVTA’s comprehensive safety training program applies to all LAVTA employees and contractors 
directly responsible for safety, including: 

• Bus vehicle operators, 
• Dispatchers, 
• Maintenance technicians, 
• Managers and supervisors, 
• Agency Leadership and Executive Management, and 
• Chief Safety Officer and Accountable Executive. 

LAVTA dedicates resources to conduct a comprehensive safety training program, as well as training on 
SMS roles and responsibilities. The scope of the safety training, including annual refresher training, is 
appropriate to each employee’s individual safety-related job responsibilities and their role in the SMS. 
Contractors are required to conduct trainings and report status updates to LAVTA’s Chief Safety 
Officer. 

Basic training requirements for any employee or contractor operating LAVTA services, including 
frequencies and refresher training, are documented in the LAVTA Employee Handbook (Exhibit 7), MV 
Employee Handbook (Exhibit 8), Operator Requirements and Training Program (Exhibit 9) and/or 
Maintenance Safety Handbook (Exhibit 10). 

Operations safety-related skill training (contractor) includes the following: 

• New-hire bus vehicle operator classroom and hands-on skill training, 
• Bus vehicle operator refresher training, 
• Bus vehicle operator retraining (recertification or return to work), 
• Bus vehicle operator de-escalation training 
• Classroom and on-the-job training for dispatchers, 
• Classroom and on-the-job training for operations supervisors and managers, and 
• Accident investigation training for operations supervisors and managers.  

Vehicle maintenance safety-related skill training (contractor) includes the following: 

• Ongoing vehicle maintenance technician skill training, 
• Ongoing skill training for vehicle maintenance supervisors, 
• Accident investigation training for vehicle maintenance supervisors, 
• Ongoing hazardous material training for vehicle maintenance technicians and supervisors, and 
• Training provided by vendors. 

LAVTA’s Accountable Executive and Agency Leadership and Contractor Management staff must complete 
FTA’s SMS Awareness online training and an executive session on safety management sponsored by 
LAVTA’s transit insurance pool. 
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Safety Communication 

(The processes and activities by which safety and safety performance information is communicated 
throughout the organization and to contractors) 

LAVTA’s Chief Safety Officer and Director of Finance (providing the human resources function) 
coordinate LAVTA’s safety communication activities for the SMS. Contractors will, at a minimum, 
mirror LAVTA’s frequency with which safety updates and performance information is communicated 
to employees and/or as required contractually at monthly meetings and report back to the Chief 
Safety Officer. LAVTA may also inquire and poll employee and contractor staff to ensure their 
awareness of the latest safety information shared. These activities focus on the three categories of 
communication activity established in 49 CFR Part 673: 

• Communicating safety and safety performance information throughout the agency: LAVTA 
communicates information on safety and safety performance during monthly All-Staff 
Meetings. LAVTA also has a permanent agenda item in all monthly Drivers’ Meetings 
(contractor) dedicated to safety. Information typically conveyed during these meetings includes 
safety performance statistics, lessons learned from recent occurrences, upcoming events that 
may impact LAVTA’s service or safety performance, and updates regarding SMS 
implementation. LAVTA also requests information from drivers during these meetings, which is 
recorded in meeting minutes. Finally, LAVTA’s Director of Finance, who oversees human 
resources, posts safety bulletins and flyers on the bulletin boards located in all bus operator 
and maintenance technician break rooms (contractor areas), advertising safety messages and 
promoting awareness of safety issues. 

• Communicating information on hazards and safety risks relevant to employees' roles and 
responsibilities throughout the agency: As part of new-hire training, LAVTA distributes safety 
policies and procedures, included in the LAVTA Employee Handbook, to all employees. LAVTA and 
contractors provide training on these policies and procedures and discuss them during safety 
talks between supervisors and bus operators and vehicle technicians. Contractors will also 
communicate their own safety information and trainings as outlined in Exhibits 3, 4, 8, and 9 to 
staff. For newly emerging issues or safety events at the agency, LAVTA’s Chief Safety Officer 
issues bulletins or messages to employees that are reinforced by supervisors in one-on-one or 
group discussions with employees. Contractors communicate this information to their employees, 
log, and report back to the Safety Committee (LAVTA/contractor). 

• Informing employees of safety actions taken in response to reports submitted through the 
ESRP: LAVTA provides targeted communications to inform employees of safety actions taken 
in response to reports submitted through the ESRP, including handouts and flyers, safety 
talks, updates to bulletin boards, and one-on-one discussions between employees and 
supervisors. This information is also relayed to contractors so they can pass it on to their 
staff. 
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8. Additional Information 

 

Supporting Documentation 
(Used to implement and carry out the PTASP that are not included elsewhere in this document) 

LAVTA will maintain documentation related to the implementation of its SMS; the programs, policies, 
and procedures used to carry out this PTASP; and the results from its SMS processes and activities for 
three years after creation. Please also see accompanying Exhibits. They will be available to the FTA or 
other Federal or oversight entity upon request. 
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9. Definitions of Terms Used in the Safety Plan 

 
LAVTA incorporates all of FTA’s definitions that are in 49 CFR § 673.5 of the Public Transportation 
Agency Safety Plan regulation. 

• Accident means an Event that involves any of the following: A loss of life; a report of a serious 
injury to a person; a collision of public transportation vehicles; a runaway train; an evacuation 
for life safety reasons; or any derailment of a rail transit vehicle, at any location, at any time, 
whatever the cause. 

• Accountable Executive means a single, identifiable person who has ultimate responsibility for 
carrying out the Public Transportation Agency Safety Plan of a public transportation agency; 
responsibility for carrying out the agency's Transit Asset Management Plan; and control or 
direction over the human and capital resources needed to develop and maintain both the 
agency's Public Transportation Agency Safety Plan, in accordance with 49 U.S.C. 5329(d), and 
the agency's Transit Asset Management Plan, in accordance with 49 U.S.C. 5326. 

• Equivalent Authority means an entity that carries out duties similar to that of a Board of 
Directors for a recipient or subrecipient of FTA funds under 49 U.S.C. Chapter 53, including 
sufficient authority to review and approve a recipient or subrecipient's Public Transportation 
Agency Safety Plan. 

• Event means any Accident, Incident, or Occurrence. 
• Hazard means any real or potential condition that can cause injury, illness, or death; damage to 

or loss of the facilities, equipment, rolling stock, or infrastructure of a public transportation 
system; or damage to the environment. 

• Incident means an event that involves any of the following: a personal injury that is not a 
serious injury; one or more injuries requiring medical transport; or damage to facilities, 
equipment, rolling stock, or infrastructure that disrupts the operations of a transit agency. 

• Investigation means the process of determining the causal and contributing factors of an 
accident, incident, or hazard, for the purpose of preventing recurrence and mitigating risk. 

• National Public Transportation Safety Plan means the plan to improve the safety of all public 
transportation systems that receive Federal financial assistance under 49 U.S.C. Chapter 53. 

• Occurrence means an Event without any personal injury in which any damage to facilities, 
equipment, rolling stock, or infrastructure does not disrupt the operations of a transit agency. 

• Operator of a public transportation system means a provider of public transportation as defined 
under 49 U.S.C. 5302. 

• Performance measure means an expression based on a quantifiable indicator of performance or 
condition that is used to establish targets and to assess progress toward meeting the established 
targets. 

• Performance target means a quantifiable level of performance or condition, expressed as a 
value for the measure, to be achieved within a time period required by the FTA. 

• Public Transportation Agency Safety Plan means the documented comprehensive Agency 
Safety Plan for a transit agency that is required by 49 U.S.C. 5329 and Part 673. 



FEDERAL TRANSIT ADMINISTRATION 

LAVTA Public Transportation Agency Safety Plan 
Last Updated May 17, 2023 

Page 22 

 

 

• Risk means the composite of predicted severity and likelihood of the potential effect of a 
hazard. 

• Risk mitigation means a method or methods to eliminate or reduce the effects of hazards. 
• Safety Assurance means processes within a transit agency's Safety Management System that 

function to ensure the implementation and effectiveness of safety risk mitigation, and to ensure 
that the transit agency meets or exceeds its safety objectives through the collection, analysis, 
and assessment of information. 

• Safety Management Policy means a transit agency's documented commitment to safety, which 
defines the transit agency's safety objectives and the accountabilities and responsibilities of its 
employees in regard to safety. 

• Safety Management System means the formal, top-down, organization-wide approach to 
managing safety risk and assuring the effectiveness of a transit agency's safety risk mitigation. 
SMS includes systematic procedures, practices, and policies for managing risks and hazards. 

• Safety performance target means a performance target related to safety management 
activities. 

• Safety Promotion means a combination of training and communication of safety information to 
support SMS as applied to the transit agency's public transportation system. 

• Safety risk assessment means the formal activity whereby a transit agency determines Safety 
Risk Management priorities by establishing the significance or value of its safety risks. 

• Safety Risk Management means a process within a transit agency's Agency Safety Plan for 
identifying hazards and analyzing, assessing, and mitigating safety risk. 

• Serious injury means any injury which: (1) Requires hospitalization for more than 48 hours, 
commencing within 7 days from the date when the injury was received; (2) Results in a fracture 
of any bone (except simple fractures of fingers, toes, or noses); (3) Causes severe hemorrhages, 
nerve, muscle, or tendon damage; (4) Involves any internal organ; or (5) Involves second- or 
third-degree burns, or any burns affecting more than 5 percent of the body surface. 

• Transit agency means an operator of a public transportation system. 
• Transit Asset Management Plan means the strategic and systematic practice of procuring, 

operating, inspecting, maintaining, rehabilitating, and replacing transit capital assets to manage 
their performance, risks, and costs over their life cycles, for the purpose of providing safe, cost- 
effective, and reliable public transportation, as required by 49 U.S.C. 5326 and 49 CFR Part 625. 



LAVTA Public Transportation Agency Safety Plan 
Last Updated May 17, 2023 

Page 23 

 

 

10. Commonly Used Acronyms 

 
Acronym Word or Phase 

ADA American’s with Disabilities Act of 1990 

PTASP Public Transportation Agency Safety Plan (Part 673) 

CFR Code of Federal Regulations 

ESRP Employee Safety Reporting Program 

FTA Federal Transit Administration 

LAVTA Livermore Amador Valley Transit Authority 

MPO Metropolitan Planning Organization 

Part 673 49 CFR Part 673 (Public Transportation Agency Safety Plan) 

SMS Safety Management System 

SRM Safety Risk Management 

U.S.C. United States Code 

VRM Vehicle Revenue Miles 
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11.. Safetyy Managementt Policyy  

Safetyy Managementt Systemm (SMS)) Policyy Statementt 

MV Transportation, Inc. is committed to providing the highest level of safety for the public, our 
employees and contractors.  Satisfying our customers’ special needs with 100% regulatory 
compliance and the lowest possible risk is our first operational priority.  We will never increase 
our risk of accident or injury to solve operational problems in the course of providing the Best 
Customer Experience.   

To meet that commitment, MV Transportation has adopted the Safety Management System (SMS) 
and developed safety policies and activities in support of an effective SMS.  This plan is based on 
the four components of SMS:  Safety Management Policy, Safety Risk Management, Safety 
Assurance, and Safety Promotion.  

Every employee and contractor are directed and empowered to administer the SMS and its 
specific activities for the prevention, control, and resolution of unsafe conditions and actions.  The 
primary objectives of this SMS plan are to proactively identify and mitigate safety hazards and 
risks, promote a positive safety culture, and maintain regulatory compliance.  

Our safety objectives are to:

• Ensure that effective safety management systems and processes are integrated into all of 
our activities.

• Designate an individual responsible for the safety function who reports directly to the Chief 
Executive Officer of the company and authorize that individual to develop and implement 
programs to promote safety.

• Ensure all employees and contractors are aware that safety is their primary responsibility 
and they are held accountable for delivering the highest level of safety in their daily work 
activities.

• Clearly define the safety accountabilities and responsibilities to all employees and 
contractors, including the responsibility of managers and supervisors to develop, implement, 
and enforce safety rules and procedures in their respective work areas.

• Provide all employees and contractors with appropriate safety information and skills training; 
ensure employee and contractor competence in all safety matters related to their position 
with the company.

• Develop and embrace a positive safety culture in all of our activities that recognizes the 
importance and value of effective safety management and acknowledges that safety is the 
number one operating value in everything we do.                                         

• Ensure a culture of open reporting of all safety hazards, ensuring that no action will be taken 
against any employee who discloses a safety concern through the proper chain of command, 
unless such disclosure indicates, beyond any reasonable doubt, an illegal act, gross 
negligence, or a deliberate or willful disregard of regulations or procedures. 
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• Promote and maintain a positive safety culture with positive recognition and reinforcement 
of safe behaviors.

• Ensure that all equipment, systems and services meet our safety performance standards 
through periodic audits and inspections.

• Establish performance metrics and measures of our safety performance against our safety 
performance indicators and safety performance targets.

• Continually develop and improve our safety processes through actively monitoring, 
measuring, and reviewing our performance against our objectives and targets.

• Conduct safety and management reviews to improve our safety performance and ensure 
that relevant and corrective actions are taken.

• Comply with all state and federal regulatory requirements and standards.  

 

 

Signed: _________________________        Date: ____________ 

Harry Wilson, Executive Chairman
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1.1 Commitment to Safety Statement

Providing the highest level of safety for all MV Transportation employees, passengers, and the 
communities we serve is our core operating value.  Safety is at the forefront of delivering the
Best Customer Experience and is the first of our key components of successful performance.  

Doing work safely must be the foundation of all operational activities.  Safety standards will 
never be compromised, subordinated or diminished by any other goal.  Safety is the process 
that drives all functions and activities and is at the center of everything we do at MV 
Transportation.  

MV Transportation is committed to being the safest organization possible and is committed to 
an incident and injury free workplace and security excellence.  We will review and continually 
improve our practices to continuously drive improvements in safety, health, environmental, 
and security performance.

Accountability is fundamental to our mission.  Every individual at MV is responsible for working 
and acting safely and embracing safety as a lifestyle.  Compliance with this Commitment, 
applicable laws, and other requirements is the responsibility of every employee and contractor 
acting on our behalf.

Safety leadership is a core responsibility of management and is the company's most important 
management value.  Managers at all levels will set the standard in our industry, from the Chief 
Executive Officer to the first-level supervisor.  

Every employee is responsible to:
• Promote and maintain a safe work environment for all personnel and our passengers.
• Act consistently to influence safe behaviors and eliminate unsafe behaviors, actions and 

decisions.
• Go above and beyond the minimum safety standards of his / her job.
• Directly participate in all aspects of our safety program.
• Abide by all applicable safety rules and regulations.
• Work with management to decrease our exposure to risk.
• Immediately report all incidents/accidents and hazards.
• Complete all assigned safety training programs to continuously enhance safety skillset.
• Intervene in an activity if it is observed that its being conducted with an unacceptable level 

of risk.
• Encourage and reinforce the safe behaviors of others.
• Resolve circumstances responsibly that require corrective action.
• Insist upon an unwavering commitment to safety.

MV leadership is committed to supporting this statement with the resources and 
accountability necessary to achieve safety excellence.

Harry Wilson
Executive Chairman

Kevin Klika
President and Chief Operating Officer
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CContractorr Managementt 

It is the responsibility of MV Transportation to ensure that contractor work practices meet 
established safety standards of the agency and any and all federal, state, and local regulations and 
requirements.  (Safety Policy S-10).

MV Transportation will monitor contractor compliance through scheduled and unscheduled safety 
audits of equipment, work sites and practices, regulatory compliance, and required records.  
Significant violations, especially in areas of safety, will be addressed by the appropriate 
management person, and may include termination of the contract or other legal action.

1.2 Safety Management System Development

This Safety Management System (SMS) plan was developed to outline our systematic procedures, 
practices, and policies for managing risks and hazards.  Additional plan elements are available as 
references to support the information outlined in this document.

Key definitions of our process throughout our Safety Risk Management includes the following:

• A hhazard is a condition or object with the potential of causing injuries to personnel, damage 
to equipment or structures, loss of material, or reduction of ability to perform a prescribed 
function. The potential for harm is defined as ssafetyy risk.  It refers to the chance that 
people, equipment, or the environment could be harmed by the consequences of a hazard.

• What is done to address and reduce that risk is mmitigation.
• Consequence means an effect of a hazard, involving injury, illness, or death; damage to or 

loss of the facilities, equipment, rolling stock, or infrastructure of a public transportation 
system; or damage to the environment.

• Event means any accident, incident, or occurrence.

This SMS plan will be reviewed periodically to continuously improve in our mitigation of safety
risk.  We will review and continuously improve our practices to drive continuous improvement.  
Effectiveness at the site level will be determined at least annually through the Safety Director 
audit.  Reviews may occur more frequently.

This plan outlines the SMS activities for all employees and contractors employed by MV 
Transportation.   Additional manuals and procedures should be referenced for more in-depth 
procedural detail.  We will work with the transit agency at the site-location level to ensure these 
activities are also featured in their Agency Safety Plan.

1.3 Operations and Maintenance Procedures

It is the policy of MV Transportation that company operations and all personnel will comply with 
all applicable requirements federal and state safety regulations (Safety Policy S-10).

The system will be monitored for compliance with and sufficiency of operations and maintenance 
procedures.  Non-compliance will be addressed through training, coaching, and management 
oversight, among other approaches.  Non-compliance may result in disciplinary action, in 
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accordance with our policies and procedures.  Insufficient procedures will be addressed through 
the Safety Risk Management process outlined in this plan. Any task that cannot be done safely 
should not be attempted until it can be done safely.

It is the responsibility of the operator to perform thorough Daily Vehicle Inspections (DVIs) and 
submit those reports to dispatch personnel.  It is the responsibility of the mechanics to review and 
repair all defects before the vehicle goes back into service.  The procedure is listed out in greater 
detail in our Maintenance Manual.  Monthly audits of facilities including yard and surrounding 
areas will also be conducted to verify OSHA compliance and hazard identification, mitigation and 
resolution.

A vehicle with a safety defect is reported immediately by the operator.  The vehicle shall be 
removed from service and not returned until repaired or replaced as soon as possible.  In cases 
when the defect prevents the vehicle from being safely driven back to the garage, it is towed using 
a contracted service.

No operator or other authorized employee is asked, required, or permitted to drive a vehicle with 
a known major safety defect and is required to wear a safety vest as well as any other appropriate 
PPE.

As outlined in our Maintenance Manual, it is the responsibility of the maintenance manager to 
provide the general manager with a detailed account of the day’s vehicle status and maintenance 
activities.  The maintenance manager shall ensure the operations manager is kept up-to-date on 
all daily meetings and reports.

It is the policy of MV Transportation that maintenance managers are responsible to ensure all fleet 
vehicles are systematically inspected, maintained, and repaired. The preventative maintenance 
intervals shall conform to the OEM service specifications, FTA standards, and contractual 
requirements.  (MP-03-02 – Preventative Maintenance).  All seasonable maintenance services are 
to be conducted in accordance with OEM standards. (MP-03-10 – Seasonal Maintenance).

Please refer to the Maintenance Shop Safety Manual and Maintenance Manual for further detail 
outlining policies and procedures, as well as our Safety Vest Policy S-46 and Yard Safety 
Procedures.

SSafetyy inn Design,, Acquisitionn andd Procurementt 

Operational safety and passenger safety are the highest priorities when defining vehicle and 
facility design requirements.  Design criteria are established to ensure the equipment meets or 
exceeds all safety, flammability and environmental requirements and meets all state and federal 
standards and regulations.  MV Transportation’s Procurement Department owns the procurement 
process and works closely with all impacted departments. 

Conditions covered in the Contract Specifications include verification of compliance, commencing 
with the design phase and periodic inspections and testing during the construction phase 
performed by qualified consultants.  A thorough inspection and system testing is performed 
before the equipment is conditionally accepted.

The Procurement Group works in conjunction with the maintenance, safety, and operations 
department when purchasing personal protective equipment for employees, controlling 
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chemicals and other hazards in the workplace, mandating safety requirements in specific 
contracts and requiring compliance from specific vendors and clients with MV Transportation’s 
safety requirements.

1.4 Employment and Recruitment Selection

MV Transportation follows industry practices when hiring employees and contractors, including 
employment, criminal background, and MVR reports as required.  Our hiring practices are 
compliant with FTA regulations on pre-employment / new hire testing and onboarding.

1.5 Drug and Alcohol Program

The Drug and Alcohol Program Manager is responsible for administering the corporate program.  
The location Designated Employer Representative (DER) are responsible for location program 
compliance.   The policies and procedures conform to the drug and alcohol regulations of the 
United States Department of Transportation’s (DOT), Federal Transit Administration (FTA) and/or 
the Federal Motor Carrier Safety Association (FMCSA), based on the service environment that the 
agency and contract operates under.  The policy identifies that employees are subject to testing
and includes the testing requirements, prohibited behavior, consequences of positive results and 
resources for employee assistance and rehabilitation.  

MV Transportation is committed to a Drug and Alcohol free workplace through a Zero Tolerance 
policy.  Participation by covered employees in MV Transportation’s prohibited drug use and 
alcohol misuse program is a condition of employment.  Supervisors must not permit a safety-
sensitive employee to perform his/her job function if the employee has violated any provision of 
the Policy.  Our Drug and Alcohol-Free policy extends to contractor personnel in safety-sensitive 
positions.

1.6 Workplace Violence Program

MV Transportation is firmly committed to providing a workplace free from acts of violence or 
threats of violence.  In keeping with this commitment, the Company has established a policy 
strictly prohibiting any employee from threatening or committing an act of violence in the 
workplace, while on duty, while on company related business, or while operating any vehicle or 
equipment owned or leased by the Company.  

Assistance is needed from all employees to achieve a workplace secure and free from violence.  
MV is committed to a “zero tolerance” policy and compliance with this policy in respect to 
workplace violence is every employee’s responsibility.  Any and all incidents involving an act or 
threat of violence must be reported immediately to the employee’s supervisor or the Human 
Resources department.  Any employee may do so without fear of retaliation of any kind.  After the 
incident is reported to a supervisor, he/she will report the matter to the Human Resources 
department, who will conduct an investigation and take appropriate action.
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Any employee who engages in or contributes to violent or threatening behavior may be subject 
to disciplinary action, up to and including termination.

1.7 Fitness for Duty

Fitness for duty is determined by Human Resources and Safety Management.  It is the policy of 
MV Transportation that all drivers are professionals that manage fatigue and come to work well 
rested and prepared to provide a full measure of safe and reliable customer service (Safety Policy 
S-18).

All employees that take medical leave must provide a return to work release from his/her health 
care provider prior to returning to work.  The return to work statement should be submitted to 
the Leaves Manager in the Benefits department.

Employees returning to work after 30 days or more break in service will be required to undergo a 
background check, return-to-work physical and drug test, as permitted or required by applicable 
federal or state law which includes but is not limited to regulations and requirements set forth by 
the DOT, FTA, FMCSA, OSHA and ADA.

1.8 Exposure to Infectious Diseases

MV Transportation is committed to providing a safe and healthy workplace for all employees, 
customers, clients, and business partners.  MV’s health and safety preparedness efforts follows 
the guidance published by the Centers for Disease Control and Prevention (CDC), Occupational 
Safety and Health Administration (OSHA), as well as guidance from a State health authority or 
other applicable industry guidance.  Health and safety preparedness efforts include awareness on 
everyday preventative safety precautions, worker hygiene and source controls, workplace 
cleaning and disinfection, and communications and training practices.

Employees are trained on the concept of Universal Precautions, which is adopted by OSHA as a 
way to protect yourself under the Bloodborne Pathogen standard.  Universal Precautions include 
safe health hygiene practices to prevent infection by treating all bodily fluids as if they are 
infectious.  All MV employees undergo training on Bloodborne Pathogens, which includes an 
overview and awareness of the standard, protecting against the risk of infection by avoiding direct 
contact with bodily fluids, wearing the appropriate PPE, proper donning and doffing of PPE, and 
proper hand-washing techniques or use of hand-sanitizer that is consistent with both CDC and 
OSHA guidelines.  MV conducts annual refresher training on Bloodborne Pathogens during 
monthly safety meetings once a year.  

MV will continue to procure the recommended protective supplies, which may include cleaning 
and disinfection products, gloves, safety goggles and masks.  If an employee is running low on PPE, 
they are to contact their supervisor.  

All employees are to take self-responsibility in practicing good hygiene skills and maintaining safe 
behavioral practices.  Everyone has a role to play in making sure our workplaces and communities 
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are as safe as possible.  Employees are to be informed of and encouraged to monitor signs and 
symptoms of an illness and to not report to work if they are ill.

MV will continue to employ strategies to minimize the exposure of the public, personnel and 
property to hazards and unsafe conditions consistent with guidance received from health 
authorities.  MV will continue to produce policies, procedures and postings to inform and 
encourage employees to maintain hygiene and infection control.

1.9 Policies and Procedures Review

All policies and procedures require periodic reviews for applicability and accuracy.  Policies and 
procedures include a revision date to ensure that all copies of the document are current.   Specific 
policies and procedures are reviewed by department managers with the assistance of the Human 
Resources Department.  Changes to policies and procedures will be made at the corporate level 
after a thorough review has been performed.

The contractor’s safety policies and procedures will also be reviewed periodically for accuracy and 
compatibility with MV Transportation policies and procedures. 

To submit a request for revision, individuals must complete a Change Request.  Details of the 
request must include the policy or procedure, description of the requested process change, any 
known impact, and implementation efforts.

1.10 Employee Safety Reporting Program (ESRP)

Our front-line employees are our best source of information for identifying hazards.  Nobody 
knows more about the actual safety performance of the transit system than the employees who 
deliver the service.

The Employee Safety Reporting Program (ESRP) is intended to help the Accountable Executive and 
other senior managers get important safety information from across the transit agency.  It can be 
an agency’s most important source of safety data.

There are two types of safety reporting programs: mandatory and voluntary.

• MMandatory:  Employees must report hazards that are compliance-based and address 
regulatory issues.  Employees are required to immediately report every incident and 
accident.  An employee’s failure to report or provide false information of an unsafe hazard 
or act could result in disciplinary action.

• Voluntary:  Employees are strongly encouraged to report hazards and can report 
anonymously.  Every employee is empowered to report any unsafe hazard / risk to their 
supervisor or senior management without fear of retribution or penalty.

Employees will have the option to report anonymously to maintain confidentiality.  The ESRP is 
non-punitive and employees will not be disciplined for the act of reporting the Hazard or Near 
Miss.  However, employees must report hazards that are compliance-based and address 
regulatory issues.  Record falsification, Drug & Alcohol violations, gross negligent behavior, and 
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failure to report accidents/incidents and serious safety hazards are examples of employee 
behaviors that may result in disciplinary action.

Forms of reporting can include submitting a completed SMS Hazard/Risk Report Form (found in 
the Appendix) or utilizing a centrally located Safety Suggestion Box at the division location.  The 
transit agency may also have an additional form of Employee Safety Reporting.

The Hazard/Risk Report Form shall be completed immediately, so proactive measures can be 
taken as soon as possible.  Depending on the perceived level of risk and severity, the report shall 
be submitted immediately or by the end of their shift.

Input by employees into the ESRP can include safety concern reporting, operational system 
description, hazard identification, safety deficiencies, risk assessments, potential consequences of 
hazards, or recommended safety risk mitigations.  

Examples of reports may include the following;

• Safety hazards in the operating environment (for example, county road conditions)
• Policies and procedures that aren’t working as intended (for example, insufficient time to 

complete pre-trip inspections)
• Events that senior managers might not otherwise know about (for example, near misses)
• Information about why a safety event occurred (for example, radio communication 

challenges contributed to an incident)

The information we receive through this source will help us resolve the reported hazard and notify 
the supervisor or senior management of changes that may need to be made to mitigate safety 
hazards in the future.

The Safety Department will lead the effort on collection, analysis, resolution, and monitoring of 
hazards and feedback entered through the ESRP.  The Safety Department will take the lead on the 
Safety Risk Management process, with inputs from subject-matter experts in operations and 
maintenance.

Information collected through our ESRP will feed into our hazard identification and analysis 
process.  Please reference that section of the plan for further information on mitigation, 
resolution, and communication.

1.11 Authorities, Accountabilities & Responsibilities

Safety accountabilities and responsibilities span from corporate organizational roles to contract 
management and front-line employees.  All employees are responsible for safe operations, as 
outlined in our Commitment to Safety statement.

The CCEO provides strategic direction and has the responsibility for providing the leadership and 
resources to carry out the Safety Management System plan. 

Agencyy Leadershipp andd Executivee Management are tasked and authorized with making sure that 
the organization safety policies and procedures are followed and communicated to their direct 
reports, general managers, managers and front-line supervisors. They will provide positive 

Page 12



12

leadership and direction in maintaining the safety policy as a major priority in all operations. This 
group is responsible for providing resources to acquire and maintain safety and health 
equipment, devices and programs. They will support safety standards and behaviors ensuring 
that steps are made to identify and mitigate hazard and risk.

The SSafety Leadership team, including the Chief Safety Officer, VP of Safety, or Director of Safety,
has the authority and responsibility for making sure the safety policies and procedures are 
adhered by and promoted by senior management, department supervisors and managers, area 
safety directors and key safety team members. The Safety Leadership team will stay informed of 
law changes or updates concerning employee safety and record keeping and will amend safety 
policies as required. This group will conduct periodic reviews of safety standards to remain 
current with federal and state requirements. They will provide guidance in maintaining a high 
standard of safety training programs and assist in analyzing safety data to identify future 
mitigation strategies. The Directors of Safety will conduct an annual audit to ensure compliance 
with Federal, State and Local rules and regulations as well as company policies and procedures.

Keyy Staff, including Department Supervisors, Managers and all other employees, are tasked with 
following all company safety policies to include, but not limited to, FTA, FMCSA, USDOT, ADA
safety regulations. Managers and Supervisors are responsible for staying current on all internal 
and external safety training. They are also responsible with reporting or responding to accidents, 
injuries, near misses, unsafe working conditions and potential hazards within their scope of 
influence. Supervisors and Managers will evaluate employee performance ensuring each 
employee’s safe behavior and work methods and coach, retrain and discipline as required.  They 
will conduct monthly facility audits to ensure compliance.  They are also responsible for 
promoting the ESRP and reviewing and resolving all submissions responsibility.  

Locationn Safetyy Committee shall be established at the division facility per internal MV policies 
and partnering with the transit agency to comply with the requirements of the PTASP regulation 
under 49 CFR Part 673.

According to the PTASP regulation, transit agencies that are required to have an ASP in place, 
receive 49 U.S.C. § 5307 funding, and serve a large urbanized area with a population of 200,000 
or more will be required to form a safety committee.  MV will partner with the transit agency to 
form a safety committee that is convened by a joint labor-management process and consisting 
of an equal number of frontline employee representatives and management employees.  

In addition to the above overview of safety roles and responsibilities by group, the following 
highlights the site-specific roles and responsibilities.  This is in addition to the responsibilities 
listed out in our Commitment to Safety (page 4) and SMS plan objectives (page 2).

Generall Manager:  Ultimate responsibility for the safety performance of the location and 
authorizes activities to support an effective SMS.
Operationss Manager:  Responsible for promoting operational safety and adhering to our policies 
and procedures.
Safetyy andd Trainingg Manager:  Responsible for the day-to-day implementation and operation of 
the SMS.
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MMaintenancee Manager:  Responsible for OSHA compliance and site-specific maintenance 
activities.
Trainerss // Instructors:  Responsible for ensuring that we are training every employee to 
proficiency in accordance with our performance standards.
Supervisors:  Responsible for playing an active role in SMS activities, including sufficient road 
observations and identifying potential safety hazards with recommended solutions.
Locationn Safetyy Committee:  Responsible for ensuring that reported safety items are reviewed 
and addressed; identifying and recommending risk-based mitigations or strategies and the 
effectiveness of existing mitigations / strategies; identifying safety deficiencies for purposes of 
continuous improvement.

1.12 Emergency Management Integration and Procedures

Every site location is to maintain an updated Emergency Action Plan (Safety Policy S-21).  The 
purpose of the Emergency Action Plan is to assist employees and management in making quality 
decisions during times of crisis, and to comply with regulatory standards for Emergency Action 
Plans.

The Facility Emergency Action Plan will be reviewed and updated annually.  Certain practice drills 
are to be planned and carried out for preparedness during emergency scenarios.

The Emergency Action Plan is available on our intranet site and should be printed and stored in 
the division.

1.13 SMS Documentation and Records

Processes that require documentation or forms to support an effective SMS are listed out in this 
plan within the corresponding section.  

Site locations that are subject to the PTASP Final Rule will be required to maintain documentation 
and recordkeeping for a minimum of 3 years.

2.. Safetyy Riskk Managementt 
The FTA defines Safety Risk Management as a process within the agency’s Public Transportation 
Agency Plan for identifying hazards and analyzing, assessing, and mitigating the safety risk.

Through risk identification and assessment, a determination is made of the probability and 
severity of potential losses.  Safety and loss control programs are developed to modify and 
eliminate or reduce the risks of these exposures.  

2.1 Accident and Incident Reporting and Response
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It is the policy of MV Transportation to minimize injury, damages, pain and suffering for people 
involved in vehicular mishaps involving MV vehicles, to promptly respond, report and to 
thoroughly investigate these occurrences. (Safety Policy S-32)

All incidents, including near misses and minor events, should be reported as soon as possible –
whether or not the incident did or could have resulted in personnel injuries, illnesses, or property 
damage.

The incidents shall be immediately reported from the scene.  Operator at scene shall immediately 
contact Dispatch and provide incident details.  

When possible, it is the responsibility of the General Manager to make sure that a manager or 
supervisor responds to the accident to ensure care for our driver and equipment, secure the 
incident site, preserve evidence, review of accident investigation and proper review of company 
liability.

The initial accident/incident claim line information sheet should be completed with details to 
convey to our claims department.

Accident and incident response procedures will vary depending on the severity of an incident 
(“major” vs. “minor” definition thresholds outlined in Safety Policy S-32).  All employees, 
supervisors and managers should be knowledgeable on response procedures outlined in Risk 
Management SAF-001 Accident Procedures guideline and High Priority Event notification 
procedures.

The General Manager and Safety Manager are responsible for ensuring a timely investigation and 
report is completed. 

Reports are reviewed by the department manager, who determines preventability (Safety Policy 
S-1).  Reports may also be reviewed by Risk Management and the Director of Safety.  Additional 
actions and activities may be requested from the Risk Management department or Regional 
Director of Safety.

Copies of the accident/incident reports and a summary are kept for review and reporting as 
necessary.

WWorkk Injuriess 

Work injuries include any injury, occupational disease, or disability that arises out of, or in the 
course of, any work-related activity and requires first aid or medical treatment.  Worker’s 
compensation OSHA-related injuries are considered work injuries for the purpose of this policy.

Injuries should be reported by the injured employee or a witness to dispatch or his/her immediate 
supervisor as soon as possible.  If the injured employee needs medical attention, the appropriate 
response by coworkers (dispatch, supervisor, manager) is to:

• Assess the injury.
• Call 911 if necessary.
• Begin emergency medical treatment, if willing and able.
• Continue treatment until emergency responders arrive.
• Inform Management or Director of Safety.
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• Complete a written report as soon as possible.

The injured employee must complete an Employee Injury Report for the Human Resources and 
Safety department as soon as possible.  In compliance with OSHA regulations, all reportable 
employee injuries will be recorded by a representative from the Safety department and a 
summary will be posted from February 1 to April each year for employee review.  

The Supervisor will conduct an investigation to determine the root cause of the incident 
surrounding the injury (Safety Policy S-30).  The Supervisor will issue a written report for review 
by Risk Management, Regional Manager - Maintenance, General Manager and Area Safety 
Director.  Recommendations may be issued and will follow normal channels of communication.  
Investigative resources will include the Employee Injury Report, eyewitness accounts, employee 
interviews, equipment testing, and any other reasonable means to determine root causes.  Injury 
reports will be kept on file for future analysis.

AAccidentt andd Incidentt Investigationn  

It is the policy of MV Transportation to investigate all incidents/injuries, to identify causes, and to 
correct deficiencies, if any (Safety Policy S-1).  Effective incident investigation is an essential step 
towards making improvements in the system or process that can prevent future incidents from 
similar causes.  It is the key to correcting and improving unsafe behavior in the workplace.

Identifying all factors that came into play to cause an incident, accident, or injury, and getting 
down to the root cause, is the only way to ensure proper steps will be taken to prevent a 
recurrence.  This includes examining driving and work procedures and revising them if found 
faulty; and identifying violations of MV, OSHA, DOT, FTA, or other procedures, rules or regulations.  
(Safety Policy S-32)

After corrective actions have been identified and put in place, the management team or Regional 
Safety Director will follow-up to ensure that corrective actions remain in place and have effectively 
corrected incident causes.

2.2 Safety Hazard Identification and Analysis

Hazards identifications could be submitted directly or could be derived from trends or other data 
analyses.

Hazards can be identified through a variety of sources, including;

1. Reviews
2. Observations
3. Investigations
4. ESRP
5. Passenger feedback
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When a hazard has been identified, it will be tracked in a Safety Risk Register log, using the FTA 
template provided.  This includes the description of the risk, rating of the risk, the action to address 
it, and how we are going to monitor that action for its effectiveness.

The hazard will be rated with an “as reported” risk assessment ranking, which will be followed up 
for a re-evaluation after a mitigation strategy has been implemented.

RReviewss 
• DriveCam scored or coachable events – driver specific or aggregated trends of at-risk 

behaviors
• Monthly performance or quarterly reviews of both leading and lagging indicators

Observationss 
• Road observations and ride checks
• Mystery rider program (if applicable at the site location)
• Customer/passenger comments
• Third-party notifications 

Auditss andd Inspectionss 
• Monthly facility inspection
• Daily walk-through
• Pull-out procedures
• New driver assessments (Safety Policy S-37)
• Refresher training (Safety Policy S-12)
• Annual safety director audit
• Maintenance audit 

Investigationss 
• Accident and incident investigation
• Injury root cause investigation

Hazardd Analysiss 

Once a hazard has been identified, it must then be analyzed.  Analysis may include a description 
of the hazard, supporting results documents, photos, and/or suggestions for resolution.  Unless a 
hazard can be eliminated, it’s safety risk must then be managed.  We analyze this in terms of how 
likely it is to happen (probability or frequency) and how bad it could be (severity).  Hazard
Probability Categories and Hazard Resolution Matrix, see Attachmentt A, and then by determining 
the best method for remediation. Near Miss reporting will be collected through Dash Camera 
Systems, as well as encouraged through the ESRP.  If not captured through a Dash Camera System, 
Near Miss reporting can be completed on the Hazard Risk Form and reported to the location Safety 
Manager or Supervisor.  
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2.3 Evaluation, Mitigation and Communication of Safety Risk

The last step is to develop possible mitigation strategies that address identified safety risks.  In 
evaluating safety risks, identifying what is being done now vs. what can be done in the future is an 
important consideration.  

The review must identify facts, establish root causes, and suggest methods for mitigating or 
preventing recurrence.

Statistics from accident and incidents are tracked and compared to performance measures and 
targets to identify where mitigations may or may not be effective.

The identified hazards are reviewed and assessed, and a priority is set based on severity of risk
using the Hazard Resolution Matrix.

The Location Safety Committee (LSC) plays an important part of hazard reduction and hazard 
resolution.  The LSC shall be established at the division facility per internal MV policies and 
partnering with the transit agency to comply with the requirements of the PTASP regulation under 
49 CFR Part 673.  The committee should provide inputs/ideas to ensure a safe work environment 
is established and maintained.  The committee will be responsible for identifying and 
recommending risk-based mitigations, evaluating the effectiveness of those risk-based 
mitigations, and identifying additional safety deficiencies for purposes of continuous 
improvement.

HHazardd Resolutionn andd Communicationn 

When the safety hazard and analysis has been completed, the location supervisor or manager who 
will then coordinate efforts with essential personnel to resolve the hazard in a timely manner.  In 
cases where an immediate threat to safety exists, work will be immediately suspended by the 
location management while the hazard is addressed and mitigated. 

Many hazards can be resolved through more than one means, but the general process for 
determining the best method should be by considering engineering controls, administrative work 
practices, or employee actions.

Communication of resolution and status of SMS activities is listed out in section 4 of this plan.

3.. Safetyy Assurancee 
The FTA defines Safety Risk Management as a series of processes within a transit agency’s Safety 
Management System that function to ensure the implementation and effectiveness of safety risk 
mitigation, and to ensure that the transit agency meets or exceeds its safety objectives through 
the collection, analysis, and assessment of information. 

Safety Assurance subcomponents includes:

1. Safety Performance and Monitoring and Measurement
2. Management of Change
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3. Continuous Improvement

3.1 Safety Performance and Monitoring and Measurement

Data is constantly collected through the transit agency’s Safety Assurance activities.  This will 
include both leading and lagging indicators.  

Leading indicators are used to anticipate and prevent injuries and accidents.  This data source can 
include information collected from road observations, ride checks, mobile blitzes, or the ESRP.  
Our behavior-based indicators, as measured by DriveCam or another safety monitoring 
technology, is one of our best indicators for future success, as it measures the unsafe behaviors 
present in our operation.  

Our lagging indicators measures what has happened, including accidents and injuries.  This metric 
allows you to analyze historical information, as well as view in real-time if your risk mitigation plans 
are reducing the accidents and injuries.

Safety performance indicators will help measure inputs, outputs, outcomes, or impacts.  It is a 
signal or early warning sign.

Safety performance targets are quantifiable and is the expected change over a period of time.

Daily monitoring will be conducted through inspections, observations, and evaluations.  

Safety Performance Targets are spelled out in the PTASP addendum of this plan.

MMitigation Monitoring

The Mitigation Monitoring plan helps ensure safety performance monitoring and measurement 
activities are performed to confirm that mitigations are effective, appropriate, and fully 
implemented.

A Mitigation Monitoring plan may include the selected safety risk mitigation, the indicators or 
targets, description of how it will be monitored, timeframe, responsibility, and updates.

While the Mitigation Monitoring plan addresses the mitigation and monitoring activities, the 
Corrective Action Plan documents the corrective action and helps address short-term defects or 
compliance issues.  The Corrective Action Plan is intended to eliminate the behavior that caused 
the event, while Mitigation Monitoring is to continuously monitor the hazard.

The Mitigation Monitoring process is owned by the location’s management team, with assistance 
from the Regional Safety Director.  The Mitigation Monitoring process requires periodic reviews 
to ensure that the risk level is being mitigated and reduction of the frequency of the hazard is 
taking place.

A periodic audit of contractor safety plans, Safety Data Sheets, and Personal Protective Equipment 
requirements will be conducted by the Safety Team and the General Manager. 

3.2 Management of Change

Page 19



19

Our operating environment has many areas that can and will be subject to a change.  Prior to 
implementation of a proposed change, an assessment will be performed by using the Hazard/Risk 
Report form to determine if the change will impact safety performance or if there are any new 
hazards that will be present.

If a new hazard is identified, it is put through the SRM process and evaluated.  A risk mitigation 
strategy will be created or modified to mitigate risk for that change.  Once the change is made it 
will be monitored for effectiveness.

The size and scope of the change can vary from something small to something as large as new 
service or routes.  Efforts will be made to assess if there is a possible impact to safety prior to 
operations taking place.

3.3 Continuous Improvement

The overall safety performance of the system and the performance of SMS activities will be 
continuously measured and evaluated to determine the effectiveness and appropriateness of risk 
mitigations.

The data and information that will be collected through Safety Assurance activities will tell us how 
we are doing and what areas we can improve on.  

Insight through these sources may trigger more frequent reviews and a revised strategy to ensure 
that mitigations are effective.

Local management will work with the agency to determine frequency of meetings with the 
contractor management to review the SMS process.

3.4 Risk Reduction Program

MV leverages the processes and procedures as outlined throughout section 2 on Safety Risk 
Management for identifying hazards and analyzing, assessing and mitigating the safety risk.  Once 
those hazards are identified and assessed, MV continuously evaluates the effectiveness of 
mitigations as outlined throughout section 3 on Safety Assurance.  

MV will partner with the transit agencies we serve to ensure an effective risk reduction program.  
MV takes a data-driven approach in understanding performance and trends in order to develop 
an effective prevention program to improve safety.  This includes evaluating the number and rates 
of accidents, injuries and assaults based off data collected through our reporting processes.

Monthly safety meetings that are hosted by MV Transportation includes refresher training and 
heightened awareness on pedestrian safety every month.  Security awareness is featured in 
monthly safety meetings at least every 6 months or more frequently as needed.  Customer service 
and de-escalation is formally highlighted as a monthly safety topic at least every 6 months but may 
be highlighted more frequently based off trends.

Hazards and recommended mitigation strategies on visibility impairments or assault mitigation 
infrastructure or technology will be continuously reviewed in partnership with the Location Safety 
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Committee and the transit agency we serve.  Ideas or recommendations to ensure a safe work 
environment is established and maintained will be documented through SMS activities and 
communications.  Where appropriate, risk analyses will be conducted to determine if physical 
mitigations are necessary to reduce assaults and injuries to transit workers.  

Safety performance measures outlined in the FTA’s National Public Transportation Safety Plan 
(NSP) is based on data submitted to the National Transit Database (NTD) are developed to ensure 
applicability to all modes of public transportation.  The Safety Performance Targets (SPT) are based 
on a three-year rolling average per 49 U.S.C. 5329(d)(4)(A).  MV will partner with the Location 
Safety Committee and the transit agency to establish the SPTs and mitigation strategies that will 
need to be taken under the risk reduction program.  MV will utilize the Safety Risk Management 
and Safety Assurance process, as spelled out in this plan.

 

4.. Safetyy Promotion

4.1 Competencies & Training

It is the policy of MV Transportation that all employees will undergo and complete new hire 
training based upon type of service and experience level. Mastery is verified through evaluations 
prior to being released to revenue service, compliant with the Entry-Level Driver Training (ELDT) 
regulations.  In accordance with 49 U.S.C. 5329(d)(1)(H), MV Transportation’s training program 
includes operations and maintenance personnel and personnel that are directly responsible for 
ensuring safe practices throughout the system.

Job-specific training programs have been developed to enhance safety skills necessary for safe, 
secure, and reliable customer service. This includes training for operators, trainers, supervisors, 
maintenance staff, operations, and management personnel.     

All employees receive new hire and refresher training on customer service and de-escalation 
training (49 U.S.C. 5329(d)(1)(H)(ii)(III)).  In this training program, we cover expectations for 
professionalism, which includes dealing with co-workers, passengers, and the general public.  We 
use this training program to train on appropriate ways to handle difficult customers or passengers, 
and properly resolve conflict.

When confronted with an upset or dangerous passenger, operators are trained to maintain their 
personal safety and protect the safety of the other passengers as a priority. Operators are 
thoroughly trained in ADA policies and are taught to act within the law in handling difficult 
passengers who also have disabilities.  Operators must never use violence to subdue a dangerous 
passenger.  Employees are trained on how to identify effective communication strategies and 
respond to potential conflict.  Employees are trained to report every incident immediately to 
dispatch and/or management.  This will help increase the effectiveness of the response, as well as 
decrease response time.  

MV Transportation maintains a continuous safety communication campaign through the form of 
safety meetings (Safety Policy S-27).  Every month, a fleet safety and injury prevention topic will 
be reviewed to refresh the fundamentals and key learning points.  Annual refresher training on 
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key areas will also be conducted along with periodic promotion of prevention activities, in 
compliance with 49 U.S.C. 5329(d)(1)(H)(ii)(II).

Maintenance monthly training will focus on OSHA compliance for shop safety.  The training 
complies with current state and federal standards and covers potential safety and health hazards 
as well as safe work practices and procedures to eliminate or minimize hazards. 

Information concerning safety hazards or issues is provided to employees through new hire 
orientation, location safety committee meeting minutes, company-wide or departmental
meetings, Safety Team briefings, monthly safety meetings, bulletin board postings, memos, or
other written communications.

All MV operators will receive refresher or remedial training, as necessary, throughout their 
employment with the Company (Safety Policy S-12).  This can include, but is not limited to, 
defensive driving techniques, ADA and Wheelchair Securement activities, Fatigue Management, 
Pedestrian and Bicyclist awareness, as well as hands-on training.  This training provides a 
procedure for evaluation job skills and determining subsequent retraining needs or employees 
who are returning to work after an extended leave, employees who have been involved in an 
accident and refresher skill training.

Training, retraining, proficiency checks, and safety meeting attendance will be recorded and 
documented.

Training records are kept by the department supervisors and managers and will include:

• Date of training
• Employee names
• Copies of training materials
• Training subject
• Location of training
• Name of trainer
• Signature of trainer and trainee

A training audit and training needs assessment will be conducted at least bi-annually, or as a 
result of activities that come out of the SRM process.

SSafetyy Culturee 

Our Vision is to deliver the Best Customer Experience with industry-leading Safety, Reliability, and 
Innovation.  Our fundamental safety belief is that Safety is a core business value and there is 
nothing more important than promoting and maintaining a safe operation.

Our Safety Culture Guide outlines the importance of implementing initiatives at the local level to 
promote a positive safety culture.

To foster a positive safety culture, supervisors and management should make every effort to 
demonstrate their commitment to safety, offering the highest level of respect and dignity and a 
genuine concern for the welfare of their workers.  Supervisors and management will exhibit the 
behaviors they want to see as part of their location’s safety culture.

Elements of our Safety Culture Guide include:
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• Employee engagement and buy-in
• Accountability and ownership of employees
• Positive recognition
• Reinforcement of safe behaviors
• Safety award programs
• Administration of the Katherine McClary Safe Operator Award program
• Safety campaigns and blitzes
• Incentive and reward contests

Supervisors and managers will pay attention to, measure, and publicly acknowledge the desired 
behaviors and performance outcomes by workers.  The purpose of this and other safety-related 
programs is to focus our employees on working safely, and then reward them for their success.

4.2 Safety Communication

CCommunicationn off thee SMSS 

A variety of methods may be used to communicate the SMS plan, including updates or memos.  
Communication can include updates related to SMS concerns/issues, lessons learned, analysis, 
new requirements or tracking mechanisms, and/or roles and responsibilities.  

It is the responsibility of the location management to train employees on how to identify and 
report hazards.  Management and supervisors will encourage employees to report their safety 
concerns or hazards.

Safety actions that are taken in response to reports submitted through the ESRP will be 
communicated to employees during the safety meetings or posted in a common area.

Our Policy and Commitment to Safety statement will be distributed to all managers to be reviewed 
with all employees during initial onboarding.  This will be reviewed at least annually to 
continuously promote a safe work environment and communicate our commitment to an incident 
and injury free workplace.

Our policies, procedures, written statements, and formalized plans that support our SMS activities
are available to all managers through our intranet site.

Continuouss Awarenesss andd Safetyy Communication

Management and supervisors will facilitate in daily safety communication and planning 
engagement blitzes and campaigns accordingly.

Dispatchers will play an active role in this process by delivering safety radio announcements.

The Daily Safety Message will be printed and posted throughout the facility.

Material that supports the monthly fleet safety topic and/or injury prevention topic that is 
distributed from corporate will be displayed throughout the facility.

Additional means of communication includes:
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• New Hire Orientation Training
• Operational Safety Calls
• Safety Meetings
• One-on-one dialogue between 

supervisors and employees
• Safety Briefings/Toolbox Talks

• Safety Bulletin Board
• Safety Committees
• Posters, Flyers, & Memos
• E-mail Communications
• Internal Websites
• Video/TV Displays

 

5.. Supportingg Resources 

Maintenance,, Facilityy && Fleet Operatorr Safetyy Generall Proceduress && Regulatoryy 
Compliancee 

Maintenance Shop Safety 
Handbook

Vehicle Maintenance Plan (PM)

Aerial Platform Certification

Powered Industrial Truck 
(Forklift) Certification

Clean Air Act (608,609)

Noise Protection

Lock Out/Tag Out

Personal Protective Equipment

Respiratory Protection

Welding, Cutting and Brazing 
Safety

OSHA 10-Hour

OSHA 30- Hour

Heat Stress

Housekeeping

HAZCOM

Bloodborne Pathogens / 
Infectious Disease Control 

Employee Handbook

Safety Manual

New Hire Orientation

De-escalation Training

Fitness for Duty Evaluation

Operations Policies and Procedures 
Handbook

Recruiting and Hiring Practices

Incident Management and 
Investigation

Safety Audits/Inspections

Safety Reports and Forms

Safety Communication TV Displays

Mobility Device Certifications

Defensive Driving Program

Operator Refresher Training

Safety Committees

Safety Calendar – Weekly & Monthly 
Topics

Bi-monthly Safety Stand-down

Bloodborne Pathogens / Infectious 
Disease Control

Code of Federal Regulations (CFR)

Crime Prevention Environmental 
Design (CPTED)

Emergency Action Plan

Fire Prevention Plan

HAZCOM Plan

Hearing Conservation Program

Heat Illness Prevention

Lockout Tagout Program

Safety and Security Program

System Safety Program Plan

System Security and Emergency
Preparedness Plan

KMA Safe Driver Award Program

Monthly Safety Meetings

Customer Service Training

Continuity of Operations Plan
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5.1 Acronyms and Abbreviations

AADA - Americans with Disabilities Act

DVI - Daily Vehicle Inspections

CDC – Centers for Disease Control and Prevention

CEO - Chief Executive Officer

CFRR –– Code of Federal Regulations 

CPTEDD – Crime Prevention Environmental Design 

DER - Designated Employer Representative

DOT - Department of Transportation

ELDT – Entry Level Driver Training

ESRP - Employee Safety Reporting Program

EAP - Emergency Action Plan

FMCSA - Federal Motor Carrier Safety Administration

FTA - Federal Transit Authority

KMAA – Katherine McClary Award 

LSC – Location Safety Committee

MVR - Motor Vehicle Record

OEM - Original Equipment Manufacturer

OSHA - Occupational Safety & Health Association

PMM –– Preventative Maintenance 

PPE – Proper Protective Equipment

PTASP - Public Transportation Agency Safety Plan

SMS - Safety Management System

SPT - Safety Performance Targets 

SRM – Safety Risk Management

USDOT - United States Department of Transportation
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5.2 Definition of Terms

AAuditt an official inspection of safety risk and or hazard of an organization's work environment to 
identify and mitigate safety concerns

Accident means an event that involves any of the following: a loss of life; a report of a serious injury 
to a person; a collision of rail transit vehicles; a runaway train; an evacuation for life safety reasons; 
or any derailment of a rail transit vehicle, at any location, at any time, whatever the cause.

Accountablee Executive, (typically the highest executive in the agency) means a single, identifiable 
person who has ultimate responsibility for carrying out the Safety Management System of a public 
transportation agency, and control or direction over the human and capital resources needed to 
develop and maintain both the agency’s Public Transportation Agency Safety Plan, in accordance 
with 49 U.S.C. 5329(d), and the agency’s Transit Asset Management Plan in accordance with 49 
U.S.C. 5326.

Consequence means an effect of a hazard, involving injury, illness, or death; damage to or loss of the 
facilities, equipment, rolling stock, or infrastructure of a public transportation system; or damage to 
the environment.

Eventt means an accident, incident, or occurrence.

Hazardd means any real or potential condition that can cause injury, illness, or death; damage to or 
loss of the facilities, equipment, rolling stock, or infrastructure of a public transportation system; or 
damage to the environment.

Incidentt means an event that involves any of the following: a personal injury that is not a serious 
injury; one or more injuries requiring medical transport; or damage to facilities, equipment, rolling 
stock, or infrastructure that disrupts the operations of a transit agency.

Inspectionn is an on-site walk through to identify potential hazards to occupants and personnel and 
options for remedial action.

Investigationn A process conducted for the purpose of accident prevention which includes the 
gathering and analysis of information, the drawing of conclusions, including the determination of 
causes and, when appropriate, the making of safety recommendations.

Majorr Mechanicall Failures are failures caused by vehicle malfunctions or subpar vehicle condition 
which requires that it be pulled from service.

Mitigate means to reduce the risk of a safety hazard

Observationn is a tool used by safety officers to document hazards as well as safety commendations 
in the workplace. 

Passenger means a person other than an operator who is on board, boarding, or alighting from a 
vehicle on a public transportation system for the purpose of travel.

Safetyy the condition of being protected from or unlikely to cause danger, risk, or injury.

Safetyy Assurance means the process within a transit agency’s Safety Management System that 
functions to ensure the implementation and effectiveness of safety risk mitigation, and to ensure 
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that the transit agency meets or exceeds its safety objectives through the collection, analysis, and 
assessment of information.

SSafetyy Communicationn means to communicate safety to support the SMS in a way that is received 
both visually and verbally received by the individuals working in the organization

Safetyy Culturee is the collection of the beliefs, perceptions and values that employees share in 
relation to risks within an organization, such as a workplace or community.

Safetyy Managementt Policy means a transit agency’s documented commitment to safety, which 
defines the transit agency’s safety objectives and the accountabilities and responsibilities of its 
employees in regard to safety.

Safetyy Managementt Systemm (SMS) means the formal, top-down, data-driven, organization-wide 
approach to managing safety risk and assuring the effectiveness of a transit agency’s safety risk 
mitigation. SMS includes systematic procedures, practices, and policies for managing risks and 
hazards.

Safetyy Objective means a general goal or desired outcome related to safety.

Safetyy Performance means an organization’s safety effectiveness and efficiency, as defined by safety 
performance indicators and targets, measured against the organization's safety objectives.

Safetyy Performancee Indicator refers to a data-driven, quantifiable parameter used for monitoring 
and assessing safety performance.

Safetyy Performancee Measure is an expression based on a quantifiable indicator of performance or 
condition that is used to establish targets and to assess progress toward meeting the established 
targets.

Safetyy Performancee Monitoring means activities aimed at the quantification of an organization’s 
safety effectiveness and efficiency during service delivery operations, through a combination of 
safety performance indicators and safety performance targets.

Safetyy Performancee Target means a quantifiable level of performance or condition, expressed as a 
value for a given performance measure, achieved over a specified timeframe related to safety 
management activities.

Safetyy Promotion means a combination of training and communication of safety information to 
support SMS as applied to the transit agency’s public transportation system.

Safetyy Risk means the assessed probability and severity of the potential consequence(s) of a hazard, 
using as reference the worst foreseeable, but credible, outcome.

Safetyy Riskk Assessment means the formal activity whereby a transit agency determines Safety Risk 
Management priorities by establishing the significance or value of its safety risks.

Safetyy Riskk Management means a process within a Transit Agency’s Safety Plan for identifying 
hazards, assessing the hazards, and mitigating safety risk.

Safetyy Riskk Mitigation means the activities whereby a public transportation agency controls the 
probability or severity of the potential consequences of hazards.
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SSafetyy Riskk Probability means the likelihood that a consequence might occur, taking as reference the 
worst foreseeable–but credible–condition.

Safetyy Riskk Severity means the anticipated effects of a consequence, should it materialize, taking as 
reference the worst foreseeable–but credible–condition.

Seriouss Injury means any injury which: (1) Requires hospitalization for more than 48 hours, 
commencing within seven days from the date of the injury was received; (2) results in a fracture of 
any bone (except simple fractures of fingers, toes, or nose); (3) causes severe hemorrhages, nerve, 
muscle, or tendon damage; (4) involves any internal organ; or (5) involves second- or third-degree 
burns, or any burns affecting more than 5 percent of the body surface.

Statee off Goodd Repair means the condition in which a capital asset is able to operate at a full level of 
performance.

Review is an examination of the workplace for hazards and worker safety risks, as well as an 
examination of the effectiveness of mitigation actions that have been taken to decrease safety risks.

Vehiclee Revenuee Miless (VRM) means the miles that vehicles are scheduled to or actually travel while 
in revenue service. Vehicle revenue miles include:

• Layover / recovery time. Exclude:
• Deadhead;
• Operator training;
• Vehicle maintenance testing; and
• School bus and charter services
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5.3 Version Updates

VVersionn Numberr andd Updates 

Record the complete history of successive versions of this plan.

Versionn 
Number 

Section/Pagess Affected Reasonn forr Change Datee Issuedd 

1 Creation 10/2019

2 Leadership commitment, 
infectious disease control 

plan (sec 1.8), safety 
committees (sec 1.11; sec 

2.3), risk reduction program 
(sec 3.4), safety training 

(sec 4.1).

New leadership at MV Transportation, 
compliance with new PTASP regulations under 
49 CFR Part 673.

12/2022
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PTASP Addendum 
Transitt Agencyy Information 
 

Transit Agency Name

Transit Agency Address

Name and Title of 
Accountable Executive

Name of Chief Safety Officer 
or SMS Executive

Mode(s) of Service Covered 
by This Plan

List All FTA Funding Types 
(e.g., 5307, 5310, 5311)

Mode(s) of Service Provided 
by the Transit Agency 
(Directly operated or 
contracted service)

Does the agency provide 
transit services on behalf of 
another transit agency or 
entity?

Yes No Description of 
Arrangement(s)

Name and Address of Transit 
Agency(ies) or Entity(ies) for 
Which Service Is Provided
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PTASP Approval

Name of Entity That Drafted 
This Plan

MV Transportation, Inc.

Signature by the 
Accountable Executive

Signature of Accountable Executive Date of Signature

Approval by the 
Board of Directors 
or an Equivalent 
Authority

Name of Individual/Entity That Approved This Plan Date of Approval

Relevant Documentation (title and location)

Certification of 
Compliance

Name of Individual/Entity That Certified This 
Plan Date of Certification

Relevant Documentation (title and location)

 
 
Annual Audit and Review of Plan

Annuall Auditt && Revieww andd Updatee off thee Safetyy Managementt Systemss Plan 

Describe the process and timeline for conducting an annual review and update of the Safety Management Systems 
Plan. 

During the final quarter, the Safety Plan committee will meet and review current SMS plan and make changes 
accordingly and update this SMS document.  A communication will be sent out with an explanation of changes and a 
pdf copy of the updated plan will be made available via email or web.
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SSafetyy Performancee  
Safety Performance Targets

Safetyy Performancee Targets 

Specify performance targets and definitions based on the safety performance measures established under the National Public 
Transportation Safety Plan.  The table below provides targets for fatality rate (reportable fatalities per revenue mile); injury rate (reportable 
injuries per revenue mile); safety event rate (reportable safety event per revenue mile); and system reliability (revenue miles between 
major mechanical failures).

Modee off Transitt 
Service 

Preventable 
Accidents per 
100K miles

Employee 
Injuries (Rate)

Fatalities
(Rate)

Safety 
Elements 
(Rate)

System Reliability 
(Rate)

 

 

 
Safety Performance Target Coordination

Safetyy Performancee Targett Coordination 

MV Transportation will work with the agency to support them in their PTASP which includes analyzing historical trends to 
establish safety performance targets.  Agency will coordinate directly with MPO and MV will help in this process as needed.

Targetss transmittedd 
too stakeholders

Namee Datee Targetss Transmittedd 
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Attachment A
11 HAZARDD PROBABILITYY TABLEE 

Probabilityy Levell Descriptionn 

AA –– Frequentt Likely to occur frequently. Continually experienced in the 
fleet/inventory.

BB –– Probablee  
Likely to occur several times in life of an item.
Likely to occur frequently in the fleet/inventory.

CC –– Occasional
Likely to occur sometime in life of an item. 
Likely to occur several times in the fleet/inventory.

DD –– Remote Unlikely, but possible to occur in the life of an item. 
Reasonably expected in the fleet/inventory.

EE –– Improbable
So unlikely, occurrence is not expected. 
Unlikely to occur, but possible in the fleet/inventory.

 

2 RISKK ASSESSMENTT FREQUENCY/SEVERITYY MATRIX 
 Severity 

Frequency 1 
Catastrophic 

2 
Critical 

3 
Marginal 

4 
Negligible 

A – Frequent 1/A 2/A 3/A 4/A 

B – Probable 1/B 2/B 3/B 4/B 

C – Occasional 1/C 2/C 3/C 4/C 

D – Remote 1/D 2/D 3/D 4/D 

E – Improbable 1/E 2/E 3/E 4/E 

3 HAZARDD RESOLUTIONN TABLEE 

Severityy // Frequency Resolution 

1/AA || 1/BB || 1/CC || 2/AA || 2/BB || 3/AA | Unacceptable——correctionn required..  

1/DD || 2/CC || 2/DD || 3/BB || 3/CC | Unacceptable——correction mayy bee requiredd 
afterr revieww byy CEO.

1/EE || 2/EE || 3/DD || 3/EE || 4/AA || 4/BB ||  Acceptable——withh revieww byy CEO. 

4/CC || 4/DD || 4/EE | Acceptable——withoutt review. 
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Attachment B
MMVV Transportationn SMSS Hazard/Riskk Reportt Form 

TThiss reportt 
cconcerns:

HHazardd     Riskk    Nearr Misss  Other 

Hazardd Type:  Policy/Proceduree  Operational  Environmentall  Equipment/Designn  Training 

REPORTEDD BY:  Employeee     Customer/Passenger    Other: Ie FD or PD

NAME: LOCATION: 

  

Description of Safety Concern:

PHOTOS:  Yess    No 

Hazardd Analysis: 
According to Hazard Severity Matrix  11 Catastrophicc         22 Criticall          33 Marginall        44 Negligible 

Recommendedd Safetyy Riskk MMitigation:: 

Supervisor/Safetyy Managerr Comments/Actions: 
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SSupervisor/Safetyy Manager:  

HHazard/Riskk Resolution 

IIss Hazard/Riskk correctedd “Onn thee Spot”?  YYess  NNo If the answer is “No” then proceed with the steps below:

This report must be forwarded to the SAFETY DEPARTMENT; report is assigned to specific department(s) for hazard rectification; 
report is assigned a priority

PPriority: High  Medium  Low

Hazard/Risk// Nearr Misss deficiencyy corrected?  Yess  No Datee closedd iff ““Yes” Date 

If answer is NO, notify Safety department to begin continuing action for resolution, and send to the Safety Team or Staff for
recommendations.

Listt howw thee Hazard/Risk/Nearr Misss wass resolved 

Date Resolved Click or tap to enter a date. 
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Appendix
Please add any relevant contract-specific documentation to plan.
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Transit Agency Information 

 

(AGENCY NAME) CCCTA / LAVTA 

(AGENCY NAME)  Address 1362 Rutan Ct. Livermore CA 94551 

Name and Title of Accountable 
Executive 

Johanna Duran-General Manager 

Name of Chief Safety Officer 
or SMS Executive 

Juana Lopez-Safety/operations Manager 

Mode(s) of Service Covered by 
This Plan 

Subcontractor (Big 
Star) 

List All FTA Funding 
Types (e.g.,5307, 5310, 
5311) 

5307,5339 
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Executive Summary 
Applicability 

CCCTA / LAVTA is committed to comprehensive safety planning. As an operator of a public transportation 
system that receives Federal financial assistance under Title 49 of the United States Code (USC) Chapter 
53, the Transit Agency is subject to 49 CFR Part 625, 630, 670, 673, and this Safety Plan is fully compliant 
with that Rule as well as with the requirements of the National Public Transportation Safety Plan (NSP) as 
promulgated through 49 CFR 670. 

Policy 

CCCTA / LAVTA and the Federal Transit Administration (FTA) have adopted the principles and methods of 
System Safety and of Safety Management Systems (SMS) as the basis for enhancing the safety of public 
transportation. All rules, regulations, policies, guidance, best practices, and technical assistance 
administered will, to the extent practical and consistent with legal and other applicable requirements, follow 
the principles and methods of SMS. 

The  Safety Plan, hereafter CCCTA / LAVTA referred to as the Transit Agency Safety Plan is an agency-
wide safety plan that meets and is responsive to FTA’s Public Transportation Safety Program (PTSP). The 
Transit Agency Safety Plan reflects the specific safety objectives, standards, and priorities of CCCTA / 
LAVTA. CCCTA / LAVTA  has incorporated its System Safety compliance into SMS principles and methods 
tailored to the size, complexity, and scope of its own public transportation system and the environment in 
which it operates. 

Definitions 

The Terms and Abbreviations used in this document are consistent with federal regulations and guidance 
as shown in Chapter 1. 
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Safety Plan 
General 

CCCTA / LAVTA has established a Safety Plan that meets or exceeds the General Requirements of 49 CFR 
Part 625, 630, 670, 673, including the following required elements: 

 The Safety Plan, and subsequent updates, will be signed by the Accountable Executive, and
approved by the Transit Agency Board of Commissioners.

 The Safety Plan documents the processes and activities related to SMS implementation.
 The Safety Plan includes performance targets based on the safety performance criteria

established under the National Public Transportation Safety Plan (NSP), and the state of good
repair standards established in the regulations that implement the National Transit Asset
Management System and are included in the NSP.

 The Safety Plan addresses all applicable requirements and standards as set forth in the
NSP.

 The Safety Plan will comply with the minimum safety performance standards authorized
through the National Public Transportation Safety Plan.

 The Transit Agency will establish a process and timeline for conducting an annual review and
update of the Safety Plan.

 The Safety Plan includes reference to an emergency preparedness and response plan and
procedures that address the assignment of employee responsibilities during an emergency;
and coordination with Federal, State, regional, and local officials with roles and responsibilities
for emergency preparedness and response in the Transit Agency area.

 The Safety Plan includes bus and demand response modes of service. The Transit
Agency will maintain the Safety Plan in accordance with the recordkeeping requirements
in subpart D of Part 673.

Certification of Compliance 

CCCTA / LAVTA will certify it has established this Safety Plan meeting the requirements of Part 673 by one 
year after the effective date of the final rule. 

On an annual basis, CCCTA / LAVTA will certify its compliance with Part 673. 

Coordination with Planning Processes 

To aid in the planning process, will make its safety CCCTA / LAVTA performance targets available to the 
Department of Transportation and the Metropolitan Planning Organization (MPO). 
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Safety Management System 
CCCTA / LAVTA establishes and implements a Safety Management System (SMS) compliant with Part 673. 
The Transit Agency SMS is appropriately scaled to the size, scope and complexity of the Transit Agency, 
and includes four components as required by 49 CFR 673: 

a. Safety Management Policy (Part I) 

b. Safety Risk Management (Part II) 

c. Safety Assurance (Part III) 

d. Safety Promotion (Part IV) 

Safety Management Policy 

CCCTA / LAVTA has a written statement of safety management policy (Chapter 1) that includes the Transit 
Agency’s safety objectives and safety performance targets. The CCCTA / LAVTA safety management policy 
will be communicated throughout the organization. 

Responsibilities 

As detailed in Chapter 2, CCCTA / LAVTA has also established the necessary authorities, 
accountabilities, and responsibilities for managing safety amongst the following individuals in the 
Transit Agency, as they relate to development and management of the Transit Agency SMS: 

(1) Accountable Executive. The Transit Agency has identified the Chief Executive Officer (CEO) 
as the Accountable Executive. The CEO is accountable for ensuring the agency’s SMS is 
effectively implemented throughout the Transit Agency system; and ensuring action is taken, 
as necessary, to address substandard performance in the Transit Agency’s SMS. The CEO 
may delegate specific responsibilities, but the ultimate accountability for the Transit Agency’s 
safety performance cannot be delegated and always rests with the CEO. 

 

(2) Chief Safety Officer (CSO) or Safety Management System Executive (SMSE). The 
Manager of Safety, who reports directly to the General Manager, or other designee 
assigned by the CEO, will serve as the CSO and the Accountable Executive when the CEO 
position is vacant or unavailable. 

(3) CCCTA / LAVTA leadership and executive management Foothill Transit-Arcadia has also 
identified other members of its leadership and executive management who have authorities 
or responsibilities for day-to-day implementation and operation of an agency’s SMS. 

 

(4) Key staff.  CCCTA / LAVTA has designated key staff, groups, or committees to support the 
CEO and the Chief Safety Officer in developing, implementing, and operating the agency’s 
SMS. 

 

 CCCTA / LAVTA has also established a process that allows employees to report safety conditions to senior 
management with protections for employees who report adverse safety conditions to management. 
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Safety Risk Management 
 

Safety Risk Management Process 

CCCTA / LAVTA has developed and implemented a Safety Risk Management process for all 
elements of its public transportation system. The Safety Risk Management process is comprised of 
the following activities: 

 Identification of safety hazards, 

 Analysis of safety hazards, 

 Safety risk evaluation, and 

 Safety risk mitigation. 

 
Safety Hazard Identification and Analysis 

             CCCTA / LAVTA has established a process for hazard identification and analysis (Chapter 4.      

             CCCTA / LAVTA a includes, as a source for hazard identification and analysis, data as well as 

              information provided by outside agencies. 

Safety Risk Evaluation and Mitigation 

CCCTA / LAVTA has established activities to evaluate and prioritize the safety risk associated with 
the potential consequences of safety hazards (Chapter 4). Safety risks are evaluated in terms of 
probability and severity and consider mitigations already in place to reduce the probability or severity 
of the potential consequence(s) analyzed. CCCTA / LAVTA has established criteria for the 
development of safety risk mitigations that are necessary based on the results of the agency’s safety 
risk evaluation. 

Safety Assurance 

 CCCTA / LAVTA has developed and implemented a safety assurance process, consistent with this 
subpart. 

Safety Performance Monitoring and Measurement 

 CCCTA / LAVTA has established activities (described in Chapter 4) to: 

 Monitor the Transit Agency system for compliance with, and sufficiency of, the 
agency’s procedures for operations and maintenance; 

 Monitor Transit Agency operations to identify hazards not identified through the 
Safety Risk Management process (per 49 CFR §673.25); 

 Monitor Transit Agency operations to identify any safety risk mitigations that 
may be ineffective, inappropriate, or were not implemented as intended; 

 Investigate safety events to identify causal factors; and monitor information reported 
through any internal safety reporting programs 

Management of Change 

CCCTA / LAVTA has established a process for identifying and assessing changes that may 
introduce new hazards or impact safety performance. If CCCTA / LAVTA determines a change may 
impact its safety performance, then CCCTA / LAVTA will evaluate the proposed change through its 
Safety Risk Management process. (See Chapter 5.) 
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Continuous Improvement 

 CCCTA / LAVTA has established a process to assess its safety performance (Chapter 5). If  
identifies any CCCTA / LAVTA deficiencies as part of its safety performance assessment, then will 
develop and carry out, CCCTA / LAVTA under the authority of the CEO, a plan to address the 
identified safety deficiencies. 

Safety Promotion 

Safety Communications 

CCCTA / LAVTA fosters open and robust communication regarding safety between all levels of the 
agency (Chapter 6). This starts with fully promulgating the safety policy to all employees CCCTA / 
LAVTA. CCCTA / LAVTA uses notices, posters and bulletins to ensure all employees are aware of 
the agency’s and their own safety commitments and requirements. 

In addition, the Safety Department supports all other departments in ensuring safety messaging 
and awareness are communicated effectively within each department. Employees are required and 
encouraged to report hazards, take responsibility for safety in their tasks and work areas, educate 
themselves on safety in addition to formal training, and attend safety briefings, trainings, activities 
and events. 

Finally, all levels of the agency are required, through formal and informal communications, to 
ensure safety information is disseminated throughout the agency. This Plan sets forth the 
requirements for both the formal and informal reporting that supports our SMS. 

Competencies and Training 

 CCCTA / LAVTA has established a comprehensive safety training program for all agency 
employees and contractors directly responsible for the management of safety in the Transit 
Agency’s system (Chapter 6). The training program includes refresher training, as necessary. 
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Safety Plan Documentation and Recordkeeping  
 
Safety Plan Documentation 
 
At all times, CCCTA / LAVTA maintains documents that set forth and support its Safety Plan, including those 
related to the implementation of Foothill Transit-Arcadia ’s SMS, and results from SMS processes and 
activities. CCCTA / LAVTA maintains documents included in whole, or by reference, that describe the 
programs, policies, and procedures CCCTA / LAVTA uses to carry out the Safety Plan. These documents 
are available upon request by the FTA, other Federal entities as required. CCCTA / LAVTA maintains these 
documents for a minimum of three years. 

 

Safety Plan Records 

In addition to any documents or records required elsewhere by Part 673, CCCTA / LAVTA maintains in 
perpetuity records of: 

(a) Safety risk mitigations developed in accordance with § 673.25; 

(b) Results from CCCTA / LAVTA performance assessments as required under § 673.27; and 

(c) Employee safety training taken for purposes of compliance with this part and the 
Public Transportation Agency Safety Program. 
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Part I -- Safety Management Policy 

Chapter 1 – Safety Policy Statement 

 1.0 General Safety Policy 

It is the policy of CCCTA / LAVTA  to provide safe and reliable transportation service for the 
general public, to provide safe and healthful working conditions for our employees, and to comply 
with applicable occupational and environmental laws and regulations. 

Operational and safety training, accident investigation, Standard Operating Procedures, and 
audit/inspection programs are documented and referenced in the Transit Agency’s Safety Plan. The 
purpose of this plan, among others, is to recognize and correct unsafe acts and conditions, to 
promote safety awareness, and to assist in the prevention of injuries and illness as well as incidents 
that are harmful to the environment. 

Every CCCTA / LAVTA employee and any outside contractor who serves CCCTA / LAVTA has the 
duty to adhere to the Safety Plan; to recognize, report and correct hazards; to work in a safe manner; 
to promote safety awareness; and to actively assist in accident prevention. 

The General Manager accepts overall responsibility for safety at CCCTA / LAVTA. The Operations 
Manager, the Maintenance Manager, and the Safety Manager are responsible and accountable for 
implementation of the Safety Plan in their respective areas. 

All CCCTA / LAVTA employees must carry out their assigned duties in a safe and efficient manner. 
The Safety and Security Review Committee is responsible for taking a proactive position in assisting 
CCCTA / LAVTA management to implement SMS and identify and control hazards to ensure the 
highest practical degree of safety for CCCTA / LAVTA riders and employees. As Chairman of the 
Safety Committee, the Chief Safety Officer bears the primary responsibility for coordinating 
implementation of the Safety Plan and monitoring compliance. 

The signatures of the Chief Executive Officer, General Manager, and the Chief Safety Officer 
included in the Approvals section of this plan attest that this plan is understood, accepted and 
approved; and management is committed to implementing SMS through the Safety Plan and 
achieving its safety goals and objectives. 

 1.1 Safety Management Policy Statement 

CCCTA / LAVTA is furthermore committed to comprehensive safety planning, and as an operator 
of a public transportation system that receives Federal financial assistance under Title 49 USC 
Chapter 53, also complies with 49 CFR Part 673. 

CCCTA / LAVTA has adopted the principles and methods of Safety Management Systems (SMS) 
as the basis for enhancing the safety of public transportation. All rules, regulations, policies, 
guidance, best practices, and technical assistance administered will, to the extent practical and 
consistent with legal and other applicable requirements, follow the principles and methods of SMS. 

CCCTA / LAVTA has a written statement of safety management policy that includes the safety 
objectives and safety performance targets. Safety Management Policy Statement 
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Subject: Safety 

Scope: This policy applies to all employees of Transdev North America, Foothill 

Transit-Arcadia. 

At CCCTA / LAVTA, safety is first — our core belief, our deepest conviction and our 
highest priority. Our responsibility and accountability for safety extends to all 
Transdev North America, CCCTA / LAVTA employees as we care for our customers, 
passengers, the general public such as motorists, cyclists and pedestrians, and each 
other. 

Operational safety shall always serve as the guiding principle and paramount 
priority when developing any Transdev North America, CCCTA / LAVTA 
operational policies, practices and procedures. All decisions need to be viewed 
through the lens of safety. 

The prevention of accidents, injuries, unsafe incidents and illness is the 
responsibility of every CCCTA / LAVTA North America employee. All employees, 
from the Chief Executive Officer to the frontline employee, are expected to lead by 
example and: 

 Provide a safe and healthy working environment;  
 Abide by all safety policies, rules and regulations; 
 Expect and insist upon a total commitment to safety from fellow 

employees; and 
 Immediately raise any safety concerns to his or her supervisor or safety 

representative. 
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1.1.2 Communication 

 CCCTA / LAVTAs’ safety management policy will be communicated throughout the 
organization through: 

 Training in SMS for all employees; 

 Notice to All Personnel from the GM; 

 Email to all management and office personnel with electronic access; 

 Signed receipt from all employees and new hires; 

 Inclusion in employee Safety Briefings; and 

 Posted on all general bulletin boards. 

The Safety Plan will always be available to all employees. It will be maintained in an 
accessible electronic file and in hard copy(s) by all key SMS personnel in locations 
accessible to employees under their supervision and management. 

1.2 Authority – Appendix I 

1.2.1  Transit Agency – Appendix II 

1.2.2  Vehicle Description – Appendix III 

1.2.3  Maintenance Facility – Appendix IV 

1.2.4 Safety Performance Indicators – Appendix V 

1.2.5  Federal 

Statutory mandates in the Moving Ahead for Progress in the 21st Century Act (Pub. L. 112– 
141; July 6, 2012) (MAP–21), reauthorized by the Fixing America’s Surface Transportation 
Act (Pub. L. 114–94; December 4, 2015) and codified at 49 U.S.C. 5329(d), are in place to 
strengthen the safety of public transportation systems that receive Federal financial 
assistance under Chapter 53. This legislation defines requirements for the adoption of 
Safety Management Systems (SMS) principles and methods; the development, 
certification, and update of Public Transportation Agency Safety Plans; and the coordination 
of Public Transportation Agency Safety Plan elements with other FTA programs and 
proposed rules, as specified in 49 U.S.C. 5329. 

In Section 20021 of MAP–21, Congress directed FTA to establish a comprehensive Public 
Transportation Safety Program, one element of which is the requirement for Public 
Transportation Agency Safety Plans. Pursuant to 49 U.S.C. 5329(d), FTA must issue a 
final rule requiring operators of public transportation systems that receive financial 
assistance under Chapter 53 to develop and certify Public Transportation Agency Safety 
Plans. FTA also is required to issue a rule designating certain Urbanized Area Formula 
Program recipients. 
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1.3 Terms and Abbreviations 

The following definitions used in this document are consistent with 49 CFR Parts 625, 630, 
670, 673, and 674 as of September 2016. The source of each is noted in brackets, including 

the recent “SMS Glossary of Terms: FTA’s Guide to Relevant Terms for SMS Development” of 

September 2016 shown as “[SMS]” 

1. Accident: Any event involving a transit vehicle or taking place on transit-controlled property 
where one or more of the following occurs: 

 A loss of life; 

 A report of a serious injury to a person; 

 A collision of a transit vehicles; 

 A runaway of transit vehicle 

 An evacuation for life safety reasons; or 

 Any transit vehicle, at any location, at any time, whatever the cause 

 An accident must be reported in accordance with the thresholds for notification and 
reporting set forth in Part 674. 

2. Administrator: The Federal Transit Administrator or the Administrator’s designee 
3. Advisory: a notice from FTA to recipients regarding an existing or potential hazard or risk 

in public transportation that recommends recipients take a particular action to mitigate the 
hazard or risk. [670] 

4. Agency Safety Plan (ASP): a document adopted by a Transit Agency detailing its safety 
policies, objectives, responsibilities, and procedures. 

5. Audit: an examination of records and related materials, including, but not limited to, those 
related to financial accounts. [670] 

6. BTW: Behind-The-Wheel, a type of required Operator training 
7. CEL: Certifiable Elements List 
8. CEO: Chief Executive Officer of the Transit Agency 
9. Chief Safety Officer (CSO): an adequately trained individual who has responsibility for 

safety and reports directly to an chief executive officer, Chief Executive Officer, president, 
or equivalent officer. The CSO does not serve in other operational or maintenance 
capacities, [unless Transit Agency is a small public transportation provider as defined in 
Part 673, or a public transportation provider that does not operate a rail fixed guideway 
public transportation system]. [673, SMS] 

10. CM: Construction Manager. 
11. Consequence: the potential outcome(s) of a hazard. [SMS] 
12. Continuous Improvement: a process by which a transit agency examines safety 

performance to identify safety deficiencies and carry out a plan to address the identified 
safety deficiencies. [SMS] 

13. Contractor: An entity that performs tasks on behalf of FTA, a State Safety Oversight 
Agency, or a Transit Agency, through contract or other agreement 

14. Corrective Action Plan (CAP): A plan developed by a Transit Agency that describes the 
actions the Transit Agency will take to minimize, control, correct, or eliminate risks and 
hazards, and the schedule for taking those actions. Either a State Safety Oversight 
Agency or FTA may require a Transit Agency to develop and carry out a Corrective Action 
Plan 
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15. Direct recipient: an entity that receives funds directly from the Federal Transit 
Administration. [625] 

16. Event: An Accident, Incident, or Occurrence 
17. Facility: a building or structure that is used in the provision of public transportation. [625] 
18. FMLA: Family Medical Leave Act 
19. FRA: The Federal Railroad Administration is an agency within the United States 

Department of Transportation 

20. FTA: The Federal Transit Administration is an agency within the United States 
Department of Transportation 

21. Grade Crossing (as defined in the National Transit Database glossary): an intersection 

of roadways, railroad tracks, or dedicated transit rail tracks that run across mixed traffic 

situations with motor vehicles, streetcar, light rail, commuter rail, heavy rail or pedestrian 

traffic; either in mixed traffic or semi-exclusive situations. 

22. Hazard: Any real or potential condition that can cause injury, illness, or death; damage to 
or loss of the facilities, equipment, rolling stock, or infrastructure of a rail’s fixed guideway 
public transportation system; or damage to the environment 

23. Hazard Analysis: The method by which hazards are identified and analyzed as to their 
possible effects upon the safe operation of the entire system (i.e.: Failure Mode and Effect 
Analysis, Fault Tree Analysis, Stress Analysis, etc.) 

24. Hazard Identification: formal activities to analyze potential consequences of hazards 
during operations related to provisions of service 

25. Hazardous Condition: An immediate condition that could cause an accident involving 
personal injuries or death 

26. Incident: An unforeseen event or occurrence that does not necessarily result in death, 
injury, contact, or property damage. As defined by the FTA, and Incident is: 

 A personal injury that is not a serious injury; 

 One or more injuries requiring medical transport; or 

 Damage to facilities, equipment, rolling stock, or infrastructure that disrupts the 
operations of a transit agency 

27. Individual: Any person at the property of a transportation system 
28. Injury: Any physical damage or harm to persons because of an incident that requires 

immediate medical attention away from the scene 
29. Investigation: The process of determining the causal and contributing factors of an 

accident, incident, or hazard, for preventing recurrence and mitigating risks 
30. Lagging Indicators: provide evidence, through monitoring, that intended safety 

management outcomes have failed or have not been achieved. [SMS] 
31. Leading Indicators: provide evidence, through monitoring, that key safety management 

actions are undertaken as planned. [SMS] 
32. Management of Change: a process for identifying and assessing changes that may 

introduce new hazards or impact the transit agency's safety performance. If a transit agency 
determines a change may impact its safety performance, then the transit agency must 
evaluate the proposed change through its Safety Risk Management process. [SMS] 

33. National Public Transportation Safety Plan: The plan to improve the safety of all public 
transportation systems that receives Federal Financial Assistance under 49 U.S.C. 
Chapter 53 

34. Near miss: a safety event where conditions with potential to generate an accident, 

incident, or occurrence existed, but where an accident, incident, or occurrence did not 

occur because the conditions were contained by chance or by existing safety risk 

mitigations. [SMS] 

35. NTSB: National Transportation Safety Board, an independent federal agency 

Page 53



 
  Page | 18 

 

36. Occurrence: An Event without any personal injury in which any damage to facilities, 
equipment, rolling stock, or infrastructure and does not disrupt the operations of the 
transit agency 

37. Person: A passenger, employee, contractor, pedestrian, trespasser, or any individual on 
the property of a public transportation system 

38. Performance criteria: categories of measures indicating the level of safe performance 
within a Transit Agency. [673, SMS] 

39. Performance measure: a parameter used to assess performance outcomes. [625] 
40. Performance target: a specific level of performance for a given performance measure 

over a specified timeframe. [625, 673] 
41. PHA: Preliminary Hazard Analysis. 
42. PPE: Personal Protective Equipment 
43. Practical Drift: the slow and inconspicuous, yet steady uncoupling between written 

procedures and actual practices during the provision of services [SMS] 

44. Program Standard: is a written document developed and adopted by a State that 
describes the policies, objectives, responsibilities, and procedures used to provide safety 
and security oversight of a transit agency 

45. Public Transportation Agency Safety Plan (PTASP): The comprehensive agency 
safety plan for a transit agency that is required by 49 U.S.C. 5329(d) and based on a 
Safety Management System. Until one year after the effective date of FTA's PTASP Final 
Rule, a System Safety Program Plan (SSPP) developed pursuant to comply with 49 CFR 
part 659 will serve as the transit agency's safety plan. 

46. Public Transportation Safety Certification Training Program: Either the certification 
training program for Federal and State employees, or other designated personnel, who 
conduct safety audits and examinations of public transportation systems, and employees 
of public transportation agencies directly responsible for safety oversight, established 
through interim provisions in accordance with 49 U.S.C. 5329(c)(2), or the program 
authorized by 49 U.S.C. 5329(c)(1)  

47. Risk: The composite of predicted severity and likelihood of the potential effect of a hazard 
48. Risk mitigation: A method or methods to eliminate or reduce the effects of hazards 
49. Sabotage: The deliberate destruction of transit property or the slowing down of public 

transit operations by employees with the intention of damaging business or the economic 
condition of the transit agency 

50. Safety: the state in which potential of harm to persons or property damage during 
operations related to provision of reduced to and maintained at acceptable level through 
continuous hazard identification and safety risk management activities 

51. Safety Certification: The process used to verify the system meets criteria, codes, 
regulations, and contract requirements as they relate to safety, fire/life safety, and security 

52. Safety Performance: an organization’s safety effectiveness and efficiency, as defined 
by safety performance indicators and safety performance targets, measured against the 
organization's safety objectives. [SMS] 

53. Safety Performance Indicator: a data-driven, quantifiable parameter used for 
monitoring and assessing safety performance. [SMS] 

54. Safety Performance Measurement: the assessment of non-consequential safety-
related events and activities that provide ongoing assurance that safety risk mitigations 
work as intended. [SMS] 

55. Safety Performance Monitoring: the activities aimed at the quantification of an 
organization’s safety effectiveness and efficiency during service delivery operations, 
through a combination of safety performance indicators and safety performance targets. 
[SMS] 
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56. Safety Performance Monitoring and Measurement: activities a transit agency must: 

 

1) Monitor its system for compliance with, and sufficiency of, the agency's procedures 
for operations and maintenance; 

2) Monitor its operations to identify hazards not identified through the Safety Risk 
Management process; 

3) Monitor its operations to identify any safety risk mitigations that may be ineffective, 
inappropriate, or were not implemented as intended; 

4) Investigate safety events to identify causal factors 
57. Safety Performance Target: a specific level of performance for a given performance 

measure over a specified timeframe related to safety management activities. [SMS] 

58. Safety Reporting Program: a process that allows employees to report safety conditions 
to senior management, protections for employees who report safety conditions to senior 
management, and a description of employee behaviors that may result in disciplinary 
action. [SMS] 

59. Safety Review: a formal, comprehensive, on-site review by DOT or FTA of the transit 
agency’s safety practices to determine whether the agency complies with the policies and 
procedures required under the Safety Plan. 

60. Safety risk management: A process within a Transit Agency's Safety Plan for identifying 
hazards and analyzing, assessing, and mitigating safety risks 

61. Security and Emergency Preparedness Plan (SEPP): is defined as a document 

developed and adopted by the transit agency describing the application of operating, 

technical, and management techniques and principles to the security aspects of the 

system throughout its life to reduce threats and vulnerabilities and describing the 

emergency preparedness policies and procedures for mobilizing the system and other 

public safety resources to assure rapid, controlled, and predictable responses to various 

types of transportation and community emergencies. 

62. Serious injury: Any injury which: 

1) Requires hospitalization for more than 48 hours, commencing within 7 days 
from the date of the injury was received; 

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

3) Causes severe hemorrhages, nerve, muscle, or tendon damage; 
4) Involves any internal organ; or 
5) Involves second- or third-degree burns, or any burns affecting more than 5 

percent of the body surface 
63. SMS Executive: A Safety Officer or an equivalent. [673] 

64. SSOC: Safety & Security Operations Committee 

65. State: A State of the United States, the District of Columbia, Puerto Rico, the Northern 
Mariana Islands, Guam, American Samoa, and the Virgin Islands 
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66. State Safety Oversight Agency (SSO): An agency established by a State that meets the 
requirements and performs the functions specified by 49 U.S.C. 5329(e) and the 
regulations set forth in this part 

67. Subsystem: An element of a system that may constitute a system 

68. System Safety Program Plan (SSPP): It is a document developed and adopted by the transit 
agency, describing its safety policies, objectives, responsibilities, and procedures. Until one 
year after the effective date of FTA's PTASP Final Rule, an SSPP developed pursuant to 
comply with  49 CFR part 659 will serve as the rail transit agency's safety plan. 

69. System Security Plan (SSP): A document developed and adopted by the transit 
agency describing its security policies, objectives, responsibilities, and procedures 

70. Vehicle: Any rolling stock used on a public transportation system, including, but not 
limited to, passenger and maintenance vehicles 
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1.4 Objectives and Performance Targets 

CCCTA / LAVTA has established Safety Objectives, performance targets, and performance 
measures in compliance with the National Public Transportation Safety Plan. These are 
delineated in Part III: Safety Assurance. 

1.5 Scope 

CCCTA / LAVTA has adopted the practices and methods of SMS as described in the 
National Transportation Safety Plan (NSP). The purpose of this Safety Plan is to 
systematically implement CCCTA / LAVTA System Safety Policy and introduce safety 
processes where they are necessary to achieve assurance. The Safety Plan is reviewed 
annually to ensure all systems, equipment, facilities, plans, procedures, manuals, and 
training programs are compliant with established safety requirements; and that the Safety 
Plan reflects current SMS configuration at the Transit Agency. Specifically, the Safety 
Plan: 

 Establishes the safety program on a company-wide basis. 

 Provides a framework for implementing CCCTA / LAVTA safety management 
system, policy, goals and objectives. 

 Identifies the relationships and responsibilities of each CCCTA / LAVTA department 
relative to achieving safety goals and objectives. 

 Identifies the relationships and responsibilities of CCCTA / LAVTA with municipal, 
parish, and state governing bodies and other organizations and agencies that 
impact transit system safety. 

 Provides a mechanism whereby CCCTA / LAVTA can demonstrate its commitment 
to safety, foster a positive safety culture and meet safety performance goals. 

 Provides requirements that, as appropriate, contractors and suppliers meet the 
CCCTA / LAVTAs’ safety requirements prior to commencing work while on the 
premises. 

 Satisfies federal, state, and local requirements. 

 Ensures that the system meets or exceeds accepted industry safety standards. 

 Facilitates FTA safety inspections, reporting, corrective actions and general and 
special directives and requirements. 

 Implements NSP performance criteria, state of good repair, vehicle safety 
standards, meet training criteria and all other safety management requirements 
and goals.
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Chapter 2 - Safety Accountability and Responsibility 

2.0 Safety and Security Operations Committee 

The Safety Committee will be assigned to facilitate the incorporation of the System Safety 
Program into all aspects of transit operations and services. The General Manager acts as a 
resource for the operations, maintenance, and administrative staff, and is responsible for the 
administration of the System Safety Program, with assistance from management as required. 

The General Manger has the authority and responsibility to: 

 Perform accident/incident investigations 

 Ensure all major accidents/incidents, hazards, and internal safety issues are reviewed 
and resolved 

 Ensure internal safety reviews and inspections are conducted 

 Report unacceptable hazardous conditions to the CCCTA / LAVTA executive 
management as soon as possible 

 Work with operations and maintenance staff daily to ensure all System Safety Program 
requirements are implemented and Program goals and objectives are achieved 

 Develop Corrective Action Plans (CAP) that result from accident/incident 
investigations, hazard analyses, and safety reviews and audits, as well as tracking 
corrective actions through completion to ensure all identified deficiencies are 
adequately eliminated or mitigated 

 Ensure the Regional VP and Regional Safety Director are immediately notified of 
hazards of imminent danger or as other problems are identified or arise 

 Ensure recommendations are followed upon and corrected 

 Review findings and comprehensive reports with recommendations, findings, and 
actions that cannot be resolved by staff. Develop action plans and monitor the 
implementation of any corrective action plan pursuant to any reports and 
recommendations 

 Review, approve, or recommend changes to the reports and corrective action plans, 
submitted to the Safety Committee for safety hazards, and threat and vulnerabilities 
audit findings and corrective actions, prior to submittal of the final reports to the 
responsible parties for implementation 

 Review, approve, or recommend changes to corrective action plans developed in 
response to recommendations of the DOT 

 Review, approve, or recommend changes to the annual reports of the internal safety 
review process required for submission to the DOT 

 Review, approve, or recommend changes to transit safety rules and procedures 
established to implement the requirements and programs defined in the ASP 

2.1 Contractors 

Contractors are responsible for executing certain requirements outlined in the Agency Safety Plan. 
This responsibility includes determining and implementing countermeasures required to neutralize 
safety hazards and problems. The contractor is accountable and responsible for the safety 
performance of all personnel and equipment and for administering activities along the physical 
system and for reporting all accidents and incidents. All contractor employees are responsible for 
performing their work safely and in accordance with requirements for the 
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protection of themselves, co-workers, customers, and the public, considering the proper use of 
facilities and equipment. 

The following are the management positions 

 General Manager 

 Manager of Operations 

 Safety Manager 

 Maintenance Manager 

2.2 General Manager 

The General Manager acts as the direct point of contact for the day-to-day management of the 
transit system. The position directs and manages all staff and contractors to ensure compliance 
with established bus system policies, directives, regulations and ordinances (city, state, and 
federal) and both the Standard Operating Procedures (SOP) and Standard Maintenance 
Procedures (SMP) in all phases of operation and maintenance, as well as the direct supervision 
of all operational, safety and maintenance staff to provide a safe, dependable, timely, and fixed 
transit service. 

Among the assigned duties are: 

 Direct and coordinate all operational personnel by establishing and monitoring program 
and project objectives. The Systems Operations General Manager will supervise the 
development and implementation of the processes and procedures, reviewing 
performance, completing required status changes and timekeeping documents, 
implementing and monitoring training. This position will oversee the safety programs, 
manage budgets, compiling and reporting data, supervising the hiring process, developing 
goals and objectives, and implementing team-building processes. 

 Maintain reliable and high-quality bus service by ensuring the scheduling of personnel, 
facilities, and training; monitoring of ridership trends, analyzing data, verifying compliance 
with all regulations, and following manufacturers’ instructions. Verify the correct 
implementation of the processes for operations, evaluating staff performance, 
recommending, and completing service upgrades and modifications; monitoring workflow, 
monitoring expenditures, coordinating operational requirements with the maintenance 
staff, reporting equipment failures, establishing and monitoring service standards, and 
developing short- and long-range plans. 

 Complete administrative-related tasks by reviewing and analyzing data and statistics, 
coordinating and managing the budget process, addressing, and resolving labor relations 
issues; monitoring training and safety, developing and presenting information, writing 
papers, memos, and other correspondence, as well as investigating accidents and 
promoting safety in general. 

 Administer contractual agreements with contractors and their personnel as assigned to 
the bus project, including supervisory, operations, and maintenance personnel. Oversee 
day-to-day issues, working with the contractor’s manager, including safety, service quality, 
training, development, scheduling, discipline, and similar functions. Literally, to provide 
the highest level of customer service possible. 

 Develop, refine, and ensure implementation of the operations and maintenance plan, and 
related standards and documents, such as rules and procedures. This position oversees 
job and position expectations for supervisory, operations, and maintenance personnel. 
Coordinate and oversee data and reports regarding operations and maintenance, 
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including key performance indicators, accident/incident reports, personnel measurements, and 
statistics related to any contractor’s contract compliance. 

 The position is responsible for identifying solutions for deviations from the Service Plan and 
related agreements, within the parameters of the Inter-Governmental Agreement. 

 Take every reasonable precaution given the circumstances to ensure the protection of 
employees, patrons, and members of the public. Identify and inform employees of hazards in 
the workplace. Determine safe work methods and ensure employees are notified of new and 
modified methods. Ensure employees are trained on safety policies and procedures. Ensure 
employees to follow procedures. Respond to employee health and safety concerns in a timely 
manner. 

2.3 Maintenance Manager 

Under the supervision of the General Manager, the Maintenance Manager oversees: 

 The maintenance and repair of equipment and facilities; 

 Coordination of duties for all transit maintenance personnel and contractors as required 
for the safe and efficient operation of the fleet. 

 Management of warranties and vendor interaction in support of all bus and facility-related 
equipment; 

 Inspection of buildings and surrounding areas and recommended modifications or 
repairs; 

 Planning and implementation of preventive maintenance (PM) programs for all bus 
equipment; 

 Inspection of work in progress and recommendations regarding adjustments of personnel 
assigned to work, ensuring timely completion of work orders; 

 Allocation of personnel, materials, and other resources to balance workflow and ensure 
availability of equipment; 

 Servicing and daily cleaning activities of all bus equipment; 

 Development and implementation of processes and procedures within the bus 
maintenance division to ensure the safe and efficient operation of all transit, maintenance 
support equipment, and bus facility equipment; 

 Implementation of transit system maintenance and management programs, industrial 
hazard identification, accident, and security incident notification, internal maintenance, 
and safety audits, emergency preparedness, and response; 

 Training sessions with maintenance and equipment support personnel on a regular basis; 

 Regulatory compliance and implementation of training materials in coordination with 
Safety personnel; 

 Completion of all maintenance tasks, monitoring of vehicle performance trends, analysis 
of data, ensuring compliance with all regulations and establishment of Original Equipment 
Manufacturer processes; 

 Development and execution of comprehensive plans to consistently improve safety 
performance across all areas. 

 Safe work methods and communications with personnel to ensure they are notified about 
new and modified maintenance methods consistent with procedures and policies; 

 Ensure personnel are trained, and that safety policies and procedures are continuously 
reviewed; 

 Supervision of assigned staff; 

 Scheduling, assigning, instruction, guidance, and follow-up on work; 
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 Appraisal of employee performance; 

 Training and development; 

 Personnel rules and regulations and work behavior standards are enforced in an impartial 
manner 

 Interview applicants, hiring, discipline, merit pay, and/or other employee status changes, 
while counseling, motivating, and maintaining harmony in the workforce. 

2.4 Operations Manager 

Under the supervision of the General Manager he/she is responsible for the following 
responsibilities: 

 Assist in planning, organizing, coordinating, and directing transit on fixed route and/or 
demand response operations through subordinate supervisors, ensuring timely, efficient, and 
safe customer service. 

 Provide guidance and direction to subordinate supervisors in route and shift coverage to 
ensure timeliness of service, customer satisfaction, and compliance with safety requirements 
set forth by Federal Transit Administration (FTA) regulations and motor carrier requirements. 

 Monitor daily operations, meet with route supervisors on service-related issues, such as road 
closures or special assignments; maintain and analyze complaint files for service 
improvement. 

 Issue written and/or oral instructions to transit supervisors and dispatchers. 

 Monitor overtime and other operating expenses. 

 Oversee and monitor fixed route and demand response to ensure enough staffing to facilitate 
orderly movement of passengers. 

 Investigate and respond to complaints from public officials, other departments, and/or the 
public. 

 Provide accurate information to inquiries and respond to complaints, including complaints 
from individuals who may be irate. 

 Ensure accidents / complaints are properly investigated. 

 Interact with other departments, supervisors, co-workers, and the public. 

 Assign, schedule, and monitor work. 

 Appraise employee performance and review subordinates’ appraisals. 

 Provide for training and development. 

 Counsel, motivate, and maintain supervisor-subordinate harmony. 

 Identify and resolve staff differences, conflicts, and deficiencies. 

 Investigate grievances, take statements, and make recommendations. 

 Interview applicants. 

 Recommend hiring, discipline, termination, merit pay or other employee status changes. 

 Enforce personnel rules and regulations; work behavior standards firmly and impartially. 

 Monitor and ensure equitable distribution of overtime. 

 Promote the observation of safe work practices. 

 Monitor sick leave abuse and oversee vacation sign-up. 

 Ensure all accidents or emergencies are properly investigated 
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2.5 Safety Manager 

CCCTA / LAVTAs’ safety compliance falls under the responsibility of the Safety Manager. Under the 
supervision of the General Manager, the Safety Manager verifies and assesses the daily operations of 
CCCTA / LAVTA. The Safety Manager has the authority to stop any work or operation if it represents an 
imminent hazard. 

The Safety Manager has among their duties, the following: 

 Assists in accident investigation; 

 Performs investigation of security breaches; 

 Conducts unannounced, random inspections; 

 Performs annual safety audits; 

 Manages hazard analysis; 

 Provides safety & security training; 

 Conducts threat and vulnerability assessments; and 

 Answers as responsible party for all System Safety regulatory reporting requirements. 

The Safety Manager’s responsibilities in the day-to-day activities may include, but are not limited to: 

 Directing/overseeing the overall safety operations of jobsites and on-board systems including 
reporting and conducting safety meetings; 

 Directing/overseeing the development and implementation of training programs (operator, safety 
policy courses, passenger/assistance service sensitivity classes, etc.); 

 Directing/overseeing the security program for all facilities (including on-road), remote surveillance, 
and on-board camera systems; 

 Training of staff; 

 Developing and monitoring contents of classroom training to ensure compliance; 

 Investigating incidents, accidents, hazardous conditions, and work-related injuries, including 
accident reports, accident files, accident register, and follow up with the claims’ office and 
adjusters as necessary; 

 Planning, scheduling, and conducting monthly safety meetings based on safety and security 
training goals and objectives; 

 Setting up regular accident review committees to determine preventability of accidents; 

 Addressing employees’ safety complaints; 

 Developing and maintaining the Operational Hazard Analysis Log; 

 Assists the Chief Safety Officer with the Corrective Action Plans (CAPs) implementation and 
follow-up. 

 Maintain the OSHA 300 Log 
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Chapter 3 - Emergency Management & Public Safety Liaison (EMPSL)  

3.0  Emergency Management 

Beginning in pre-revenue operations period and continuing into revenue service, this position is 
responsible for coordinating emergency response planning and drills among various law enforcement 
and other first responder groups. These include, but are not limited to, the US Department of 
Homeland Security, police and fire departments, private security organizations, emergency medical 
units, public health resources, and other police units including state, city, and contracted security. The 
EMPSL serves as the liaison to the local Emergency Operations Center (EOC) whenever it is 
activated due to an incident involving or affecting service or property. 

3.1 Integration with Public Safety & Emergency Management 

As required by CCCTA / LAVTA, the Manager of Safety or designee, will coordinate, conduct, and/or 
participate in safety / security related drills and exercises with Homeland Security, and other agencies, 
such as local Fire and Police. The purpose of participation is to ensure all potential emergency 
responders are familiar with equipment and property. Participation may include hands-on training, 
demonstrations, video demonstrations, handouts, or any other media. Minimally, emergency responder 
training will include basics of vehicle and system operation, familiarization with operations and routing, 
and emergency entry methods into vehicles. 

The contractor will implement new findings from emergency drills and exercises and ensure appropriate 
and timely employee training occurs, as necessary. Furthermore, to ensure personnel are trained to 
perform satisfactorily during emergency conditions, annual recertification will incorporate discussion and 
refresher training regarding procedures, practices, actions, and responsibilities during emergency 
situations. After action reports are developed following emergency drills and exercises, those reports will 
be documented and maintained 

Training for employees and local public safety organizations, along with more extensive discussion is 
contained in the SSEPP. 
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3.2 Documentation & Record Keeping 

All safety activities are formally documented. The type of document used will vary depending on the type 
of activity. The following is a list of activities and the type of document used for documentation. 

Activity Type of Document 

Inspections 

Checklist 
Photos 
Evidence that finding have been corrected 

Audits 

Notification letters 
Auditing Checklist 
Auditing report with supportive documentation 
Corrective Actions generated by the audit 

Safety Meetings 
Agendas 
Attendant Sheet 

Training 

Agenda 
Attendant sheet  
Training material 

 

 

For record keeping, CCCTA / LAVTA uses a combination of paper and digital files are kept in the Safety 
Manager’s office, as the current recordkeeping storage service. All official documentation generated on 
the project must be saved on the cloud for record keeping. Documents kept on the drive include, but are 
not limited to, letters to DOT, audit reports, Corrective Action Plans, and Hazard Log(s). 

Maintenance work orders, pre-trip inspections, etc. generated in hard copy will be kept on record by the 
department manager. Those documents must be kept in an organized form, in a location that prevents 
deterioration and keeps them secure. 

Official documents must be kept for a period of no less than 3 calendar years. The process for destroying 
official documentation will follow AGENCY guidelines. 
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Part II - Hazard Management Process 

Chapter 4 – Safety Risk Management 

4.0 Safety Risk Management 

The objective is to identify hazardous conditions and/or behaviors, document them, develop and apply 
mitigation strategies, and assess if they can be eliminated or minimized to an acceptable risk status. 

CCCTA / LAVTA defines a hazard as any real or potential condition/behaviors that can cause injury, illness, 
or death; damage or loss of the facilities, equipment, rolling stock, or infrastructure of a transit system; or 
damage to the environment. The Safety Manager is directly responsible for the implementation and 
ongoing management of the Hazard Management process. This includes: 

 Developing, updating, and auditing the program;

 Training all designated transit employees and contractors on the hazard management process;
and

 Documenting and tracking all identified hazards up to resolution.

The hazard resolution process is from ‘cradle to grave’ and can be applied throughout the 5 phases of 
the system life cycle, which are: 

1. Planning
2. Design
3. Construction
4. Operations
5. Decommissioning

Hazard analysis attempts to determine the set of primary events in the hazard generation process. Upon 
identification of these events, CCCTA / LAVTA will undertake measures to mitigate, control, or eliminate 
the generation of hazards in ways that can reduce their risk to an acceptable level. Hazard resolution is 
the corrective action taken in response to the hazard identification and assessment process, but time and 
resource restrictions may determine the level of resolution that can be accomplished. 

The following are actions addressed in hazard resolution: 

 Eliminate the hazard, if possible

 Implement training, procedural strategies, or technology approaches, as appropriate, to
reduce the hazard

 Provide training to educate the workforce on possible hazards

 If hazard cannot be eliminated, reduce exposure to the hazard identified.

Monitor the Hazard Mitigation to determine if the risk has been managed to an acceptable level, 
to ensure it does not re-occur. Refer to SOP titled “Hazard Management Plan” for details. 
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4.1 Safety Hazard Identification 

Hazard identification encompasses a set of methodologies that first searches throughout the 
system for anything with the potential to do harm. Identification of hazards is the responsibility of 
all divisions and is the key to system safety. Identified hazards are analyzed for severity, 
occurrence frequency, and cost feasibility of remedial action required to eliminate or reduce the 
hazard to the lowest practical level. The Safety Manager shall review all hazards identified. 
Hazards can be identified in several ways such as: 

 Design Review   

 Daily walk-throughs 

 Monthly facility self-inspections 

 On board in cab cameras (e.g.: Event Vehicle Recorders) 

 Accidents, Incidents, and System Reliability, and Failure Reports 

 Ride Checks and Proficiency Checks 

 System Inspections, Audits, and Regulatory Inspections 

 Customer, Contractor, and Employee Complaints 

 Safety Committee 

 Transit Industry Experience 

 Employee Safety Reporting 

CCCTA / LAVTA will use a hazard identification and analysis process before purchasing and 
accepting new equipment and/or modifications of existing facilities, systems or rolling stock, 
and infrastructure elements. 

4.1.1 Hazard Analysis Methods 

Analysis of a hazard is based on both the probability of occurrence and the severity of an event. 
Hazards with greatest potential to cause serious injury will take highest priority for immediate 
resolution. Hazard analysis also attempts to reduce the severity of events by introducing protective 
devices and equipment, procedures and/or forms, or system modifications that reduce the amount 
of human and property damage resulting from an accident. 

While identifying every hazard is virtually impossible, there are two methods for orderly 
identification of hazards: inductive and deductive analysis. 

 The inductive hazard identification process consists of an analysis of system components 
to identify their respective failure modes and the effects they may have on the total system. 
This process assumes the failure of single elements or events and, through analysis, 
determines the potential consequential effects on the system or subsystem. 

 The deductive hazard identification process involves defining an undesired effect (e.g. 
collision, fire) and then deducing the possible conditions or system component faults (or 
combinations of them) necessary to cause the undesired effect. 

The Safety Manager will continually evaluate the project using the methods described above to 

identify new hazards. This will be documented as described in this document. 
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For existing infrastructure elements, vehicles, procedures/processes management should 
consider using audits – either ad hoc or structured - based on identified safety issues to 
identify existing hazards and hazard potentials. 

In addition, the Safety Manager utilizes a variety of software and technologies (e.g.: 
Incident database, data visualization software, EVRs) to assist in his/her analysis efforts. 

 

4.2 Safety Hazard Assessment 

Hazard Risk Assessment is a quantitative calculation based on largely subjective 
judgments used to determine the risk associated with each hazard and thus the urgency 
for implementing corrective measures to eliminate or reduce risks to a level of acceptability. 
Risk Assessment is comprised of evaluating hazard severity (categorizing the hazard) and 
evaluating hazard probability. The factors considered in this analysis include system 
safety, schedule, and the impact on the public’s perception of safety on the system in the 
community where the system operates. 

 

4.2.1 Hazard Severity 

Hazard severity is a subjective determination. As data is accumulated over time, an 
objective determination applicable specifically to AGENCY can be derived. The 
determination reflects a credible mishap that could be anticipated to result from human 
error, procedural deficiencies, design inadequacies, component failure, or malfunction. 
Hazard Severity is based on the U.S. Department of Defense Military Standard for Systems 
Engineering (MIL-STD-882-E) as follows: 

Table 1: Definition of Severity 

 

SEVERITY CATEGORIES 

Description 
Severity 
Category 

Criteria 

Catastrophic 1 
Could result in one or more of the following: Death, permanent total disability, irreversible significant 

environmental impact, or monetary loss equal to or exceeding $10M. 

Critical 2 

Could result in one or more of the following: Permanent or partial  disability, injuries, or occupational illness 
that may result in  hospitalization of at least three personnel, reversible significant  environmental impact, or 

monetary loss equal to or exceeding $1M but  
less than $10M. 

Marginal 3 
Could result in one or more of the following: Injury or occupational illness resulting in one or more lost 
workday(s), reversible moderate environmental impact, or monetary loss equal to or exceeding $100K  

but less than $1M. 

Negligible 4 
Could result in one or more of the following: Injury or occupational illness not resulting in a lost workday, 

minimal environmental impact, or monetary loss less than $100K. 
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The categorization of hazards is consistent with risk-based criteria for severity; it reflects the 
principle not all hazards pose an equal amount of risk to personal or system safety. During the 
performance of hazard analyses, CCCTA / LAVTA will identify any Category 1 Catastrophic and 
Category 2 Critical hazards. These hazards will be addressed immediately. These issues will 
be monitored using the Hazard and CAP logs. 

4.2.2 Hazard Probability 

The probability of an event or hazard occurring may be defined as a ratio of the number of 
times a specific event occurs to the total number of trials in which this event may occur during 
the planned life expectancy of a system. Generally, hazard probability is described qualitatively 
in potential occurrences per units of time, miles, trips/runs or passengers carried. Table 2 
identifies the probability thresholds used by the CCCTA / LAVTA for hazard assessment. A 
hazard probability may be derived from the analysis of transit system operating experience, 
evaluation of safety data or from historical safety data from other passenger bus systems 
and/or demand response. 

Table 2: Definition of Exposure 

PROBABILITY LEVELS 

Description Level Specific Individual Item Fleet or Inventory 

Frequent A Likely to occur often in the life of an item Continuously experienced 

Probable B Will occur several times in the life of an item Will occur frequently 

Occasional C Likely to occur sometime in the life of an item Will occur several times 

Remote D 
Unlikely, but possible to occur in the life 
of an item 

Unlikely, but can 

Improbable E 
So unlikely, it can be assumed occurrence may 
not be experienced in the life of an item 

Unlikely to occur, but possible 

Eliminated F 
Incapable of occurrence. This level is 
used when potential hazards are identified 
and later eliminated 

Incapable of occurrence. This 
level is used when potential 
hazards are identified and later 
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Table 3: Risk Assessment Value 
 

                                       RISK ASSESSMENT MATRIX 

SEVERITY PROBABILITY 
Catastrophic 

(1) 

Critical 

(2) 

Marginal 

(3) 

Negligible 

(4) 

Frequent 
(A) 

High High Serious Medium 

Probable 
(B) 

High High Serious Medium 

Occasional 
(C) 

High Serious Medium Low 

Remote 
(D) 

Serious Medium Medium Low 

Improbable 
(E) 

Medium Medium Medium Low 

Eliminated 
(D) 

 
Eliminated 

 

 

4.3 Safety/Risk Hazard Mitigation 

Resolution of hazards utilizes the results of the Risk Assessment Process. The objectives of 
the hazard resolution process are to: 

1. Identify areas where hazard resolution requires a change in the system design, 
installation of safety devices, or development of special procedures; 

2. Verify hazards involving interfaces between two or more systems have been resolved; 
and 

3. Verify the resolution of a hazard in one system does not create a new hazard in another 
system. 

The following methodology to ensure system safety and security objectives to eliminate or 
control hazards. These controls are implemented throughout design, construction, 
procurement, and operations: 

1. Design out hazards or design to minimize hazard severity to the extent permitted by 
cost and practicality. Identified hazards are eliminated or controlled by the design of 
equipment, systems, and facilities. 

2. Develop mitigating provisions for hazards that cannot reasonably be eliminated or 
controlled through design which are controlled to an acceptable level using fixed, 
automatic, or other protective safety design features or devices. Provisions are made 
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for periodic performance of functional checks of safety devices and employee training 
to meet system safety objectives. 

3. When design, training, and safety devices cannot reasonably nor effectively eliminate 
or control an identified hazard, safety warning devices are used (to the extent 
practicable) to alert persons of the hazard. 

4. Where it is impossible to reasonably eliminate or adequately control a hazard through 
design or the use of safety and warning devices, procedures and training are used to 
control the hazard. Cautionary notations are standardized for use by all persons 
involved and safety-critical issues will require certification of authorized personnel. 

The Initial Risk Index defines the magnitude of any specific hazard item without 
implementation of design, construction, procurement, or operational measures to control or 
mitigate the risk.  

The Safety Manager will identify sets of proposed mitigation actions to eliminate or control 
each identified risk and evaluate the Residual Risk Index, based on those mitigating actions, 
to assess the potential effectiveness, and inform the GM of the determination of whether the 
hazard is adequately controlled or mitigated. 
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Part III - Safety Assurance 

Chapter 5 - Safety Assurance 
 

5.1 Performance Monitoring and Measurement 

5.1.1 Accident Investigation 

All employees and contractors are expected to comply with CCCTA / LAVTAs’ accident and 
incident reporting procedures and use the forms prescribed. Roles, responsibilities, and 
accident reporting thresholds are outlined in the procedure, including accident notification, 
reporting, and investigation throughout the organization. The level of investigation required is 
dependent on the seriousness of the event. 

Each accident/incident is investigated as specified in the CCCTA / LAVTA Accident Investigation 
Plan (AIP). The AIP complies with 49 CFR Part 672 and 673, State Safety Oversight Rule for 
bus incidents/accidents. 

5.1.1.1 Accident / Incident Investigation and Reporting Criteria 

CCCTA / LAVTA must make reports available to DOT and the MPO regarding 
accidents/incidents. The Safety Manager conducts internal accident investigations on its 
behalf, unless otherwise notified. 

All investigations conducted by CCCTA / LAVTA will follow the Accident Investigation Plan. 

DOT/MPO may participate in the investigation process when it is conducting the investigation 
on DOT’s behalf. If DOT elects to address an investigation of accidents or incidents, CCCTA / 
LAVTA may also conduct an independent investigation. 

5.1.1.2 Internal Notification of Accidents/Incidents and Unacceptable Hazards 

 In the instance where an accident or incident occurs, the Supervisor or frontline employee will 
notify the established contact personnel included in the Emergency Notification list that an 
accident/incident has occurred. The Supervisor will provide the time of the occurrence, the 
location, and any other important details. The Emergency Notification Group includes the 
notification to the established appointed contacts at the location. 

5.1.1.3 Notification of Accidents and Incidents to External Agencies  

Recordable accidents tracked by CCCTA / LAVTA and made available to DOT, MPO and FTA 

1. Fatality (occurring at the scene or within 30 days following the accident): 
2. One or more persons requiring immediate medical treatment away from the scene of 

the accident 
3. One or more vehicles incurring disabling damage and needing to be towed from the 

scene of the accident as result of the accident. 
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Job related employee fatalities shall be reported to OSHA within 8 hours of occurrence.  In-
patient hospitalization, amputation, or eye loss shall be reported within 24 hours. 

Pursuant to the NTD Safety and Security Reporting Manual, substantial damage is defined as 
damage to any involved vehicles, facilities, equipment, rolling stock, or infrastructure that: 

1. Disrupts the operations of the transit agency 

2. Adversely affects the structural strength, performance, or operating characteristics of 
the vehicle, facility, equipment, rolling stock, or infrastructure, requires towing, rescue, 
on-site maintenance, or immediate removal prior to safe operation. 

Substantial damage excludes damage limited to: 

1. Cracked windows; 
2. Dents, bends, or small puncture holes in the body 

 

5.1.1.4 Accident/Incident Reporting and Documentation 

Each bus investigation conducted on behalf of DOT must be documented in a final report that 
includes a description of investigation activities, findings, identified causal factors, and a 
corrective action plan, if applicable. All accident reports must follow the requirements 
established in the Accident Investigation Plan. At its discretion, and as specified in its accident 
investigation plan, CCCTA / LAVTA may separate its investigation report into two parts: 

1. Description of investigation activities, investigation findings, and determination of the 
most probable cause and additional contributing causes; and 

2. Recommendations to prevent recurrence, including a corrective action plan which 
implements the recommendations. 

CCCTA / LAVTA prepares written accident and unacceptable hazardous condition reports on 
standard forms. Such written reports are maintained. Reports contain the most probable cause, 
other contributing causes, corrective action plans, and a schedule for implementing corrective 
actions. 

The status investigation reports at a minimum shall include: 

1. Minutes of any meeting held by a local safety ad hoc reportable event investigation 
committee or contractor; 

2. Disclosure of any immediate corrective actions of planned or completed principal 
issues or items currently being evaluated; and 

3. Overall progress and status of the investigation. 

Written reports are filed for all occurrences that fall into the category of an accident, incident, or 
injury. The Safety Manager files a monthly statement of all accidents, incidents, unacceptable 
hazardous conditions, and tracks open corrective action items through completion. 

In addition, CCCTA / LAVTA maintains a file of the annual safety performance report in a format 
available for review by DOT at any time during an investigation. The report shall be prepared 
and a full briefing on the known circumstances of the event, status of CCCTA / LAVTAs’ 
investigation and investigation activities. 

Reports and records of accident investigations submitted to DOT by CCCTA / LAVTA as well as 
related reports and records produced by both DOT and CCCTA / LAVTA  will be treated as 
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confidential information, and will not be released without concurrence by both DOT and CCCTA 
/ LAVTA 

5.1.2 Safety Data Acquisition 

CCCTA / LAVTA has the responsibility to monitor the safety performance of operations. The 
Safety Manager is responsible for compiling and analyzing all safety data to determine if safety 
performance meets established safety goals. This data includes injuries to passengers, 
contractor personnel, public; potentially hazardous equipment failures; unacceptable hazardous 
conditions, and rules as well as procedure violations. A closed-loop reporting system for 
identifying and monitoring safety-related items has been established. To close out each incident, 
safety verification activities and results are reviewed and audited by the General Manager and 
reviewed by the Safety Manager. The Safety Manager is responsible for providing safety data 
to the General Manager for review. The Safety Manager monitors Safety Key Performance 
Indicators utilizing several tools and provides monthly progress updates to the GM. 

Tracking of hazard related- data is used to identify trends. These trends are further analyzed 
and/or investigated to determine causal factors. Tools available to the Safety Manager include 
Risk-Based Analysis, Monthly Performance reviews, EVR data, and data analysis and trends. 

The Safety Manager is responsible for information regarding accidents, incidents, hazardous 
conditions, and operations which are obtained from different reporting mechanisms. These 
include but are not limited to: Accident/Injury Reports and Investigations, Incident Reports, Daily 
Operations Summaries, Operator, and Supervisor Reports; Employee/Occupational Injury 
reports, mining of maintenance data, analysis of vehicle records, and procurement contracts. 

 5.1.3 Internal Audits 

The purpose of internal system safety audits is to perform an official evaluation of 
accomplishments, problems, and trends related to safety and to evaluate the effectiveness of 
the implementation of the Agency Safety Plan. The Safety Manager is responsible for the 
direction of the safety reviews and audits of its contractors to determine performance related to 
the Safety goals and objectives. 

Organizational functions subject to the safety audit process include: 

 Facility inspections 

 Maintenance audits/inspections 

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

 Review of training/re-certification programs 

 Emergency response planning, coordination, training 

 Configuration Management 

 Systems modifications (review and approval) 

 Safety data analysis 

 Employee safety programs 

 Hazardous materials program 

 Interdepartmental safety goals and objectives 

 Occupational safety and health programs 

 Contractor safety 

 Procurement and specification engineering 

 Drug and Alcohol Testing Program 
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 Any aspect or responsibility as outlined in this document 

CCCTA / LAVTA and contractors are subject to safety audits. The critical nature of certain operations 
requires rigorous development of reviews and audits. These include training, maintenance, and 
operations activities. Both periodic and no-notice inspections are undertaken to address all aspects 
of the activity including documentation, practices, and compliance with the Agency Safety Plan and 
other requirements. The Safety Manager reviews training, practices, and procedures to correct 
deficiencies identified during the performance of audits or other safety activities, including 
inspections and emergency drills. 

5.1.3.1 Safety Audit Process 

The Safety Manager is responsible for the management of the Internal Safety Audit Program. 
All CCCTA / LAVTA employees and contractors are required to cooperate fully with Safety and 
Security personnel. Executive and senior managers ensure their areas participate fully in the 
safety audit process. 

5.1.3.2 Integrity of the Process 

To maintain the integrity of the review process, an external audit team is used to conduct 
safety audits. The Safety Manager does not perform audits/reviews of those functions and 
elements for which it is directly responsible to implement. No team member shall audit a 
function or activity for which they are responsible. 

5.1.3.3 Auditing Cycle 

The Internal Safety Audit Process is intended to be an ongoing, continuous safety review 
process. 

Over a three-year period, all elements of the ASP must be audited at least once. The Internal 
Safety Audit Process is intended to be an ongoing, continuous safety review process. It is 
intended that at least 2 components of the ASP will be audited per year. The schedule is revised 
as necessary to accommodate schedules for auditors and the audited divisions. 

The Audit Schedule presented in this section is as follows: 

•• Year 1 

1. Full SSPP (expected to be the last SSPP Audit) 

•• Year 2  

1. Safety Promotion: 

a. Training Program 
b. Safety Communication 

2. General Requirements 

3. Safety Policy 

a. Safety Management Policy 
b. Employee Safety Reporting 
c. Key Management & Responsibilities 
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•• Year 3 

1. Risk Management 

a. Risk Management 
b. Safety Hazard Identification Safety Risk Assessment 
c. Safety Mitigation 
d. Safety Assurance: 
e. Performance Monitoring and Measurement 
f. Management of Change 
g. Continuous Improvement 

An annual audit schedule must be developed, reviewed, maintained and updated to ensure 
all elements are reviewed during the three (3) year audit cycle. 

The Safety Manager notifies the division/organization a minimum of 30 days in advance 
of a scheduled safety audit. 

 

5.1.3.4 Checklists and Performance of Safety Audits 

The checklists include the elements on which the department will be audited. Checklists are 
prepared during the review of the Agency Safety Plan section, documents referenced in the 
Agency Safety Plan section, previous audits, and corrective actions. 

Pre-audit and post-audit conferences are held by the audit team with the entity being audited. The 
safety audits are comprised of record reviews, interviews, field observations, and inspections and 
measurements to verify the accuracy of documentation and spot inspections of facilities and 
equipment to verify compliance with the Agency Safety Plan, procedures, codes, and regulations. 

 

 

5.1.4 Rule Compliance 

All CCCTA / LAVTA employees and its contractors are responsible for the prevention of 
accidents, identification of hazards, and resolution of such hazards. Reports of all accidents, 
incidents, occurrences, deficiencies, near misses and defects will be maintained by the Manager 
of the appropriate department. 

 CCCTA / LAVTA is assigned the responsibility for the safe operation of vehicles. 
Responsibilities include: 

 Preparation and implementation of safe operating policies, plans, rules and 
procedures. 

 Development of safety policies, plans, rules, and procedures for safe operation and 
maintenance. 

 Personnel are annually re-trained in the proper performance of all applicable safety-
related rules and procedures that cover their specific job function. 

 Ensure the number of hours worked during a seven-day period does not exceed DOT 
limits; 

 Ensure the number of consecutive days worked does not exceed DOT limits; 

Page 75



 
  Page | 40 

 

 Employees are provided copies of safety and emergency rules, procedures, and 
policies that affect them; 

 Monitoring adherence to safety-related operating and maintenance policies, plans, 
rules and procedures through periodic in-service evaluations using the “Observation 
Report Form” by CCCTA / LAVTA Supervisors or a Manager. All deficiencies are 
reported, in written form, for review, re-instruction, or re-training. Supervisor Driver 
Evaluations, and rule conformance frequency shall follow the requirements outlined in 
Employee Qualifications & Rule Book; 

 When necessary, performance coaching or re-instruction training for Supervisors is 
performed by CCCTA / LAVTA. Supervisors are expected to comply with all rules and 
enforcement thereof, as they apply to the management of bus service and the 
management of personnel. Additionally, Supervisor skills are assessed annually from 
participation in the driver Recertification Program; 

 Personnel, whose safety record requires follow-up, additional training or discipline, 
including discharge, are identified through maintenance of records 

 CCCTA / LAVTA will be required to develop a preventive maintenance schedule, for 
each system hardware element, which is designed to maintain system safety. Reported 
deficiencies and defects in equipment and facilities are corrected and monitored to 
assure satisfactory resolution. Only equipment known to be free of safety-related 
defects are placed into service. 

5.1.5 Inspections 

CCCTA / LAVTA must be effective to ensure all systems, equipment and facilities operate as 
required, or in the event of failure or degradation of functionality, operational safety is not 
compromised. This aspect of maintenance directly pertains to the safety of transit customers, 
emergency response agencies, the public, employees and subcontractors of transit. 

5.1.5.1 Safety Inspections 

Safety inspections will be conducted by the Safety Manager and/or the department heads. The 
inspections will be unannounced and documented with checklists and photos. Safety inspections 
perform by the contractor will be done in accordance to their company guidelines and procedures. 

5.1.5.2 Facilities Inspections 

All operating, and maintenance facilities will undergo a complete inspection by the Contractor 
at least once a year to ensure the safety and health of employees. Individual maintenance shops 
within the maintenance facilities are inspected monthly. Inspection reports are issued which list 
the hazards and the safety and health problems found during the inspection. Hazards identified 
during the inspection process are subject to the hazard management process. Follow-up 
inspections and reports are completed within 30 days. If the findings of the inspection can’t be 
resolve within 24 hours, a work order will be opened and tracked until the finding is resolved. 

5.1.5.3 Equipment Inspections 

 Inspections of facility equipment are made in accordance with appropriate maintenance 

manuals and procedures. The Maintenance Manager will ensure equipment and facilities are 

maintained at an optimum level of safety. Hazards identified during inspections are entered the 

Hazard Tracking Log as appropriate and tracked until closure is achieved.  
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5.1.5.4 Vehicles 

All vehicles are maintained at a minimum in accordance with manufacturer recommendations. 
Most of the maintenance is time driven based maintenance. Maintenance is tracked and 
coordinated through time schedules, which are maintained by the contractor. All records are 
currently maintained in a manual database under completed maintenance for each vehicle. All 
hard copies are kept and in independent books for each vehicle for 1 year. All work completed 
for each vehicle is tracked through assigned repair order numbers for all repairs, or, designated 
maintenance inspection intervals. CCCTA / LAVTA is responsible for document control. 

Maintenance schedules will follow a progressive preventative maintenance cycle starting with 
the lowest mileage (routine inspection) through mid-level and major inspections. All vehicle 
inspections cover the equipment progressing at higher levels of detail for each inspection. Once 
the highest level of inspection is reached, the cycle starts again. In conjunction with the 
inspection cycle, mid-level and major overhauls are scheduled. These are time-based overhauls 
and rebuilds of major equipment per the manufacturer requirements. 

The maintenance criteria described above is strictly followed. If a bus is at the mileage or time 
requirement and the scheduled maintenance is not complete, the bus must be removed from 
service until the required maintenance is complete. No vehicles can carry passengers in service 
with any DOT Out OF Service violations/criteria.  

5.1.5.5 Resolution of Review/ Inspection Findings 

Each facility inspection report is sent to create the appropriate work orders, if applicable It 
identifies specific areas and targets specific recommendations for corrective action. 
Unacceptable hazards identified are reported to the Safety Manager. 

Work Orders are generated for defects identified during Fleet Maintenance, Facilities 
Management and Systems Maintenance inspections. 

5.1.6 Hazardous Material & Local, State & Federal Regulations 

The Occupational Safety and Health program is directed towards achieving a safe working 
environment for employees and minimizing the likelihood of accidents. The program 
emphasizes the recognition, evaluation, and control of hazards arising in and from the 
occupational environment. 

5.1.6.1 Facilities Inspections 

CCCTA / LAVTA operating, and maintenance facilities undergo a complete inspection by the 
contractor at least once a month to ensure the safety and health of employees. Individual 
maintenance shops within the maintenance facilities are inspected monthly. Inspection reports 
are issued which list the hazards and the safety and health problems found during the 
inspection. Follow-up inspections and reports are completed within 30 days. 

5.1.6.2 Hazardous Materials Control 

CCCTA / LAVTA is fully aware of the importance of employee chemical safety programs and the 
duty to comply with legally mandated hazardous materials rules and regulations. 

CCCTA / LAVTAs’ Hazard Communication Programs complies with Title 29 Code of Federal 
Regulations Part 1910.1200, Hazard Communication Program. The Hazard Communication 

Page 77



 
  Page | 42 

 

Program covers the procurement, receipt, storage, and disposal of hazardous materials. It also 
documents the maintenance of Safety Data Sheet (SDS) binders and employee training. 

Hazardous waste/chemical safety inspections are included in the responsibilities for safety 
inspections. When necessary, consultants may be hired for special projects such as indoor air 
quality, chemical vapor and particulate sampling. 

The Safety Manager reserves the right to reject a product if it is deemed either too hazardous 
for employee use or is unable to provide adequate safeguards or protection. 

The SDS review/request procedure, which requires SDS review and approval by the Safety 
Manager or designee is included in the Hazard Communication Program. These programs are 
the responsibility of the affected division and the Safety Manager. Program effectiveness is 
reviewed via the Internal Safety Audit Process. Safety Data Sheets (SDS) for all hazardous 
materials considered for purchase and use are reviewed by the contractor for approval. The 
user furnishes the manufacturer’s SDS for hazardous products and information on the planned 
use and application methods. Follow-up is conducted on the field use of approved products to 
ensure safe/proper handling methods are utilized. The Maintenance Manager is responsible for 
keeping current files of all SDS. 

5.1.6.3 Personal Protective Equipment 

All personal protective equipment used by CCCTA / LAVTA personnel is reviewed and approved 
by the Safety Manager in accordance with respiratory, hearing conservation, electrical gloves 
and other applicable safety standards. 

5.1.6.4 Safety/Industrial Hygiene Training and Education 

CCCTA / LAVTA provides training to employees in basic, safe work practices and hazard 
identification. Employees exposed to chemicals and/or potentially overexposed to physical 
agents receive training in industrial hygiene principles, use and care of personal protective 
equipment and hazards and safe handling methods of chemicals. 

5.1.7 Drug & Alcohol Program 

CCCTA / LAVTA is certified as a drug-free workplace and complies with all provisions of the U.S. 
Department of Transportation, Federal Transit Administration, 49 CFR Part 655, Prevention of 
Alcohol Misuse in Transit Operations and 49 CFR Part 40 Procedures for Transportation 
Workplace Drug and Alcohol Testing Programs. 

Covered employees receive a minimum of 60 minutes of training on the effects and consequences 
of prohibited drug use and additional training on the effects of alcohol on personal health, safety, 
the work environment, and on the signs and symptoms that may indicate prohibited drug use. 
Supervisors will, in addition to the covered employee training, receive an additional 60 minutes of 
training on the physical, behavioral, speech and performance indicators of probable drug use. 

CCCTA / LAVTA is responsible for administering the Drug and Alcohol-Free Workplace 
regulations. CCCTA / LAVTA managers are responsible for administering the Substance Abuse 
Policy. 
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Drug and alcohol testing are required under the following circumstances: 

 Drug testing shall comply with DOT regulations and test for the 

following substances: 

- Marijuana 

- Cocaine 

- Phencyclidine (PCP) 

- Amphetamines (e.g. racemic amphetamine, dextroamphetamine, and 
methamphetamine) 

- Opioids (e.g. heroin, morphine, codeine) 

 Pre-Employment, including placement of an existing employee in a 

safety sensitive position (drug test only) 

 Reasonable suspicion that an employee has used a prohibited drug or misused 
alcohol 

 Post-accident following certain types of accidents 

 Random testing for safety sensitive personnel 

 Return to duty following completion of drug/alcohol rehabilitation program 

 Follow-up testing for employees who have sought and completed a treatment 
program. Under the FTA drug testing regulations for employees in safety sensitive 
positions, laboratory tests on urine specimens are conducted for five types of drugs 
or their metabolites.  

 

5.1.8 Employee Safety Reporting 

Safety reporting is an essential part of SMS. CCCTA / LAVTA management must foster an 
atmosphere of trust that encourages and rewards employees for providing safety-essential 
information, even if it is self-incriminating, without fear of reprisal. An effective SMS empowers 
employees with the confidence to raise concerns that may lead to serious safety/quality error 
and assures them someone will listen to them and investigate their issues or concerns in a 
professional manner — all without fear they will face unduly harsh penalties for admitting to 
genuine mistakes. 

A robust employee safety reporting system will provide: 

 Unique – Information you can’t get any other way 

 Authentic – Individuals who know best are directly providing the information 

 Timely – Direct reporting overcomes time lag of mandatory reporting processes 

 Diverse – Information from different individuals with different experiences 
and perspectives 

 Comprehensive – Multiple reports over time reveal patterns, trends, and the 
scope of an issue 

Foothill Transit-Arcadia will implement an Employee Self Reporting program that will: 

 Incentives employees to report any safety related situation 

 Emphasize benefits for safety, not safety record 

 Establishes clear guidelines for unacceptable behavior 

 Balance learning and accountability 

 Establishes several methods for employees to report safety issues. 

Page 79



 
  Page | 44 

 

As we know self-reporting is not a get out of jail free card. It is a process that if what happened 
was a real mistake, the focus will be on re-education and not on the punitive action. 

The following table presents a guideline in cases of safety events: 

 

 

What is important to emphasis is any cultural change in the organization will take time to be fully 
implemented and see the results of these changes. 

5.2 Management of Change 

Configuration Management requirements will be included in all contracts to ensure changes to the 
design of equipment and facilities, after design reviews, are adequately documented and approved. 
The configuration management process uses baseline management to ensure the technical baseline 
is defined and controlled throughout the maintenance and operation phase, and the end products 
satisfy the technical and operational requirements derived from the system needs.  

Selected documentation, such as as-built drawings, manuals, procedures, and other documents, are 
formally designated and approved as part of the technical baseline and are under CCCTA / LAVTA for 
future capital projects, all documents related to the segment/phase that are under the control of a 
contractor will be turned over for control and maintenance following completion of said phase. 

For future capital or Maintenance improvement projects, the designated contractor shall be 
responsible for quality control testing and inspections if required in accordance with an approved 
Quality Control Plan. 

Additions or modifications to Bus Operations Standard Operating Procedures (SOP), and to the 
existing configuration of presently operating system fixed facilities, rolling stock, and equipment 
directly related to operation of rolling stock, are approved by the Regional Vice President of 
Operations. These reviews are established to ensure system and operational changes are approved 
prior to implementation, and drawings, manuals, and other related documents, including training 
programs, are updated to reflect these changes, which are also reflected in the Maintenance 
Management Plan. 

Upon the approval of any system or operations change CCCTA / LAVTA will create a Special 
Instruction or create and/or revise current Standard Operating Procedure to advise affected 
employees. Supervisors will distribute, individually to each employee, the new control document, 

Human Error At-Risk Behavior Reckless Behavior 

An inadvertent action – slip, 
lapse, mistake 

A choice – risk not recognized or 
believed justified 

Conscious disregard of 
unreasonable risk 

Manage through: 

      > Processes & procedures 

      > Checklists 
> Training 
> Design 

Manage through: 

> Increase situational 

awareness 
> Remove incentives for 

at-risk behavior 

> Create incentives for 
safe behavior 

Manage through: 

>Remedial action 
>Punitive action 
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ensuring each employee understands the operational change as it applies to their job. Each 
employee is required to sign for their copy and place the updated material into their SOP book. 

5.3 Continuous Improvement 

Continuous improvement is measured through monitoring safety performance indicators. Progress 
is related to the maturity and effectiveness of the SMS. Safety assurance processes support 
improvements to the SMS through continual verification and follow-up actions. 

These objectives are achieved through the application of internal evaluations and independent audits 
of the SMS. Compliance of this requirement is indicated when: 

 The Safety Committee has the necessary authority to make decisions related to the improvement 

and effectiveness of the SMS; or 

 The SMS is periodically reviewed for improvements in safety performance. 

This element is satisfied when the organization routinely monitors the SMS performance to identify 
potential areas of improvement and the outcomes of this process lead to improvements to the safety 
management system. 

Best Practices 

 There is evidence of lessons learned being incorporated into the policy and procedures; 
 The organization benchmarks its SMS against other organizations and is an active 

promoter of SMS within the transportation industry; 

 Best practice is sought and embraced; 
 Surveys and assessments of organizational culture are carried out regularly and acted 

upon; 
 For safety related services the organization requires contracted organizations not 

required by regulations to have an SMS; and 

 Contractors can participate and share information in the SMS 

 

5.3.1 Agency Safety Plan Annual Review Process 
 
CCCTA / LAVTA shall be the authority for the development, implementation, and management of 
the ASP. It also has the primary responsibility of implementing the ASP with oversight and review 
by the General Manager. Annual review of the ASP is mandatory and Foothill Transit-Arcadia specific 
responsibilities within the ASP framework include, but are not limited to: 

a. By September of each year notify the Safety Manager of any recommended changes 
to the ASP for review and approval by the General Manager 

b. Revisiting the ASP annually to reflect changes in organizational structure and new 
systems that require significant changes in operation 

c. Review progress on goals and objectives 
d. Refine and improve on the current goals and objectives of the SMS program 
e. Identify new tasks or objectives to respond to system growth or any new regulations 

that effect safety and security 
f. Identify any additional or emerging safety or fire/life safety-related tasks and 

responsibilities. 

On-going review and revision of the ASP ensures the document remains currently
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Part IV - Safety Promotion 

Chapter 6 – Safety Promotion 

 

6.1 - Competency & Training Program 

6.1.1 Overview 

Safety training is conducted on facilities, equipment, and vehicles. Operating rules and standard 
operating procedures (SOPs) will be prepared by CCCTA / LAVTA and provided to all personnel. 
The Safety Manager oversees the formulation of training programs and records. The General 
Manager and Manager of Operations maintain SOPs and Rules and maintains all records, which 
are kept at the facility. 

CCCTA / LAVTA periodically completes reviews and oversight activities associated with the 
training program. Activities or functions judged to be safety-critical may require special training 
and/or certification. This ongoing training is included in regular safety meetings and all 
documentation is also kept at the facility. 

Refresher training is accomplished at least annually for operations and maintenance employees 
and when situations related to employee performance warrant it. Emergency responders are 
also trained during the pre-revenue period and during drills that occur at least annually. These 
are also documented, and records retained at the facility. 

6.1.2 Employee Safety 

6.1.2.1 Operations Personnel Training 

All bus operators will be required to successfully have completed the Foothill Transit-Arcadia bus 

operation training program (Operator Development Program). This course covers Standard 

Operating Procedures and Operator Rules that govern the operation. New Operators are also 

provided Behind The Wheel training by a certified Instructor.   

New Bus Operators are also evaluated by established Operators and Supervisors using an 
Observation Report Form. New Operators must meet all criteria satisfactorily or they receive 
additional training. The Safety Manager, on a separate occasion prior to certification, will 
determine whether each Operator demonstrates safe control of the revenue vehicle or needs 
additional training. Each Operator is certified with both written and practical testing to validate 
operational readiness. 

Annually, each operator is given a refresher course on the rules and procedures and will recertify 
with written and practical testing. The re-certification may consist of one or more of the following: 
a quiz, a checklist, a test, and a demonstration of troubleshooting techniques. Any person who 
fails the annual examination is given special retraining. 

Updated training materials will be developed under coordination by the Manager of Operations 
/ Safety personnel and Supervisors prior to the opening of any new bus extension or major 
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modification to the existing routes or introduction of new vehicles. Operations personnel will be 
certified by either written or practical testing. 

CCCTA / LAVTA operators are subject to periodic in-service evaluation or Operators by Route 
Supervisors who monitor their compliance to rules and procedures outlined in the Rule Book 
and SOPs. Route Supervisors shall complete a Driver Evaluation Form after completion of the 
in-service evaluation and will review the information in the report with the Operator. Positive 
reinforcement is given as warranted. Operators observed violating rules or procedures may be 
subject to progressive discipline. 

CCCTA / LAVTA will maintain a Rule Violation Log that chronicles violations each month and 
administers all disciplinary actions, retraining, re-instructions, and determines the consequence 
of any rule violations. 

Supervisors are provided training periodically and also receive Operational Safety Leadership 
courses on-line through a Foothill Transit-Arcadia E-Learning portal. 

6.1.2.2 Maintenance Personnel Training 

Maintenance requirements, methods, and procedures for the facility equipment and systems 
will be described in manuals, handbooks, and other documentation developed for the training 
and certification of maintenance personnel. Use of personal protective equipment, emergency 
equipment, and safety instructions are included within the training program. 

Maintenance personnel are required to operate buses, heavy equipment, or other specialized 
vehicles/equipment/apparatus and will be certified by both written and practical testing to 
document the employee’s knowledge of safety and operating procedures and skill in the proper 
and safe operation and procedures. Annually, each employee will re-certify in the proper and 
safe use of the equipment/vehicles with written and practical testing. Any person who fails the 
annual examination will be given special retraining. 

6.1.2.3 Safety Training 

Safety information on approved methods and procedures are used in manuals, handbooks, and 
other documentation developed for the training and certification of operators and maintenance 
personnel. Identification of protective devices and emergency equipment are included in the 
training documentation and instruction. In addition, safety posters and notices are used, as 
appropriate, to enhance awareness during all phases of system operations. Proficiency 
demonstrations and certifications are required of all operators and maintenance personnel. Safety 
concerns are incorporated in briefings given to personnel prior to their working with hardware or 
facilities. The Safety Manager will make reviews of the safety training program every six months 
to ensure training materials and programs remain consistent with employee needs. 
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6.1.2.4 Emergency Response Personnel Training 

Training to familiarize fire, police, and emergency service personnel with facility requirements 
is coordinated through and conducted by CCCTA / LAVTA Emergency preparedness and 
response drills are developed by CCCTA / LAVTA. Training classes, drills, and after-action 
reviews are then conducted with emergency service personnel and Foothill Transit-Arcadia 
personnel to: 

 Ensure the adequacy of emergency plans and procedures 

 Ensure readiness of the CCCTA / LAVTA personnel to perform under emergency 
conditions 

 Ensure effective coordination between the CCCTA / LAVTA and 

emergency response personnel and outside agencies. 

6.1.3 Contractor Safety 

Contractors, not part of operations activities associated with the facility must seek approval, in 
writing, from CCCTA / LAVTA to perform work on property and infrastructure.  
CCCTA / LAVTA must ensure the requesting party abides by CCCTA / LAVTA safety 
requirements. Requirements include but are not limited to: reflective safety vests, safety 
signaling to operators, and an understanding of all unsafe conditions. CCCTA / LAVTA may 
require contractors to attend safety classes prior to approval and issuance of an Access Permit; 
this requirement depends on the work request. CCCTA / LAVTA will determine which contractors 
shall attend such classes and receive certification prior to the approval and issuance of an 
Access Permit when necessary. 

6.1.4 Record Keeping 

Personnel records of all training activity by employees are maintained by CCCTA / LAVTA. 

6.1.5 Compliance with Training Requirements 

The internal audit process includes the means of determining that all necessary training is 
conducted and documented including the proper qualification of operating and maintenance 
personnel. Training materials, testing, and grading processes are reviewed and evaluated for 
completeness and accuracy. 

The audit process is guided by the following criteria related to training compliance: 

 Identify training requirements for all personnel related to safety. This encompasses initial 
and refresher training of procedures, equipment uses, and manufacturers’ training. Also 
reviewed is retraining requirements identified due to accident or incident investigations. 

 Review all training programs identified for safety adequacy. 

 Assess the effectiveness of the training programs and on-the-job experience by the 
conducting emergency scenarios, drills, audits, and evaluations. These job evaluations 
are based on job performance, statistical trends, and public feedback. 

 Review employee performance, including employee records and conduct in-person 
interviews to confirm technical knowledge and issues. 

 Evaluate training provided to operations personnel and emergency response personnel 
when substantive operational changes are made, or with the introduction of new 
equipment, facilities, or specialty vehicles 
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6.2 Safety Communication 

CCCTA / LAVTA has a robust Safety Communications program consisting of: 

 Monthly Safety Meetings Initiative 
 Topic-specific videos, posters, bulletins addressing risk-prioritized defensive driving and 

injury prevention topics 
 Safety Campaigns  
 Local management communications 
  Intranet Communications 
 Safety Posters and Bulletins 
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Appendix V 
 
1. Total number of Fatalities: ____ 
2. Total number of Fatalities per vehicle revenue mile, by mode: ____ 
3. Total number of reportable injuries: ____ 
4. Total number of reportable injuries per vehicle revenue miles, by mode: ____ 
5. Total number of reportable events: ____ 
6. Total number of reportable events per vehicle revenue mile, by mode: ____ 
7. Mean Distance between Failures (breakdowns): ____ 
 
 
 
 
Reportable injury 
An injury resulting from a Reportable Event, which requires immediate off-site medical 
attention. 
 
Reportable Event 
A safety or security event occurring on transit right-of-way or infrastructure, at a transit 
revenue facility, at a transit maintenance facility or rail yard, during a transit related 
maintenance activity or involving a transit revenue vehicle that results in one or more of the 
following conditions: 
Non-Rail Modes: 
•   A fatality confirmed within 30 days of the event 
•   An injury requiring immediate medical attention away from the scene for one or more 
person 
•   Property damage equal to or exceeding $25,000 
•   Collisions involving transit revenue vehicles that require towing away from the scene for 
a transit roadway vehicle or other non-transit roadway vehicle 
•   An evacuation for life safety reasons 
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SAFETY EVENT INVESTIGATION/REPORTING PROCEDURES MANUAL 
Revised November 1, 2020 

This SOP establishes procedures for the investigation and documentation of all safety event involving LAVTA 
services. This document complies with the requirements of Title 49, Code of Federal Regulations Section 673 and 
National Transit Database reporting criteria, which require Safety to investigate bus safety‐events including 
collisions, fires, evacuations, and other safety occurrences otherwise not classified.  

RESPONSIBILITY 
These procedures apply to employees (including contracted) that are involved in the investigation of safety 
events, including but not limited to the Chief Safety Officer and SMS administrators (such as System Safety 
Manager). For the purpose of this manual, the principal incident investigators will be referred to as Transportation 
Safety Specialists (TSS). 

DEFINITIONS 

Reportable Safety‐event: Any collision, derailment, or explosion involving a LAVTA bus or any other loss‐causing 
event that results in a fatality or injury to a passenger or employee, or the emergency evacuation of persons (Ref. 
NTSB 49CFR540, modified) 

Safety‐Event Classification: The type of safety event is identified as the first reportable event in sequence. 

Classification protocol: If a bus collides with another vehicle and then catches on fire, for example, the safety‐
event is classified as a collision. On the other hand, if a bus  catches on fire then collides with another object, the 
safety‐event is classified as a fire. In other words, the safety event will be classified according to the first event 
that occurred. 

First Knowledge: An official notification from the employee, police, paramedics, hospital, or employee’s family of 
the seriousness of an injury. 

Fatality: Anyone involved in a safety event, as defined by this SOP, who dies within 30 days of incident‐related 
injuries shall be considered a “fatality.” If an incident is evaluated to be suicide/attempted suicide, the TSS shall 
note that on the final report. Any such classification of fatality as suicide/attempted suicide will be made in 
conjunction with the Medical Examiner and Police Department (Police Department ‐ only classify homicide). 

Collision: A safety event involving undesired/unplanned contact between an LAVTA vehicle and another vehicle, 
person, object, or animal. 

High‐Visibility Safety Event: A safety event, regardless of type and/or severity that generates widespread 
publicity and may warrant a formal investigation. 

Injury Safety Event (not serious): A safety event that causes any person  involved  in the safety event to require 
either medical treatment at the scene of the accident or to be transported to a medical facility for  treatment. 

Injury Safety Event (serious): All safety‐events in which (1) a pedestrian, customer on the LAVTA vehicle, or 
occupant(s) of another vehicle sustains serious or potentially life‐ threatening injuries, as determined by on‐site 
Emergency Medical Services (EMS) personnel, and (2) is subsequently transported and admitted to a medical 

Exhibit 3
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facility. 

Intersection: A place where two roads or highways meet. The space which is bounded by the far limit lines of each 
road. 

NTD – National Transit Database. 

NTD Reportable Accident: A safety event which meets the reporting requirements of the National Transit 
Database Reporting Manual 

 
PROCEDURES 
 
NOTIFICATION OF SYSTEM SAFETY 
Whenever there is a safety event involving a LAVTA motor coach, Operators and other employees shall 
immediately notify dispatch and Operations Management. If a TSS is unavailable, dispatch shall attempt to 
contact the System Safety Manager and then the Chief Safety Officer. 
 
The TSS or System Safety Manager shall assume responsibility for the investigation.  
 
INVESTIGATION PROCESS 
 
REQUIRED REPORTING TO THE SCENE 
The TSS shall report mandatorily to any major safety event such as: 
1.  Fatality; 
2.  Person under a bus; 
3.  Multiple serious injuries involving transport to the hospital; 
4.  Catastrophic damage to a LAVTA vehicle; 
5.  Collision involving multiple non‐LAVTA vehicles and major damage or injuries. 
 
DOES NOT REQUIRE REPORTING TO THE SCENE 
The TSS may elect not to report to a safety event, which may be NTD reportable but do not involve any of the 
criteria necessary for reporting to the scene. Clearing of a scene depends on the type and seriousness of the 
Safety Event. For example: 
6.  If fatality, the Medical Examiner will clear the scene 
7.  If a serious injury or crime, law enforcement having jurisdiction, usually local PD, will clear the scene. 
8.  If a fire on the surface right‐of‐way or subway station, local FD will clear the scene. 
9.  If minor Safety Event, such as a non‐injury hit‐and‐run collision with no police response, the Road 
Supervisor may clear the scene 
 
From time to time, for minor bus Safety Events, the Road Supervisor should be able to clear the scene before the 
arrival of Safety personnel provided that he or she takes photographs and marks the vehicle locations with chalk 
or crayon allowing Safety personnel to complete their required investigation at a later time. 
 
WHEN REPORTING TO THE SCENE 
When reporting to a major, high‐visible accident scene, the TSS should collect the following information: 
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a.  Names, addresses, and phone numbers of witnesses; 
b.  The number of injuries including fatalities (Injuries are defined as those requiring immediate transport to 
a medical facility.); 
c.  Names, age, sex, addresses, and phone numbers, if possible, of injured parties, including fatalities; 
d.  Driver’s license and insurance information from drivers of other involved vehicles; 
e.  License plate numbers from other involved vehicles and their description; 
f.  Names and agencies of emergency personnel on scene; 
g.  Witness statements; 
h.  Statement of operator(s), if possible; 
i.  If the operator is available for interview, ask questions about the operator’s level of fatigue, sleeping 
patterns, use of prescription and nonprescription medication, and use of alcohol; 
j.  Photograph the safety event scene and involved vehicles, in accordance with the attached checklist (See 
Appendix, B); 
k.  Develop a safety‐event scene sketch, which identifies by measurement the location of important items, 
including but not limited to vehicles, road marks, rail marks, debris, and victims; 
l.  Contact Ops to request on‐board video surveillance retrieval; 
m.  Verify that video surveillance retrieval has occurred; 
n.  Arrange for appropriate storage of any evidence obtained at the scene; 
o.  Notify Bus Vehicle Maintenance to secure the vehicle pending inspection by police and System Safety 
personnel. 
 
OFF‐SCENE INVESTIGATION 
When collecting information off scene and throughout the investigation, the TSS shall collect and review the 
following: 
 
•  Obtain copies of Police Department, Fire Department, and/or Medical Examiner report(s); 
•  Obtain copies of Operator and Inspector’s accident reports; 
•  Obtain Vehicle Condition Reports from Vehicle; 
•  Obtain Vehicle Repair Estimates; 
•  Determine if FTA post‐accident substance testing was completed; 
•  During the post‐safety event interview, enquire about the Operator’s use of drugs, including illegal, 
prescription, over the counter, and/or alcohol; 
•  Based upon the operator’s responses to interview questions and his/her appearance, determine whether 
the operator may have been impaired by fatigue, illness, mediation, or alcohol; 
•  Obtain information on condition of injured person(s), if possible; 
•  Review of applicable rules, procedures, and training material to determine if the Operator’s performance 
was within established rules and practices; 
•  Review field sketches, diagrams, and safety‐event scene photos, with specific attention to road marks, 
skids, marks on rails, evidence of derailment location, evidence of emergency brake application; 
•  Check track gauge in case of derailment; 
•  Consult with other TSS’s and the System Safety Manager concerning skid‐speed analysis for rubber‐tire 
vehicles; 
•  Consult with Fleet Engineering concerning emergency‐brake application and stopping distances; 
•  Obtain reports of brake‐efficiency testing from Bus Maintenance; 
•  Using safety database software, review accidents previously occurring at the same location and determine 
what corrective actions LAVTA may have implemented. 
•  Determine the most probable and contributory causes, including, but not limited to, fatigue, work 
schedule, hours of service, drug/alcohol use, mechanical failure, rule or regulatory violation, and procedural 
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violation 
 
MAJOR REPORT CONTENTS 
System Safety Manager shall develop a comprehensive report for the Chief Safety Officer and Accountable 
Executive: 
 
•  Transit Safe (or Intelex and NTD Report Numbers on the cover sheet 
•  Description of the Incident; 
•  Safety event Scene Sketch; 
•  Safety event Scene Photographs and Vehicle Photographs; 
•  Number and severity of injuries/fatalities; 
•  Estimates of Property Damage; 
•  Relevant Investigation Steps taken by System Safety; 
•  Results and Findings of System Safety’s Investigation; 
•  Identification of Most Probable Cause; 
•  Identification of Contributory Causes; 
•  Recommendations, if any, to prevent re‐occurrence; 
•  Statement of Confidentiality and Attorney‐Client Privilege. 
 
DRAFT REPORTS 
Within thirty (30) calendar days, the investigating TSS will forward a draft of the final report along with the 
complete hard‐copy file to the System Safety Manager. The System Safety Manager will review and make any 
appropriate changes, within five calendar days, and return the draft, with comments, to the TSS for revision. As 
soon as the revisions are made, the TSS will submit the revised report to the System Safety Manager. Once the 
System Safety Manager is satisfied with the report, he/she will submit it to the Chief Safety Officer, who will, in 
turn, submit the report to the Accountable Executive. 
 
NATIONAL TRANSIT DATABASE 
As soon as possible and no later than 30 days after a reportable safety event, the System Safety Manager or 
designee will make an entry into NTD for a safety event meeting the NTD reporting criteria (NTD Safety & Security 
Reporting Manual). The System Safety Manager or designee will save a PDF copy of the NTD S&S 40 report and 
provide that PDF to the TSS for safety event investigation file. The TSS will include the NTD report in the 
investigation file and the NTD number on the title of the major minor‐event report. 
 
APPENDICES & REFERENCES 
Title 49 CFR 673 (PTASP and SMS) 
NTD Safety and Security Reporting Manual 
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Introductory Statement 
 
Welcome! As an employee of Livermore Amador Valley Transit Authority (the Authority), you 
are an important member of a team effort. We hope that you will find your position with the 
Authority rewarding, challenging, and productive. 

Because our success depends upon the dedication of our employees, we look to you and the 
other employees to contribute to the success of the Authority. 

This employee handbook is intended to explain the terms and conditions of employment of all 
full- and part-time employees and supervisors. Written employment contracts between 
Livermore Amador Valley Transit Authority and some individuals may supersede some of the 
provisions of this handbook. 

This handbook summarizes the policies and practices in effect at the time of publication. This 
handbook supersedes all previously issued handbooks and any policy or benefit statements 
or memoranda that are inconsistent with the policies described here. Any conflict between 
this Handbook and Board adopted Policies will be governed by Board adopted policies.  Your 
supervisor or manager will be happy to answer any questions you may have or you may 
contact the Director of Finance, who is responsible for Human Resources/Personnel functions 
for the Authority. 
 

Equal Employment Opportunity 
 
Livermore Amador Valley Transit Authority is an equal opportunity employer and makes 
employment decisions on the basis of merit. We want to have the best available persons in 
every job. Authority policy prohibits unlawful discrimination based on race, color, creed, sex 
(including pregnancy, childbirth, breastfeeding, and related medical conditions), sex 
stereotyping,  gender, religion (including religious dress and grooming practices), marital 
status, registered domestic partner status, age, national origin or ancestry (including 
language use restrictions and possession of a driver's license issued to persons unable to 
prove their presence in the United States is authorized under federal law [Vehicle Code 
section 12801.9]), physical or mental disability, medical condition including genetic 
characteristics, sexual orientation, gender identity (including transgender identity and 
transitioning), gender expression, family care or medical leave status, military or veteran 
status, marital status, domestic partner status, or any other consideration made unlawful by 
federal, state, or local laws. It also prohibits unlawful discrimination based on the perception 
that anyone has any of those characteristics, or is associated with a person who has or is 
perceived as having any of those characteristics. All such discrimination is unlawful. 

The Authority is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in Authority operations and 
prohibits unlawful discrimination by any employee of the Authority, including supervisors and 
coworkers. 
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To comply with applicable laws ensuring equal employment opportunities to qualified 
individuals with a disability, the Authority will make reasonable accommodations for the 
known physical or mental limitations of an otherwise qualified individual with a disability who 
is an applicant or an employee unless undue hardship would result. 

Any applicant or employee who requires an accommodation in order to perform the essential 
functions of the job should contact the Director of Finance and request such an 
accommodation. The individual with the disability should specify what accommodation he or 
she needs to perform the job. The Authority then will conduct an interactive process to identify 
the barriers that interfere with the equal opportunity of the applicant or employee to perform 
his or her job. The Authority will identify possible accommodations, if any, that will help 
eliminate the limitation. If the accommodation is reasonable and will not impose an undue 
hardship, the Authority will make the accommodation. 

If you believe you have been subjected to any form of unlawful discrimination, submit a 
complaint to your supervisor or the Director of Finance. Your complaint should be specific and 
should include the names of the individuals involved and the names of any witnesses. If you 
need assistance with your complaint, or if you prefer to make a complaint in person, contact 
the Director of Finance. The Authority will immediately undertake an effective, thorough, and 
objective investigation and attempt to resolve the situation.  

If the Authority determines that unlawful discrimination has occurred, effective remedial action 
will be taken commensurate with the severity of the offense. Appropriate action also will be 
taken to deter any future discrimination. The Authority will not retaliate against you for filing a 
complaint and will not knowingly permit retaliation by management employees or your 
coworkers. 
 
Right to Revise 
 
This employee handbook contains the employment policies and practices of Livermore 
Amador Valley Transit Authority in effect at the time of publication. All previously issued 
handbooks and any inconsistent policy statements or memoranda are superseded. 

Livermore Amador Valley Transit Authority reserves the right to revise, modify, delete, or add 
to any and all policies, procedures, work rules, or benefits stated in this handbook or in any 
other document. However, any such changes must be in writing and must be signed by the 
Executive Director of Livermore Amador Valley Transit Authority. 

Any written changes to this handbook will be distributed to all employees so that employees 
will be aware of the new policies or procedures. No oral statements or representations can in 
any way alter the provisions of this handbook. 

This handbook represents the Board adopted policies and LAVTA’s best practices and may 
be revised from time to time.  
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Harassment, Discrimination, and Retaliation Policy & 
Complaint Procedure (adopted by BOD 04/06/09) 
 
I. PURPOSE OF POLICY 
 

This policy establishes a strong commitment by the Livermore Amador Valley 
Transit Authority (hereinafter referred to as “LAVTA”) to: 

 
(i) Prohibit harassment in employment; 
 
(ii) Inform all employees, officers and officials of LAVTA that harassment is illegal; 

 
(iii) Ensure that unprofessional behavior that creates a hostile work environment 

will not be tolerated; 
 

(iv) Set forth a procedure for investigating and resolving internal complaints of 
harassment. 

 
II. POLICY 
 

It is LAVTA’s policy to provide a workplace free of unlawful and improper harassment, discrimination, 
and retaliation.  LAVTA's policy prohibiting harassment applies to all persons involved 
in the operation of LAVTA. LAVTA prohibits harassment, disrespectful or 
unprofessional conduct by any employee of LAVTA, including supervisors, managers 
and co-workers. LAVTA's anti-harassment policy also applies to vendors, customers, 
independent contractors, unpaid interns, volunteers, persons providing services 
pursuant to a contract and other persons with whom you come into contact while 
working. Harassment or discrimination on the basis of race, religious creed (including 
religious dress and grooming practices), color, national origin (including language use 
restrictions and possession of a driver's license issued to persons unable to prove 
their presence in the United States is authorized under federal law [Vehicle Code 
section 12801.9]), ancestry, physical or mental disability, medical condition, genetic 
information/characteristics, marital status, sex (including pregnancy, childbirth, 
breastfeeding, and related medical conditions), gender, gender identity/gender 
expression/transgender (including whether or not you are transitioning or have 
transitioned), sexual orientation, age, military or veteran status, or any other basis 
protected by federal, state, or local law will not be tolerated. 

 
III. DISCIPLINARY ACTION 
 

(i) Appropriate disciplinary action up to and including termination, will be instituted 
for violation of this policy; 

 
(ii) Any retaliation against a person for filing a harassment charge or making a 

harassment complaint will be cause for appropriate disciplinary action, up to 
and including termination. 

 
IV. DEFINITION OF “HARASSMENT” 
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A. “Harassment” includes, but is not limited to: 
 

(1) Verbal Harassment: For example, epithets, derogatory jokes or 
comments, or slurs or unwanted sexual advances, invitations, 
comments, posts or messages on the basis of any status protected by 
law.  This shall include inappropriate sex oriented comments and 
stories, or appearance, including dress or physical features, or race 
oriented stories. 

 
(2) Physical Harassment: For example, assault, unwanted touching, 
intentionally impeding or blocking normal movement, or any physical 
interference with normal work or movement because of sex, race or any other 
protected basis..  This could include conduct in the form of pinching, grabbing, 
patting, propositioning, leering or making explicit or implied job threats or 
promises in return for submission to physical acts. 
 
(3) Visual Forms of Harassment:  For example, derogatory and/or sexually-

oriented posters, photography, notices, bulletins, cartoons, or drawings 
on the basis of any status protected by law. 

 
(4) Sexual Favors:  Threats and demands to submit to sexual requests or 

sexual advances as a condition of continued employment, or to avoid 
some other loss and offers of employment benefits in return for sexual 
favors 

 
Sexual harassment does not need to be motivated by sexual desire to be 
unlawful or to violate this policy. For example, hostile acts toward an employee 
because of his/her gender can amount to sexual harassment, regardless of 
whether the treatment is motivated by sexual desire. 
 
Prohibited harassment is not just sexual harassment but harassment based on 
any protected category. 
 

 
 
V. RESPONSIBILITIES 
 

Each employee is responsible to ensure that his/her conduct or actions do not violate 
the law or this policy, and that he/she does not actively or passively condone any form 
of harassment. 
 
Supervisors must refer all complaints involving harassment, discrimination, retaliation 
or other prohibited conduct to LAVTA’s Executive Director so LAVTA can try to 
resolve the complaint. 

 
VI. COMPLAINT PROCESS 
 

A. Filing of Complaint 
 

An employee or job applicant who believes he or she has been harassed, 
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discriminated, or retaliated against shall make a complaint to his or her 
supervisor or LAVTA’s Executive Director or designee.  If an employee 
believes he or she is being harassed by the Executive Director, he or she may 
make his or her complaint to the Director of Finance.  If an employee believes 
he or she is being harassed by a Boardmember, he or she may make his or 
her complaint to the Chair of the Board.  If an employee believes he or she is 
being harassed by the Chair of the Board, he or she may make his or her 
complaint to the Vice-Chair of the Board. 

 
 B. Investigation of Complaint 
 

1. When LAVTA receives allegations of misconduct, it will immediately 
undertake a fair, timely, thorough and objective investigation of the 
allegations in accordance with all legal requirements. LAVTA will reach 
reasonable conclusions based on the evidence collected. 

 
 Complaints will be: 

• Responded to in a timely manner 
• Kept confidential to the extent possible 
• Investigated impartially by qualified personnel in a timely manner 
• Documented and tracked for reasonable progress 
• Given appropriate options for remedial action and resolution 
• Closed in a timely manner 

 
(i)  

 
 

2. Upon receipt of the complaint, the Executive Director or designee, or 
Director of Finance, or Chair of the Board, or Vice Chair of the Board 
shall carry out a confidential investigation of the complaint.  The 
investigation may include interviews with:  
a. The complainant; 
b. The accused harasser; 
c. Any other persons the investigator has reason to believe have 

relevant knowledge concerning the complaint. 
3. Review factual information gathered during the investigation to 

determine whether the alleged conduct constitutes harassment; giving 
consideration to all factual information, the totality of the circumstances, 
including the nature of verbal, physical, visual or sexual conduct and 
the context in which the alleged incident occurred. 

 
4. Report the results of the investigation and the determination as to 

whether harassment occurred to appropriate persons including the 
complainant, and to the Department Director. 

 
5. If harassment occurred, appropriate and effective corrective and 

remedial action will be taken in accordance with the circumstances 
involved. LAVTA also will take appropriate action to deter future 
misconduct. The action will be commensurate with the severity of the 
offense.  If the harasser is the Executive Director or Legal Counsel, 

Page 99



Employee Handbook - Livermore Amador Valley Transit Authority (LAVTA) 
_______________________________________________________________________________________________ 

 

_______________________________________________________________________________________________ 
Page 10 of 89 

13968896.1 

take a recommendation to the LAVTA Board of Directors for prompt 
and effective remedial action.  If the harasser is a member of the 
Board, the Board will take prompt and effective remedial action. 

 
6. Any employee determined by LAVTA to be responsible for harassment, 

discrimination, retaliation or other prohibited conduct will be subject to 
appropriate disciplinary action, up to, and including termination. 
Employees should also know that if they engage in unlawful 
harassment, they can be held personally liable for the misconduct. 

7. Take reasonable steps to protect the victim and other potential victims 
from further harassment. 

 
8. Take reasonable steps to protect the victim from any retaliation as a 

result of filing of the complaint.  
9. Employees also should be aware that the Federal Equal Employment 

Opportunity Commission and the California Department of Fair 
Employment and Housing investigate and prosecute complaints of 
prohibited harassment, discrimination and retaliation in employment. If 
an employee thinks he or she may have been harassed or 
discriminated against or that he or she has been retaliated against for 
resisting, complaining or participating in an investigation, the employee 
may file a complaint with the appropriate agency. The nearest office 
can be found by visiting the agency websites at www.dfeh.ca.gov and 
www.eeoc.gov.  

 
VII. CONFIDENTIALITY 
 

LAVTA will maintain confidentiality to the extent possible. However, LAVTA cannot 
promise complete confidentiality. LAVTA's duty to investigate and take corrective 
action may require the disclosure of information to individuals with a need to know. 
Every effort will be made to protect the privacy of the parties involved in the complaint. 
None of the documents and files pertaining to the complaint will be made available to 
the general public. 

 
VIII. DISSEMINATION OF POLICY 
 

All employees, officers and officials should be given copies of this policy, and this 
policy shall be posted in appropriate places. 
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New Hires 
 
The first six months of continuous employment at Livermore Amador Valley Transit Authority 
is considered an introductory period. During this time you will learn your responsibilities, get 
acquainted with fellow employees, and determine whether or not you are happy with your job. 
Your supervisor will closely monitor your performance. 

Upon completion of the introductory period, Livermore Amador Valley Transit Authority will 
review your performance. If the Authority finds your performance satisfactory and decides to 
continue your employment, it will advise you of any improvements expected from you. At that 
time, you may express suggestions to improve the Authority’s efficiency and operations.  
 
 

Regular Employees 
 
Regular employees are those who are hired to work on a regular schedule. Regular 
employees may be classified as full-time or part-time. 

 
Full-Time Employees 
 
Full-time employees are those who are scheduled for and do work 40 hours per week (2080 
hours per year). Full-time employees are eligible for most employee benefits described in this 
handbook effective on the date of hire or the first of the month following hire date. 
 
 

Part-Time Employees 
 
Part-time employees are those who are scheduled for and do work fewer than 40 hours per 
week, but not fewer than 20 hours (1040 hours per year). Part-time employees are eligible for 
the Authority benefits as defined in the LAVTA Personnel Policy. 
 
 

Temporary Employees 
 
Temporary employees are those employed for short-term assignments. Short-term 
assignments generally are periods of three months or fewer; however, such assignments may 
be extended. Temporary employees are not eligible for employee benefits except those 
mandated by applicable law. 
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Job Duties 
 
During the introductory period, your supervisor will explain your job responsibilities and the 
performance standards expected of you. Be aware that your job responsibilities may change 
at any time during your employment. From time to time, you may be asked to work on special 
projects, or to assist with other work necessary or important to the operation of your 
department or Livermore Amador Valley Transit Authority. Your cooperation and assistance in 
performing such additional work is expected. 

Livermore Amador Valley Transit Authority reserves the right, at any time, with or without 
notice, to alter or change job responsibilities, reassign or transfer job positions, or assign 
additional job responsibilities. 
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Paid Time Off (PTO) 
 
All regular full time and part time employees are entitled to paid time off based upon their 
years of active service. Active service commences with an employee’s first day of work and 
continues thereafter unless broken by an absence without pay, a leave of absence, or 
termination of employment. Temporary employees do not accrue paid time off. 

Employees may carry over accrued PTO from one year to the next.  Paid time off can accrue 
to a maximum of 346 hours. Once this cap is reached, all accrual of additional PTO shall 
cease until the balance falls below the maximum accrual limit.  PTO accrual will recommence 
after the employee has used his or her PTO and the accrued PTO hours have dropped below 
the maximum balance. 

Employees become eligible to take paid time off any time after the employee’s first day of 
employment, as work schedules permit and subject to supervisory approval. 

Employees may use accrued paid time off for any reason, including paid vacation leave, paid 
sick leave, medical and dental appointments, or any other type of paid time off. Employees 
will need to schedule time off with their supervisors. 

On termination of employment, employees are paid all accrued but unused vacation through 
their last day worked at their base rate of pay at the time of termination. 

Employees on unpaid leave do not accrue paid time off.  

Paid time off will be accrued on the following basis for full-time employees: 
Length of Service   PTO Accrued Each Pay Period 

 
Beginning with the first day    6.77 Hours 
of service through the fifth year 
anniversary (without a break in  
service) 
 
Following the fifth year    8.31Hours 

 
Part-time employees accrue PTO on a pro-rata basis. 

An employee may not use paid time off before its accrual. Employees will not be paid for any 
time in excess of accrued paid time off. 

Required Use of PTO before Unpaid Leave 
You are required to take accrued and unused Paid Time Off (PTO) before taking unpaid leave 
or having unpaid absences. Family and Medical Leave (under both state and federal law) is 
included in this requirement as permitted by law, unless the absence is pregnancy-related.  
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Employees who are absent because of their own disability may be eligible for State Disability 
Insurance (SDI) benefits. SDI payments do not begin until after you have been absent from 
work for 7 calendar days. If you have accrued PTO, PTO will be used for the first 7 days 
before SDI payments begin. 

SDI benefits do not replace all of your usual wages. Your SDI benefits will be supplemented 
with any accrued and unused PTO. 

If you are absent for a reason that qualifies you for Paid Family Leave (PFL) payments, you 
are required to first use any accrued and unused PTO, up to a maximum of two weeks in a 
12-month period. 

PFL benefits do not replace all of your usual wages. Your PFL benefits will be supplemented 
with any accrued and unused PTO. 
 
 

Paid Sick Leave (Temporary Employees Only) 
 
Temporary employees qualify to accrue paid sick leave upon the start of the temporary 
employee's employment.  Temporary employees may take paid sick leave accrued under this 
policy if they have worked for the Livermore Amador Valley Transit Authority for at least 90 
days. 
 
Temporary employees accrue one hour of paid sick leave for every 30 hours of work 
performed.  Employees may not accrue more than 48 hours or six regularly-scheduled 
workdays of paid sick leave, whichever is greater, at any given time.  Employees who reach 
the applicable cap will cease to accrue further paid sick leave hours until paid sick leave is 
used, at which point the employee will continue to accrue additional paid sick leave up to the 
cap.  Paid sick leave not used in a year otherwise carries over from year to year. 
 
Temporary employees may take the greater of 24 hours or three regularly-scheduled 
workdays' worth of paid sick leave per year for any qualifying reason.  Employees using paid 
sick leave must do so in minimum increments of two hours. 
 
Paid sick leave may be used for the diagnosis, care (including preventative care), or 
treatment of an existing health condition of a temporary employee and certain family 
members of the employee.  Employees who are the victim of domestic violence, sexual 
assault, or stalking also may use paid sick leave for treatment, assistance, and other 
purposes authorized by law. 
 
If the need for sick leave is foreseeable, the employee must provide reasonable advance 
notice.  If the leave is not foreseeable, the employee must provide notice of the leave as soon 
as practicable.   
 
Accrued unused paid sick leave is not paid out upon termination.  However, temporary 
employees separating from employment who are rehired within one year from the date of 
separation will have their previously accrued and unused paid sick days reinstated. 
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Personal Leave 
 
A personal leave of absence without pay may be granted at the discretion of Livermore 
Amador Valley Transit Authority in accordance with the LAVTA HR Policy.  Requests for 
personal leave should be limited to unusual circumstances requiring an absence of longer 
than two weeks.  Approved personal absences of shorter duration are not normally treated as 
leaves, but rather as excused absences without pay. 
 
 

Temporary Disability Leave 
 
A medical leave of absence may be granted as an accommodation for non-work-related 
temporary medical disabilities with a doctor’s written certificate of disability under the ADA or 
FEHA. Any disability leave will run concurrently with any medical leave to which the employee 
is entitled. 

Employees should request any leave in writing as far in advance as possible. If you are 
granted a medical leave, Livermore Amador Valley Transit Authority will pay you PTO pay for 
the period of time equivalent to your accumulated PTO pay earned.  

A medical leave begins on the first day your doctor certifies that you are unable to work, and 
the duration shall be consistent with applicable law, but in no event shall the leave extend 
past the date on which you become capable of performing the essential functions of your 
position, with or without accommodation.  Your doctor must certify that you are able to return 
to work. Your supervisor will supply you with a form for your doctor to complete, showing the 
date you were disabled and the estimated date you will be able to return to work. An 
employee returning from a medical disability leave must present a doctor’s certificate 
declaring fitness to return to work. 

If returning from a non-work-related medical leave, you will be offered the same position you 
held at the time your leave began, if available. If your former position is not available, a 
comparable position will be offered. If neither the same nor a comparable position is 
available, your return to work will depend on job openings existing at the time of your 
scheduled return.  

California workers’ compensation laws govern work-related injuries and illnesses. California 
pregnancy disability laws govern leaves taken because of pregnancy, childbirth, and related 
medical conditions. 

 
Pregnancy Disability Leave 
 
An employee who is disabled by pregnancy, childbirth, or related conditions may takea  
pregnancy disability leave for the period of the actual disability of up to four months.  An 
employee also is entitled to a reasonable accommodation for pregnancy, childbirth, or related 
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medical conditions if she so requests and provides LATVA with medical certification from her 
health care provider.  Pregnancy disability leave may be taken intermittently, or on a reduced-
hours schedule, as medically necessary.  Pregnancy, childbirth, or related medical conditions 
will be treated like any other disability, and an employee on leave will be eligible for temporary 
disability benefits in the same amount and degree as any other employee on leave. 

Any female employee planning to take pregnancy disability leave should advise her 
supervisor as early as possible. The individual should make an appointment with the Director 
of Finance to discuss the following conditions: 

• Employees who need to take pregnancy disability must notify LAVTA of their request 
for leave as soon as they are aware of the need for leave. If the need for a pregnancy 
disability leave or transfer is foreseeable, employees must provide notification at least 
30 days before the pregnancy disability leave or transfer is to begin. Employees must 
consult with the personnel manager regarding the scheduling of any planned medical 
treatment or supervision in order to minimize disruption to the operations of the 
Authority. Any such scheduling is subject to the approval of the employee’s health 
care provider; 

• If 30 days’ advance notice is not possible, notice must be given as soon as practical; 
• Requests for temporary transfers to a less strenuous or hazardous position or to less 

hazardous or strenuous job duties will be reasonably accommodated if the employee 
so requests, the transfer request is supported by proper medical certification, and the 
transfer can be reasonably accommodated; 

• Pregnancy leave usually begins when ordered by the employee’s physician. The 
employee must provide Livermore Amador Valley Transit Authority with a certification 
from a health care provider. The certification indicating disability should contain: 

• The date on which the employee became disabled due to pregnancy; 

• The probable duration of the period or periods of disability; and 

• A statement that, due to the disability, the employee is unable to perform one 
or more of the essential functions of her position without undue risk to herself, 
the successful completion of her pregnancy, or to other persons. 

• Leave returns will be allowed only when the employee’s physician sends a release; 

• An employee may, at her option, substitute accrued PTO (if otherwise eligible to take 
the time) during a pregnancy disability leave; and 

• Duration of the leave will be determined by the advice of the employee’s physician, 
but employees disabled by pregnancy may take up to four months. Part-time 
employees are entitled to leave on a pro rata basis. The four months of leave includes 
any period of time for actual disability caused by the employee’s pregnancy, childbirth, 
or related medical condition. This includes leave for severe morning sickness and for 
prenatal care.  Pregnant women may be entitled to additional leave beyond four (4) 
months to accommodate a pregnancy-related disability if reasonable under the 
circumstances and not an undue hardship.   

• Employees on pregnancy disability leave will be allowed to continue to participate in 
group health insurance coverage for up to a maximum of four months of disability 
leave (if such insurance was provided before the leave was taken) at the level and 
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under the conditions that coverage would have been provided if the employee had 
continued in employment continuously for the duration of the leave. 

Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed. Leave may be taken in increments of one (1) hour.   

Under most circumstances, upon submission of a medical certification that an employee is 
able to return to work from a pregnancy disability leave, an employee will be reinstated to her 
same position held at the time the leave began or to an equivalent position, if available. An 
employee returning from a pregnancy disability leave has no greater right to reinstatement 
than if the employee had been continuously employed. 

Family Medical Leave 
 

 
a. Leave Policy 
 

Under the federal Family and Medical Leave Act (“FMLA”) and the California Family 
Rights Act (“CFRA”), employees may take time off as provided in this policy, so long 
as (1) the employee has worked for the Authority for at least 12 months, and for at 
least 1,250 hours in the last 12 months. 

 
b. Reasons for Leave 
 

Eligible employees may take up to 12 weeks of unpaid Family and Medical Leave 
within any rolling 12-month period (measured backward from the date of the 
commencement of any Family and Medical Leave) and be restored to the same or a 
comparable position upon the employee’s return from leave for any of the following 
reasons:   
 

(1) the birth of a child and to bond with or to care for such child;  
(2) the placement of a child with the employee for adoption or foster care 

and to bond with or to care for the newly-placed child;  
(3) to care for a spouse, domestic partner, child, or parent (“covered 

relation”) with a serious health condition; 
(4) the employee’s own serious health condition that renders him/her 

unable to perform an essential function of his/her position; 
(5) “qualifying exigency leave,” where the employee’s spouse, child, or 

parent is on active duty or call to active duty status in the National 
Guard or Reserves in support of a contingency operation, and leave 
is needed for certain qualifying exigencies, such as attending certain 
military events, addressing certain legal or financial arrangements, 
arranging for alternative childcare, attending post-deployment 
reintegration briefings or attending certain counseling sessions 
(qualifying exigency leave is not covered under the CFRA). 

 
In addition, an eligible employee who is the spouse, parent, child, or next of kin of a 
covered servicemember may take up to 26 weeks of unpaid, job-protected FMLA 
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leave during a single 12-month period to care for a covered servicemember.  A 
covered servicemember is a current member of the Armed Forces, including the 
National Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in an outpatient status, or is otherwise on the temporary disability 
retired list, for a serious injury or illness incurred in the line of duty on active duty that 
may render the servicemember medically unfit to perform his or her duties.  This leave 
is called “military caregiver leave” and is not covered under the CFRA. 
 
Military caregiver leave is a one-time benefit allowing 26 weeks of leave during a 
single 12-month period (although an employee may be entitled to more than one 
period of military caregiver leave if the leave is to care for a different covered 
servicemember or to care for the same servicemember with a subsequent serious 
injury or illness, except that no more than 26 workweeks of leave may be taken within 
any single 12-month period).  The Authority will begin counting the 12-month period 
on the first day of leave taken to care for the injured or ill servicemember.  During the 
12-month period when military caregiver leave is used, an employee is limited to a 
combined total of 26 weeks of FMLA leave for any reason.  If both spouses work for 
the Authority and are both eligible for FMLA leave, they are limited to a combined total 
of 26 workweeks of FMLA leave during a single 12-month period for military caregiver 
leave or a combination of qualifying exigency leave and military caregiver leave. 
 

c. Time Off from Work Due to Employee’s Disability Due to Pregnancy/ 
Childbirth/Adoption 

 
Time off from work because of disability due to pregnancy, childbirth, or adoption is 
counted as time used for FMLA leave, but is not counted as time used for CFRA 
leave.  Pregnant employees may have the right to take up to four (4) months of 
Pregnancy Disability Leave (PDL) in addition to CFRA leave.  Pregnant employees 
may be entitled to additional leave beyond four (4) months to accommodate a 
pregnancy-related disability if reasonable under the circumstances and not an undue 
hardship.  Pregnant employees should consult with Human Resources regarding their 
individual situation.  See policy on Pregnancy Disability Leave, above. 
 

d. Notice of Leave 
 

If the need for Family and Medical Leave is foreseeable, employee must give the 
Authority at least 30 days prior notice of the need for leave, preferably in writing.  If 
this is not possible, employee must at least give notice as soon as practicable 
(generally within one (1) to two (2) business days of learning of the need for leave), 
and employee must comply with the Authority’s usual and customary notice and 
procedural requirements for requesting leave absent unusual circumstances.  Failure 
to provide such notice may be grounds for delay of leave.  Additionally, if the 
employee is planning a medical treatment, the employee must consult with the 
Authority first regarding the dates of such treatment.  For foreseeable leave due to a 
qualifying exigency, notice must be provided as soon as practicable.  Where the need 
for leave is not foreseeable, employee should notify the Authority as soon as possible 
and practical. 
 
The employee’s notice must include sufficient information for the Authority to 
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determine if the leave qualifies for FMLA/CFRA protection and for the Authority to 
determine the expected timing and duration of the leave. 

 
e. Certification of a Serious Health Condition 

If the employee is requesting leave because of the employee’s own or a covered 
relation’s serious health condition, employee must provide appropriate medical 
certification from the relevant health care provider within 15 calendar days after 
employee requests leave, if practicable.  If employee provides at least 30 days notice 
the medical certification should be provided before leave begins.  Failure to provide 
requested medical certification in a timely manner may be grounds for delay of leave.  
The certification must  include the name, address, phone and fax numbers of the 
health care provider and the type of medical practice, the approximate date on which 
the serious health condition began and its probable duration, a statement 
documenting the need for leave, and confirmation that, if the employee is the patient, 
employee is unable to perform one or more of the essential functions of the 
employee’s job due to the serious health condition or, if a family member is the 
patient, confirmation that the family member is in need of care. 
 
The Authority, at its expense, may require an examination by a second health care 
provider designated by the Authority, if it reasonably doubts the medical certification 
initially provided by the employee for the employee’s own serious health condition.  If 
the second health care provider’s opinion conflicts with the original medical 
certification, the Authority, at its expense, may retain a third, mutually agreeable, 
health care provider to conduct an examination and provide a final and binding 
opinion. 
 
The Authority may require subsequent medical recertification at the expiration of the 
employee’s previous certification.  Failure to provide requested recertification within 15 
days, if such is practicable, may result in delay of further leave until it is provided.  
 

f. Certification for a Qualifying Exigency 
 

If the employee is requesting qualifying exigency leave, employee must provide 
appropriate certification within 15 calendar days after employee requests leave, if 
practicable.  Failure to provide requested certification in a timely manner may be 
grounds for delay of leave.  Employee must provide a copy of the military member’s 
active duty orders or other documentation issued by the military that indicates that the 
military member is on active duty or call to active duty status in support of a 
contingency operation, and the dates of the member’s active duty service. 
 
Employee must also provide a signed statement of the facts regarding the qualifying 
exigency for which FMLA is requested, and provide the approximate date on which 
the qualifying exigency began or will begin, the beginning and end dates for the 
absence that is a single continuous period of leave (or, for intermittent or reduced 
schedule basis leave, an estimate of the frequency and duration of the qualifying 
exigency), and if the qualifying exigency involves meeting with a third party, provide 
appropriate contact information for any third party with whom you are meeting and a 
brief description of the purpose of the meeting. 
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g. Certification for Military Caregiver Leave 
 
 If employee is requesting leave to care for a covered service member with a serious 

injury or illness, employee must provide medical certification that the serious injury or 
illness was incurred in the line of duty on active duty in the Armed Forces. 

 
h. Reporting While on Leave 
 
 If employee takes leave because of the employee’s own serious health condition or to 

care for a covered family relation, employee must contact the Authority as directed 
regarding the status of the condition and the employee’s intention to return to work.  In 
addition, employee must give notice as soon as practicable (within two (2) business 
days if feasible) if the dates of leave change, are extended, or initially were unknown. 

 
i. Leave is Unpaid 
 
 Family and Medical Leave is unpaid leave, although employee may be eligible for 

short-term or disability payments, paid family leave and/or workers’ compensation 
benefits under those insurance plans.  Employee may elect to substitute any accrued 
paid time off (e.g., PTO, administrative, etc.) for unpaid Family and Medical Leave.  
The use of paid leave is subject to the terms of the Authority’s usual policies, 
procedures and restrictions applicable to that type of paid leave. 

 
j. Medical and Other Benefits 
 
 For the first 12 weeks of an approved Family and Medical Leave, the Authority will 

maintain the employee’s health benefits as if the employee continues to be actively 
employed.  If paid leave is substituted for unpaid Family and Medical Leave, the 
Authority will deduct the employee’s portion of the health plan premium as a regular 
payroll deduction.  If the employee’s leave is unpaid, employee must pay the 
employee’s portion of the premium as directed by the Authority.  Employee’s health 
care coverage will cease if the employee’s premium payment is more than 30 days 
late.  If employee’s payment is more than 30 days late, the Authority will send the 
employee a letter to this effect.  If the Authority does not receive the Authority’s co-
payment within 15 days of that letter, the employee’s coverage may cease.  If 
employee elects not to return to work for at least 30 calendar days at the end of the 
leave period, the employee may be required to reimburse the Authority for the cost of 
the health benefit premiums paid by the Authority for maintaining coverage during the 
employee’s unpaid leave. 

 
 During the unpaid portion of a family medical leave, PTO accrual will cease. 

 
a. Intermittent and Reduced Schedule Leave 

 
Leave because of a serious health condition, including pregnancy-related disabilities, 
or military caregiver leave, may be taken intermittently (in separate blocks of time due 
to a single health condition) or on a reduced-leave schedule (reducing the usual 
number of hours you work per workweek) if medically necessary.  Qualifying exigency 
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leave may also be taken intermittently or on a reduced-leave schedule.  Any leave 
taken for birth or placement of a child must be taken in blocks of at least two weeks 
(but employee is allowed two exceptions), and must be taken within one year of the 
birth or placement of the child with the employee. 
 
If leave is unpaid, the Authority will reduce the employee’s salary based on the 
amount of time actually worked.  In addition, while the employee is on an intermittent 
or reduced leave schedule, the Authority may temporarily transfer the employee to an 
available alternative position that better accommodates employee’s recurring leave 
and has equivalent pay and benefits. 

 
 

b. Returning from Leave 
 

If employee takes leave because of the employee’s own serious health condition, 
(except if the employee is taking intermittent leave) employee is required to provide 
medical certification from employee’s health care provider that states that employee is 
able to resume work and that addresses the employee’s ability to perform the 
essential functions of the employee’s job.  Employees failing to provide the return-to-
work medical certification form will not be permitted to resume work until it is provided. 

 
Under most circumstances, an employee who returns from a Family and Medical 
Leave will be reinstated to his or her original job or to an equivalent job with equivalent 
pay, benefits, and other employment terms and conditions.  However, an employee 
has no greater right to reinstatement than if she or he had been continuously 
employed rather than on leave.  In addition, employees who do not return to work are 
not entitled to an accrual of seniority or employment benefits that may have occurred 
during a leave period. 

 
c. Employer Requirements 
 

The Authority must inform employees requesting leave whether they are eligible for 
Family and Medical leave.  If they are, the notice must outline any additional 
information that is required and outline the employees’ rights and responsibilities.  If 
they are not eligible, the notice must give a reason for the ineligibility.  It is unlawful for 
any employer to interfere with, restrain, or deny the existence of any right provided 
under the FMLA/CFRA, to discharge or discriminate against any person for opposing 
any practice made unlawful by the FMLA/CFRA or for involvement in any proceeding 
under or relating to the FMLA/CRFA.  Employees may file a complaint with the U.S. 
Department of Labor or the California Department of Fair Employment and Housing, 
or employees may bring a private lawsuit to enforce the FMLA and the CFRA. 

 
Jury Duty 
 
Leave of absence with pay shall be granted to an employee who is called or required to serve 
as a juror.  The employee must return to work on any day that they are excused from service.  
The employee shall be paid the difference between his/her full salary and any payment 
received for such duty, except travel pay. 
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Witnesses 
 
Leave of absence with pay shall be granted to an employee while going to and from court and 
answering a subpoena as a witness.  The employee shall be paid the difference between 
his/her full salary and any payment received for such duty except travel pay. 
 
Military Leave 
 
Military leave shall be granted in accordance with provisions of law.  Employees entitled to 
military leave shall give the Executive Director an opportunity, within the limits of military 
regulations, to determine when such leave shall be taken. 
 
Funeral Leave 
 
When an employee participates in a funeral ceremony he/she may use Paid Time Off (PTO) 
to perform such duty.  Time not worked because of such absence shall not affect general 
leave accrued.  
 
Management Administrative Leave 
 
Administrative Leave - In recognition that management employees in positions classified as 
exempt are required to work hours beyond their regular hours of work to fulfill their 
management responsibilities, each exempt management employee shall be credited with 
seven (7) days of administrative leave per year.  
 
The seven (7) days of administrative leave will be credited to each exempt management 
employee during the first pay period in July of each succeeding year. 
 
All managers with unused administrative leave as of June 30 will be paid for said leave in the 
final pay period of the fiscal year. 
 
Exempt management employees hired during the year preceding July 1 shall receive a 
prorated administrative leave.  Management employees leaving LAVTA prior to June 30 and 
who have unused Administrative Leave, will be credited on a prorated basis from July 1 to the 
termination date.  If employee has used more than the prorated share, the final paycheck will 
be adjusted. 
 
Exempt management employees are limited to the Executive Director and all employees in 
the Director Classification band. 
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External Employee Education 
 
Some employees may need to attend training programs, seminars, conferences, lectures, 
meetings, or other outside activities for the benefit of Livermore Amador Valley Transit 
Authority or the individual employees. Attendance at such activities, whether required by the 
Authority or requested by individual employees, requires the written approval of the Executive 
Director or designee. To obtain approval, any employee wishing to attend an activity must 
submit a written request to their supervisor detailing all relevant information, including date, 
hours, location, cost, expenses, and the nature, purpose, and justification for attendance. 
Attendance at any such event is subject to the following policies on reimbursement and 
compensation. 

For attendance at events required or authorized by the Authority, customary and reasonable 
expenses will be reimbursed based on the Authority’s Reimbursement Policy. Acceptable 
expenses generally include registration fees, materials, meals, transportation, and parking. 
Reimbursement policies regarding these expenses should be discussed with your supervisor 
in advance. 

Employee attendance at authorized outside activities will be considered hours worked for 
non-exempt employees and will be compensated in accordance with normal payroll practices. 

This policy does not apply to an employee’s voluntary attendance, outside of normal working 
hours, at formal or informal educational sessions, even if such sessions generally may lead to 
improved job performance. While the Authority generally encourages all employees to 
improve their knowledge, job skills, and promotional qualifications, such activities do not 
qualify for reimbursement or compensation under this policy unless prior written approval is 
obtained as described previously. 
 
 

Holidays 
 
During each calendar year, Livermore Amador Valley Transit Authority observes the following 
paid holidays:  

• January 1 (New Year’s Day) 

• Martin Luther King Jr.’s Birthday 

• Presidents’ Day 

• Memorial Day 

• July 4th (Independence Day) 

• Labor Day 

• Veterans’ Day 

• Thanksgiving Day 
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• Day After Thanksgiving 

• Christmas Eve 

• Christmas Day 

• New Years Eve 

When a holiday falls on a Saturday or Sunday, it is usually observed on the preceding Friday 
or the following Monday. However, Livermore Amador Valley Transit Authority may grant 
another day off in lieu of closing. Holiday observance will be announced in advance. 

Each non-exempt employee’s eligibility for holiday pay begins on date of hire.  To be eligible 
for holiday pay, you must be regularly scheduled to work on the day on which the holiday is 
observed and must work your regularly scheduled working days immediately preceding and 
immediately following the holiday, unless an absence on either day is approved in advance by 
your supervisor. If you are required to work on a paid scheduled holiday you will receive 
straight time pay for the holiday hours in addition to the hours worked. 
 
 

Insurance Benefits 

Medical, Dental and Vision Insurance 
Livermore Amador Valley Transit Authority provides a comprehensive medical, dental and 
vision insurance plan for eligible employees and their dependents.  Regular full-time and part-
time employees are eligible for medical insurance the first day of the month after date of hire.  
If an employee is hired on the first of the month, medical insurance is effective on date of hire.  
In the event of an increase in insurance premium rates, all employees may be required to 
contribute to the cost of increased premiums to retain coverage. Details about medical, dental 
and vision insurance coverage are available in separate publications available from the 
Finance Department.  Payment for medical insurance is in accordance with the Authority’s 
Personnel Policy. 

Disability Insurance 
Each employee contributes through payroll tax to California’s state disability insurance 
programs. Disability insurance is mandated by the California Unemployment Insurance Code 
and administered by the Employment Development Department. Disability insurance is 
payable when you cannot work because of illness or injury not caused by employment at the 
Authority. An additional tax funds the state’s Paid Family Leave program, and provides partial 
wage replacement for absences related to care of a family member, or bonding with a new 
child. Specific rules and regulations governing disability are available from the personnel 
manager. 

Unemployment Compensation 
Livermore Amador Valley Transit Authority contributes thousands of dollars each year to the 
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California Unemployment Insurance Fund on behalf of its employees. 

 

Workers' Compensation 
Livermore Amador Valley Transit Authority, in accordance with state law, provides insurance 
coverage for employees in case of work-related injury. The workers’ compensation benefits 
provided to injured employees may include: 

• Medical care; 

• Cash benefits, tax free, to replace lost wages; and 

• Assistance to help qualified injured employees return to suitable employment. 

To ensure that you receive any workers’ compensation benefits to which you may be entitled, 
you will need to: 

• Immediately report any work-related injury to your supervisor; 

• Seek medical treatment and follow-up care if required; 

• Complete a written Employee’s Claim for Workers Compensation Benefits (DWC 
Form 1) and return it to the Director of Finance; and 

• Provide the Authority with a certification from your health care provider regarding the 
need for workers’ compensation disability leave, as well as your eventual ability to 
return to work from the leave. 

Upon submission of a medical certification that an employee is able to return to work after a 
workers’ compensation leave, the employee under most circumstances will be reinstated to 
his or her same position held at the time the leave began, or to an equivalent position, if 
available. An employee returning from a workers’ compensation leave has no greater right to 
reinstatement than if the employee had been continuously employed rather than on leave. For 
example, if the employee on workers’ compensation leave would have been laid off had he or 
she not gone on leave, or if the employee’s position has been eliminated or filled in order to 
avoid undermining the Authority’s ability to operate safely and efficiently during the leave, and 
no equivalent or comparable positions are available, then the employee would not be entitled 
to reinstatement. 

An employee’s return depends on his or her qualifications for any existing openings. If, after 
returning from a workers’ compensation disability leave, an employee is unable to perform the 
essential functions of his or her job because of a physical or mental disability, the Authority’s 
obligations to the employee may include reasonable accommodation, as governed by the 
Americans with Disabilities Act. 

Workers’ Compensation and FMLA/CFRA 
Employees who are ill or injured as a result of a work-related incident, and who are eligible for 
family and medical leave under state and federal law (Family Medical Leave Act (FMLA) and 
the California Family Rights Act (CFRA)), will be placed on FMLA/CFRA during the time they 
are disabled and not released to return to work. The leave under these laws runs 
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concurrently, and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a 
12-month period.   

 
Retirement Plan 
Livermore Amador Valley Transit Authority provides a comprehensive retirement plan under 
the California Public Employees Retirement System (CalPERS) plan for eligible employees in 
order to assist in planning for their retirement. For information regarding eligibility, 
contributions, benefits, and tax status, contact the Director of Finance. All eligible participants 
will receive an orientation to the CalPERS website which contains comprehensive data 
regarding the benefits available. 

An optional 457 plan is also available for regular employees.  The CalPERS Supplemental 
Income 457 Plan is an optional benefit in which employees may elect to participate.  It is a 
voluntary savings program that allows you to defer any amount, up to the annual established 
limit, from your paycheck before you pay taxes on it.  Please see the Director of Finance for 
details regarding the benefits of this plan. 

Social Security 
Social Security can be an important part of an employee’s retirement benefit. Livermore 
Amador Valley Transit Authority pays a matching contribution to each employee’s Social 
Security taxes for temporary employees or employees not eligible for CalPERS.  Regular 
Authority employees eligible for the CalPERS plan should be aware that the earnings from 
this job are not covered under Social Security.  Upon entry on duty, CalPERS covered 
employees with be provided with a Form SSA-1945 Statement Concerning Your Employment 
in a Job Not Covered by Social Security. 
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Employee Property 
 
An employee’s personal property, including but not limited to packages, purses, and 
backpacks, may be inspected upon reasonable suspicion of unauthorized possession of 
Livermore Amador Valley Transit Authority property. 
 
 

Employment of Relatives 

General 
Relatives of employees may be eligible for employment with Livermore Amador Valley Transit 
Authority only if individuals involved do not work in a direct supervisory relationship, or in job 
positions in which a conflict of interest could arise. The Authority defines “relatives” as 
spouses, registered domestic partners, children, siblings, parents, in-laws, and step-relatives. 
Present employees who marry or become registered domestic partners will be permitted to 
continue working in the job position held only if they do not work in a direct supervisory 
relationship with one another or in job positions involving conflict of interest. 
 
 

Names and Addresses 
 
Livermore Amador Valley Transit Authority is required by law to keep current all employees’ 
names and addresses. Employees are responsible for notifying the Authority in the event of a 
name or address change. 
 
 

Open-Door Policy 
 
Suggestions for improving Livermore Amador Valley Transit Authority are always welcome. At 
some time, you may have a complaint, suggestion, or question about your job, your working 
conditions, or the treatment you are receiving. Your good-faith complaints, questions, and 
suggestions also are of concern to the Authority. 

The Open-Door Policy, which we believe is important for both you and the Authority, cannot 
guarantee that every problem will be resolved to your satisfaction. However, Livermore 
Amador Valley Transit Authority values your observations and you should feel free to raise 
issues of concern, in good faith, without the fear of retaliation. 
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Performance Evaluations 
 
Each employee will receive periodic performance reviews conducted by his or her supervisor. 
Your first performance evaluation will take place within the first six months upon completion of 
your introductory period.  Subsequent performance evaluations will be conducted annually in 
June when merit increases are considered.  The frequency of performance evaluations may 
vary depending upon length of service, job position, past performance, changes in job duties, 
or recurring performance problems. 

Your performance evaluations may review factors such as your ability to meet scope, 
schedule and budget and the quality and quantity of the projects, assignments and work you 
perform, your knowledge of the job, your initiative, your work attitude, and your attitude 
toward others. The performance evaluations are intended to make you aware of your 
progress, areas for improvement, and objectives or goals for future work performance. 
Favorable performance evaluations do not guarantee increases in salary or promotions. 
Salary increases and promotions are solely within the discretion of Livermore Amador Valley 
Transit Authority and depend upon many factors in addition to performance. After the review, 
you will be required to sign the evaluation report simply to acknowledge that it has been 
presented to you, that you have discussed it with your supervisor, and that you are aware of 
its contents.  Your signature does not indicate concurrence and you can add comments or 
documentation to the evaluation. 
 
 

Personnel Records 
 
You have a right to inspect certain documents in your personnel file, as provided by law, in 
the presence of an Authority representative at a mutually convenient time. No copies of 
documents in your file may be made, with the exception of documents that you have 
previously signed. You may add your comments to any disputed item in the file. 

Livermore Amador Valley Transit Authority will restrict disclosure of your personnel file to 
authorized individuals within the Authority. Any request for information contained in personnel 
files must be directed to the Director of Finance. Only the Director of Finance is authorized to 
release information about current or former employees. Disclosure of personnel information to 
outside sources will be limited. However, Livermore Amador Valley Transit Authority will 
cooperate with requests from authorized law enforcement or local, state, or federal agencies 
conducting official investigations and as otherwise legally required. 
 
 

Telecommuting 
 
Telecommuting provides employees with an opportunity to work from an alternative work 
environment instead of in the primary location of the Authority. Livermore Amador Valley 
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Transit Authority retains the right in its sole discretion to designate positions that are 
appropriate for telecommuting and approve employees for telecommuting. Telecommuting 
must be pre-approved by an employee’s supervisor. Telecommuting does not change the 
conditions of employment or required compliance with all Authority policies and procedures. 
The Authority reserves the right to change or terminate this policy at any time, without cause 
or advance notice. Telecommuting is a privilege and may not be appropriate for all 
employees. If an employee wishes to request the ability to Telecommute, s/he should contact 
his or her supervisor. 

Telecommuting Safety 
The Telecommuter is solely responsible for ensuring the safety of his or her alternative work 
environment. However, because the Authority is legally obligated to provide its employees 
with a workplace that is free from hazards that might cause serious harm or injury,     

The Telecommuter shall be liable for any injuries that occur to third parties at or around the 
Telecommuter’s alternative work environment. 

Telecommuting Plan 
All Telecommuters will be required to have an agreement in place with their supervisor that 
outlines the days and work hours (as applicable) of the Telecommuter; equipment the 
Telecommuter will need; how the Telecommuter will communicate with the Authority; use of 
support or administrative staff; and other appropriate information. 

Hours of Work 
Unless otherwise agreed, hours and days of work will not change. Employees agree to apply 
themselves during work hours. Telecommuting is not intended as a substitute for child care or 
care for another adult. If a child or adult needs care during work time, another responsible 
individual is expected to be present.  

Attendance at Meetings 
Telecommuters are expected to attend all required meetings. 

Costs Associated with Telecommuting 
The Authority shall not incur additional costs due to Telecommuting.  The agreement with 
your supervisor will specify any costs the Authority will cover. All other expenses are the 
responsibility of the Telecommuter. 
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Use of Electronic Media 
 
Livermore Amador Valley Transit Authority uses various forms of electronic communication 
including, but not limited to computers, e-mail, telephones, internet, cell phones, PDAs, etc.  
All electronic communications, including all software, databases, hardware, and digital files, 
remain the sole property of Livermore Amador Valley Transit Authority and are to be used for 
Authority business and only for occasional, incidental or rare personal use. 

Electronic communication and media may not be used in any manner that would be 
discriminatory, harassing, or obscene, or for any other purpose that is illegal, against 
Authority policy, or not in the best interest of the Authority. 

Employees who misuse electronic communications and engage in defamation, copyright or 
trademark infringement, misappropriation of trade secrets, discrimination, harassment, or 
related actions will be subject to discipline and/or immediate termination. 

Employees may not install personal, pirated or unlicensed software on Authority computer 
systems; or any software not supported by the Authority’s IT Analyst. 

All electronic information created by any employee using any means of electronic 
communication is the property of Livermore Amador Valley Transit Authority and remains the 
property of Livermore Amador Valley Transit Authority. Personal passwords may be used for 
purposes of security, but the use of a personal password does not affect the Authority’s 
ownership of the electronic information. 

Livermore Amador Valley Transit Authority will override all personal passwords if necessary 
for any reason. 

Livermore Amador Valley Transit Authority reserves the right to access and review electronic 
files, messages, mail, and other digital archives, and to monitor the use of electronic 
communications as necessary to ensure that no misuse or violation of Authority policy or any 
law occurs.  Employees should understand that they have no right of privacy with respect to 
any messages or information created, collected, or maintained on the Authority's electronic 
communications, including personal information or messages. 

Employees are not permitted to access the electronic communications of other employees or 
third parties unless directed to do so by Authority management. 

No employee may install or use anonymous e-mail transmission programs or encryption of e-
mail communications, except as specifically authorized by the Authority’s IT Analyst.   

Employees who use devices on which information may be received and/or stored, including 
but not limited to cell phones, cordless phones, portable computers, fax machines, and voice 
mail communications are required to use these methods in strict compliance with the trade 
secrets and confidential communication policy established by the Authority. These 
communications tools should not be used for communicating confidential or sensitive 
information or any trade secrets. 
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Access to the Internet, websites, and other types of Authority-paid computer access are to be 
used for Authority-related business. Any information about Livermore Amador Valley Transit 
Authority, its products or services, or other types of information that will appear in the 
electronic media about the Authority must be approved by the Director of Planning and 
Communications before the information is placed on an electronic information resource that is 
accessible to others. 

Questions about access to electronic communications or issues relating to security should be 
addressed to the Authority’s IT Analyst. 
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Bulletin Boards 
 
Livermore Amador Valley Transit Authority maintains bulletin boards located the 
Administrative Office Break Room and at the Transit Center.   

Bulletin boards are used to provide information to employees concerning official Authority 
business and legal notices.  There will also be one bulletin board (or portion thereof) provided 
for informal staff use.   

Employees may not post items on Authority bulletin boards unless the following conditions 
are met: 

• Postings may be made by Authority employees only; 

• Posted items will be dated and will be removed after expiration or within three months, 
whichever is later.   

 
 

Cell Phone Usage 
 
If an employee needs to make or receive a business phone call while driving, the employee 
should make sure the vehicle is stopped and that he or she is parked in a proper parking area 
for the call.  
 
Employees who use hands-free telephones must keep business conversations brief while 
driving, and must stop the vehicle and park in a proper parking area if the conversation 
becomes involved, traffic is heavy, or road conditions are poor. 
 
Writing, sending, or reading text-based communication – including text messaging, instant 
messaging, and e-mail – on a wireless device or cell phone while driving is also prohibited 
under this policy. Violating this policy is a violation of law beginning January 1, 2009. 
 
Authority provided cellular telephones are for business purposes.  They are not to be use for 
non-work related communications except when circumstances arise as described below. 
 
Employees whose work necessitates a cell phone plan purchased by the Authority should 
restrict use to business.  If an Authority provided cell phone is used for any personal use, the 
employee will be required on a monthly basis to review the detailed usage reports for phones 
and identify personal use (including calls and text messages) and to reimburse the Authority 
for a percentage of the monthly service charges plus any additional charges for minutes or 
message usage.  If LAVTA requires you to travel on business, you are allowed one personal 
call per day. 
 
Employees in possession of Authority cellular phones are required to take appropriate 
precautions to prevent theft and vandalism of all Authority equipment.  Willful damage to 
Authority property is subject to replacement of the property at the employee’s expense. 
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PERSONAL CELL PHONE USE: 
 
Employees should obtain written departmental approval prior to using personal cellular 
phones for business purposes. Personal cell phone use for business should be limited to 
necessary and immediate business needs. It is the responsibility of the employee's 
department head to monitor cell phone use and approve the expense report for 
reimbursement. If the employee seeks reimbursement, Department Heads have the right to 
review, question, and limit reimbursement requests of employee's cell phone bills. 
 
 

Employer Property 
 
Desks, computers, vehicles, and other Authority-owned items are Livermore Amador Valley 
Transit Authority property and must be maintained according to Authority rules and 
regulations. They must be kept clean and are to be used only for work-related purposes. 
Livermore Amador Valley Transit Authority reserves the right to inspect all Authority property 
to ensure compliance with its rules and regulations, without notice to the employee and at any 
time, not necessarily in the employee’s presence. 

Authority voice mail and/or electronic mail (e-mail) are to be used for business purposes. 
Livermore Amador Valley Transit Authority reserves the right to monitor voice mail messages 
and e-mail messages to ensure compliance with this rule, without notice to the employee and 
at any time, not necessarily in the employee’s presence. 

Livermore Amador Valley Transit Authority may periodically need to assign and/or change 
“passwords” and personal codes for computer, e-mail, voicemail, etc.  These communication 
technologies and related storage media and databases are to be used for Authority business 
and they remain the property of Livermore Amador Valley Transit Authority. Livermore 
Amador Valley Transit Authority reserves the right to keep a record of all passwords and 
codes used and/or may be able to override any such password system.  

Prior authorization must be obtained before any Authority property may be removed from the 
premises. 

For security reasons, employees should not leave personal belongings of value in the 
workplace. Suspicious personal items are subject to inspection and search, with or without 
notice, with or without the employee’s prior consent.  

Terminated employees should remove any personal items at the time they leave Livermore 
Amador Valley Transit Authority. Personal items left in the workplace are subject to disposal if 
not claimed at the time of an employee’s termination. 
 
 

Guests and Visitors 
 
Visits from friends and family are to be kept to a minimum, in order to preserve an appropriate 
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work environment. It is extremely important that the impression left with Livermore Amador 
Valley Transit Authority visitors is that of a professional organization with the highest 
standards of conduct. 

Emergencies in which children must be in the office for an extended length of time are to be 
kept to an absolute minimum – the Authority may not be used as a substitute for regular child 
care of employees’ children. On those occasions when children are present, they should not 
be allowed to disrupt others in the office.  

A child on the premises is the employee’s responsibility and must be under employee’s direct 
supervision at all times. If an employee’s child is ill and on premises, the employee must 
present a doctor’s note to their immediate supervisor indicating the child is not contagious. 
Only service animals will be allowed at work.  

The Authority reserves its right in its sole discretion to deny such a request to have guests 
and visitors for reasons including, but not limited to, the requested guest or visitor has been 
disruptive in the past, there is a special event scheduled on the date(s) requested, or the work 
environment is not appropriate for the visitor or guest due to safety or other reasons.   
 
 

Housekeeping 
 
All employees are expected to keep their work areas clean and organized. People using 
common areas such as lunch rooms, locker rooms, and restrooms are expected to keep them 
sanitary. Please clean up after meals and dispose of trash properly. 
 
 

Off-Duty Use of Facilities 
 
Employees are prohibited from remaining on Livermore Amador Valley Transit Authority 
premises or making use of Authority facilities while not on duty.  
 
 

Parking 
 
Employees may park their vehicles in designated areas, if space permits. If space is 
unavailable, employees must park in permissible public areas in the vicinity of Livermore 
Amador Valley Transit Authority property. Employees may not use parking areas specifically 
designated for visitors or Authority vehicles. Livermore Amador Valley Transit Authority is not 
responsible for any loss or damage to employee vehicles or contents while parked on 
Authority property. 

Surveillance Monitoring 
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Parking areas may be monitored with video or other surveillance for purposes of protecting 
Authority property only. This surveillance system is in no way intended to provide employees 
with personal security. 
 
 

Smoking 
Smoking is not allowed in any enclosed area of the facility.  Smoking is not permitted within 
20 feet of any entryway. 
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Business Conduct and Ethics 
 
No employee may accept a substantial gift, meal, or gratuity from any customer, vendor, 
supplier, or other person doing business with Livermore Amador Valley Transit Authority 
because doing so may give the appearance of influencing business decisions, transactions or 
service. Non-substantial gifts (such as branded pens, etc.) may be accepted.  If LAVTA is in a 
procurement process, no gift of any kind may be accepted from a potential vendor.  A LAVTA 
employee who is designated in the Authority’s conflict of interest code must report any gifts 
over $50 (cumulative over the calendar year) from any single source, and may not accept 
gifts from any single source totaling more than $420 in a calendar year if you are required to 
report receiving income or gifts from that source on your statement of economic interests.  All 
other employees may not accept any gifts over $50 cumulative over the calendar year from 
any single source. 
 
 

Conducting Personal Business 
 
Employees are to conduct only Livermore Amador Valley Transit Authority business while at 
work. Employees may not conduct personal business or business for another employer 
during their scheduled working hours. 
 
 

Confidentiality 
 
Each employee is responsible for safeguarding the confidential information obtained 
during employment. 

In the course of your work, you may have access to confidential information regarding 
Livermore Amador Valley Transit Authority, its suppliers, its customers, or perhaps even 
fellow employees. Confidential information means all information, not generally known, 
belonging to, or otherwise relating to the business of the Authority or its clients, customers, 
vendors, affiliates or partners, regardless of the media or manner in which it is stored or 
conveyed, that the Authority has taken reasonable steps to protect from unauthorized use of 
disclosure.  Confidential information includes but is not limited to trade secrets as well as 
other knowledge, information, and know-how; non-public intellectual property rights, including 
business plans and strategies; formulae; processes; designs; drawings; discoveries; 
improvements; ideas; conceptions; test data; compilations of data; and developments, 
whether or not patentable and whether or not copyrightable.  You have a responsibility to 
prevent revealing or divulging any such information unless it is necessary for you to do so in 
the performance of your duties. Access to confidential information should be on a “need-to-
know” basis and must be authorized by your supervisor. Any breach of this policy will not be 
tolerated and legal action may be taken by the Authority. 

Nothing in this policy is intended to limit employees' right to discuss wages, terms or 
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conditions of employment with co-workers or with people outside of the organization. 
 
 

Conflicts of Interest 
 
All employees must avoid situations involving actual, potential or perceived conflict of interest. 
Personal or romantic involvement with a competitor, supplier, or subordinate employee of 
Livermore Amador Valley Transit Authority, which impairs an employee's ability to exercise 
good judgment on behalf of the Authority, creates an actual, potential, or perceived conflict of 
interest. Supervisor-subordinate romantic or personal relationships also can lead to 
supervisory problems, possible claims of sexual harassment, and morale problems. 

Notice 
An employee involved in any of the types of relationships or situations described in this policy 
should immediately and fully disclose the relevant circumstances to his or her immediate 
supervisor, for a determination about whether a potential or actual conflict exists. If an actual 
or potential conflict is determined, Livermore Amador Valley Transit Authority may take 
whatever corrective action appears appropriate according to the circumstances. Failure to 
disclose facts shall constitute grounds for disciplinary action. 
 
 

Customer Relations 
 
Employees are expected to be polite, courteous, prompt, and attentive to every customer. 
When an employee encounters an uncomfortable situation that he or she does not feel 
capable of handling, a supervisor should be called immediately. 

Ours is a service business and all of us must remember that the customer always comes first. 
Our customers ultimately pay all of our wages. Remember, while the customer is not always 
right, the customer is never wrong. 

Customers are to be treated courteously and given proper attention at all times. Never regard 
a customer's question or concern as an interruption or an annoyance. You must respond to 
inquiries from customers, whether in person or by telephone, promptly and professionally. 

Never place a telephone caller on hold for an extended period. Direct incoming calls to the 
appropriate person and make sure the call is received. 

Through your conduct, show your desire to assist the customer in obtaining the help he or 
she needs. If you are unable to help a customer, find someone who can. 

All correspondence and documents, whether to customers or others, must be neatly prepared 
and error-free. Attention to accuracy and detail in all paperwork demonstrates your 
commitment to those with whom we do business. 
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Never argue with a customer. If a problem develops or if a customer remains dissatisfied, ask 
your supervisor or the Executive Director to intervene. 
 
 

Dress Code and Other Personal Standards 
 
Because each employee is a representative of the Authority in the eyes of the public, each 
employee must report to work properly groomed and wearing appropriate attire. Employees 
are expected every day to dress in the proper attire of business wear or business casual.  On 
days when Board or Committee meetings are taking place, or where staff is meeting with 
VIP’s, staff should be in business wear, not business casual.   

Acceptable attire excludes ripped/torn clothing, T-shirts, tennis shoes, shorts, tank or halter 
tops, flip flops, and revealing attire.  Employees who report to work inappropriately dressed 
may be asked to clock out and return in acceptable attire. 
 

Drug and Alcohol Abuse 
 
Livermore Amador Valley Transit Authority is concerned about the use of alcohol, illegal 
drugs, or controlled substances without a prescription as it affects the workplace. Use of 
these substances, whether on or off the job can detract from an employee’s work 
performance, efficiency, safety, and health, and therefore seriously impair the employee’s 
value to the Authority. In addition, the use or possession of these substances on the job 
constitutes a potential danger to the welfare and safety of other employees and exposes the 
Authority to the risks of property loss or damage, or injury to other persons. 

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an 
employee’s job performance and may seriously impair the employee’s value to the Authority.  

The following rules and standards of conduct apply to all employees either on Authority 
property or during the workday (including meals and rest periods). Behavior that violates 
Authority policy includes: 

• Possession or use of an illegal drug or controlled substance without a prescription, or 
being under the influence of an illegal drug or controlled substance without a 
prescription while on the job; 

• Driving a Authority vehicle while under the influence of alcohol; and 

• Distribution, sale, or purchase of an illegal or controlled substance while on the job. 

Violation of these rules and standards of conduct will not be tolerated. Livermore Amador 
Valley Transit Authority also may bring the matter to the attention of appropriate law 
enforcement authorities.  

In order to enforce this policy, Livermore Amador Valley Transit Authority reserves the right to 
conduct searches of Authority property or employees and/or their personal property, and to 
implement other measures necessary to deter and detect abuse of this policy.  
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Any employee who is using prescription or over-the-counter drugs that may impair the 
employee’s ability to safely perform the job, or affect the safety or well-being of others, must 
notify a supervisor of such use immediately before starting or resuming work.  Employees are 
not required to tell their supervisors what drug they are using; they simply must inform their 
supervisors that they are using a prescription or over-the-counter drug covered by this policy. 

Livermore Amador Valley Transit Authority will encourage and reasonably accommodate 
employees with alcohol or drug dependencies to seek treatment and/or rehabilitation. 
Employees desiring such assistance should request a treatment or rehabilitation leave. The 
Authority is not obligated, however, to continue to employ any person whose performance of 
essential job duties is impaired because of drug or alcohol use, nor is the Authority obligated 
to re-employ any person who has participated in treatment and/or rehabilitation if that 
person’s job performance remains impaired as a result of dependency. Additionally, 
employees who are given the opportunity to seek treatment and/or rehabilitation, but fail to 
successfully overcome their dependency or problem, will not automatically be given a second 
opportunity to seek treatment and/or rehabilitation. This policy on treatment and rehabilitation 
is not intended to affect the Authority’s treatment of employees who violate the regulations 
described previously. Rather, rehabilitation is an option for an employee who acknowledges a 
chemical dependency and voluntarily seeks treatment to end that dependency. 

Please refer to the adopted Authority Drug and Alcohol Policy for additional details. 
 
 

News Media Contacts 
 
Employees may be approached for interviews or comments by the news media. Only contact 
people designated by the Executive Director may comment to news reporters on behalf of 
Livermore Amador Valley Transity authority regarding Livermore Amador Valley Transit 
Authority policy or events relevant to Livermore Amador Valley Transit Authority.  The 
Director of Planning and Communication must be notified of any interviews or comments 
made. 
 
 

Off-Duty Conduct 
 
While Livermore Amador Valley Transit Authority does not seek to interfere with the off-duty 
and personal conduct of its employees, certain types of off-duty conduct may interfere with 
the Authority’s legitimate business interests. For this reason, employees are expected to 
conduct their personal affairs in a manner that does not adversely affect the Authority’s or 
their own integrity, reputation or credibility. Illegal or immoral off-duty conduct by an employee 
that adversely affects the Authority’s legitimate business interests or the employee's ability to 
perform his or her job will not be tolerated.  

While employed by Livermore Amador Valley Transit Authority, employees are expected to 
devote their energies to their jobs with the Authority. The following types of employment 
elsewhere are strictly prohibited: 
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• Additional employment that conflicts with an employee’s work schedule, duties, and 
responsibilities at the Authority; 

• Additional employment that creates a conflict of interest or is incompatible with the 
employee's position with the Authority; 

• Additional employment that impairs or has a detrimental effect on the employee’s work 
performance with the Authority; 

• Additional employment that requires the employee to conduct work or related activities 
on Authority property during the employer's working hours or using Authority facilities 
and/or equipment; and 

• Additional employment that directly or indirectly competes with the business or the 
interests of the Authority. 

Employees who wish to engage in additional employment that may create a real or apparent 
conflict of interest must submit a written request to Livermore Amador Valley Transit Authority 
explaining the details of the additional employment. If the additional employment is 
authorized, Livermore Amador Valley Transit Authority assumes no responsibility for it. 
Livermore Amador Valley Transit Authority shall not provide workers’ compensation coverage 
or any other benefit for injuries occurring from or arising out of additional employment. 
Authorization to engage in additional employment can be revoked at any time. 
 
 

Prohibited Conduct 
 
The following conduct is prohibited and will not be tolerated by Livermore Amador Valley 
Transit Authority. This list of prohibited conduct is illustrative only; other types of conduct that 
threaten security, personal safety, employee welfare and Authority operations also may be 
prohibited.  

• Falsifying employment records, employment information, or other Authority records; 

• Recording the work time of another employee or allowing any other employee to 
record your work time, or falsifying any time sheet, either your own or another 
employee’s; 

• Theft and deliberate or careless damage or destruction of any Authority property, or 
the property of any employee or customer;  

• Removing or borrowing Authority property without prior authorization; 

• Unauthorized use of Authority equipment, time, materials, or facilities; 

• Carrying firearms or any other dangerous weapons on Authority premises at any time; 

• Engaging in criminal conduct during working time; 

• Insubordination, including but not limited to failure or refusal to obey the lawful orders 
or instructions of a supervisor or member of management; 

• Using abusive language toward a customer or client; 
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• Failing to notify a supervisor as soon as practicable when unable to report to work;  

• Unreported absence of three consecutive scheduled workdays; 

• Failing to obtain permission to leave work for any reason during normal working hours; 

• Failing to observe working schedules, including rest and lunch periods; 

• Failing to provide a physician’s certificate when requested or required to do so; 

• Sleeping or malingering on the job; 

• Working overtime without authorization or refusing to work assigned overtime; 

• Wearing disturbing, unprofessional or inappropriate styles of dress or hair while 
working; 

• Violating any safety, health, security or Authority policy, rule, or procedure; 

• Committing a fraudulent act or a breach of trust under any circumstances; and 

• Committing of or involvement in any act of unlawful harassment or discrimination of 
another individual. 

 
 

Punctuality and Attendance 
 
As an employee of Livermore Amador Valley Transit Authority, you are expected to be 
punctual and regular in attendance. Any tardiness or absence causes problems for your 
fellow employees and your supervisor. When you are absent or late, your assigned work must 
be performed by others.  

Employees are expected to report to work as scheduled, on time, and prepared to start work. 
Employees also are expected to remain at work for their entire work schedule, except for 
meal periods, rest periods, or when required to leave on authorized Authority business. Late 
arrival, early departure, or other unanticipated and unapproved absences from scheduled 
hours are disruptive and must be avoided.  

If you are unable to report for work on any particular day, you must under all but the most 
extenuating circumstances call your supervisor as soon as practicable, generally at least one 
hour before the time you are scheduled to begin working for that day. If you call less than one 
hour before your scheduled time to begin work and do not arrive in time for your assigned 
shift, you will be considered tardy for that day. In all cases of absence or tardiness, 
employees must provide their supervisor with an honest reason or explanation. Employees 
also must inform their supervisor of the expected duration of any absence. Excessive 
absenteeism or tardiness, whether excused or not, will not be tolerated.  

If you fail to report for work without any notification to your supervisor and your absence 
continues for a period of three days Livermore Amador Valley Transit Authority will consider 
that you have voluntarily abandoned or quit your employment. 
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Wages 
_______________________________________ 
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Advances 
 
Livermore Amador Valley Transit Authority does not permit advances against paychecks or 
against unaccrued Paid Time Off (PTO). 
 
 

Deductions for Exempt Employees 
 
Employees paid on a “salary basis” regularly receive a predetermined amount of 
compensation each pay period. Subject to the exceptions listed below, exempt employees will 
receive full salary for any workweek in which they perform any work, regardless of the 
number of days or hours worked. Exempt employees may not be paid for any workweek in 
which they perform no work, subject to Livermore Amador Valley Transit Authority benefits 
programs and policies. 

No deductions from salary may be made for time when work is not available, provided the 
exempt employee is ready, willing, and able to work. Deductions from pay are permissible 
when an exempt employee: 

• Is absent from work for one or more full days for personal reasons other than sickness 
or disability; 

• Is absent for one or more full days due to sickness or disability if the deduction is 
made in accordance with a bona fide plan, policy, or practice of providing 
compensation for salary lost due to illness; or 

• Works less than a full week during the initial or final week of employment. 

It is Authority policy to comply with these salary basis requirements. Therefore, Livermore 
Amador Valley Transit Authority prohibits all Authority managers from making any improper 
deductions from the salaries of exempt employees. The Authority wants employees to be 
aware of this policy and know that the Authority does not allow deductions that violate federal 
or state law. 

If you believe that an improper deduction from your salary has been made, you should 
immediately report this information to your direct supervisor, or to the payroll department.   

Reports of improper deductions will be investigated promptly. If it is determined that an 
improper deduction has occurred, you will be promptly reimbursed for any improper deduction 
made. 
 
 

Reimbursement of Expenses 
 
Livermore Amador Valley Transit Authority reimburses employees for business expenses in 
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accordance with the Authority’s Expense Reimbursement Policy.  Employees who have 
incurred business expenses must submit required receipts and the Expense Claim Form to 
the Finance Department within 60 days of the date the expenses were incurred.  If you have 
any questions about the Authority’s expense reimbursement policy, contact the Director of 
Finance.   

Personal and/or vacation travel may be combined with business travel provided there is no 
additional cost to Livermore Amador Valley Transit Authority, and it meets with the approval of 
the Executive Director.  Livermore Amador Valley Transit Authority credit cards are not to be 
used for personal expenses. 
 
 

Makeup Time 
 
Livermore Amador Valley Transit Authority allows the use of makeup time when non-exempt 
employees need time off to tend to personal obligations. Makeup time worked will not be paid 
at an overtime rate unless the employee works more than 11 hours in a workday or more than 
40 hours in the workweek. 

Employees may take time off and then make up the time later in the same workweek, or may 
work extra hours earlier in the same workweek to make up for time that will be taken off later 
in the workweek.  

Makeup time requests must be signed and written and approved by your supervisor.  
Requests will be considered for approval based on the legitimate business needs of the 
Authority at the time the request is made. 

All makeup time must be worked in the same workweek as the time taken off. The Authority’s 
seven-day workweek is Saturday through Friday.  Employees may not work more than 11 
hours in a day or 40 hours in a workweek as a result of making up time that was or would be 
lost due to a personal obligation. 

If you take time off and are unable to work the scheduled makeup time for any reason, the 
hours missed will be taken as PTO. During a pay period, if you work makeup time in advance 
of time you plan to take off, you must take that time off, even if you no longer need the time 
off for any reason. 

An employee’s use of makeup time is completely voluntary. Livermore Amador Valley Transit 
Authority does not encourage, discourage, or solicit the use of makeup time. 
 
 
 

Overtime for Non-Exempt Employees 
 
Employees may be required to work overtime as necessary. Only actual hours worked in a 
given workday or workweek can apply in calculating overtime. Livermore Amador Valley 
Transit Authority will attempt to distribute overtime evenly and accommodate individual 
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schedules. All overtime work must be previously authorized by a supervisor. Livermore 
Amador Valley Transit Authority provides compensation for all overtime hours worked by non-
exempt employees in accordance with federal law as follows: 

• All hours physically worked in excess of 40 hours in one workweek will be treated as 
overtime. A workday begins at 12:01 a.m. and ends at midnight 24 hours later. 
Workweeks begin each Saturday at 12:01 a.m; 

• Compensation for hours in excess of 40 for the workweek shall be paid at a rate one 
and one-half times the employee's regular rate of pay; 

•  

• Exempt employees may have to work hours beyond their normal schedules as work 
demands require. No overtime compensation will be paid to exempt employees. 

 
 

Pay for Mandatory Meetings/Training 
 
Livermore Amador Valley Transit Authority will pay non-exempt employees for their 
attendance at meetings, lectures, and training programs under the following conditions: 

• Attendance is mandatory; 

• The meeting, course, or lecture is directly related to the employee’s job; and 

• The employee who is required to attend such meetings, lectures, or training programs 
will be notified of the necessity for such attendance by his or her supervisor. 

 

Payment of Wages 

Biweekly Payments 
All employees of Livermore Amador Valley Transit Authority are paid every other Friday for 
work performed during the previous two-week pay period. If a regular payday falls on a 
holiday, employees will be paid on the last day worked before the holiday.  Paychecks are 
normally available by 5:00 p.m. every other Friday at the Administration Offices located at 
1362 Rutan Court, Suite 100, Livermore, CA.  If you observe an error on your check, please 
report it immediately to your supervisor. 

Automatic Deposit 
Livermore Amador Valley Transit Authority offers automatic payroll deposit for employees.  
You may begin and stop automatic payroll deposit at any time. To begin automatic payroll 
deposit, you must complete a form (available from the payroll department) and return it to 
payroll at least 10 days before the pay period for which you would like the service to begin. 
You should carefully monitor your payroll deposit statements for the first two pay periods after 
the service begins. 
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To stop automatic payroll deposit, complete the form available from the payroll department 
and return it to payroll at least 10 days before the pay period for which you would like the 
service to end. You will receive a regular payroll check on the first pay period after the receipt 
of the form, provided it is received no later than 10 days before the end of the pay period. 
 
 

Timekeeping Requirements 
 
All non-exempt employees, with the exception of Interns and Customer Service 
Representatives, are required to use time sheets to record time worked for payroll purposes. 
Employees must record their own time at the start and at the end of each work period, 
including before and after the lunch break. Employees also must check out at the front desk 
whenever they leave the building.  Any errors on your timesheet should be reported 
immediately to your supervisor.  Time sheets must be signed by employee and supervisor 
and submitted to payroll by 5:00 p.m. on the Friday that marks the end of the pay period. 

 

Interns and Customer Service Representatives are required to use a computer desk top time 
clock to record time worked for payroll purposes.  Time sheets are printed and distributed on 
the Monday following the end of the pay period and must be signed by employee and 
supervisor and submitted to payroll with 24 hours.  
 
 

Work Schedules 
 
Livermore Amador Valley Transit Authority Administrative Offices are normally open for 
business between the hours of 8:30 a.m. and 5:00 p.m. Monday through Friday.  Your 
supervisor will assign your individual work schedule. All employees are expected to be at their 
desks or workstations at the start of their scheduled shifts, ready to work. 

The Authority also operates a Transit Center in Livermore, which provides customer service 
for passengers and the Community.  The Transit Center is normally open for business 
between the hours of 5:00 a.m. and 7:00 p.m. Monday through Friday.  Customer Service 
Representatives are assigned work schedules and exchanging work schedules with other 
employees is discouraged. However, if you need to exchange schedules, notify your 
supervisor, who may authorize an exchange if possible. Work schedule exchanges will not be 
approved for the mere convenience of an employee or if the exchange interferes with normal 
operations or results in excessive overtime. 

The workweek begins at 12:01 a.m. Saturday and ends at midnight on the following Friday. 
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Safety and Health 
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Employees Who Are Requested to Drive 
 
Employees who are required to drive an Authority vehicle or their own vehicles on Authority 
business will be required to show proof of current valid driving licenses and current effective 
insurance coverage before the first day of employment. 

Livermore Amador Valley Transit Authority participates in a system that regularly checks state 
Department of Motor Vehicles (DMV) records of all employees who drive as part of their job. 

Livermore Amador Valley Transit Authority retains the right to transfer to an alternative 
position, suspend, or terminate an employee whose license is revoked, or who fails to 
maintain personal automobile insurance coverage or who is uninsurable under the Authority’s 
policy. 

Employees who drive their own vehicles on Authority business will be reimbursed per mile at 
the current rate established by the Internal Revenue Service.   
 
 

Ergonomics 
 
Livermore Amador Valley Transit Authority is subject to Cal/OSHA ergonomics standards for 
minimizing workplace repetitive motion injuries. The Authority will make necessary 
adjustments to reduce exposure to ergonomic hazards through modifications to equipment 
and processes and employee training. The Authority encourages safe and proper work 
procedures and requires all employees to follow safety instructions and guidelines. 

Livermore Amador Valley Transit Authority believes that reduction of ergonomic risk is 
instrumental in maintaining an environment of personal safety and well-being, and is essential 
to our business. We intend to provide appropriate resources to create a risk-free environment.  

If you have any questions about ergonomics, please contact the Director of Finance. 
 

Health and Safety 
 
All employees are responsible for their own safety, as well as that of others in the workplace. 
To help us maintain a safe workplace, everyone must be safety-conscious at all times. Report 
all work-related injuries or illnesses immediately to your supervisor or to the human resources 
department. In compliance with California law, and to promote the concept of a safe 
workplace, Livermore Amador Valley Transit Authority maintains an Injury and Illness 
Prevention Program. The Injury and Illness Prevention Program is available for review by 
employees and/or employee representatives in the office of the Director of Finance. 
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In compliance with Proposition 65, Livermore Amador Valley Transit Authority will inform 
employees of any known exposure to a chemical known to cause cancer or reproductive 
toxicity. 
 
 

Recreational Activities and Programs 
 
Livermore Amador Valley Transit Authority or its insurer will not be liable for payment of 
workers’ compensation benefits for any injury that arises out of an employee’s voluntary 
participation in any off-duty recreational, social, or athletic activity that is not part of the 
employee’s work-related duties. 
 

Security 
 
Livermore Amador Valley Transit Authority has developed guidelines to help maintain a 
secure workplace. Be aware of persons loitering for no apparent reason in parking areas, 
walkways, entrances and exits, and service areas. Report any suspicious persons or activities 
to security personnel. Secure your desk or office at the end of the day. When called away 
from your work area for an extended length of time, do not leave valuable and/or personal 
articles in or around your workstation that may be accessible. The security of facilities as well 
as the welfare of our employees depends upon the alertness and sensitivity of every 
individual to potential security risks. You should immediately notify your supervisor when 
unknown persons are acting in a suspicious manner in or around the facilities, or when keys, 
security passes, or identification badges are missing. 
 
The Authority’s workplace security program is described in detail in the Authority’s System 
Safety Program Plan (SSPP). 
 
 

Workplace Violence 
 
Livermore Amador Valley Transit Authority has adopted the following workplace violence 
policy to ensure a safe working environment for all employees. 

The Authority has a zero tolerance for acts of violence and threats of violence. Without 
exception, acts and threats of violence are not permitted. All such acts and threats, even 
those made in apparent jest, will be taken seriously, and will lead to discipline up to and 
including termination.  

Possession of non-work related weapons on Authority premises and at Authority-sponsored 
events shall constitute a threat of violence. 

It is every employee’s responsibility to assist in establishing and maintaining a violence-free 
work environment. Therefore, each employee is expected and encouraged to report any 
incident which may be threatening to you or your co-workers or any event which you 
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reasonably believe is threatening or violent. You may report an incident to any supervisor or 
manager. 

A threat includes, but is not limited to, any indication of intent to harm a person or damage 
Authority property. Threats may be direct or indirect, and they may be communicated verbally 
or nonverbally.  

The Authority’s workplace violence program is described in detail in the Authority’s Injury and 
Illness Prevention Program (IIPP). 

Allergies 
1. Food Allergies. 
 
A food allergy occurs when a person’s immune system decides that a particular food is 
harmful. The person’s immune system releases massive amounts of chemicals to protect the 
body. These chemicals trigger a cascade of allergic symptoms that can affect the respiratory 
system, gastrointestinal tract, skin, or cardiovascular system.  Symptoms range from a 
tingling sensation in the mouth, swelling of the tongue and the throat, difficulty breathing, 
hives, vomiting, abdominal cramps, diarrhea, drop in blood pressure, to loss of consciousness 
and/or death.  Symptoms typically appear within minutes after the person has eaten the food 
to which he or she is allergic, but may occur hours later. 
 
Although a person can be allergic to any food, there are eight foods that account for 90% of 
all food allergy reactions. These are milk, eggs, peanuts, tree nuts, fish, shellfish, soy, and 
wheat.  Currently, there are no medications that cure food allergies.  Strict avoidance of the 
allergy-causing food is the only way to avoid a reaction.   
 
 A.  Possible Accommodations 
 
If a LAVTA employee suffers from such an allergy, he or she should notify Human 
Resources immediately.  LAVTA will then implement accommodations to reduce the risk to 
the employee.   
While implementing policies restricting certain foods is not fail-safe, it may help to reduce 
exposure.  Accommodations may include: 
 
• Posting signs at entrances to the building and in hallways, restrooms, waiting rooms and 

conference rooms.  These signs will alert people that certain foods are restricted due to a 
severe food allergy. 

• Sending memos to employees informing them that if a person has eaten the offending 
food, they must let others know so the proper precautions may be taken.  Some allergic 
reactions have occurred when a person has contact with someone who has eaten an 
offending food.   

• Sending occasional memos encouraging compliance with the policy. 
• Enforcing the policy with consequences for violations. 
• Allowing the employee to eat at his/her desk or in his/her office or allowing extra time 

during lunch so the employee may go home to eat. 
• Permitting flexible scheduling so the employee with a food allergy may work when less 

people are present in the workplace to decrease possible exposure. 
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• Relocating the employee’s workspace to reduce possibility of exposure to offending foods. 
• Researching current airline policies regarding snacks served on the plane; some airlines 

do not serve peanut snacks. 
• Allowing employees who travel for work to stay overnight in hotels with refrigerators in the 

rooms so they may bring their own food. 
• Accommodating the need for recurrent medical intervention. 
• Conduct a training session to educate employees on food allergies. 
• Discuss the proper steps to take in an emergency situation, e.g., how to call 911. 
• Discuss the signs and symptoms of an anaphylactic reaction, which may include a tingling 

sensation in the mouth, swelling of the tongue and the throat, difficulty breathing, hives, 
vomiting, abdominal cramps, diarrhea, dizziness, and loss of consciousness.  

• Allow an employee to re-locate or re-schedule a meeting in a room that is inducing an 
allergy or sensitivity. 

• Allow an employee the right to remove themselves from a harmful environment. 
• Allow an employee to keep medication with him/her at all times. 
• Note that an employee with a food allergy may wear a medical alert necklace or bracelet. 

 
C.         Procedure 

Once the appropriate accommodations have been identified, employees will be notified as 
needed through signs posted in building, promotional materials and training. 

Visitors will be informed of this policy through signs, and it will be explained to them by their 
host. 

Employees who violate this policy may be subject to disciplinary action, up to and 
including termination. 
 
2.  Scent-free Workplace Policy.  

 A. Scented Products 

Due to the health concerns arising from exposure to scented products, LAVTA has instituted 
a this policy to provide a scent-free environment for all employees and visitors.   

Scented products can adversely affecting a person's health, causing some or all of the 
following symptoms:  

• headaches 
• dizziness, lightheadedness  
• nausea  
• fatigue  
• weakness  
• insomnia  
• malaise  
• confusion  
• loss of appetite  
• depression  
• anxiety  
• numbness  
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• upper respiratory symptoms  
• shortness of breath 
• watering eyes and runny nose  
• difficulty with concentration  
• skin irritation 

Allergic and asthmatic patients, as well as those with other conditions, report that certain 
odors, even in the smallest amounts, can trigger an attack. The severity of these symptoms 
can vary. Some people report mild irritation while others are incapacitated and/or must give 
up many 'normal' activities in order to avoid exposure (such as going to public places).  In 
addition, people suffering from food allergies may have an allergic reaction to non-food items 
that contain natural or food-based ingredients.  

The use of scented products will not be allowed within the building at any time.  In 
addition, all materials used for cleaning will be scent-free. 

What types of products contain scents? 

Scents are included in a very large range of products including: 
• shampoo and conditioners 
• hairsprays  
• deodorants  
• colognes and aftershaves  
• fragrances and perfumes  
• lotions and creams 
• tissues and kleenex  
• potpourri  
• industrial and household chemicals  
• soaps 
• hand sanitizer  
• cosmetics  
• air fresheners and deodorizers  
• oils  
• candles  
• diapers  
• some types of garbage bags 

It is important to remember some products which claim to be 'scent free' may have only 
masked the scent by use of an additional chemical.  

A list of locally available scent-free products is available from Human Resources.  

B.        Natural Scents 

Even natural scents can cause severe allergic reactions in people with environmental 
sensitivities or food allergies.  Accordingly, employees are not permitted to bring flowers or 
flowering plants to the workplace.  If an employee is sent flowers or a flowering plants at the 
workplace by someone else, he or she is to store them outside of the building or dispose of 
them immediately.  

C.         Procedure 
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Employees will be informed of this policy through signs posted in buildings, the policy manual, 
promotional materials and will receive orientation and training. 

Visitors will be informed of this policy through signs and it will be explained to them by their 
host. 

Employees who violate this policy may be subject to disciplinary action, up to and 
including termination. 
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Termination 
_______________________________________ 
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Employee References 
 
All requests for references must be directed to the Director of Finance. No other 
manager, supervisor, or employee is authorized to release references for current or 
former employees. 

By policy, Livermore Amador Valley Transit Authority discloses only the dates of employment 
and the title of the last position held of former employees. If you authorize the disclosure in 
writing, Livermore Amador Valley Transit Authority also will inform prospective employers of 
other information as specifically designated in the disclosure authorization. 
 
 

Reductions in Force 
 
Under some circumstances, Livermore Amador Valley Transit Authority may need to 
restructure or reduce its workforce. If restructuring our operations or reducing the number of 
employees becomes necessary, the Authority will attempt to provide advance notice, if 
possible, to help prepare affected individuals. If possible, employees subject to layoff will be 
informed of the nature of the layoff and the foreseeable duration of the layoff, whether short-
term or indefinite. 

In determining which employees will be subject to layoff, Livermore Amador Valley Transit 
Authority will take into account, among other things, operation and requirements, the skill, 
productivity, ability, and past performance of those involved, and the employee’s length of 
service. 
 
 

Voluntary Resignation 
 
Voluntary resignation results when an employee voluntarily quits his or her employment at 
Livermore Amador Valley Transit Authority by submitting a written and signed resignation 
letter, or fails to report to work for three consecutively scheduled workdays without notice to, 
or approval by, his or her supervisor. All Authority-owned property, including vehicles, keys, 
uniforms, identification badges, and credit cards, must be returned immediately upon 
termination of employment. 
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LAVTA Human Resources Policy (adopted by BOD 10/6/14) 
 
1. GENERAL PROVISIONS 
 

1.1 PURPOSE 
 

The objective of these policies is to facilitate efficient service to the public and 
to provide a human resources management system within the Livermore 
Amador Valley Transit Authority (LAVTA) that deals with all employees in an 
equitable and uniform manner. 

 
1.2   SCOPE 

 
In cases where these policies conflict with agreements duly agreed upon 
between any employee and the Authority, the provisions of the agreement 
shall govern.  In all other cases, these rules shall apply. 

 
2.  POLICIES AND PROCEDURES 
 

2.1 APPLICATIONS FOR EMPLOYMENT 
 

Application for employment shall be made in a manner prescribed by the 
Executive Director.  Applications shall require information on specific job 
experience, education, and training, shall contain job-related information, and 
shall be signed and dated by the applicant. 

 
2.1.1 No questions on any application or asked at an interview shall attempt 

to elicit information concerning race, age, color, creed, sex, sexual 
orientation, gender identity, genetic information, marital status, national 
origin, mental, physical or sensory disability, or religious affiliation for 
the purpose of discrimination. 

 
2.1.2 All statements submitted on the application or attached resume may be 

subject to investigation and verification prior to appointment. 
 

2.1.3 All job openings will be subject to a competitive process.  The 
Executive Director or designee shall determine whether competition 
shall be limited to internal candidates or shall be opened to all qualified 
candidates.  If competition includes outside candidates, the job opening 
will be advertised as appropriate to the position and in accordance with 
the LAVTA Human Resources Procedures Manual. 

 

Page 153



Employee Handbook - Livermore Amador Valley Transit Authority (LAVTA) 
_______________________________________________________________________________________________ 

 

_______________________________________________________________________________________________ 
Page 64 of 89 

13968896.1 

2.1.4 The Authority shall conform to all requirements under the Americans 
with Disability Act relating to application for employment and 
continued service with the Authority. 

 
2.2 APPOINTMENT 

 
2.2.1 All appointments to vacancies shall be made by the Executive Director 

or designee after considering the qualifications of the applicants. 
 

2.2.2 Qualified Authority employees will be given due consideration for any 
available position upon application for the position. 

 
2.3       ATTENDANCE 

 
Employees shall be in attendance at their job in accordance with the rules 
regarding hours of work, holidays and leave of absence. 

 
2.3.1 An employee shall not be absent from work for any reason other than 

those specified in this Human Resources Policy without making prior 
arrangements with the Executive Director or designee.  Unless prior 
arrangements are made, an employee who, for any reason, fails to report 
to work, shall make a sincere effort to immediately notify the Executive 
Director or designee of the reason for being absent.  If the absence 
continues beyond the first day, the employee shall notify the Executive 
Director or designee on a daily basis unless other arrangements have 
been made.  The Executive Director or designee may require a medical 
certificate from the employee’s treating physician if the absence 
continues over three consecutive days. 

 
2.3.2 Any unauthorized absence of an employee  may be cause for 

disciplinary action. 
 

2.4       OVERTIME COMPENSATION 
 

The payment of overtime compensation shall be in accordance with Federal 
Law.  The Executive Director shall conduct a review of the responsibilities of 
each position and designate whether the position is exempt from overtime 
compensation provisions pursuant to the Code of Federal Regulations: Title 29: 
Part 541.  Nonexempt employees who are required to work more than 40 hours 
in one week shall be entitled to overtime compensation for all hours so worked.  
Overtime is paid only for time worked, not time compensated.  Therefore, 
overtime is not paid when time worked is less than 40 hours in the week but the 
employee receives PTO, holiday pay (as defined in paragraph 5.1.1), jury duty 
pay or similar pay for unworked hours and the paid time exceeds 40 hours.  The 
overtime rate shall be computed at one and one-half times the employee’s 
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regular rate of pay as calculated to the nearest one-tenth (1/10) of an hour.  
Employees shall be compensated for overtime worked by monetary payment, 
paid not later than the next payroll following the pay period in which the 
overtime was worked.  All overtime shall be approved in writing by the 
Executive Director or designee. 

 
2.5       HOURS OF WORK 

 
The Administrative Office shall be open for the public between 8:30 a.m. and 
5:00 p.m. each weekday, except on Authority holidays as per paragraph 5.1.1.  
The Transit Center shall be open for the public as determined by the Executive 
Director or designee in accordance with all agreements or other public 
considerations. 
 
Employees will work per established full time (40 hours per week) or part-time 
schedule. 

 
2.6       LAYOFF 

 
The Executive Director may layoff employees for lack of work, budgetary 
restrictions, or due to other changes that take place.  Layoffs will be made 
based on performance without regard for seniority.  The employee will be given 
two (2) weeks notice, except in cases of emergency, before layoff takes place. 

 
2.7       LEAVES OF ABSENCE 

 
2.7.1 Personal Leaves: 
2.7.2 The Executive Director or designee may grant a regular employee leave 

of absence without pay, not to exceed three (3) months, for personal 
leave..  No such leave shall be granted except in written form and upon 
written request of the employee setting forth the reason therefore.  Upon 
expiration of a regularly approved leave of absence without pay, the 
employee shall be reinstated in the position held at the time leave was 
granted if such position is available; however, reinstatement is not 
guaranteed.  Failure on the part of an employee on leave to report 
promptly at its expiration or within a reasonable time after notice to 
return to duty shall be cause for discipline.  The Executive Director or 
designee may grant an employee in the introductory period,= leave of 
absence without pay for one (1) calendar week only. 
 

a. Medical and Other Benefits 
 

During an approved personal leave of absence without pay per paragraph 2.7.2, 
employee must pay the employee’s portion of the premium as directed by the 
Authority.  Employee’s health care coverage will cease if the employee’s 
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premium payment is more than 30 days late.  If employee’s payment is more 
than 30 days late, the Authority will send the employee a letter to this effect.  If 
the Authority does not receive the Authority’s co-payment within 15 days of 
that letter, the employee’s coverage may cease.  If employee elects not to return 
to work for at least 30 calendar days at the end of the leave period, the 
employee may be required to reimburse the Authority for the cost of the health 
benefit premiums paid by the Authority for maintaining coverage during the 
employee’s unpaid leave. 
 
During the unpaid leave, PTO accrual will cease. 

 
2.7.3 Temporary Disability Leaves:  

2.7.4 a. An unpaid medical leave of absence may be granted for 
temporary medical disabilities with a doctor’s written certificate of 
disability if a leave is necessary to reasonably accommodate a 
workplace injury or a qualified disability under the Americans With 
Disabilities Act or the Fair Employment and Housing Act.  Temporary 
disability leave runs concurrently with Family Medical Leave. 
 
b. The duration of a disability leave under this section shall be 
consistent with applicable law, but in no event shall the leave extend 
past the date on which an employee becomes capable of performing the 
essential functions of his or her position, with or without reasonable 
accommodation.  
 
c. If the disability leave is needed due to a work-related injury, all 
matters relating to an employee’s leave rights, including compensation, 
benefits, substitution of paid leave, notice and certification 
requirements, and reinstatement shall be governed by the state workers’ 
compensation laws. 
 
d. Requests for leave should be made as far in advance as possible.  
Employees are required to use any unused accrued sick leave and 
vacation. Employees may also be eligible for State Disability Insurance 
(SDI) benefits. Use of sick leave, vacation leave or State Disability 
Insurance benefits does not extend the time period of the leave of 
absence. 
 
 

2.7.5 Family Medical Leave Act 
 

a. Leave Policy 
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Under the federal Family and Medical Leave Act (“FMLA”) and the California 
Family Rights Act (“CFRA”), employees may take time off as provided in this 
policy, so long as (1) the employee has worked for the Authority for at least 12 
months, and for at least 1,250 hours in the last 12 months, (an employee 
returning from fulfilling his or her National Guard or Reserve military 
obligation will be credited with the hours of service that would have been 
performed but for the period of military service in determining the 1,250 hours 
of service). 
 
b. Reasons for Leave 

 
Eligible employees may take up to 12 weeks of unpaid Family and Medical 
Leave within any rolling 12-month period (measured backward from the date of 
the commencement of any Family and Medical Leave) and be restored to the 
same or a comparable position upon the employee’s return from leave for any 
of the following reasons:   
 
(1) the birth of a child and to bond with or to care for such child;  
(2) the placement of a child with the employee for adoption or foster care 

and to bond with or to care for the newly-placed child;  
(3) to care for a spouse, domestic partner, child, or parent (“covered 

relation”) with a serious health condition; 
(4) the employee’s own serious health condition that renders him/her 

unable to perform an essential function of his/her position; 
(5) “military exigency leave,” when there is a qualifying military exigency 

arising out of the fact that an employee’s spouse, domestic partner, 
child, or parent is on covered active duty (or has been notified of an 
impending call or order to covered active duty) in the National Guard, 
Reserves or regular Armed Forces.  "Qualifying exigency" under the 
FMLA includes any activities listed in the applicable Department of 
Labor governing regulations.   Qualifying exigencies include: (1) short-
notice deployment; (2) military events and related activities; (3) 
childcare and school activities; (4) financial and legal arrangements; (5) 
counseling; (6) rest and recuperation; (7) post deployment activities; (8) 
parental leave; and (9) additional activities. 

 
In addition, under the FMLA, “Military Caregiver Leave” may be requested to 
care for a spouse, domestic partner, son or daughter (of any age), parent, or 
next of kin who is a covered service member, and who has incurred a serious 
injury or illness in the line of duty while on active duty in the Armed Forces, 
including leave to care for covered veterans who are undergoing medical 
treatment, recuperation, or therapy for a serious injury or illness incurred or 
aggravated in the line of duty on active duty and that manifested before or after 
the veteran left active duty.   
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A “covered service member” under the FMLA Military Caregiver Leave is: a) a 
current member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness; or b) a covered veteran who 
is undergoing medical treatment, recuperation, or therapy for a serious injury or 
illness.  “Covered veteran” means an individual who was a member of the 
Armed Forces (including a member of the National Guard or Reserves), and 
was discharged or released under conditions other than dishonorable at any 
time during the five-year period prior to the first date the eligible employee 
takes FMLA leave to care for the covered veteran 
Provided all the conditions of this policy are met, an employee may take a 
maximum of 26 weeks of military caregiver leave in a single 12-month period, 
inclusive of the any leave the employee takes for family care, medical, or 
military exigency leave during that period.  This 12-month period will be 
measured forward from the first day leave is taken, regardless of how the 
Company calculates the single 12-month period for other FMLA purposes.  

Military Caregiver Leave may run concurrently with CFRA leave if the covered 
servicemember is a CFRA “covered relation" (i.e. your spouse, registered 
domestic partner, child (under age 18, unless incapable of self-care because of a 
mental or physical disability), or parent) and the covered servicemember suffers 
from a serious health condition under CFRA.  If such conditions are not met, 
CFRA leave is not exhausted during military caregiver leave.  In any event, 
CFRA leave lasts for a maximum of 12 weeks, and any military caregiver leave 
beyond that would be FMLA only. 

Spouses who are both employed by the Company may take a maximum 
combined total of 26 weeks in the 12-month period for military caregiver leave 
and any other FMLA leave, including military exigency leave.  However, no 
more than 12 weeks of this combined 26-week period may be taken for reasons 
other than to care for the service member. 
c. Time Off from Work Due to Employee’s Disability Due to Pregnancy/ 

Childbirth/Adoption 
 

Time off from work because of disability due to pregnancy, childbirth, or 
adoption is counted as time used for FMLA leave, but is not counted as time 
used for CFRA leave.  Pregnant employees may have the right to take up to 
four (4) months of Pregnancy Disability Leave (PDL) in addition to CFRA 
leave.  Pregnant employees may be entitled to additional leave beyond four (4) 
months to accommodate a pregnancy-related disability if reasonable under the 
circumstances and not an undue hardship.  Pregnant employees should consult 
with Human Resources regarding their individual situation. 

 
d. Notice of Leave 
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If the need for Family and Medical Leave is foreseeable, employee must give 
the Authority at least 30 days prior notice of the need for leave, preferably in 
writing.  If this is not possible, employee must at least give notice as soon as 
practicable (generally within one (1) to two (2) business days of learning of the 
need for leave), and employee must comply with the Authority’s usual and 
customary notice and procedural requirements for requesting leave absent 
unusual circumstances.  Failure to provide such notice may be grounds for 
delay of leave.  Additionally, if the employee is planning a medical treatment, 
the employee must consult with the Authority first regarding the dates of such 
treatment.  For foreseeable leave due to a qualifying exigency, notice must be 
provided as soon as practicable.  Where the need for leave is not foreseeable, 
employee should notify the Authority as soon as possible and practical. 

 
The employee’s notice must include sufficient information for the Authority to 
determine if the leave qualifies for FMLA/CFRA protection and for the 
Authority to determine the expected timing and duration of the leave. 
 
e. Certification of a Serious Health Condition 

If the employee is requesting leave because of the employee’s own or a covered 
relation’s serious health condition, employee must provide appropriate medical 
certification from the relevant health care provider within 15 calendar days 
after employee requests leave, if practicable.  If employee provides at least 30 
days notice the medical certification should be provided before leave begins.  
Failure to provide requested medical certification in a timely manner may be 
grounds for delay of leave.  The certification must  include the name, address, 
phone and fax numbers of the health care provider and the type of medical 
practice, the approximate date on which the serious health condition began and 
its probable duration, a statement documenting the need for leave, and 
confirmation that, if the employee is the patient, employee is unable to perform 
one or more of the essential functions of the employee’s job due to the serious 
health condition or, if a family member is the patient, confirmation that the 
family member is in need of care. 

 
The Authority, at its expense, may require an examination by a second health 
care provider designated by the Authority, if it reasonably doubts the medical 
certification initially provided by the employee for the employee’s own serious 
health condition.  If the second health care provider’s opinion conflicts with the 
original medical certification, the Authority, at its expense, may retain a third, 
mutually agreeable, health care provider to conduct an examination and provide 
a final and binding opinion. 

 
The Authority may require subsequent medical recertification at the expiration 
of the employee’s previous certification.  Failure to provide requested 
recertification within 15 days, if such is practicable, may result in delay of 
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further leave until it is provided.  
 

f. Certification for a Qualifying Exigency 

If the employee is requesting military exigency leave, employee must provide 
appropriate certification within 15 calendar days after employee requests leave, 
if practicable.  Failure to provide requested certification in a timely manner 
may be grounds for delay of leave.  Employee must provide a copy of the 
military member’s active duty orders or other documentation issued by the 
military that indicates that the military member is on active duty or call to 
active duty status in support of a contingency operation, and the dates of the 
member’s active duty service. 

 
Employee must also provide a signed statement of the facts regarding the 
qualifying exigency for which FMLA is requested, and provide the 
approximate date on which the qualifying exigency began or will begin, the 
beginning and end dates for the absence that is a single continuous period of 
leave (or, for intermittent or reduced schedule basis leave, an estimate of the 
frequency and duration of the qualifying exigency), and if the qualifying 
exigency involves meeting with a third party, provide appropriate contact 
information for any third party with whom you are meeting and a brief 
description of the purpose of the meeting. 
   
g. Certification for Military Caregiver Leave 

 
If employee is requesting leave to care for a covered service member with a 
serious injury or illness, employee must provide medical certification that the 
serious injury or illness was incurred in the line of duty on active duty in the 
Armed Forces. 
 
h. Reporting While on Leave 

 
If employee takes leave because of the employee’s own serious health 
condition or to care for a covered family relation, employee must contact the 
Authority as directed regarding the status of the condition and the employee’s 
intention to return to work.  In addition, employee must give notice as soon as 
practicable (within two (2) business days if feasible) if the dates of leave 
change, are extended, or initially were unknown. 
 
i. Leave is Unpaid 

 
Family and Medical Leave is unpaid leave, although employee may be eligible 
for short-term or disability payments, paid family leave and/or workers’ 
compensation benefits under those insurance plans.  Employee may elect to 
substitute any accrued paid time off (e.g., PTO, administrative, etc.) for unpaid 
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Family and Medical Leave.  The use of paid leave is subject to the terms of the 
Authority’s usual policies, procedures and restrictions applicable to that type of 
paid leave. 

 
j. Medical and Other Benefits 

 
For the first 12 weeks of an approved Family and Medical Leave, the Authority 
will maintain the employee’s health benefits as if the employee continues to be 
actively employed.  If paid leave is substituted for unpaid Family and Medical 
Leave, the Authority will deduct the employee’s portion of the health plan 
premium as a regular payroll deduction.  If the employee’s leave is unpaid, 
employee must pay the employee’s portion of the premium as directed by the 
Authority.  Employee’s health care coverage will cease if the employee’s 
premium payment is more than 30 days late.  If employee’s payment is more 
than 30 days late, the Authority will send the employee a letter to this effect.  If 
the Authority does not receive the Authority’s co-payment within 15 days of 
that letter, the employee’s coverage may cease.  If employee elects not to return 
to work for at least 30 calendar days at the end of the leave period, the 
employee may be required to reimburse the Authority for the cost of the health 
benefit premiums paid by the Authority for maintaining coverage during the 
employee’s unpaid leave. 
 
During the unpaid portion of a family medical leave, PTO accrual will cease. 

 

k. Intermittent and Reduced Schedule Leave 

 
Leave because of a serious health condition, including pregnancy-related 
disabilities, or military caregiver leave, may be taken intermittently (in separate 
blocks of time due to a single health condition) or on a reduced-leave schedule 
(reducing the usual number of hours you work per workweek) if medically 
necessary.  Qualifying exigency leave may also be taken intermittently or on a 
reduced-leave schedule.  Any leave taken for birth or placement of a child must 
be taken in blocks of at least two weeks (but employee is allowed two 
exceptions), and must be taken within one year of the birth or placement of the 
child with the employee. 

 
If leave is unpaid, the Authority will reduce the employee’s salary based on the 
amount of time actually worked.  In addition, while the employee is on an 
intermittent or reduced leave schedule, the Authority may temporarily transfer 
the employee to an available alternative position that better accommodates 
employee’s recurring leave and has equivalent pay and benefits. 
 

 
l. Returning from Leave 
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If employee takes leave because of the employee’s own serious health 
condition, (except if the employee is taking intermittent leave) employee is 
required to provide medical certification from employee’s health care provider 
that states that employee is able to resume work and that addresses the 
employee’s ability to perform the essential functions of the employee’s job.  
Employees failing to provide the return-to-work medical certification form will 
not be permitted to resume work until it is provided. 
 
Under most circumstances, an employee who returns from a Family and 
Medical Leave will be reinstated to his or her original job or to an equivalent 
job with equivalent pay, benefits, and other employment terms and conditions.  
However, an employee has no greater right to reinstatement than if she or he 
had been continuously employed rather than on leave.  In addition, employees 
who do not return to work are not entitled to an accrual of seniority or 
employment benefits that may have occurred during a leave period. 
 

m. Employer Requirements 
 

The Authority must inform employees requesting leave whether they are 
eligible for Family and Medical leave.  If they are, the notice must outline any 
additional information that is required and outline the employees’ rights and 
responsibilities.  If they are not eligible, the notice must give a reason for the 
ineligibility.  It is unlawful for any employer to interfere with, restrain, or deny 
the existence of any right provided under the FMLA/CFRA, to discharge or 
discriminate against any person for opposing any practice made unlawful by the 
FMLA/CFRA or for involvement in any proceeding under or relating to the 
FMLA/CRFA.  Employees may file a complaint with the U.S. Department of 
Labor or the California Department of Fair Employment and Housing, or 
employees may bring a private lawsuit to enforce the FMLA and the CFRA. 
 

2.7.6 Leave of absence with pay shall be granted to an employee who is 
called or required to serve as a juror.  The employee must return to work 
on any day that they are excused from service.  The employee shall be 
paid the difference between his/her full salary and any payment 
received for such duty, except travel pay. 

 
2.7.7 Leave of absence with pay shall be granted to an employee while going 

to and from court and answering a subpoena as a witness.  The 
employee shall be paid the difference between his/her full salary and 
any payment received for such duty except travel pay. 

 
2.7.8 Military leave shall be granted in accordance with provisions of law.  

Employees entitled to military leave shall give the Executive Director 
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an opportunity, within the limits of military regulations, to determine 
when such leave shall be taken. 

 
 

2.7.9 When an employee participates in a funeral ceremony he/she may use 
Paid Time Off (PTO) to perform such duty.  Time not worked because 
of such absence shall not affect general leave accrued.  

 
 

2.7.10 Administrative Leave - In recognition that management employees in 
positions classified as exempt are required to work hours beyond their 
regular hours of work to fulfill their management responsibilities, each 
exempt management employee shall be credited with seven (7) days of 
administrative leave per year.  

 
The seven (7) days of administrative leave will be credited to each 
exempt management employee during the first pay period in July of 
each succeeding year. 
 
All managers with unused administrative leave as of June 30 will be 
paid for said leave in the final pay period of the fiscal year. 
 
Exempt management employees hired during the year preceding July 1 
shall receive a prorated administrative leave.  Management employees 
leaving LAVTA prior to June 30 and who have unused Administrative 
Leave, will be credited on a prorated basis from July 1 to the 
termination date.  If employee has used more than the prorated share, 
the final paycheck will be adjusted. 
 
Exempt management employees are limited to the Executive Director 
and all employees in the Director Classification band. 

 
2.8 OUTSIDE EMPLOYMENT 
 
 
2.9.1 Employees who plan to participate in any gainful occupation other than 

Authority service during off-duty time must have written permission to 
do so from the Executive Director or designee.  The Authority retains 
the right to refuse permission to any employee for such outside 
employment whenever it appears to the Authority that such outside 
employment would interfere with the proper performance of the 
Authority’s service for which the employee has been hired, or that such 
outside employment may place the employee in a position of conflict of 
interest, or would result in a poor public image for the Authority as 
determined by the Executive Director or designee. 
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2.9.2 In the event of illness or injury incurred in outside employment by 
members so employed or arising out of such employment, the Authority 
will in no way be responsible for compensation or any other benefits. 

 
2.9.3 Use of Authority equipment is permitted only in the performance of 

Authority duties. 
 

2.9.4 No employee shall solicit outside employment while on duty for the 
Authority, or use his/her Authority position as an aid for leverage to 
gain outside employment. 

 
2.10 INTRODUCTORY PERIOD 
 

Original appointment shall be subject to an introductory period of six (6) 
months actual service. 

  
2.10.1 New employees will be provided with an orientation to the Authority 

and their positions.  Every month during the introductory period, new 
employees will meet with their supervisor to discuss the employee’s 
performance to date.  At the time of the discussion serious performance 
deficiencies shall be documented in writing and an action plan agreed 
to. 

 
2.10.2 Upon completion of the introductory period, the employee shall be 

given a written evaluation.  If this evaluation shows that the employee 
has satisfactorily demonstrated the qualifications for the position, the 
employee shall gain regular status, and shall be informed in writing. 

 
2.10.3 Employees not meeting performance requirements during the 

introductory period shall be notified of such action in writing by the 
Executive Director or designee at any time during the introductory 
period. 

 
2.10.4 The introductory period may be extended once by the Executive 

Director for a period not to exceed ninety days, in order to further 
evaluate the performance of the employee. 

 
2.11 TEMPORARY APPOINTMENTS 

 
Appointments to Authority employment on other than an acting or regular basis 
shall be considered temporary.  Such temporary appointments shall be allowed 
only as follows: 

 
Temporary appointees shall serve at the discretion of the Executive Director or 
designee. 
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 2.12 PROFESSIONAL DEVELOPMENT 
 

2.12.1 Budgeted Authority funds may be used for attendance at professional 
development conferences, as approved by the Executive Director or 
designee. 

 
2.12.2 Budgeted Authority funds may be used to meet the cost of registration 

and books for training requested by employee, provided that the 
program has been approved by the Executive Director or designee as 
being a benefit to the Authority.  The Executive Director or designee, in 
considering a proposed training program, will require the employee to 
submit a Request for Authorization to Attend Training form and 
documentation which may as a minimum include: 

 
(1) An outline of program scope and purpose 
 
(2) An outline of specifics of the program to be undertaken 

 
(3) Proof of qualification for acceptance to the program 

 
(4) An outline of any leave from work required 

 
(5) A program expense budget 

 
(6) A demonstration that the Authority will accrue benefits from the 

training program equal to the Authority direct and indirect 
expense incurred; and 

 
(7) Any other information deemed to be necessary.   

 
The Executive Director or designee shall make the final decision as to 
the approval of a requested training program based on the above-
required prospectus. 
 

2.12.3   Expenditure of Authority funds for academic courses shall be  
  made after prior approval of the course by the Executive Director  
  or designee.  Employees shall furnish proof of a passing grade in  
  the course to receive tuition reimbursement by the Authority.   
  Degree programs are excluded from this policy. 

 
Leave from work may be granted for attendance at these programs if: 
 
(1) This is the only time the training is available 
  
(2) It can be scheduled so as not to unduly jeopardize operations of 

the Authority. 
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3. GENERAL CONDUCT, DISCIPLINE, TERMINATION, AND APPEAL 
 

3.1 CONDUCT 
 

It shall be the responsibility of all employees to represent the Authority in a 
courteous, efficient, and helpful manner.  The purpose of the Authority’s 
disciplinary procedure is to advise the employee of less than satisfactory 
behavior or conduct, and to act as a corrective measure for improvement. 
 

3.2 CAUSES FOR DISCIPLINARY ACTION 
 

Employees may be subjected to disciplinary action.  The following, among 
others, are causes which, if shown to the satisfaction of the Executive Director 
or designee to be related to work performance, are sufficient for disciplinary 
action: 

 
3.2.1 Being under the influence of alcohol or illegal drugs during working 

hours.  Bringing or consuming alcoholic beverages on LAVTA 
premises.  Selling, using or possessing an illegal drug or controlled 
substance while on duty without a prescription.  (See “LAVTA 
Substance and Alcohol Abuse Policy” for further restrictions.) 

 
3.2.2 Failure to perform work as required. 
 
3.2.3 Insubordination.  Insubordination shall mean that the employee, having 

the ability to do a reasonable act, which he/she is directed to do by the 
Executive Director or designee, willfully fails or neglects to perform the 
directed act. 

 
3.2.4 Breach of written disciplinary action. 

 
3.2.5 Absence without leave or failure to report to work after a leave of 

absence has expired or after such leave of absence has been disapproved 
or revoked. 

 
3.2.6 Being habitually absent or tardy for any reason. 

 
3.2.7 Conviction of a criminal offense excluding certain infractions such as 

minor traffic violations. 
 

3.2.8 Repeated garnishment of wages. 
 

3.2.9 Using religious, political, or fraternal influence during working time. 
 

3.2.10 Fraud in securing employment. 
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3.2.11 Disrespectful or discourteous conduct. 

 
3.2.12 Misuse of Authority position, time, or property, including conducting 

personal business on Authority time and improper use of Authority 
equipment or credit card. 

 
3.2.13 Unauthorized soliciting during work time. 

 
3.2.14 Falsification of Authority records. 

 
3.2.15 Theft, dishonesty, sexual harassment, discrimination or any other action 

which reduces the ability of the employee or the Authority to provide 
proper services.  
Failure to submit to a medical examination or failure to appear at the 
designated time and place for such examination. 

 
3.3 TYPES OF DISCIPLINARY ACTIONS 
  

In most cases, the Authority employs progressive steps in its disciplinary 
program.  However, in all cases disciplinary measures shall be commensurate 
with the offense.  Disciplinary measures may include verbal warnings, written 
warnings, suspensions, demotions, disciplinary probation, and terminations. 
Each disciplinary action, regardless of severity or position of employee, must 
be documented and state the grounds and reasons for the action. 

3.3.1 Verbal Warnings 

 
Verbal warnings are a discussion with the employee regarding 
infractions of Authority rules or policies, including the nature of the 
violation, the expected behavior, and the discipline that will result if the 
infraction is repeated. 

3.3.2 Written Warnings 

 
Written warnings are a formal notice to the employee of a violation of 
Authority rules or policies.  The written warning should describe the 
violation, cite any previous verbal or written warnings, and describe the 
expected behavior and the discipline that will result if the infraction is 
repeated.   

3.3.3 Suspensions 

     
Suspensions are unpaid, involuntary absences from work.  Suspensions 
of five (5) days or more must be approved by the Executive Director or 
his/her designee.  Employees suspended from Authority service shall 
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forfeit all rights, privileges, and salary or other fringe benefits while on 
such suspension.  

3.3.4 Demotions 

 
Demotions are a change from one position to another having lesser 
duties, responsibilities and salary.  Demotions must be approved by the 
Executive Director or his/her designee. 

3.3.5 Disciplinary Probations 

 
Employees may be placed into a probationary status because of 
unsatisfactory work performance and/or because of work rule 
violations.   Employees have a specific timeframe within which to 
correct the problem behavior or performance. Immediate termination 
may occur during the disciplinary probation period if problems 
continue, new problems arise or if declines in performance occur.  

3.3.6 Termination 

 
Termination is the involuntary separation of the employee for cause.  
Any termination must be approved by the Executive Director or his/her 
designee.   

 
 3.4 NOTICE OF DISCIPLINARY ACTION 
   

Any disciplinary action that may result in suspension of five (5) or more days, 
demotion, or termination must be set forth in writing and provided to the 
employee at least five (5) days before the proposed effective date.  Notice of 
the proposed disciplinary action must include the following information: 
 

(i) A description of the proposed action, its effective date, and the 
rule or policy violated; 

 
(ii) A description of the acts or omissions forming the basis for the 

proposed action; 
 

(iii) A statement that a copy of any available materials upon which 
the action is based is attached to the notice. 

 
(iv) A statement that the employee has a right to respond orally, by 

requesting a conference with the supervisor imposing the 
discipline, or in writing prior to the effective date of the 
disciplinary action  

 
3.5 GRIEVANCE PROCEDURE 
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Authority employees, except employees in their probationary period, who have 
been demoted, suspended for five (5) or more days, or terminated are entitled to 
appeal the decision and receive a hearing from a neutral decision-maker. 
 
3.5.1 A formal grievance shall be filed by the employee within five (5) 

working days of the effective date of any demotion, suspension for five 
(5) or more days, or termination.  The formal grievance shall be filed 
with the Executive Director on a form prescribed by the Authority. 

 
3.5.2 The Executive Director shall schedule a fair and impartial hearing 

within thirty (30) calendar days of the filing of the grievance.  At the 
hearing, the employee may answer the charges against him or her, 
present any mitigating evidence, or otherwise respond to the 
disciplinary action.  The Executive Director will issue his/her decision 
within ten (10) working days of the hearing.  The Executive Director 
may overturn, affirm or modify the disciplinary action.   

 
3.5.3 If the employee is not satisfied with the Executive Director’s decision, 

he/she may appeal the decision within five days to the Board of 
Directors.  The appeal must be filed within five (5) working days of the 
date of the Executive Director’s decision.  The appeal shall include a 
copy of the original grievance, the decision rendered by the Executive 
Director, and a statement of reasons for the appeal. 

 
3.5.4 The Board shall employ a neutral third party to hear the appeal and to 

recommend action to the Board.   
 

3.5.5 The Board may adopt, reject, or modify the recommendation of the 
Board-appointed neutral third party.  The decision of the Board is the 
final action of the Authority and shall be final and binding on the 
parties.  

 
3.6 RESIGNATION 

 
An employee wishing to leave the service of the Authority in good standing 
will file with the Executive Director or his/her designee a written resignation 
stating the effective date and reason for leaving.  The written resignation must 
be submitted at least two (2) weeks in advance for the employee to be 
considered to have resigned in good standing. 
Upon the submittal of a written or verbal notice of resignation, the action of the 
employee may not be rescinded without the approval of the Executive Director.  
The decision of the Executive Director on the request of an employee to 
withdraw a notice of resignation shall be final. 
 
Failure of an employee to resign in good standing or give notice of resignation 
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shall be entered in the employee’s service record and may be cause for denying 
future employment with the Authority. 

 
4. PERFORMANCE EVALUATIONS AND RATES OF PAY 
 

4.1.1 Each regular employee shall receive an annual written performance 
evaluation during the month of June.  As part of the performance 
evaluation, an overall rating of clearly outstanding, exceeds 
expectations, meets expectations, needs improvement, or unsatisfactory 
will be given. 

 
4.1.2 Regular employees receiving “needs improvement” or “unsatisfactory” 

performance evaluations will be provided with a written action plan to 
improve performance and be scheduled for a follow up evaluation in six 
months.   

 
4.1.3 New employees will be evaluated as described in paragraph 2.10.1 and 

2.10.2. 
 

4.2 RATES OF PAY 
 

4.2.1 Pay for Performance Compensation Plan  The following is a 
description of the basic tenets of the Authority’s performance pay plan for its 
employees. This plan underscores the Authority’s commitment to achieving 
results and providing the best service with the finest employees. 

 
Market Surveys – As part of the annual budget approval process, salary ranges 
will be established in accordance with procedures in the Human Resources 
Manual, which includes adherence to the Executive Director Compensation 
Policy and an annual salary survey for all established positions within the 
Authority.  The Survey will establish a market range and midpoint for positions 
within the Authority.    
 
Control Points – For each classification band in the pay plan a “control point” 
is established. The control point is considered the midpoint of the salary range. 
The midpoint represents the value of each position within the internal 
organizational structure. The plan provides an opportunity for individuals to 
earn up to 15% above their control point for continued exceptional 
performance. Conversely, salaries of employees not meeting the Authority’s 
performance standards may drop to 15% less than the control point. 

 
 

Performance Zones – Each salary range shall be divided into four 
performance zones as follows: 

 
Zone One (85% through 95% of control point): This portion of the 
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range is typically considered to be that into which a new employee is 
hired. However, where circumstances warrant, employees may be hired 
up to the control point. 

 
Zone Two (96% through 104% of the control point): This is the portion 
of the salary range to which an employee may normally expect to 
progress. Most employees will achieve and maintain a salary within this 
portion of the range. 

 
Zone Three (105% through 111% of the control point): Only those 
employees whose performance, over time, exceeds expectations will 
achieve and maintain a salary that falls within this portion of the range. 

 
Zone Four (111% through 115% of the control point): Only those 
employees whose performance, over time, far exceeds expectations will 
achieve and maintain a salary that falls within this portion of the range 

 
Comp-Ratio – As part of the administration of the pay plan, a comp-ratio shall 
be computed for each employee. The comp-ratio represents the relationship of 
each employee’s current salary to the control point of his/her salary range. The 
comp-ratio is calculated by dividing the employee’s current salary by the 
control point of his/her salary grade.  

 
Merit Salary Increase – Merit salary increases may be considered on an 
annual basis and distributed by the Executive Director based upon the 
recommendation of the supervisor and the following general guidelines 

 
• Increase amounts should differ significantly as performance levels 

increase. 
• All other considerations being equal, employees in the lower 

performance zones of the salary range (below the control point) may 
receive larger percentage increases than those in higher performance 
zones (above the control point). 

• No salary increase shall be awarded in instances where a 
performance rating is “Needs Improvement” or “Unsatisfactory.” 

 
In the month of June each year, employees will be eligible for individual salary 
adjustments effective July 1. Said increases shall be made based solely upon 
performance and in accordance with the guidelines above. No salary increase 
shall be made unless a performance appraisal has been made of the employee. 

 
Performance Bonus – The Executive Director may recognize an employee’s 
specific accomplishments by authorizing a performance bonus. In the case of 
employees who do not report directly to the Executive Director the supervisor 
may recommend to the Executive Director that a bonus be given. The 
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performance bonus may be authorized for significant project accomplishments 
or significant cost savings beyond the normal high expectations of the staff. All 
bonuses granted shall be in the form of a one-time payment. The total of all 
bonuses granted shall not exceed 2% of the annual gross payroll. 

 

4.2.2 Salary Bands 
 

The positions, with the exception of Executive Director, shall all be properly 
classified with respect to Fair Labor Standards Act (FLSA), and all positions 
appropriately assigned to the following Salary Bands. 
 

 
Band 1 –  Hourly 
 
Band 2 - Support 
 
Band 3 - Professional 
 
Band 4 – Senior Professional 
 
Band 5 –  Manager 
 
Band 6 - Director 

  
4.2.3 Employees shall be paid salaries on the Friday following the end of the 

bi-weekly pay period. 
 
5. BENEFITS 
 

5.1 HOLIDAYS 
 

5.1.1 Each full-time employee shall be entitled to the following paid holidays 
which are hereby declared to be official holidays of the Authority: 
 
a) New Year’s Day   January 1 
 
b) Martin Luther King, Jr. Day  3rd Mon. in January 
 
c) Washington’s Birthday  3rd Mon. in February 
 
d) Memorial Day    Last Mon. in May 
 
e) Independence Day   July 4 
 
f) Labor Day    1st Mon. in September 
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g) Veteran’s Day    November 11 
 
h) Thanksgiving Day   4th Thursday in Nov. 
 
i) Friday following Thanksgiving Day 

 
j) Christmas Eve    December 24 
 
k) Christmas Day    December 25 
 
l) New Year’s Eve    December 31 

 
5.1.2 Any holiday falling on a Saturday shall be observed the preceding 

Friday.  Holidays falling on a Sunday shall be observed the following 
Monday, unless that is already a designated holiday, in which case the 
holiday falling on a Sunday shall be observed on Friday. 

 
5.2 PAID TIME OFF (PTO) 
 

A plan for paid time off (PTO) shall be established for all employees regularly 
scheduled to work more than 1,040 hours on an annual basis, in lieu of 
traditional vacation leave, sick leave, bereavement leave, etc.  PTO may be 
used for any leave purpose; however, its use shall be governed by the following 
sections. 
 
Employees off work due to a disability, or on approved leave of absence as 
defined in Section 2.8, shall be required to use all PTO accrued prior to taking a 
leave of absence without pay. If an employee is eligible to receive disability 
benefits, PTO benefits will be coordinated with disability benefits to make up 
the difference between the disability benefit and the employee’s monthly 
salary, until PTO benefits are exhausted. 

 
5.2.1 There shall be two categories of PTO as outlined below: 

 
a) Scheduled PTO: Any PTO which can be reasonably forecast or 

anticipated, i.e. vacation, scheduled medical/dental 
appointments, extended weekends, personal leave, etc. 

b) Unscheduled PTO: Any leave that is genuinely of an 
unanticipated nature, i.e. sick leave, bereavement leave, etc. 

 
5.2.2 Scheduled PTO requires the approval of the Executive Director or 

his/her designee prior to the absence.  Scheduled leave exceeding three 
weeks requires the special approval of the Executive Director.  The 
employee shall be given due regard in selecting a convenient time to 
take scheduled PTO, provided it is not in direct conflict with the best 
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interest of the Authority.  A request for scheduled PTO should be 
submitted in accordance with established procedures.  Every effort 
should be made to submit requests two weeks prior to the PTO.  

 
The use of unscheduled PTO shall be reported on the employee’s time 
card.  Inappropriate or excessive use of unscheduled PTO may be 
grounds for disciplinary action. 

 
5.2.3 “PTO Accrual”:  Depending on the status of the employee, the amount 

of PTO accrued shall be as follows: 
 

a) Full-Time Employees: Each full-time employee shall accrue 
PTO for each pay period of service, based on the years of 
service with the Authority.  The accrual of PTO shall begin upon 
entry on duty at the Authority.  The accrual shall be in 
accordance with the following schedule: 

 
Length of Service  PTO Accrued Each Pay Period 
 
Beginning with the first day   6.77 Hours 
of service through the fifth year 
anniversary (without a break in  
service) 
 
Following the fifth year   8.31 Hours 
 
b) Employees scheduled to work 20-40 Hours Per Week:  For 

employees scheduled to work between 20 and 40 hours per 
week, the pro-rata share to be accrued will be the percentage of a 
regular 40 hour work week which they are scheduled to work, 
multiplied by the PTO accrued per month, as shown in 
Subsection a. above. 

 
5.2.4 No employee shall accrue more than 346 hours of PTO.  When an 

employee’s unused PTO balance reaches this limit, all accrual of 
additional PTO shall cease until the balance falls below the maximum 
accrual limit. 

 
5.2.5 Any employee separating from the Authority service who has accrued 

PTO shall be entitled to termination pay in lieu of such PTO.  When 
separation is caused by death, payment shall be made to the employee’s 
spouse or estate or, in applicable cases, as provided by the Probate Code 
of the State.  Termination pay will be paid at the employee’s current 
hourly rate at the time of termination, for any unused PTO. 
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5.3 WORKERS’ COMPENSATION 
 

The employer shall observe the State law with regard to Workers’ 
Compensation.   

 
5.4 RETIREMENT PLAN 
 

Effective January 1, 2013, LAVTA established two tiers of retirement plan 
benefits. 
 
Tier 1 – Defined as members of the State of California Public Employees’ 
Retirement System (PERS) or reciprocal system, on or before December 31, 
2012.  The employee shall be covered under the 2% at age 55 plan of the State 
of California Public Employee’s Retirement System, including the third level of 
benefits under the 1959 Survivor Benefit and final year compensation.  
Employee shall pay the employee’s PERS contribution as a before tax 
deduction. 
 
Tier 2 – Defined as members of the State of California Public Employees’ 
Retirement System (PERS) on or after January , 2013.  The employee shall be 
covered under the 2% at age 62 PERS plan, including the third level of benefits 
under the 1959 Survivor Benefit, and three year final compensation.  Employee 
shall pay 50% of the total normal cost rate or the current contribution rate of 
similarly situated employees, whichever is greater.  
 

 
5.5 HEALTH, DENTAL AND VISION CARE INSURANCE 
 

Full-time employees shall, at the option of the employer, be provided family 
medical, dental, and vision insurance as described herein. Annuitants shall be 
provided medical insurance as described herein: 

 
5.5.1 Full-time employees and annuitants will be provided the option to select 

eligible plans administered under the California Public Employees’ 
Retirement System, Public Employees’ Medical and Hospital Care Act. 

 
5.5.2 The Authority’s contribution for each employee or annuitant shall be 

the amount necessary to pay the cost of his/her enrollment, including 
the enrollment of his/her family members, in a health benefit plan up to 
a maximum of the full premium contribution for the highest premium 
HMO (PERSCare is not an HMO).  

 
5.5.3 Employees and their eligible dependents shall be provided with a dental 

care plan. The Authority shall pay the premium for this dental care plan 
for both the employee and eligible dependents. The premium paid by 
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the Authority for regular part-time employees shall be prorated as 
defined in section 5.10 of this policy.  

 
5.5.4 Employees and their eligible dependents shall be enrolled in a vision 

care plan. The premium for the vision care plan for both the employee 
and eligible dependents shall be paid by the Authority. The premium 
paid by the Authority for regular part-time employees shall be prorated. 

 
5.5.5 It is the employee’s responsibility to notify the Authority regarding any 

changes in dependent status. 
 
5.6 DISABILITY INSURANCE 
 
5.6.1 The Authority will contribute on behalf of each full-time employee the 

cost of premiums associated with the provision of long-term disability 
insurance with an elimination period of not more than sixty days.  The 
insurance plan shall be selected and approved by the Board of Directors 
of the Authority.  Specific benefits shall be defined in the plan 
documents. 

 
5.6.2 Full time employees off work due to a disability will continue to receive 

health care benefits, as defined in Section 5.5, for up to six months 
following complete exhaustion of their leave accrual. At the end of six 
months employees on disability leave may continue coverage by paying 
the premium payments themselves through LAVTA. 

 
5.7 LIFE ACCIDENTAL DEATH & DISMEMBERMENT 
 

The Authority shall contribute an amount necessary to provide life insurance in 
an amount equal to one and one-half times the employee’s current annual 
salary.  This insurance shall include accidental death and dismemberment 
coverage. 

 
5.8 TRANSIT PASS 
 

In accordance with the LAVTA Employee Free Ride Policy, all employees and 
eligible family members/dependents, as defined in the Policy, are eligible to 
ride Wheels Fixed Route transit service at no cost.  In addition, employees 
riding Dial-A-Ride Paratransit must be certified eligible for participation in the 
ADA paratransit program, in which case free rides on Dial-A-Ride will be 
available only for work related trips. 

 
5.9 AUTOMOBILE ALLOWANCE 

 
Employees who use their personal automobile for authorized office  

Page 176



Employee Handbook - Livermore Amador Valley Transit Authority (LAVTA) 
_______________________________________________________________________________________________ 

 

_______________________________________________________________________________________________ 
Page 87 of 89 

13968896.1 

business shall receive reimbursement at the applicable rate as established  
by the Internal Revenue Service.  Alternatively, employees may use a  
LAVTA staff vehicle.  When doing so, employees must comply with the  
requirements outlined in the Use of LAVTA Service Vehicle Policy. 

 
 
 
5.10 PART-TIME EMPLOYEES 
 

Employees employed on a regular schedule of more than 1,040 hours and 
less than 2,080 hours on an annual basis, shall receive prorated benefits as 
determined by the Executive Director.  
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Confirmation of Receipt 
_______________________________________ 
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Confirmation of Receipt 
 
I have received my copy of LAVTA’s employee handbook. I understand and agree that it is 
my responsibility to read and familiarize myself with the policies and procedures contained in 
the handbook. 

I understand that any and all policies or practices can be changed at any time by LAVTA.  
LAVTA reserves the right to change my hours, wages, and working conditions at any time. I 
understand and agree this employee handbook supersedes all prior agreements, 
understandings, and representations concerning my employment with LAVTA.  I understand 
that any conflict between this Handbook and Board adopted Policies will be governed by 
Board adopted policies. 

Employee’s Signature______________________________________________ 

Date ____________________________ 
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1 

WELCOME TO MV TRANSPORTATION  

As you begin your employment with MV Transportation, we welcome you to our 
organization and invite you to read and become familiar with the contents of this 
handbook.  We believe you will find it full of helpful and valuable information 
about our policies and procedures.  This handbook is designed to guide and 
assist you in performing to the best of your abilities, as well as developing and 
realizing your potential as one of our valued employees. 

For over four decades, MV Transportation has been a leading provider of reliable 
and safe transportation.  With your help, we are looking forward to continuing 
growth and prosperity as we find new and better ways to serve our customers' 
needs. 

Please read this handbook carefully and retain it for future use.  Familiarize 
yourself with its contents as soon as possible because it should answer many of 
your initial and ongoing questions about your employment.  This handbook has 
been developed by MV Transportation to promote understanding, cooperation, 
and good communication.  You are responsible for being familiar with the 
information included in the handbook.  If you have any questions about any of the 
information, please ask your supervisor or Human Resources for explanation or 
clarification. 

THIS HANDBOOK GENERALLY DESCRIBES SOME OF MV 
TRANSPORTATION’S CURRENT POLICIES AND PROCEDURES.  THIS 
HANDBOOK DOES NOT CONSTITUTE A CONTRACT OF EMPLOYMENT.  
NOTHING IN THIS HANDBOOK SHALL BE CONSTRUED TO CONSTITUTE A 
CONTRACT, AND THE COMPANY HAS THE RIGHT, AT ITS DISCRETION, TO 
MODIFY THIS HANDBOOK AT ANY TIME, UNLESS OTHERWISE PROVIDED 
UNDER THE TERMS OF AN APPLICABLE COLLECTIVE BARGAINING 
AGREEMENT, ARBITRATION AGREEMENT, OR OTHER VALID CONTRACT.  
THIS HANDBOOK SUPERSEDES AND REPLACES ALL PRIOR HANDBOOKS.  
HOWEVER, IF YOU ARE COVERED BY A COLLECTIVE BARGAINING 
AGREEMENT (“CBA”), TO THE EXTENT THERE ARE ANY DISCREPANCIES 
BETWEEN THIS HANDBOOK AND THE CBA, THE CBA WILL CONTROL. 

Once again, we welcome you to our family and wish you success as we turn to 
face the numerous challenges, opportunities, and potential rewards ahead.  

 

Kevin Jones 
Chief Executive Officer 
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2 

Mission Statement and Values 

Mission Statement 
We deliver innovative transportation solutions that provide freedom of movement, 
safety and a customer experience that is second to none. 

Our Values 
We are a people business and the word “RESPECT” best describes our 
commitment to service.  To our passengers, YOU are the Company.  As a MV 
employee, it is your responsibility to always protect our values.  You have joined 
a very special Company that provides a very important service to our clients and 
customers.  We stand for: 

R espect Let courtesy, warmth, empathy and kindness 
drive your behaviors 

E thics Simply put, do the right thing 

S afety Nothing is more important than safety 

P rofitable Growth Positive financial performance of our 
Company 

E xcellence Quality and integrity are our backbone 

C elebration & Collaboration It is all about teamwork and recognizing 
each other and our accomplishments 

T alent & Innovation We are the best at what we do and the 
service we provide 

Purpose of Employee Handbook 

This employee handbook has been drafted as a guideline for our employees.  It 
describes the Company’s general philosophy and some of its current policies and 
procedures, but it is not intended to be all-inclusive.  Unless otherwise provided 
under the terms of an applicable Collective Bargaining Agreement, arbitration 
agreement, or other valid contract, the Company reserves the right to amend, 
withdraw, supplement, or modify any terms or conditions of employment, at any 
time and for any reason, without prior notice, whether stated in the handbook or 
established through employment practices or other employment policies, except 
for the Company policy regarding at-will employment which may only be modified 
as described below. 

While the Company will generally follow the guidelines stated in this handbook, 
you should understand that it does not constitute a contract between you and the 
Company.  The Company may deviate from these guidelines where federal, state 
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or local law has specific requirements which the Company must adhere to or 
follow.  This Handbook contains some of the authorized employment policies of 
the Company and supersedes any other versions.  Please see your manager for 
a copy of this policy which is also available on Portal or Sharepoint. 

Nature of Our Business 

MV is a private contractor operating passenger transportation services for public 
and private agencies nationwide.  We operate in a very competitive business 
environment; hence, we must operate safely, control our costs and provide 
outstanding customer and client service.  We welcome your suggestions on how 
we can make improvements at our Company.  Every MV employee plays a 
critical role in our success. 

At-Will Employment 

MV is an at-will employer.  That means that employment may be terminated at 
any time by either the employee or the Company, with our without notice, for any 
lawful reason.  This also means your terms and conditions of employment, 
including but not limited to termination, demotion, promotion, transfer, 
compensation, benefits, duties, hours, and location of work may be changed with 
or without cause or notice at the Company’s sole discretion.  The at-will 
employment relationship cannot be changed, and no employee of the Company 
is employed for any specific time period, unless he or she has or is covered by a 
written agreement signed by the CEO, CHRO or if otherwise required by law.  No 
person other than the CEO or CHRO is authorized to enter into any employment 
agreement for a specified term with any employee. 

Some of our employees are covered by a collective bargaining agreement.  If you 
are covered by a collective bargaining agreement, your employment relationship, 
including the terms and conditions of your employment, is governed by that 
Agreement. 

Equal Employment Opportunity 

As a government contractor, MV’s employment policy is to provide equal 
opportunity to all persons and to require affirmative action to ensure equality of 
opportunity in all aspects of employment.  In furtherance of this policy, 
employment decisions shall be based on merit, qualifications, and competence.  
Except where required or permitted by law, employment practices shall not be 
influenced or affected by virtue of an applicant’s or employee’s race, color, creed, 
religion, sex, national origin, age, pregnancy, disability, veteran status, marital 
status, sexual orientation, gender identification, or any other characteristic 
protected by law.  This policy statement governs all aspects of employment 
including but not limited to recruitment, selection, promotions, terminations, 
transfers, layoffs, compensation, training, benefits, and other terms and 
conditions of employment. 
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MV prohibits retaliation against applicants or employees who file discrimination 
charges with federal, state or local fair employment practice agencies, participate 
in investigations of such charges or an OFCCP proceeding, oppose unlawful 
employment practices, or assert any other rights protected by law. 

MV’s Equal Opportunity Policy is an essential part of the Company’s overall 
commitment to attract, hire and develop a strong, talented and diverse work 
force. 

Accommodations for Disabilities, Work Restrictions and Religion 

MV takes affirmative steps to employ and advance qualified individuals with 
disabilities at all levels of employment.  MV Transportation will make a 
reasonable accommodation for the known physical or mental limitations of 
otherwise qualified individuals with a disability and/or who are otherwise 
physically restricted in the job duties they can perform, unless the 
accommodation would impose an undue hardship and/or a direct threat to the 
health and/or safety of the individual or others would result.  Reasonable 
accommodation means any change or adjustment to a job or work environment 
that permits an otherwise qualified applicant or employee with a disability or 
work-related restrictions to participate in the job application process or to perform 
the essential functions of a job.  Individuals seeking accommodations must make 
the request to their supervisor and to the Human Resources Department.  
Supervisors or managers who are notified of a request for accommodation must 
immediately forward the request to the Human Resources Department. 

MV Transportation will also attempt to make reasonable accommodations for 
employee observance of sincerely held religious beliefs.  All requests for a 
religious accommodation should also be directed to the supervisor and the 
Human Resources Department.  Supervisors or managers who are notified of a 
request for an accommodation must forward all requests for a religious 
accommodation to the Human Resources Department. 

Once a request for an accommodation is received, the request will be analyzed 
in order to aid in the determination of a reasonable accommodation.  This 
interactive process may require additional documentation and/or communications 
with or between the employee, management, and/or the Human Resources 
Department, including obtaining more information regarding the requested 
accommodation and/or the reason for the accommodation and an assessment of 
any and all restrictions, in order to evaluate possible accommodations and the 
feasibility of proposed accommodations.  All requests for accommodations will be 
considered and resolved on a case by case basis in accordance with applicable 
law. 
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Disabled, Recently Separated, Other Protected, & Armed Forces 
Service Medal Veterans 

MV’s employment policy prohibits job discrimination and requires affirmative 
action to employ and advance disabled veterans, recently separated veterans 
(within three years of discharge or release from active duty), other protected 
veterans (veterans who served during a war or in a campaign or expedition for 
which a campaign badge has been authorized) and Armed Forces service medal 
veterans (veterans who, while on active duty, participated in a U.S. military 
operation for which an Armed Forces service medal was awarded).   

Anti-Harassment/Anti-Discrimination Policy 

All Company employees have a right to work in an environment free from all 
forms of unlawful discrimination and harassment.  Consistent with the Company’s 
respect for the rights and dignity of each employee, discrimination and 
harassment based on race, color, creed, religion, sex, national origin, age, 
pregnancy, disability, veteran status, marital status, sexual orientation, gender 
identification, or any other characteristic protected by applicable law, will not be 
tolerated.  This includes harassment and discrimination by any MV employee, or 
a contractor, agent or third parties with whom MV employees interact during the 
course of their employment.  All employees should be aware of the following: 

1. Sexual harassment is strictly prohibited.  Sexual harassment includes 
unwelcome sexual advances, requests for sexual favors, and other verbal 
or physical conduct of a sexual nature when: (a) submission to such 
conduct is made as either an explicit or implicit term or condition of 
employment; (b) submission to or rejection of such conduct is used as a 
basis for an employment decision affecting the harassed employee; or (c) 
such conduct has the purpose or effect of interfering with an employee's 
work performance or creates an intimidating, hostile, or offensive work 
environment pursuant to applicable law.  Sexual harassment can 
specifically include but is not limited to: unwelcome sexual flirtations, 
advances, or propositions; requests for sexual favors; verbal abuse of a 
sexual nature, obscene language, off-color jokes, verbal commentary 
about an individual's body, sexual innuendo, and gossip about sexual 
relations; the display of derogatory or sexually suggestive pictures, 
posters, cartoons, drawings, or objects, or suggestive notes or letters; 
visual conduct such as leering or making gestures; sexually suggestive 
comments about an individual's body or body parts, or sexual degrading 
words to describe an individual; unwelcome touching of a sexual nature 
such as patting, pinching or brushing against another's body; any other 
physical or verbal conduct of a sexual nature by supervisors, fellow 
coworkers, or others in the workplace; sending offensive e-mails to 
coworkers with sexually suggestive comments or sexually degrading 
words; and viewing inappropriate materials such as pornography in the 
workplace or during work hours. 
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2. Harassment on the basis of any protected characteristic is strictly 
prohibited.  In general, statements or physical conduct relating to a 
person's race, color, creed, religion, sex, national origin, age, pregnancy, 
disability, veteran status, marital status, sexual orientation, gender 
identification, or any other status which is protected by applicable law 
constitutes harassment when it: 
a. has the purpose or effect of creating an intimidating, hostile, or 

offensive work environment; 
b. has the purpose or effect of unreasonably interfering with an 

individual’s work performance; or 
c. otherwise adversely affects an individual’s employment pursuant to 

applicable law. 
3. Harassing conduct includes, but is not limited to:  epithets, slurs, or 

negative stereotyping; threatening, intimidating, or hostile acts; and written 
or graphic material that denigrates or shows hostility or aversion toward an 
individual or group and that is placed on walls or elsewhere on the 
employer’s premises or circulated in the workplace. 

4. All supervisors are responsible for assuring that no employee is unlawfully 
discriminated against or subjected to conduct that constitutes sexual or 
any other form of harassment. 

5. An individual found to have engaged in inappropriate conduct, including 
discrimination, sexual harassment, or any other form of unlawful 
harassment, will be disciplined as appropriate, up to and including 
discharge. 

6. Any employee who believes that he or she has been the subject of 
inappropriate conduct, including discrimination, sexual harassment, or any 
other form of harassment, or who has observed any such conduct should, 
and is strongly encouraged, to immediately bring the matter to the 
attention of any supervisor, any executive or any human resources 
employee.  Alternatively, you may contact the Open Door Hotline, 877- 
687-2338.    

7. Any complaint of harassment or discrimination should include details of 
the incident(s) or conduct, names of individuals involved, and the names 
of any witnesses.  Supervisors and managers should immediately refer all 
harassment complaints to Human Resources. 

8. If at any time an employee feels their report of discrimination and/or 
harassment is not being properly addressed, they are free, and strongly 
encouraged, to make an additional report to any of the individuals or the 
Open Door Hotline identified above.    
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9. A prompt and thorough investigation of the alleged discrimination and/or 
harassment will be conducted, and appropriate corrective and/or 
disciplinary action will be taken, if warranted.  Complaints will be treated 
as confidential to the extent possible. 

10. Refusal to cooperate in an investigation of harassment or discrimination or 
initiating a complaint in bad faith is also prohibited and may result in 
disciplinary action, including termination.   

11. The Company will not in any way retaliate against an employee, applicant, 
or former employee who, in good faith, makes a complaint or report of 
discrimination or harassment, or participates in the investigation of such a 
complaint or report.  Retaliation against any individual for reporting a claim 
of harassment or cooperating in the investigation of same will not be 
tolerated.  Retaliation includes any adverse employment action because 
the employee complained about or resisted harassment, discrimination, or 
retaliation, or has cooperated in an investigation. 

12. Any employee who believes that he or she has been retaliated against 
should immediately report it using the reporting procedure described 
above. Any report of retaliation by the one accused of discrimination or 
harassment, or by any other employee, including supervisors or 
managers, will also be promptly and thoroughly investigated in 
accordance with the procedures outlined above.  If a complaint of 
retaliation is substantiated, appropriate corrective and/or disciplinary 
action will be taken.   

The contact information for the federal and state agencies that enforce the 
laws against unlawful discrimination and harassment in the states of 
California, Maine, Massachusetts, Rhode Island, and Vermont and for 
government contractors are listed in Appendix 1 to this Handbook.  Please 
understand utilizing the Company’s reporting procedures set forth above 
does not prevent you from filing a complaint with a federal or state agency. 

Immigration Law Compliance 

MV complies with the applicable immigration laws where it does business, 
including with the Immigration Reform and Control Act of 1986. MV is committed 
to employing only United States citizens and aliens who are authorized to work in 
the United States.  

As a condition of employment, each new employee must properly complete, 
date, and sign the first section of the United States Citizenship and Immigration 
Services Form I-9.  Newly rehired employees must also complete the form if they 
have not previously filed an I-9 with this organization, if their previous I-9 is more 
than three years old, or if their previous I-9 is no longer valid. 
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Open Door Policy 

As a MV employee, you’ve joined an organization that places high value on 
customer service.  That same high value is placed on employees.  You will find 
your supervisor values you as an employee and is there to help guide and assist 
you in performing your role. 

We challenge ourselves to take the initiative and be part of the solution.  Anytime 
you have a suggestion or idea to make things better or a concern or complaint 
about the way things are done, discuss it with your supervisor or any member of 
management.  Your input is a valuable part of our success. 

We are committed to addressing workplace concerns and issues important to 
you.  If a situation arises with your job, another employee, or customer that 
makes you uncomfortable, MV asks that you immediately bring it to our attention.  
If, for any reason, you do not want to discuss the situation with your supervisor or 
if you feel issues remain unresolved, you can contact another member of 
management or you can call our Open Door Hotline at 877-687-2338 or email us 
at employee.relations@mvtransit.com. You can also write to us at MV 
Transportation, 2711 N. Haskell Avenue, Ste 1500, LB-2, Dallas, TX  75204.  
Address your letter to the Chief Human Resources Officer. 

You can be assured that such complaints will be investigated and that you will 
not be subject to any adverse action as a result of making a good faith complaint. 

Introductory Period 

The first ninety (90) days of employment are an introductory period.  The period 
is an essential part of the training and evaluation process and is used to ensure 
that each employee’s performance meets the required standards.  An 
introductory period may be extended at the discretion of the supervisor.  
However, because employment at MV Transportation is “at-will”, both during and 
after the Introductory Period, the Company has no obligation to retain you either 
during or after you have completed your introductory period unless otherwise 
required by applicable bargaining agreement or by law. 

Employment Categories 

Full-time 
Full-time employees are those who are regularly scheduled to work at least 30 
hours or more per week.  Generally, regular, full-time employees may be eligible 
for some or all of the Company's benefit plans, subject to the terms, conditions, 
and limitations of each benefit plan/program.  For purposes of determining 
benefits eligibility, the definition or standard for full-time may be different. 
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Part-time 
Part-time employees are those who are regularly scheduled to work less than 30 
hours per week.  This generally includes casual, occasional and on-call drivers 
and other staff.  While part-time employees receive all legally mandated benefits 
(such as workers' compensation and Social Security benefits), they are generally 
ineligible for many of the Company's other benefit plans/programs. 

Temporary 
Temporary employees are those who are hired as interim replacements, to 
temporarily supplement the work force or to assist in the completion of a specific 
project.  Employment assignments in this category are of a limited duration.  
Employment beyond any initially stated period does not imply a change in 
employment status.  Temporary employees retain such status unless and until 
notified of a change.  The temporary employment relationship is an “at-will” 
relationship, regardless of whether an estimated duration of assignment exists.  
While temporary employees receive all legally mandated benefits (such as 
workers' compensation insurance and Social Security) they are generally 
ineligible for the Company's other benefit plans/programs. 

Safety Sensitive Functions 

While all employees are responsible for strictly adhering to all rules and policies 
affecting the safety of the workplace, our customers and employees, the 
following functions are considered to be “safety sensitive”: 

 Operating a revenue service vehicle, including when not in revenue 
service; 

 Operating a non-revenue service vehicle, when required to be operated by 
a holder of a Commercial Driver’s License; 

 Controlling dispatch or movement of a revenue service vehicle; 

 Maintaining (including repairs, overhaul and rebuilding) a revenue service 
vehicle or equipment used in revenue service 

Thus, the following positions are “safety sensitive”: 

 Driver 

 Mechanic and other maintenance personnel 

 Reservationist (if performing safety sensitive functions) 

 Dispatcher 

 Road Supervisor  

 Assistant, Maintenance, Operations, Safety or General Manager 
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Compensation and Payroll Practices 

Wages and Benefits 
Each location of the Company has a wage and benefit structure, which is subject 
to change.  A printed summary is posted at each location setting forth the current 
wage and benefit information for your location and will be made available to you 
upon request.  If you are covered by a collective bargaining agreement, it will 
describe the wages and benefits for members of the bargaining unit.  Contact 
your General Manager or the Human Resources Department if you have any 
specific questions about your wages or benefits.  

Payroll Status 
Hourly employees 
A hourly employee (whether full or part time) is paid for actual hours worked and 
is entitled to overtime pay in accordance with applicable state and federal laws. 

Salaried employees 
Salaried employees are generally not eligible for overtime pay and receive a 
weekly salary, regardless of the amount of hours they work that is paid every pay 
period.   

Payroll Period & Pay Dates 
For payroll purposes, the workday is defined as 12:01 a.m. to midnight and the 
workweek is defined as 12:01 a.m. Saturday to midnight the following Friday.  
Any type of paid time off is not counted as time worked for computing overtime.  

Generally, payday is every other Friday unless otherwise required by bargaining 
agreement or state law.  The specific pay dates for each division or location are 
posted on the employee bulletin board at that division or location.  If a payday 
falls on a holiday, you will receive your payment on the preceding Thursday or 
the last business day before the holiday.  Each payment covers work performed 
during the 14-day period ending the Saturday before payday.  Direct deposit is 
available to all employees. 

Time Recording 
If you are an hourly employee, you must record the time you start work, the times 
you leave for and return from meal breaks, and the time you leave at the end of 
your working day.  All employees are required to record time-off. 

Hourly employees must accurately record all time worked and should not work 
any time that is not authorized by their supervisors.  Do not start work early, 
finish work late, work during a meal break, or perform any other extra or overtime 
work unless you are directed to do so.  If you have any questions about when or 
how many hours you are expected to work, contact your supervisor. 
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It is a violation of our policy for anyone to instruct or encourage another 
employee to work “off the clock,” to incorrectly report hours worked, or to alter 
another employee’s time records.  If anyone directs or encourages you to work 
“off the clock,” incorrectly report your hours, or to alter another employee’s time 
records, you should report the incident immediately to your supervisor, any 
member of management, the Human Resources Department, or the Open Door 
Hotline at 877-687-2338. 

When your employment begins, you will receive instructions on how to record 
your time. Your immediate supervisor or manager must authorize your time 
record. 

Overtime 
Hourly employees will be paid overtime pay (generally, time and one-half their 
regular rate of pay) for all hours worked in excess of 40 hours in one workweek 
and as otherwise required by applicable state, federal, or local law (including 
without limitation daily overtime and double time as required by state or local 
law).  Hours for which you are paid pursuant to the Company’s PTO, 
Vacation, Holiday Pay, or other applicable policies will not be used for 
purposes of calculating overtime.  The Company prohibits “comp time” as 
a replacement for overtime pay for hourly employees.  All overtime work 
must be authorized in advance.  Although employees will be paid for all hours 
worked, including any overtime, working overtime without prior authorization may 
result in disciplinary action. 

Salaried employees are expected to work as much of each workday as is 
necessary to complete their job responsibilities.  No overtime is provided to 
salaried employees, unless required by applicable law. 

Reporting Errors 
MV Transportation takes all reasonable steps to ensure that employees are 
properly classified, paid for all hours worked, receive the correct amount of pay in 
each pay check, and paid promptly.  If a mistake does occur and is called to the 
Company's attention, corrections will be made promptly.  The Company has an 
internal complaint procedure for any employee who believes they have not been 
properly compensated.  Employees who believe they have been erroneously 
compensated must immediately notify the Payroll or the Human Resources 
Department or utilize any other reporting procedure set forth in this handbook.  
The Human Resources department will share the results of its investigation with 
the employee and immediately take any necessary corrective action.  Employees 
are free to utilize this reporting procedure without fear of reprisal or retaliation.  
An employee who believes they have been retaliated against for reporting a 
compensation error should immediately report such a belief to the Human 
Resources department or the Open Door Hotline at 877-687-2338. 
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Pay Adjustments 
Operators and other division-based hourly jobs typically are considered for pay 
adjustments tied to an anniversary date or other due date and are effective on 
the first day of the pay period following the anniversary date and/or due date.  

Operator Payroll Procedures 
MV has adopted procedures that govern compensation for operators including 
rate of pay, hours of work, training time, non-revenue and revenue work.  Please 
refer to the policy posted at your division for additional information. 

Payroll Deductions 
The law requires that the Company make certain deductions from every 
employee's compensation.  Among these are applicable federal, state, and local 
income taxes.  It is your responsibility to complete your W-4 form properly to 
ensure the proper amount of taxes are withheld. 

The Company offers programs and benefits beyond those required by law. 
Eligible employees may voluntarily authorize deductions from their pay to cover 
the costs of participation in these plans/programs, such as health insurance or 
401(k).  Payroll deductions may also occur in other circumstances, such as court 
ordered garnishments, pre-authorized deductions for uniforms or voluntary 
written authorization. 

Salaried employees’ pay will not be “docked,” or subject to deductions, in 
violation of salary pay rules issued by the United States Department of Labor and 
state government, as applicable; however, the Company may make deductions 
from employees’ salaries in a way that is permitted under federal and state wage 
and hour rules.  Employees will be reimbursed in full for any isolated, inadvertent, 
or improper deductions, as defined by law.   

If concerns about any salary pay deductions arise, employees should discuss 
and resolve them with their supervisor or the Payroll Department or utilize any 
other reporting procedure set forth in this handbook.  

Compensation for Meetings/Training/Drug Testing 
Hourly employees will be paid their regular hourly rate for meetings, training 
and/or drug testing during regular work hours and a training rate for attendance 
occurring outside regular work hours.  If an employee’s job classification does not 
have a specified training rate, the training rate is the applicable minimum wage. 
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Travel Time 
Unless applicable law provides otherwise, hourly employees are paid their 
regular hourly rate for travel that occurs during their regular work hours.  For 
travel outside regular work hours, travel time is paid at the applicable minimum 
wage.  The Company will follow all applicable state or federal laws in determining 
whether travel time is treated as hours worked. 

Length of Service 
An employee’s start date, the date on which an employee began to receive 
wages, is considered their “date of hire”.  MV will bridge an employee’s length of 
service if they voluntarily resigned, were in good standing when they resigned 
and return to the Company within 90 days of their resignation date. 

What to Do If You Have Questions about Compensation and Payroll 
Practices 
If you have any questions, concerns, comments, or complaints related to your 
compensation or the Company’s payroll practices, please direct those comments 
to your supervisor, any executive, the Payroll department, or the Human 
Resources department.  You may also contact the Open Door Hotline at 877- 
687-2338. 

Hours of Work 

Work Schedules 
Work schedules for employees vary throughout the Company. Supervisors will 
advise employees of their individual work schedules.  Staffing needs, operation 
demands, and client service requirements may require variations in the total 
hours that may be scheduled each day and week.  The Company does not 
guarantee hours of work or schedules.    

Rest and Meal Periods  
The Company complies with federal and state legal requirements concerning 
meal and rest periods, and you will be provided with meal and rest periods in 
accordance with applicable law.  If you have any questions concerning the meal 
and rest break requirements for the location at which you work, please contact 
the Human Resources Department.   

Attendance and Punctuality 

To maintain a productive work environment, the Company expects employees to 
be reliable and punctual in reporting for scheduled work.  Absenteeism and 
tardiness place a burden on other employees and on the Company.  All MV 
employees are required to report to work on time every day they are scheduled 
to work.   
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Salaried employees 
If an employee is unable to report to work or will be reporting after a scheduled 
starting time for any reason, absent extenuating circumstances, the employee 
should personally call their supervisor.  If their supervisor is unavailable a 
member of management or the Human Resources Department should be 
contacted.  Messages should not be left with other employees.  Absent 
extenuating circumstances, you must call in on any day you are scheduled to 
work and will not report to work. 

Excessive absenteeism or tardiness may result in disciplinary action up to and 
including termination of employment.  Each situation of absenteeism or tardiness 
will be evaluated on a case-by-case basis.  Even one unexcused absence or 
tardiness may be considered excessive, depending upon the circumstances.  
Absent extenuating circumstances, an employee who fails to personally call their 
supervisor for two or more days to report absence will be considered to have 
abandoned and voluntarily terminated their employment.   

Hourly Employees 
The following applies to all non-introductory period employees and is based on a 
rolling twelve (12) month time period: 

The policies outlined in this section do not limit the employee’s and the 
Company’s right to end the employment relationship at any time, for any reason 
not prohibited by law, with or without cause, and with or without notice unless 
otherwise required by the applicable bargaining agreement. 

Excused Absence 
Excused absences are approved requests for family medical leave (FMLA), kin 
care (if required by state law), personal leave, jury and/or witness duty, military, 
bereavement, pre-arranged vacation days or any other leave protected by law.  
Attendance points are not issued for excused absences. 

Pre-arranged vacation days will be excused if: 

1 -  A MV "Request for Time Off" form is completed and approved by the 
Operations Manager, General Manager or Regional Vice President. 

2 - These steps are completed per the division’s advance notice policy.  
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Unexcused Absence 
Absenteeism is measured in points.  Employees are required to call in for each 
day of work missed.  All employees who will be absent or tardy are required to 
notify their supervisor or dispatch at least one (1) hour prior to the start of their 
shift.  Notwithstanding the situations described below, if an absence occurs, or 
an employee fails to call within the appropriate time, because of a FMLA qualified 
serious medical condition, the employee’s absence will not count as a point.  

 An unexcused absence, where the employee calls in at least one (1) hour 
prior to the start of his/her shift, is counted as one (1) point.   

 Unexcused absences up to three (3) consecutive days are counted as one 
(1) point, provided proper notice is given.  After day three (3), each day of 
absence is counted as one (1) point unless the employee provides a 
doctor’s note excusing the absence for up to a total of ten (10) days.  After 
ten (10) days, each day absent will be counted as one (1) point. Absences 
exceeding ten (10) days may be considered for a leave of absence. 

 Calling in less than one (1) hour in advance of your start time to report an 
absence or tardy is counted as one and one-half (1 ½) points.   

 Failure to call more than one (1) hour after the start of a scheduled shift for 
a scheduled shift (No Call/No Show) is counted as four (4) points.   

 A failure to complete the entire shift is counted as one (1) point.   

 Missing a required meeting is counted as one (1) point.  

Tardiness  
 Arriving to work up to 15 minutes after your scheduled reporting time 

either for shift start or returning from rest or meal breaks is one-half (1/2) 
point. 

 Reporting to work more than 15 minutes after a scheduled reporting time 
either for shift start or returning from rest or meal breaks will be counted 
as one (1) point.  

 If an employee is tardy for their shift, the shift may be re-assigned and the 
employee sent home. 

Disciplinary Guidelines for Attendance 
All non-exempt employees will be issued an Employee Attendance Report 
documenting each occurrence.  

Violations of more than one component of the attendance policy, will receive a 
single point assessment of the highest value.  
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Employees are allowed a maximum of seven (7) points within a rolling 12-month 
period before a written warning is issued.  Points are removed from the 
employee’s record 12 months after they are issued.  If an employee reaches ten 
(10) points within a rolling 12-month period, he/she will be terminated.

Clean Slate 
If an employee goes “point free” for a consecutive six (6) month period, his/her 
attendance record will be wiped clean and any prior points will not be considered 
as a basis for disciplinary action. 

Company Meeting Attendance 
We require that all employees attend Company operations meetings, which 
include the monthly safety meetings.  Failure to attend a mandatory Company 
meeting will result in one attendance point. 

Attendance Policy for Non-Exempt Introductory Employees 
MV expects new employees to demonstrate excellent attendance during their 
introductory period.  Introductory period employees are permitted no more than 
one (1) point using the guidelines set above. 

Attendance Policy for Exempt Employees 
Due to the nature of exempt or salaried work, exempt employees are not subject 
to the Attendance/Tardiness Policy.  Exempt employees are expected to 
maintain good attendance and complete all work assignments and meet the 
requirements of the position.   

Job Abandonment 
Unless otherwise prohibited by applicable law, an employee who does not report 
for three consecutive days’ scheduled shifts and does not contact the Company 
during this time period will be considered to have voluntarily resigned his or her 
position. 

Emergency Closings and Seasonal Work 
Emergency conditions, such as severe weather, fire, flood, or earthquake, can 
disrupt Company operations and interfere with work schedules, as well as 
endanger employees' well-being.  These extreme circumstances may require the 
closing down of operations partially, or business altogether.  Time off due to 
emergency closings is generally unpaid. 

Due to seasonal or holiday fluctuations of business, it is sometimes necessary to 
reduce hours below the normal level of hours worked. When this is necessary, 
such reductions will be based on certain factors, including but not limited to 
agency and client schedules, as well as driver seniority.  Drivers should expect 
such slowdowns to include, but not be limited to, summers and seasonal holidays 
such as Thanksgiving or Christmas. 
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Employee Benefits 

Health, Dental and Vision Insurance 
Eligible, full-time employees are currently offered health, dental and vision 
insurance benefits as required by federal law and in accordance with the 
requirements of the plans.  The details of those benefits, including eligibility 
requirements, are set forth in the plan documents themselves, and coverage and 
rates are subject to change periodically.  

401(k) 
Eligible, full-time employees may currently participate in the Company’s 401(k) 
plan.  The plan documents govern the terms of the plan.  If you would like 
information concerning the Company’s 401(k) plan, please contact the Human 
Resources Department. 

Paid Time Off 
Full-time employees are eligible to accrue Vacation or paid time off (“PTO”), 
subject to the applicable waiting period.  Each location has its own accrual 
program for vacation or PTO.  Please check with your manager or the division 
wage and benefit sheet for your vacation or PTO accrual rate and more specific 
information regarding the terms and conditions associated with the vacation or 
PTO program for your location.  Vacation or PTO accrual is capped at 120 hours 
for hourly employees and 160 hours for salaried employees, unless otherwise 
regulated by state or other law.  Unless prohibited by applicable law, vacation or 
PTO accrual will be suspended once the cap is reached, and accrual will begin 
again once vacation or PTO is used and the balance drops below the cap.  
Generally, employees should notify the division of the request to use vacation or 
PTO in accordance with the division’s advance notice policy.  In the absence of 
an advance notice policy, employees should provide as much notice as possible 
for planned absences and no less than one week’s notice.  In the event of 
unforeseeable circumstances, a shorter notice period may be acceptable.  If a 
request for vacation or PTO is not approved and the employee is absent from 
work during that period, the employee is subject to discipline and may not be 
paid for that time off.   

At the time of separation of employment, an employee will be paid all accrued 
and unused vacation or PTO, only if state or other applicable law requires that 
the Company pay the employee for accrued and unused vacation or PTO. 

Vacation Cash-Out Policy 
Drivers may cash out vacation pursuant to their division’s cash out policy.   
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Paid Holidays 
Full-time employees are eligible for paid holidays, subject to the applicable 
waiting period.  The list of paid holidays and any applicable waiting period are 
posted at each facility.  Holiday pay will only be paid to a non-exempt employee if 
the employee has worked his/her scheduled work day preceding the holiday and 
has worked his/her scheduled workday following the holiday. 

If a paid holiday falls on an employee’s day off or an employee is required to 
work on a holiday, the employee may receive an alternative day off or holiday 
pay, depending on the location’s policy.   

If a holiday falls during any unpaid time off (leave or vacation for example), the 
employee will not receive holiday pay. 

Leave Policies 

The Company provides all leaves required by applicable federal, state, or other 
applicable law, including the following types of employee leaves listed below.  
Any unpaid leave of absence in excess of 30 days may impact vacation accrual, 
healthcare benefits and length of service for seniority or bidding purposes.  
Please see your manager for a copy of this policy which is also available on 
Portal or Sharepoint. 

In addition to the leaves listed below, many states have created other protected 
leaves.  Please see your state addendum for information regarding additional 
leaves available under state law. 

All applicable leaves run concurrently. For example, if an employee takes time off 
for a serious health condition that resulted from a work-related injury, the 
workers’ compensation leave, state and federal family medical leave, if 
applicable, begin on the first day of absence. 

Additional leaves of absence, other than those identified below, may be 
requested and will be considered on a case-by-case basis.   

To the extent that any provision of this Leave Policy conflicts with any federal, 
state, or local law, the Company will follow all applicable laws irrespective of this 
policy and employees will be granted leave in accordance with all applicable 
laws.  Where greater benefits than those described herein are required under 
applicable law, employees will receive those benefits.   

IF YOU BELIEVE THAT YOU REQUIRE A LEAVE OF ABSENCE, PLEASE SEE 
YOUR STATE ADDENDUM AND CONTACT THE HUMAN RESOURCES 
DEPARTMENT AS SOON AS POSSIBLE FOR SPECIFIC INFORMATION 
REGARDING THE LEAVE POLICIES WHERE YOU ARE LOCATED.  IF YOU 
BELIEVE YOU HAVE BEEN UNLAWFULLY DENIED LEAVE THAT YOU ARE 
ENTITLED TO UNDER APPLICABLE LAW, YOU MUST CONTACT THE 
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HUMAN RESOURCES DEPARTMENT OR UTILIZE ANY REPORTING 
PROCEDURE SET FORTH IN THIS HANDBOOK. 

Workers’ Compensation 
MV purchases Workers’ Compensation Insurance for employees who incur a 
work-related injury or illness.  Any illness or injury to an employee, regardless of 
severity, that occurs while on the job must be reported.  Any employee who has 
suffered a work related injury or illness has the right to make a workers' 
compensation claim. The employee may then be sent to a Company approved 
medical facility for treatment or examination, which may determine whether 
follow-up care is necessary. While on Workers’ Compensation leave or while on 
a Temporary Modified Work assignment, employees shall conform to all 
applicable rules, policies and procedures.  Employees will not be discriminated or 
retaliated against for presenting a Workers’ Compensation claim, hiring a lawyer 
to represent the employee in the claim, commencing a proceeding before a 
worker’s compensation board or commission, or testifying in such a proceeding. 

Employees are required to fully cooperate with MV and MV’s Workers’ 
Compensation adjuster/administrator in the management of their claim.  Failure 
to attend scheduled medical appointments without a reasonable basis may result 
in employee being sent home without pay pending an updated work status. 

All employees who are involved in a workplace accident or incident resulting in 
property damage or any person being required to obtain medical attention will be 
subject to a drug and alcohol test (if allowable by state or other applicable law) 
and may be placed on unpaid “safety leave” until the results of the test are 
known. 

Temporary modified work may be offered to those employees who have 
sustained a compensable workers’ compensation injury and who have been 
released by an authorized health care provider to return to work with medical 
and/or physical restrictions.  Temporary modified work may be assigned for up to 
26 weeks per claim. 

The Company may establish the temporary modified work day and work week 
based on the restrictions set forth by the authorized health care provider. 
Temporary modified work days shall not exceed 8 hours per day or 40 hours per 
week to ensure temporary modified duty employees do not work overtime.   

Prior to acceptance of temporary modified work, the employee shall be furnished 
a written temporary modified work offer indicating the temporary modified work 
duties.  Employees accepting this work shall receive their normal regular hourly 
rate of pay for the temporary modified work they perform.  Please see your 
manager for a copy of this policy which is also available on Portal or Sharepoint.  
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Prior to returning to full-duty work, employees may, depending on circumstances 
or the nature of the injury, be subject to a return-to-work medical examination by 
a Company-approved doctor. 

Reporting Employee Injuries or Illnesses 
Employees are required to immediately report, as soon as possible, unless in the 
circumstances it would not be reasonable to do so, all on-the-job injuries and 
illnesses to their General Manager, Safety Manager, Dispatcher or immediate 
supervisor.  Failure to timely report any incident, regardless of whether or not it 
results in injury or property damage, may result in disciplinary action up to and 
including termination.  Please see our Safety Policy for more information on 
Incidents and Incident Reporting. 

Family and Medical Leave 
Employees have rights to family and medical leave under the Federal Family and 
Medical Leave Act of 1993.  The Company provides Family and Medical Leave in 
accordance with both federal and any state or other applicable law. 

Eligibility for Family and Medical Leave.  
Employees who have worked at the Company for at least 12 months, who have 
worked at least 1,250 hours during the previous 12 months, and who work at a 
location where at least 50 employees are employed by the Company within 75 
miles are eligible for Family and Medical Leave.  Where the Company has 
assumed an existing contract, the time an employee has worked for a previous 
contractor is considered in this calculation. 

Types of Family and Medical Leave Available. 
State and federal laws allow Family and Medical Leave for various reasons.  
Because an employee’s rights and obligations may vary depending upon the 
reason of the Family and Medical Leave, it is important to identify the reason for 
the leave.  Family and Medical Leave is available for the following reasons: 

 The birth, adoption, or foster care of an employee’s child within 12 months 
following the birth or placement of the child (“Bonding Leave”). 

 To care for an immediate family member (spouse, registered domestic 
partner, child or domestic partner’s child, or parent with a serious health 
condition) (“Family Care Leave”). 

 An employee’s inability to work because of a serious health condition 
(“Serious Health Condition Leave”), as defined by law. 

 A “qualifying exigency,” as defined under the FMLA, for military operations 
arising out of a spouse’s, child’s or parent’s Armed Forces (including the 
National Guard and Reserves) active duty or call to active duty in support 
of a “contingency operation” declared by the U.S. Secretary of Defense, 
President, or Congress, as required by law.  (“Military Exigency Leave”). 
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 To care for a spouse, child, parent, or next of kin (nearest blood relative) 
who is (a) an Armed Forces member (including the National Guard and 
Reserves) undergoing medical treatment, recuperation, or therapy, is 
otherwise in an outpatient status, or is otherwise on the temporary 
disability retired list with a serious injury or illness incurred or aggravated 
in the line of duty while on active duty that may render the individual 
medically unfit to perform his or her military duties, or (b) a person who, 
during the five (5) years prior to the treatment necessitating the leave, 
served in the active military, Naval, or Air Service, and who was 
discharged or released therefrom under conditions other than 
dishonorable (a "veteran" as defined by the Department of Veteran Affairs) 
and who has a serious injury or illness incurred or aggravated in the line of 
duty while on active duty that manifested itself before or after the member 
became a veteran (“Service Member Family Leave”.) 

How and When to Request Leave.   
If you need Family and Medical Leave, you must provide the Company notice of 
the need for leave.  To request foreseeable leave (such as following the birth of a 
child or for planned surgery), you should fill out an Application for Leave of 
Absence form, which is available from Human Resources at least 30 days in 
advance and submit the form to your Division Manager.  When the need for leave 
is not foreseeable, you must give notice as soon as possible and, if possible, the 
notice should be in writing.  Any request for leave should provide the Company 
with enough information to determine whether the leave qualifies as Family and 
Medical Leave.   

Medical Certification Requirement.   
If your leave is due to a serious health condition, either your own or a family 
member’s, you will be required to furnish Medical Certification from a health care 
provider.  Medical Certification forms are available from Human Resources.  
Failure to provide the required certification may result in the delay, denial, or 
cancellation of leave.  If the certification shows that your absence does not 
qualify under the FMLA, the FMLA designation will be revoked retroactive to the 
first day of your leave and you may be subject to MV’s attendance policy.  The 
Company may require recertification during your leave. 

At the Company's expense, the Company may also require a second or third 
medical opinion regarding your own serious health condition.  Employees are 
expected to cooperate with the Company in obtaining additional medical opinions 
that the Company may require.  

When leave is for planned medical treatment, you must try to schedule treatment 
so as not to unduly disrupt the Company's operation.  Please contact the Human 
Resources department prior to scheduling planned medical treatment. 
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For Military Exigency Leave, employees are required to provide: (a) as much 
advance notice as is reasonable and practicable under the circumstances; (b) a 
copy of the covered military member's active duty orders when the employee 
requests leave; and (c) a completed Certification of Qualifying Exigency form 
within 15 calendar days, unless unusual circumstances exist to justify providing 
the form at a later date.  Certification forms are available from the Human 
Resources department. 

Absent unusual circumstances, failure to comply with these notice and 
certification requirements may result in a delay or denial of the leave.  If you fail 
to return to work at your leave's expiration and have not obtained an extension of 
the leave, the Company may presume you do not plan to return to work and 
voluntarily terminate your employment. 

Amount of Leave Available.   
The maximum amount of FMLA Leave will be twelve (12) workweeks in any 12-
month period when the leave is taken for:  1) Bonding Leave; 2) Family Care 
Leave; 3) Serious Health Condition Leave; and/or 4) Military Exigency Leave.  
However, if both spouses work for the Company and are eligible for leave under 
this policy, their leave may be limited to a combined total of 12 weeks if the leave 
is taken for Bonding Leave or Family Care Leave, under certain circumstances.  
A 12-month period begins on the date of your first use of FMLA Leave. 

The maximum amount of Family and Medical Leave for an employee wishing to 
take Service Member Family Leave will be a combined leave total of twenty-six 
(26) workweeks in a 12-month period.  

EXAMPLE: You take 12 workweeks off to bond with a newly adopted child.  
Later, in that same 12-month period, you wish to take time off from work to care 
for a spouse, child, parent or next of kin under the Service Member Family Leave 
provision of this policy.  Because the law allows extra time off for Service 
Member Family Leave, you will be allowed to take this time off, so long and the 
total amount of leave does not exceed 26 workweeks. 

If both spouses work for the Company and are eligible for leave under this policy, 
the spouses may be limited to a total of 26 workweeks off between the two when 
the leave is for Service Member Family Leave only or is for a combination of 
Service Member Family Leave, Bonding Leave and/or Family Care Leave. 

Under some circumstances, you may take Family and Medical Leave 
intermittently – which means taking leave in blocks of time, or by reducing your 
normal weekly or daily work schedule.   

How the Amount of Leave is Calculated.   
The Company will calculate Family and Medical Leave on a "rolling 12-month 
basis."  This means that the 12-month period is measured backwards from the 
date an employee uses any Family and Medical Leave.  Each time an employee 
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takes Family and Medical leave, the remaining leave entitlement would be any 
balance of the 12-week annual entitlement (or 26 weeks, if applicable) that had 
not been used during the immediately preceding 12 months. 

Benefit Continuation.   
During Family and Medical Leave, your group health insurance will be 
maintained under the same conditions as if you were working.  If you are on paid 
leave, your share of the premium, if any, will be deducted from your pay.  If you 
are on unpaid leave, you must make the premium payments yourself on a 
monthly basis.  If employee premium payments are more than 30 days late, 
insurance coverage may be terminated.  You will be required to reimburse the 
Company for any premium payments you missed that the Company pays on your 
behalf.  

You will not continue to accrue vacation or PTO while on unpaid Family and 
Medical Leave.  

Reinstatement.   
Under most circumstances, you will be reinstated to the same position held at the 
time of the leave or to an equivalent position with equivalent pay, benefits, and 
other employment terms and conditions.  However, because the maximum 
entitlement under the FMLA is 12 weeks (or 26 weeks for Service Member 
Family Leave), this right to reinstatement will not apply to leaves that continue 
after the amount of leave you are entitled to is exhausted.  Additionally, an 
employee has no greater right to reinstatement than if the employee had been 
continuously employed rather than on leave. 

"Key employees," as defined by law, may be subject to reinstatement limitations 
in some circumstances.  If you are a "key employee”, you will be notified of the 
possible limitations on reinstatement at the time you request a leave. 

Pay Status.   
Family and Medical leave is generally unpaid leave.  However, if you have any 
accrued PTO, you may be required to use that accrued time.  Under these 
circumstances both the paid and unpaid leave count as Family and Medical 
Leave.   

You may be eligible to receive benefits through State-sponsored, Company-
sponsored, or some other wage-replacement benefit programs. 

Fitness for Duty.   
If you are taking medical leave due to your own serious health condition, you 
must provide a return to work release from your health care provider before you 
return to work.  The return to work statement should be submitted to the Leaves 
Manager in the Benefits Department.  Employees returning to work after 30 days 
or more break in service will be required to undergo a background check, return-
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to-work physical and drug test, as permitted or required by applicable federal or 
state law which includes but is not limited to regulations and requirements set 
forth by the DOT, FTA, FMCA, OSHA and ADA. 

Status Update.   
While you are on leave, the Company may require you to periodically confirm 
your status and your intention to return to work.  Any employee who decides 
while on leave that he or she will not be returning to work at the end of the leave 
should immediately inform the Company. 

Fraudulent Use of Leave.   
If the Company determines that an employee has obtained leave or continued to 
take leave under the state or federal family and medical leave laws based on 
fraudulent, dishonest or misleading conduct of any kind, the employee will be 
subject to immediate termination. 

A Notice to Employees of Rights Under FMLA is attached to this policy, as 
Appendix 2. 

Bereavement 
If an employee wishes to take time off due to the death of an immediate family 
member, the employee should notify his or her supervisor immediately.  
Immediate family member is defined as spouse, domestic partner, child, 
domestic partner’s child, sibling, parent (or person who raised you), grandparent 
or grandchild.  Hourly employees may be granted unpaid time off of up to one 
week for bereavement leave.  See your division or location for specific policies 
regarding bereavement leave. Salaried employees may take paid time off of up 
to three days (five days if air travel is required) for bereavement leave. 

Jury Duty 
A leave of absence will be granted if an employee is required to appear for jury 
duty.  An employee must notify their supervisor immediately upon receipt of your 
selection notice.  Exempt employees are entitled to full pay for each day of jury 
duty or service as a witness if they work anytime during the week of jury duty.  If 
no work was performed during the week, the employee will not be compensated.  
Unless applicable law provides otherwise, non-exempt employees will not be 
compensated; however, the absence will be considered excused and the 
employee will continue to accrue other benefits, such as vacation or PTO.  
Employees may use any accrued vacation or PTO for the period of the jury duty 
leave.  Employees are expected to report to work whenever the court schedule 
permits. 
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Administrative Leave 
Unless prohibited by law, employees are required to report any life event that 
could potentially disqualify them from employment based on our Qualification 
standards.  The employee may be placed on unpaid administrative leave until a 
final disposition has been provided by the appropriate authoritative agency.   

Employee Performance and Conduct Policies 

Performance Appraisals 
Exempt employees and non-exempt staff employees will ordinarily be reviewed 
annually during a common review date of January 1.  The appraisal will be 
discussed in a meeting between the employee and the supervisor.  The 
supervisor and employee will review the job requirements, performance 
objectives, or other performance criteria.  A performance rating will be assigned 
and an annual pay review may be provided. 

Conflicts of Interest  
Employees have an obligation to conduct business within guidelines that prohibit 
actual or potential conflicts of interest. Our Code of Conduct outlines our policies 
regarding conflicts of interest. 

Reference Checks 
No employee may provide a reference check, letter of reference, verification of 
employment or disclose any performance or employee information to any outside 
party at any time on either a current or past employee.  All requests for reference 
checks or verifications of employment must be forwarded to Human Resources 
at the Support Center. The Company only provides confirmation of employment, 
dates of employment and position held.  No performance or termination 
information may be disclosed. 

Outside Employment  
An employee may hold a job with another organization as long as he or she 
satisfactorily performs his or her job responsibilities with the Company.  
Employees should consider the impact that outside employment, whether paid or 
voluntary, may have on their health and physical endurance. All employees will 
be judged by the same performance standards and will be subjected to the 
scheduled needs of our clients, regardless of any existing outside work 
requirements.  In some divisions, operators are required to report hours worked 
as a driver for another employer on a daily basis.  Under certain circumstances a 
log may be required.  Your General Manager has more information. 
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Hiring of Relatives 
MV Transportation is a family oriented company and encourages family and 
friends of employees to consider making MV their company too. However, 
relatives in the same area of the company may not supervise each other or direct 
each other’s work.  Exceptions to this policy must be approved by the Chief 
Human Resources Officer. 

Anti-Fraternization Policy 
In order to promote the efficient operation of the Company’s business and to 
avoid misunderstanding, complaints of favoritism, other problems of supervision, 
security, and morale, and possible claims of sexual harassment, members of 
management and supervisors are forbidden to date or pursue romantic or sexual 
relationships with employees whom they supervise, directly or indirectly.  
Employees who violate this guideline will be subject to discipline, up to and 
including termination of employment. 

Confidentiality and Proprietary Information 
During the course of employment, employees may receive and have access to 
confidential information.  All employees are expected to respect and maintain the 
confidentiality of employee and customer records, business records, data and 
other information not otherwise available to the public.  Upon separation of 
employment, an employee must return all documents, records, or any property 
that belongs to the Company or is related to Company business.  Any programs, 
writings, or other material developed by an employee as part of his or her work at 
the Company is property of the Company. 

The protection of confidential business information during and after your 
employment is important to the interests and the success of this Company.  Such 
confidential information includes, but is not limited to the following examples:  

 Technological Data 

 Operations Data: customer lists, trip sheets, financial & billing information, 
schedules, dispatch logs, policy or program manuals 

 Marketing plans and strategies, or project plans or proposals 

 Personnel or labor information such as names, titles, employee phone 
numbers, medical and benefit information, training materials or labor 
relations strategies  

Nothing in this policy, however, should be construed to prohibit employees from 
discussing their terms and conditions of employment amongst themselves. 
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Electronic Data Systems Policy 
The Company maintains a computer system, a voice-mail system and an e-mail 
system to assist employees in conducting Company business.  These systems, 
including the equipment and data stored in the systems, are the exclusive 
property of the Company.  As such, all messages created, sent, received or 
stored in these systems are and remain the property of the Company.   

The Company’s e-mail and computer systems and resources are not to be used 
for any non-business purposes, entertainment, personal communications and 
other personal use or any illegal, harassing, inappropriate, pornographic, libelous 
or obscene purpose during or outside work hours.  The only exception is for 
limited personal uses, subject to the limitations and guidelines set forth in this 
Handbook and of the Internet, Newsgroup and Electronic Mail Policy.  This policy 
allows for reasonable personal use of the internet during an employee’s own time 
(non-working time), for example at the beginning of the day, during the lunch 
break and again at the end of the working day, and so long as it does not 
interfere with your work and/or the work of other employees.  The Company’s 
electronic data systems may not be used to solicit or proselytize for commercial 
ventures, religious or political causes, outside organizations, or other non-job-
related solicitation.   

Because the computer systems and resources remain Company property, 
employees should have no expectation of privacy with regard to these systems 
and resources.  All computers and Company equipment are subject to search at 
any time.  Additionally, MV reserves the right to discontinue an employee’s 
access to any computer systems and resources at any time. 

The Company reserves the right to access, read, review, and monitor all 
messages, images, programs, files, and content on the Company's email, 
voicemail, computer and internet systems, and employees should have no 
expectation of privacy in this regard.  You are advised that any incidences of 
inappropriate use may result in disciplinary action up to and including termination 
of employment. 

Examples of ‘inappropriate usage’ would be: 

 visiting sites with sexual or offensive context 

 transmitting, receiving, viewing, or storing words or images of a 
discriminatory or harassing nature or that are obscene, vulgar, derogatory, 
or inflammatory 

 excessive personal use of the internet during working hours 

 any usage, including, streaming radio, music and video, with legal 
implications such as copyright and performing rights 

 any use that would violate any Company policy or rule or any federal, 
state, or local law 
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The above are illustrative examples, and are not intended to be exhaustive. 

Employees are prohibited from downloading or uploading “executable” files, 
music, videos, or any software without advance written approval by the Director 
of Information Technology.  Additionally, employees are prohibited from copying 
software without advance written approval by the Director of Information 
Technology. 

Please see the Internet, Newsgroup and Electronic Mail Policy for more detail. 

Software Code of Ethics 
Unauthorized duplication of copyrighted computer software violates the law and 
is contrary to our organization’s standards of conduct.  The Company prohibits all 
copying or pirating of software, and the use, duplication, or dissemination of 
copyrighted materials in violation of copyright laws is prohibited.  The Company 
recognizes the following principles as a basis for preventing its occurrences: 

 Employees are prohibited from making or using unauthorized software 
copies under any circumstances. 

 Employees must comply with all license or purchase terms regulating the 
use of any software we acquire or use. 

 Employees must comply with, and enforce, MV’s internal controls to 
prevent the making or using of unauthorized software copies, including 
effective measures to verify compliance with these standards and 
appropriate disciplinary measures for violation of these standards. 

Social Media Policy 
The Company respects the legal rights of its employees and understands that 
employees' time outside of work is their own.  However, employees should be 
mindful that their social media activity, even if done off premises and while off-
duty, could affect the Company's legitimate business interests.  For example, the 
information posted could be the Company's confidential business information.  In 
addition, some readers may mistakenly view you as a spokesperson for the 
Company.  Consequently, social media activity is a legitimate and proper focus of 
Company policy.  

This Social Media Policy (the "Policy") provides guidance on responsible social 
media activity by employees.  This Policy does not and cannot cover every 
possible social media activity.  If you are unsure how this Policy may apply to 
your social media activity, the Human Resources Department is here to help you.  
For purposes of this Policy, "social media activity" includes all types of posts and 
other communications on the Internet, including but not limited to, posts on social 
networking or affinity sites (such as Facebook, LinkedIn, and Tumblr); blogs and 
other on-line journals and diaries; bulletin boards and chat rooms; microblogging, 
such as Twitter; and posts of video or audio on media-sharing sites, such as 
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YouTube or Flickr.  "Social media activity" also includes permitting, or failing to 
remove, posts by others where the employee can control the content of posts, 
such as on a personal page or blog. 

Application:   

This Policy applies to social media activity that relates in any way to the 
Company's business, employees, customers, vendors, or competitors or that 
identifies an employee's affiliation with the Company (other than as an incidental 
mention of place of employment in personal social media activity unrelated to the 
Company).  This Policy applies to social media activity when on or off duty, while 
using the Company's or personal electronic resources, and whether or not the 
employee posts anonymously or using a pseudonym. 

Guidelines:   

The Company values its established brand reputation and good will relationships.  
These are important corporate assets.  When you engage in social media activity 
that identifies you as a Company employee, or in any way relates to the 
Company, you should bear that in mind.  Unless you have received prior 
authorization in writing from an authorized Company representative, you should 
not represent or suggest in any social media content that you are authorized to 
speak on the Company's behalf, or that the Company has reviewed or approved 
your content.   

You may use the Company's electronic resources to engage in social media 
activity for non-business purposes during your own time (non-working time), so 
long as it does not interfere with your or your co-workers' job responsibilities, and 
complies fully with all Company policies.  You may not maintain an open 
connection to, or stream, any social media site.  Such non-business use is a 
privilege that may be withdrawn if abused. 

Your social media activity is subject to all pertinent Company's policies, including, 
but not limited to the Code of Conduct, Equal Employment Opportunity, 
Confidentiality, Anti-Discrimination/Anti-Harassment Policy, and Electronic Data 
Systems Policy. 

The Federal Trade Commission requires that endorsements be truthful and not 
deceptive.  If your social media activity endorses the Company's products or 
services, i.e., expresses opinions, beliefs, findings or experiences concerning the 
Company's products or services, you must disclose your name and position with 
the Company. 

You should not post content about the Company, management, co-workers, 
vendors, or customers that is vulgar, obscene, physically threatening, 
intimidating, defamatory, harassing, or a violation of the Company's policies 
against discrimination or harassment.  You should not unlawfully disparage the 
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Company's products or services, or the products or services of its customers, 
vendors or competitors. 

You should not use the Company's logo, trademark or proprietary graphics 
(collectively, "IP") for any commercial purpose, such as selling or advertising any 
product or service, without the Company's prior written consent.  You should not 
use the Company's IP in a way which suggests that you are representing the 
Company or while engaging in conduct that violates Company policy. 

You should not disclose, or post images or video of, any of the Company's trade 
secrets or confidential business information or of any confidential business 
processes. 

You should not post images or video of the Company's employees, customers, 
vendors or competitors without their prior permission. 

To reduce the risk of identity theft, stalking, and similar criminal conduct, you 
should not disclose personally identifying information (such as personal 
telephone numbers, Social Security numbers, the date of birth, credit or debit 
card numbers or financial account numbers) of the Company's employees, 
customers, vendors or competitors. 

Consistent with applicable law, members of management should not gain 
unauthorized access to the restricted social media page of a subordinate.  Any 
employee may reject, without fear of retaliation, any request from any other 
employee that, if accepted, would permit access to a restricted social media page 
- such as a friend or connection request. 

Employees may not use their Company e-mail address to register for any social 
media account or site, or as an identifier needed to participate in any social 
media activity, except to engage in social media activity authorized by the 
Company and for the Company's business purposes.  Employees may reference 
the Company as their employer and include contact information on social and 
professional networking sites only, such as LinkedIn and Facebook. 

If you need clarification of any aspect of this policy, contact the Human 
Resources Department.  You should report all violations of this policy to the 
Human Resources Department or utilize any reporting mechanism set forth in 
this handbook. 

The Company will, in its discretion, review social media activity to the fullest 
extent permitted by applicable law.   

Employees are solely responsible for their social media activity and will be held 
accountable for violating this Policy.  Failure to comply with this Policy may lead 
to discipline, up to and including termination of employment, and if appropriate, 
the Company will pursue all available legal remedies.  The Company also may 
report suspected unlawful conduct to appropriate law enforcement authorities.  
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The Company will not construe or apply this Policy in a manner that improperly 
interferes with or limits employees' rights under the National Labor Relations Act. 

Workplace Violence 
MV Transportation is firmly committed to providing a workplace free from acts of 
violence or threats of violence.  In keeping with this commitment, the Company 
has established a policy strictly prohibiting any employee from threatening or 
committing an act of violence in the workplace, while on duty, while on company 
related business, or while operating any vehicle or equipment owned or leased 
by the Company. 

Assistance is needed from all employees to achieve a workplace secure and free 
from violence.  MV is committed to a “zero tolerance” policy and compliance with 
this policy in respect to workplace violence is every employee’s responsibility.  
Any and all incidents involving an act or threat of violence must be reported 
immediately to the employee’s supervisor or the Human Resources department.  
Any employee may do so without fear of retaliation of any kind.  After the incident 
is reported to a supervisor, he/she will report the matter to the Human Resources 
department, who will conduct an investigation and take appropriate action. 

Any employee who engages in or contributes to violent or threatening behavior 
may be subject to disciplinary action, up to and including termination. 

Weapons Policy 
The Company is committed to ensuring the safety of our employees, customers, 
clients, contractors, and visitors.  In furtherance of this commitment, the 
Company maintains a weapons-free workplace (except as otherwise provided by 
law) and strictly enforces the prohibition of the use, carrying, or possession of 
deadly weapons or destructive devices while on the Company’s property and/or 
while performing related work or duties for the Company.  Employees are also 
prohibited from keeping or storing weapons or destructive devices in their 
vehicles in parking areas, unless state law requires that employees be allowed to 
store or transport certain types of firearms in their own locked vehicles in 
Company parking areas. 

Examples of deadly weapons or destructive devices: firearms, including but not 
limited to, handguns, rifles, pellet guns, and similar devices; knives with the 
exception of pocket knives; instruments capable of inflicting a heavy blow, 
including, but not limited to, nightsticks, clubs and similar devices; explosive 
devices, including but not limited to bombs, grenades, and similar devices and 
other devices whose primary purpose is the infliction of bodily harm. 

Although some states license individuals to carry concealed firearms, the 
Company prohibits them on Company property or while participating in work-
related duties for the Company.  A violation of this policy is considered gross 
misconduct and will result in immediate discipline and/or termination.   
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Customers, clients, contractors, or other visitors who violate this policy will be 
asked to immediately leave the Company’s premises and may be subject to 
arrest and prosecution by law enforcement officials for any criminal acts. 

Discipline 

Any violation of MV Transportation policies or any inappropriate or improper 
behavior or conduct may warrant disciplinary action.  Although the employment 
relationship may be terminated at will by the employee or the Company, without 
following any formal system of discipline or warnings, the Company may, in its 
discretion use progressive discipline.  The progressive discipline system is 
intended to give the employee advance notice, whenever possible, of problems 
with their conduct or performance to provide the employee with an opportunity to 
correct their actions.  Normally, progressive discipline involves verbal counseling 
and one or more written warnings, before an employee is terminated.  However, 
deviations from progressive discipline may occur when serious offenses occur or 
circumstances warrant alternative measures in the Company’s sole discretion.  If 
your employment is governed by a valid collective bargaining agreement, 
discipline will be governed by that agreement.  

Work rules are needed to ensure the safety and well-being of all employees.  The 
purpose of Work Rules is not to punish employees; instead, it is intended to 
inform employees regarding expectations and provide a framework for coaching 
and counseling.  The Company reserves the right to skip steps in the disciplinary 
process whenever it determines circumstances warrant.  Work Rules are divided 
into two groups of offenses: 

1. Minor Violations will usually be addressed in a four-step process (although 
the Company need not follow this sequence): 

First violation – Counseling session/verbal warning 
Second violation- written warning 
Third violation – Final warning and/or unpaid suspension 
Fourth violation – Termination 

2. Major Violations will warrant disciplinary action up to a final warning and/or 
unpaid suspension, or termination. 
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Minor Violations 
The Company need not follow any particular sequence of discipline and may 
impose immediate suspension or discharge where circumstances warrant.  
Violations may be personally observed or reported, or observed via DriveCam 
and Other Video Systems or Electronic Systems, including GPS and mobile data 
terminals.  Examples of minor violations include, but are not limited to, the 
following types of workplace behavior. 

1. Failure to follow work policies, procedures or duties 

2. Failure to follow personal appearance standards 

3. Use of abusive or profane language 

4. Use of personal radios while operating a Company vehicle. 

5. Eating or drinking while operating a Company vehicle. 

6. Violation of the Internet, Newsgroup and Electronic Mail Policy, not 
considered to be a major violation 

Major Violations 
Major violations will result in termination or other serious discipline.  Violations 
may be personally observed or reported, or observed via DriveCam and Other 
Video Systems or Electronic Systems, including GPS and mobile data terminals.  
Examples of major violations include, but are not limited to, the following types of 
workplace behavior: 

1. Reporting to work or working under the influence, possessing alcohol or 
illegal drugs in the workplace, or any violation of MV’s Drug and Alcohol 
Policy 

2. Deliberately damaging or abusing property 

3. Carelessness or horseplay resulting in property damage in excess of $5,000 
or personal injury 

4. Insubordination, including the refusal and/or failure to follow a directive, to 
perform assigned work, or to encourage others to do either 

5. Violation of confidentiality and proprietary information policy 

6. Harassment prohibited by Company policies 
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7. Violations of State, Federal, County or Municipal laws, regulations or 
requirements that would disqualify you from employment under MV’s hiring 
criteria, with the exception of moving violations while driving which are 
governed by the MV Safety Point System.  Employees are required to report 
such arrests and/or convictions within 24 hours. 

8. Additional violations of the MV Safety Policy, Attendance Policy,  
Substance Abuse Policy Violations, or misuse of  Company vehicles and/or 
equipment, including but not limited to: 

 Operating without a valid license appropriate for that vehicle, 
equipment or service. 

 Driving on a suspended license 

 Driving a commercial vehicle without a valid medical card 

 Transporting school children without proper school bus certification 
as required by applicable law 

 Un-insurability as a vehicle operator  

 Negligent use of a Company owned or provided vehicle or 
equipment 

 Unauthorized use of a Company owned or provided vehicle or 
equipment including transporting unauthorized passengers  

 Use of a personal cell phone while operating a Company vehicle 

9. Falsification of any records, such as medical forms, time records or 
employment applications, or making false statements 

10. Unprofessional or disorderly verbal or physical conduct directed towards 
coworkers, passengers, clients or any third party while acting as a 
representative of the Company.   

11. Engaging in a romantic or sexual relationship with a passenger who is 
unable to provide meaningful consent.  

12. Entering a passenger’s home while in service or in Company uniform 
without a legitimate business purpose 

13. Possession of weapons or explosives on Company premises  

14. Conviction of driving under the influence, reckless driving or hit-and-run 
driving whether on or off the job, in a Company or private vehicle, for 
employees performing safety sensitive functions 
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15. Use of Company property or Company garages for personal vehicle repair  

16. Failing to pass initial, ongoing or changed qualification standards 

17. Dishonesty, theft, or improper handling of company assets or cash 

18. Gross negligence 

Vehicle Citations 
In addition to any potential safety point assessments, vehicle citations are the 
responsibility of the employee.  MV will not pay for parking tickets or citations 
issued to Company vehicles or employees on Company time unless required by 
law.  It is the responsibility of the employee to obey all traffic laws and to operate 
a vehicle in a safe and legal manner. 

Personal Appearance  
When at work, employees are expected to present a professional appearance 
and to dress according to the requirements of their position.   

Every employee is expected to practice daily hygiene and good grooming.  
Scents – whether artificial or natural – should not be distracting to other 
employees or our passengers. 

Where required, employees must come to work in a clean, pressed uniform.  
Those who report for work inappropriately dressed will be sent home unpaid and 
directed to return to work in proper attire.  For safety reasons, the following 
appearance standards also apply for all operators and safety sensitive positions: 

 Leather, rubber soled shoes must be worn 

 Long hair extending past the shoulders must be tied back 

 Fingernails cannot exceed 1/2” past the tip of the fingers 

 Dangling jewelry, including earrings, is not permitted 

If the employee’s shift needs to be covered by another employee, the employee 
may forfeit his/her entire days shift at the manager’s or supervisor’s discretion.  If 
sent home, the employee will be issued an attendance occurrence noted as an 
absence. 

Smoking  
Smoking (both cigarette and e-cigarette) is expressly forbidden in or near 
Company vehicles at all times.  This rule applies to everyone - employees, 
passengers, clients and the general public.  It is also prohibited for any employee 
to smoke in any MV facility or garage.  Employees wishing to smoke must do so 
on their own time and a minimum of 20 feet from a facility or bus. 
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Solicitation  
MV prohibits: 

 Solicitation and distribution of goods, services, or literature by non-
employees on Company premises 

 Solicitation by employees on Company premises when the person 
soliciting or the person being solicited is on working time (Working time is 
the time employees are expected to be working and does not include your 
scheduled meal or other authorized breaks.) 

 Distribution of goods and/or literature by employees on Company 
premises in non-working areas during working time, as defined above 

 Distribution of goods and/or literature by employees on Company 
premises in working areas 

Note:  A “working area” is an area, usually inside production areas or offices, 
where work is performed.  It includes halls and aisles used in the course of 
employees’ work.  It also may include outside areas like the yard.  “Working area” 
generally does not include break rooms, cafeterias, employee parking lots and 
Company grounds or recreation areas. 

Confidentiality of Information 
MV treats employee information as confidential.  MV will only release employee 
information upon 1) written authorization, 2) court order, 3) as necessary in 
accordance with business needs and to administer benefits, or 4) to meet other 
contractual or legal requirements.  

Security Inspections  
Employees should not have an expectation of privacy in Company equipment 
such as desks, lockers, and computers.  Desks, lockers, computer and 
communications systems are the property of the Company and therefore can be 
inspected by any agent or representative of the Company at any time, either with 
or without prior notice.  The Company has the right to inspect packages and 
persons on, entering and/or leaving Company property.  Any employee who 
wishes to avoid inspection of any articles or materials should not bring such 
items onto the Company's premises. 

Employee Personnel Files 
MV Transportation retains the right not to provide an employee with any 
duplications or copies of any paperwork within his/her personnel file, unless 
otherwise provided by applicable law.  Access to and documents from an 
employee’s personnel file will be provided to employees as required by 
applicable law.  Employees who are interested in reviewing the contents of their 
personnel file should complete the Personnel File Review Form and submit it to 
their Manager of Human Resources to schedule a mutually convenient time for 
an appointment.  
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To ensure that MV's personnel files are up-to-date and contain accurate, 
complete information, employees are asked to notify their supervisor or Human 
Resources of any changes that need to be made in any of the following 
categories:  

 Name 

 Telephone number 

 Home address  

 Individual to notify in case of an emergency  

Safety and Incident Policies 

Safety Hotline 
Since the safety, health and welfare of our employees, passengers and public is 
our number one priority at MV, we have established an Employee Safety Hotline 
to report any safety problems or concerns.  Our safety hotline number is 1 - 877 
– MVSAFE - T (687-2338).  Concerns including vehicle maintenance issues, 
unreported incidents, failure to secure wheelchairs, office safety issues, etc. 
should be reported to the Employee Safety Hotline.  You are also expected to 
report any instances to your supervisor so your concerns can be immediately 
addressed. 

Incident 
Any occurrence, event or action (regardless of how minor) which does not follow 
Company procedures or presents a threat or problem to MV, its passengers, 
public or its employees is considered an incident.  Any occurrence involving a 
passenger while under the care, custody and control of MV and its employees is 
considered an incident.  Any contact between your vehicle and another person, 
vehicle or object is considered an incident whether or not there was damage or 
injury.  

Incident Reporting 
All incidents, regardless of how minor, must be immediately reported per MV’s 
‘Incident Reporting’ procedure.  Failure to timely report any incident, regardless 
of whether or not it results in injury or property damage, may result in disciplinary 
action up to and including termination.  For workplace injuries, please refer to 
our ‘Workers’ Compensation’ policy.   
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Major Safety Incidents 
For incident reporting purposes, a major incident is one involving a transit vehicle 
or occurring on MV property.  This includes, but is not limited to: 

 Fatality 

 Pedestrian or cyclist incident/injury 

 Passenger incident or injury involving a lift 

 Passenger incident or injury while entering or exiting a vehicle 

 Passenger incident or injury involving improperly securing a passenger 

 Preventable roll-away incident 

 MV Operator is cited for a major/serious moving violation (reckless driving, 
DUI) 

 Any injury (including to the MV Operator) requiring immediate medical 
attention away from the scene 

 Property damage of at least $5,000 

 Environmental spills 

 Vehicle roll-over/lay-over 

 Vehicle fire 

 Incidents with Operator allegation of equipment or maintenance failure 

 Events with potential for negative public relations and/or news media 
coverage 

 Incidents where Operator drug and/or alcohol use may be involved 

 Incidents where fault is in question 

 Any use of a cellular telephone or electronic device while operating a 
company vehicle 

Minor Safety Incidents 
All other incidents that do not meet the definition of a “major” incident. 
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Subrogation of Incident or Injury Claims 
Every employee is expected to protect MV’s rights to subrogate for 
reimbursement of vehicle damages, Workers’ Compensation payments and 
related costs, Medical and Dental Insurance payments and related costs, and 
other payments/costs which result from the negligence of third-parties.  
Employees must obtain concurrence from MV (Risk Management for Workers’ 
Compensation claims or Human Resources for Medical/Dental claims) prior to 
signing any “release of liability” from any responsible third-party or third-party 
insurer. 

Safety Investigation Leave 
Any employee involved in a major incident will be placed on administrative leave 
while the incident is being investigated to determine root causes and 
preventability.  Administrative leave is unpaid unless the incident is determined to 
be non-preventable.  Employees may perform other non-safety sensitive 
functions if available and/or appropriate until final determination is made. 

Electronic Systems 
The company employs numerous technologies, including DriveCam, video 
systems, GPS and mobile data terminals in order to help ensure the safety of the 
driver and passengers, compliance with Federal, State and Local driving laws as 
well as regulations for both the driver and the motoring or pedestrian public.  Any 
recording resulting from these technologies may be used as evidence in the 
investigation and may result in the issuing of appropriate disciplinary action. 

Safety Point System 
MV safety results are directly related to the actions and behaviors of our 
employees.  At-risk behaviors lead to incidents and injuries.  Therefore all MV 
safety sensitive employees are subject to a Safety Point Program rating which 
assesses cumulative points for at risk safety behaviors or actions. 
Any work related incident, which involves an employee at MV will be investigated 
and may result in Safety Points being assigned.  
If the incident is determined to have been "preventable" by the MV employee, 
then it will be considered a preventable incident. While an incident may not be 
legally considered your "fault", it will be treated as preventable, regardless of the 
cost to MV.  Even minor damage incidents cost the Company money in terms of 
repairs, lost vehicle or driver time, staff time, etc.  Any damage to a Company 
vehicle will automatically be assessed to the most recent employee who drove 
that vehicle and who failed to report it on a daily vehicle inspection sheet.  
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Preventability of Incidents and Injuries  
The determination as to whether an incident could have been "preventable” will 
be made by the Division Safety Manager and General Manager. It is subject to 
review by the Area Safety Director and/or the Region Vice President.  If there is a 
disagreement it will be given to the Vice President of Safety.  The Chief Safety 
Officer has the final determination of preventability on all incidents.  

Disciplinary Action 
Any employee who has a preventable incident will be subject to re-training and/or 
discipline up to and including termination based on the safety point system.   

Although most situations will be addressed by issuing safety points, MV reserves 
the right to impose discipline, up to and including termination, for any unsafe act, 
failure to follow safe work practices and/or procedures, or negligent operation of 
a Company vehicle regardless of the point assessment under the Safety Point 
System.  Unsafe behaviors are also subject to disciplinary action regardless of 
whether they lead to injury.  Such discipline must be approved by the Chief 
Safety Officer or a Company President.   

Accruing Safety Points  
DriveCam and Other Video Systems events/incidents will be assessed safety 
points based on the current version of the DriveCam and Other Video Systems 
Points Policy.  DriveCam and Other Video Systems Points may result from both 
coached and auto-resolved events/incidents.  DriveCam and Other Video 
Systems Points are included and considered when applying the following 
Maximum Allowable Safety Points section.  The good-faith filing of a workers’ 
compensation claim shall not accrue safety points or discipline 

All preventable incidents will be assigned points in the following manner:  

Failure to cycle wheelchair lift ....................................................... One (1) point 
Failure to do a proper vehicle inspection (DVI)  ............................ One (1) point 
Driver unbelted or improperly belted when legally required .......... One (1) point 
Failure to stop at a Railroad Crossing ........................................... One (1) point 
Unsafe maneuver(s) or act(s) ....................................................... Two (2) points 
Conviction of a minor traffic violation ............................................ Two (2) points  
Backing incident or collision .......................................................... Three (3) points  
Rear-end collision ......................................................................... Three (3) points 
Failure to provide door-to-door service, to include failure to  
properly load/unload a passenger via the lift ................................. Three (3) points 
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Preventable incident and/or collision up to $15,000 in 
injuries or property damage .......................................................... Four (4) points 
Preventable incident or collision up to $20,000 in 
injuries and/or property damage ................................................... Five (5) points 
Preventable incident or collision in excess of $20,000 in 
injuries and/or property damage ................................................... Six (6) points 
Any preventable roll-away incident or collision regardless 
of damage amount ........................................................................ Six (6) points 
Failure to properly secure/transport a mobility device ................... Six (6) points  
Failure to properly secure/transport a paratransit passenger ........ Six (6) points 
Failure to immediately report a citation or incident in a 
Vehicle while in Company service................................................. Six (6) points 
Tampering with, disabling, obstructing, abusing,  
disconnecting, or otherwise interfering with Drive Cam or  
other monitoring equipment .......................................................... Six (6) points 
Any use of a cellular telephone or electronic device while 
operating a vehicle in Company Service ....................................... Six (6) points 
Conviction of a major traffic violation *  ......................................... Six (6) points  
(*) A major traffic violation is any citation, in either a personal or company 
vehicle, that involves any item listed under Major Safety Incidents and/or: (1) 
Driving while intoxicated or under the influence of alcohol or drugs; (2) Failure to 
stop and immediately report an incident in which you are involved; (3) Homicide, 
manslaughter, or assault arising out of the operation of a motor vehicle; (4) 
Driving while your license is suspended or revoked; (5) Reckless driving; (6) 
Possession of open container or alcoholic beverages; and/or (7) Speed contests, 
drag racing, or attempts to flee from an officer of the law, (8) leaving the scene of 
an accident. 

To be clear, and notwithstanding any other language in the Safety and Incidents 
Policy, an employee will not receive safety points or be otherwise disciplined 
simply because an incident results in an injury or a worker’s compensation claim. 

Maximum Allowable Safety Points  
For introductory employees:   
The occurrence of a preventable incident during the introductory period will result 
in termination.  Receipt of four (4) or more points during the introductory period, 
outside of preventable incidents, will result in termination.  In addition, receipt of 
two (2) separate safety point assessments during the introductory period will 
result in termination, regardless of the employee’s total point count. 
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For non-introductory period employees: 
In any rolling 18 month period of employment, receipt of six (6) or more points 
will result in termination.  Any infraction which occurred more than eighteen 
months prior would no longer be included in the safety point count.  In addition, 
receipt of three (3) separate safety point assessments in any rolling one year 
period will result in termination, regardless of the employee’s total point count.  

Safety Point Hearing 
If an employee feels that he/she has been issued safety points improperly, a 
point count hearing may be requested. Point count hearing requests must be 
made within five (5) business days of the point assessment to your supervisor.  
The supervisor will contact the Area Safety Director to conduct the hearing within 
ten (10) business days of the request. 
The hearing panel will consist of three of the following people: Vice President of 
Safety, Area Safety Director, General Manager, Assistant General Manager 
and/or Safety and Training Manager.  The hearing will be chaired by the Vice 
President of Safety or the Area Safety Director.  Decisions by the panel must be 
signed-off and approved by the Regional Vice President and the Chief Safety 
Officer to be binding. 

Retraining 
MV reserves the right to require an employee to attend retraining in addition to 
any discipline imposed. Failure to attend mandated re-training courses may 
result in disciplinary action up to and including termination.  
All customer service related incidents which do not result in termination are 
subject to retraining from the MV customer service program (Ergometrics START 
program) or other approved Customer Service Training Module using the 
applicable section of the training that will apply to the incident.  This must be 
accomplished within one week of the incident date. 
All vehicle-related incidents which do not result in termination are subject to 
retraining using the approved Defensive Driving Training Programs.  This must 
be accomplished within one week of the incident date.  
Retraining may also be required based on an unacceptable onboard or field 
inspection.   

MVR Records 
All employees in safety sensitive positions who will operate a vehicle in Company 
service (either on a regular or occasional basis) must provide a copy of their 
Motor Vehicle Record (MVR).  MVR’s may also be checked during employment. 
Such employees must report to their supervisor a citation received in either a 
vehicle in Company service or personal vehicle within 24 hours.  Failure to report 
a citation will result in immediate termination. 

Page 226



 

43 

MV retains the right to access your MVR during employment.  If an operations 
employee in a position requiring a driver’s license has his/her license suspended, 
restricted or revoked, as a result of a vehicle citation, his/her employment may be 
terminated at the sole discretion of the company. 

Statements at the Scene of an Incident  
Under no circumstances is a MV Operator to discuss the circumstances of a 
vehicular incident occurring while in the course of his/her duties for MV or make 
any statement about the incident with anyone other than with police, MV 
division/safety personnel, MV Risk Management personnel, MV attorneys, and/or 
MV Third Party Claims Administrator personnel.  Drivers are to give their names, 
addresses, telephone numbers, vehicle insurance, and driver's license 
information.  Any further information can be obtained by contacting the General 
Manager or the Area Safety Director. 

Leaving the Scene of an Incident or Injury 
Under no circumstances is a MV Operator to leave the scene of an incident 
without first doing each of the following:  

1. Immediately reporting the incident to the division.  
2. Providing any and all claimants or other parties in the incident the personal 

and Company information required by law and needed to make a claim.  
3. Obtaining all information regarding other vehicles and parties involved.  
4. Obtaining authorization from the dispatcher to leave the incident scene.  
5. Taking pictures of the vehicles involved and the incident scene as well as 

sketching out the scene of the incident on the incident diagram form.  

Safety Inspections 
All employees are subject to inspections to ensure safe, quality service for our 
passengers.  Inspections will be done at random as well as scheduled times.  
Types of inspections include field inspections, on-board evaluations, vehicle 
inspection audits and facility inspections. 
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Wheelchair Lift Deployment 
Under no circumstances is a MV employee to leave a wheelchair lift partially or 
completely in the down position outside of the vehicle while not physically there 
and able to alert any pedestrians to the potential danger.  Under no 
circumstances is the vehicle to be driven unless the wheelchair lift is safely and 
properly stowed in its secure folded position. 

Safety Meetings 
Safety meetings are a critical component of our safety program and assist MV in 
managing contractual and refresher training requirements.  All operations 
employees are required to attend a minimum of one safety meeting per month.  

Return of Property  
Employees must return all Company property at the time of termination, 
resignation or layoff, or immediately upon request.  Where permitted by law, the 
Company may withhold from the employee's pay or final pay the cost of any 
items that are not returned.  The Company may also take all action deemed 
appropriate to recover or protect its property.  

Use of Personal Cell Phones and other Electronic Devices 
The use of cell phones for personal calls during your working hours is 
discouraged and should be limited to break or meal periods.  Where a client 
contract prohibits drivers from carrying personal cell phones, the use of personal 
cells phones is prohibited.  Any use of a personal cell phone or other non 
company-issued electronic device, hands-free or not, during the operation of a 
company vehicle is prohibited. 

Preparedness for Work and Alertness Management 
It is the Operator’s responsibility to report for duty well rested, with proper 
equipment and uniform and in sufficient time as required to perform his/her 
duties. 
Professional operators must get adequate rest – ideally a minimum of eight hours 
– before coming to work.  Every operator is responsible for coming to work well 
rested, as there is a significant risk of fatigue-related incidents.  If an operator is 
not properly rested or is fatigued, they must report their condition to a supervisor 
or manager immediately. 
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APPENDIX 1 

Federal and State Agencies 
Local, state and federal employment discrimination agencies that enforce the laws against sexual 
harassment and discrimination in California, Maine, Massachusetts, Rhode Island, and Vermont 
and for government contractors can be contacted at the phone numbers and addresses listed 
below. 

Federal 
The Office of Federal Contract Compliance Programs (OFCCP) 

U.S. Department of Labor 
200 Constitution Avenue, N.W. 
Washington, D.C.  20210 
Phone (800) 397-6251 
TTY (202) 6936-1337 
OFCCP-Public@dol.gov 

California 
Department of Fair Employment and Housing 

Sacramento District Office 
2000 O Street, Suite 120 
Sacramento, CA 95814 
Phone (800) 884-1684 
Fax (916) 323-6092 

Equal Employment Opportunity Commission 

901 Market Street, Suite 500 
San Francisco, CA 94103 
Phone (415) 356-5100 

Maine 
Main Human Rights Commission 

51 State House Station 
Augusta, ME 04333 
Phone (207) 624-6050 
Fax (207) 624-6063 
TTY/TTD (888) 577-6690 

Equal Employment Opportunity Commission, Area Office 

John F. Kennedy Federal Building 
Government Center, Room 475 
Boston, MA 02203 
Phone (617) 565-3200 
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Massachusetts 
Massachusetts Commission Against Discrimination 

1 Ashburton Place, Room 601  436 Dwight Street 
Boston, MA 02108   Springfield, MA 01103 
Phone (617) 994-6000   Phone (413) 739-2145 

Equal Employment Opportunity Commission, Area Office 

John F. Kennedy Federal Building 
Government Center, Room 475 
Boston, MA 02203 
Phone (617) 565-3200 

Rhode Island 
Rhode Island Commission for Human Rights 

180 Westminster Street 
Providence, RI 02903 
Phone (401) 222-2661 

Equal Employment Opportunity Commission, Area Office 

John F. Kennedy Federal Building 
Government Center, Room 475 
Boston, MA 02203 
Phone (617) 565-3200 

Vermont 
Vermont Attorney General's Office 

Civil Rights Unit 
109 State Street 
Montpelier, VT 05602 
Phone (802) 828-3171 

Equal Employment Opportunity Commission, Area Office 

John F. Kennedy Federal Building 
Government Center, Room 475 
Boston, MA 02203 
Phone (617) 565-3200 
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APPENDIX 2 

EMPLOYEE RIGHTS AND RESPONSIBILITIES 

UNDER THE FAMILY AND MEDICAL LEAVE ACT EMPLOYEE RIGHTS AND RESPONSIBILITIES 
UNDER THE FAMILY AND MEDICAL LEAVE ACT 

 

 

 

For additional information: 
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627 

WWW.WAGEHOUR.DOL.GOV 
 

Basic Leave Entitlement 

FMLA requires covered employers to provide up to 12 weeks of unpaid, job-
protected leave to eligible employees for the following reasons: 

 For incapacity due to pregnancy, prenatal medical care or child birth; 

 To care for the employee's child after birth, or placement for adoption 

or foster care; 

 To care for the employee's spouse, son or daughter, or parent, who has 
a serious health condition; or 

 For a serious health condition that makes the employee unable to 
perform the employee's job. 

 

Military Family Leave Entitlements 

Eligible employees with a spouse, son, daughter, or parent on active duty or 

call to active duty status in the National Guard or Reserves in support of a 
contingency operation may use their 12-week leave entitlement to address 

certain qualifying exigencies. Qualifying exigencies may include attending 

certain military events, arranging for alternative childcare, addressing certain 
financial and legal arrangements, attending certain counseling sessions, and 

attending post-deployment reintegration briefings. 

FMLA also includes a special leave entitlement that permits eligible 
employees to take up to 26 weeks of leave to care for a covered 

servicemember during a single 12-month period. A covered servicemember is 

a current member of the Armed Forces, including a member of the National 
Guard or Reserves, who has a serious injury or illness incurred in the line of 

duty on active duty that may render the servicemember medically unfit to 

perform his or her duties for which the servicemember is undergoing medical 
treatment, recuperation, or therapy; or is in outpatient status; or is on the 

temporary disability retired list. 

 

Benefits and Protections 

During FMLA leave, the employer must maintain the employee's health 

coverage under any "group health plan" on the same terms as if the employee 
had continued to work. Upon return from FMLA leave, most employees must 

be restored to their original or equivalent positions with equivalent pay, 

benefits, and other employment terms. 

Use of FMLA leave cannot result in the loss of any employment benefit that 

accrued prior to the start of an employee's leave. 

 

Eligibility Requirements 

Employees are eligible if they have worked for a covered employer for at least 

one year, for 1,250 hours over the previous 12 months, and if at least 50 
employees are employed by the employer within 75 miles. 

 

Definition of Serious Health Condition 

A serious health condition is an illness, injury, impairment, or physical or 

mental condition that involves either an overnight stay in a medical care 

facility, or continuing treatment by a health care provider for a condition that 
either prevents the employee from performing the functions of the employee's 

job, or prevents the qualified family member from participating in school or 
other daily activities. 

Subject to certain conditions, the continuing treatment requirement may be 

met by a period of incapacity of more than 3 consecutive calendar days 
combined with at least two visits to a health care provider or one visit and a 

regimen of continuing treatment, or incapacity due to pregnancy, or 

incapacity due to a chronic condition. Other conditions may meet the 
definition of continuing treatment. 

Use of Leave 

An employee does not need to use this leave entitlement in one block. Leave can 

be taken intermittently or on a reduced leave schedule when medically 

necessary. Employees must make reasonable efforts to schedule leave for 
planned medical treatment so as not to unduly disrupt the employer's 

operations. Leave due to qualifying exigencies may also be taken on an 

intermittent basis. 
 

Substitution of Paid Leave for Unpaid Leave 

Employees may choose or employers may require use of accrued paid leave 

while taking FMLA leave. In order to use paid leave for FMLA leave, 

employees must comply with the employer's normal paid leave policies. 

 

Employee Responsibilities 

Employees must provide 30 days advance notice of the need to take FMLA 

leave when the need is foreseeable. When 30 days notice is not possible, the 
employee must provide notice as soon as practicable and generally must 

comply with an employer's normal call-in procedures. 

Employees must provide sufficient information for the employer to determine 
if the leave may qualify for FMLA protection and the anticipated timing and 

duration of the leave. Sufficient information may include that the employee is 

unable to perform job functions, the family member is unable to perform daily 
activities, the need for hospitalization or continuing treatment by a health care 

provider, or circumstances supporting the need for military family leave. 

Employees also must inform the employer if the requested leave is for a reason 
for which FMLA leave was previously taken or certified. Employees also may 

be required to provide a certification and periodic recertification supporting 
the need for leave. 

 

Employer Responsibilities 

Covered employers must inform employees requesting leave whether they are 

eligible under FMLA. If they are, the notice must specify any additional 

information required as well as the employees' rights and responsibilities. If 
they are not eligible, the employer must provide a reason for the ineligibility. 

Covered employers must inform employees if leave will be designated as 

FMLA-protected and the amount of leave counted against the employee's 
leave entitlement. If the employer determines that the leave is not FMLA-

protected, the employer must notify the employee. 

 

Unlawful Acts by Employers 

FMLA makes it unlawful for any employer to: 

 Interfere with, restrain, or deny the exercise of any right provided under 
FMLA; 

 Discharge or discriminate against any person for opposing any practice 
made unlawful by FMLA or for involvement in any proceeding under or 

relating to FMLA. 

 

Enforcement 

An employee may file a complaint with the U.S. Department of Labor or 

may bring a private lawsuit against an employer. 

FMLA does not affect any Federal or State law prohibiting discrimination, or 

supersede any State or local law or collective bargaining agreement which 

provides greater family or medical leave rights. 
 

FMLA section 109 (29 U.S.C. § 2619) requires FMLA covered 

employers to post the text of this notice. Regulations 29 C.F.R. § 

825.300(a) may require additional disclosure
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RECEIPT AND ACKNOWLEDGEMENT 

 

 

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM 

 

I have received a copy of the September 2016 MV Employee Handbook, and I 
have reviewed and understand its provisions.  If at any time I do not understand 
a policy in this Handbook or any other Company policy, I will seek clarification 
from my supervisor or the Human Resources Department.  Unless otherwise 
provided under the terms of an applicable Collective Bargaining Agreement or 
other valid contract, I understand the Company is an ‘at will’ employer and, as 
such, employment with the company is not for a fixed term or definite period and 
may be terminated at the will of either party, with or without cause and without 
prior notice.  

I understand that the Handbook states certain of the Company’s policies and 
practices in effect on the date of publication.  I UNDERSTAND THIS 
HANDBOOK DOES NOT CONSTITUTE A CONTRACT OF EMPLOYMENT.  I 
UNDERSTAND THAT NOTHING CONTAINED IN THIS HANDBOOK MAY BE 
CONSTRUED AS CREATING A PROMISE OF FUTURE BENEFITS OR A 
BINDING CONTRACT WITH THE COMPANY FOR BENEFITS OR FOR ANY 
OTHER PURPOSE.  Unless otherwise provided under the terms of an applicable 
Collective Bargaining Agreement, arbitration agreement, or other valid contract, I 
also understand that the Company’s policies and procedures may be amended, 
supplemented, modified or terminated at any time, with or without notice. 

 

 

 

    
 Employee Signature Date 

 

  
 Employee Name (please print) 
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Drug and Alcohol Testing Core Values 
 
 
Drug and alcohol abuse are the two most preventable behavioral disorders facing our society 
today. Drug abuse literally costs hundreds of billions of dollars alone in lost productivity, 
increased healthcare costs, accidents and theft. It is estimated that drug and alcohol abuse 
costs over a trillion dollars worldwide and growing.  
 
MV Transportation, Inc. and its Subsidiaries are dedicated to providing safe, dependable, and 
economical service to its clients. MV Transportation’s employees are our most valuable resource. 

It is our policy (1) to take appropriate action to assure that employees are not impaired in their 
ability to perform assigned duties in a safe, productive, and healthy manner; (2) to foster and 
maintain a drug and alcohol - free environment for all employees and patrons; (3) to prohibit 
the unlawful manufacture, distribution, dispensing, possession, or use of controlled substances; 
and (4) to encourage employees to voluntarily seek professional assistance whenever personal 
problems, including alcohol or drug use, may adversely affect their ability to perform their 
assigned duties.  
 
Drug testing not only saves businesses money, but it also saves lives. This is the backdrop that MV 
Transportation’s Drug and Alcohol Compliance Department works in to promote a safe and 

ethical drug testing program that will be the standard of the industry. MV Transportation’s 

Compliance Department is always looking for ways to improve the everyday challenges by 
using state of the art software and easy to follow testing instructions and forms, and a 
comprehensive collection site inspection tutorial for supervisors.  
 
To achieve these goals and to comply with all applicable Federal regulations governing 
workplace anti-drug programs in the transit industry, MV Transportation incorporates three 
integrated components:  
 

• Prevention through education and training  
• Detection, deterrence and enforcement  
• Treatment and opportunities for rehabilitation  

 
MV’s purpose is to assure worker fitness for duty and to protect our employees, passengers, and 
the public from the risks posed using alcohol and prohibited drugs.  MV is surrounded by an 
extraordinary Board of Directors, Executive Committee and professional staff who support and 
promote a safe and drug free environment in which we all live and work.  
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In accordance with the U.S. Department of Transportation and the 
 Federal Transit Administration Regulations  

(49 CFR Parts 40, 655, and 382) 
         MV TRANSPORTATION, INC. 

SUBSTANCE ABUSE POLICY 
 

1.0 Policy 

MV Transportation, Inc. and its Subsidiaries (MV Transportation) are dedicated to 
providing safe, dependable, and economical service to its clients.  MV Transportation’s 
employees are our most valuable resource. It is our policy (1) to take appropriate action 
to assure that employees are not impaired in their ability to perform assigned duties in a 
safe, productive, and healthy manner;  (2)  to foster and maintain a drug and alcohol - 
free environment for all employees and patrons;  (3)  to prohibit the unlawful 
manufacture, distribution, dispensation, possession, or use of controlled substances;  
and  (4)  to encourage employees to voluntarily seek professional assistance whenever 
personal problems, including alcohol or drug use, may adversely affect their ability to 
perform their assigned duties. 

To achieve the goal of a substance-free workplace, this policy incorporates three 
integrated components: 

Prevention through education and training: 
Education and training will communicate and clarify this policy to all employees, 
assist employees in recognizing substance abuse problems and in finding solutions 
to those problems. 

Detection, deterrence and enforcement: 
Federal regulations require that effective January 1, 1995, all safety - sensitive 
employees will be subject to reasonable suspicion, post accident, random, return to 
duty and follow up drug and alcohol testing. Applicants for safety sensitive positions 
will not be eligible for those positions unless they pass a pre-employment drug test.  
As a “zero tolerance” employer, any positive drug or alcohol or refusal to tests 
will result in a termination of employment. 
 
Treatment and opportunities for rehabilitation:  
Alcohol and drug abuse are recognized as diseases that can be treated.  MV 
Transportation promotes a voluntary rehabilitation program to encourage employees 
to seek professional assistance prior to testing positive for drugs or alcohol, without 
fear of discipline.   

 
 
 
 
 

 

 
Date: April 1, 2018 

Approved:_________________ 
Kevin Jones, CEO  
MV Transportation, Inc. and its Subsidiaries 
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2.0 Purpose 
The purpose of this policy is to assure worker fitness for duty and to protect our 
employees, passengers, and the public from the risks posed by the use of alcohol and 
use of prohibited drugs (as defined below).  This policy is also intended to comply with 
all applicable Federal regulations governing workplace anti-drug programs in the 
transportation industry. 
 
The Federal Transit Administration (FTA) and the Federal Motor Carrier Safety 
Administration (FMCSA) of the U.S. Department of Transportation have enacted 49 
CFR (Code of Federal Regulations) Parts 655 and 382, which mandate urine drug 
testing and breath alcohol testing for employees performing safety-sensitive functions.  
These regulations also prevent performance of safety-sensitive functions when there is 
a positive test result or a test refusal.  The U.S. Department of Transportation (DOT) 
has also adopted the revised version of 49 CFR Part 40 as amended, which outlines 
procedures for transportation workplace drug and alcohol testing programs.  This Policy 
incorporates these federal requirements for employees performing safety-sensitive 
functions, as well as other provisions. 
 
In addition, DOT has published 49 CFR Part 29, implementing the Drug-Free Workplace 
Act of 1988, which requires the establishment of drug-free workplace policies and the 
reporting of certain drug-related offenses to the FTA.  California passed a similar 
version of the federal law, the Drug-Free Workplace Act of 1990 (Gov’t Code § 8350 et 
seq).  This policy reiterates the requirements of the federal regulations; these 
requirements will be in Italics.  Portions of this policy marked in bold are not necessarily 
FTA-mandated but reflect MV Transportation employment policy (this does not include 
policy headings). 
 
If any provision of an existing MVT policy, rule or resolution is inconsistent or in conflict 
with any provision of this policy or the DOT/FTA rules, this policy and the DOT/ FTA 
rules shall take precedence; if any provision of this policy is inconsistent or in conflict 
with the DOT/ FTA rules the DOT/ FTA rules shall take precedence. 

3.0 Applicability 

 
3.1 Safety-Sensitive Employees 
This policy applies to all safety-sensitive MV Transportation employees, including 
paid part time employees who perform or could be called upon to perform any 
transportation related safety-sensitive function, and this includes off-site lunch 
periods or breaks when an employee is scheduled to return to work. 

A safety-sensitive function is any of the following duties: 
1)  The operation of a transportation revenue service vehicle even when the 

vehicle is not in revenue service.  
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2)  The operation of a non-revenue service vehicle by an employee when the 
operation of such a vehicle requires the driver to hold a Commercial Drivers 
License (CDL).  

3)  Maintaining (including repairs, overhaul and rebuilding) a revenue service 
vehicle or equipment used in revenue service. 

4)  Controlling the movement of a revenue service vehicle and  
5)  Carrying a firearm for security purposes. (Not applicable to MVT) 
6)  Volunteers are considered a covered employee if; 1) they are required to hold 

a commercial driver’s license to operate the vehicle; or 2) if the volunteer 
receives re-numeration in excess of their actual expenses incurred while 
engaged in the volunteer activity.   

 
(For a description of job categories - See Exhibit B) 

 
3.2  Contractors 
Contractors who perform any of the safety-sensitive functions described in this policy 
for MVT will be subject to the same requirements as safety-sensitive MVT 
employees. 

3.3 Non-Safety Sensitive Positions 
All MVT employees are subject to the provisions of the Drug-Free Workplace 
Act of 1998.   Visitors, vendors and contracted employees on MVT premises 
will not be permitted to conduct transportation business if found to be in 
violation of this policy. 

 
4.0 Opportunities for Rehabilitation (MVT Policy) 

To promote a drug and alcohol-free workplace, this policy includes a 
rehabilitation program that allows employees to voluntarily come forward to 
request rehabilitation. 

4.1  Voluntary Rehabilitation (MVT Policy) 
Any employee who has a drug and/or alcohol abuse problem and has not been 
selected for reasonable cause, random or post-accident testing or has not 
refused a drug or alcohol test may voluntarily refer her or himself to the 
General Manager or the Human Resource Department, who will refer the 
individual to the company’s Employee Assistance Program and/or a 
Substance Abuse Counselor for a Non-DOT evaluation and treatment.  
Voluntary self-referral commits the employee to a therapeutic process.  
Confidentiality of the employee will be protected.  The Counselor will evaluate 
the employee and make a specific recommendation regarding the appropriate 
treatment.  When an employee voluntarily refers her or himself for treatment, 
the employee may be eligible for sick leave and disability benefits.  Employees 
will be allowed to take accumulated vacation time or may be eligible for unpaid 
time off to participate in any prescribed rehabilitation program. Employees are 
encouraged to voluntarily seek professional substance abuse assistance 
before any substance use or dependence affects job performance.  
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4.2  While Undergoing Treatment (MVT Policy) 
Any covered employee who admits to a drug and/or alcohol problem will 
immediately be removed from his/her safety-sensitive function and will not be 
allowed to perform such function until successful completion of a prescribed 
rehabilitation program is completed.  The employee will be placed on an 
unpaid leave of absence for maximum of 30/60 days to allow time for 
completion of the treatment/rehabilitation program. Proof of completion must 
be provided in writing by a valid professional.  The employee will be required 
to pass a Non-DOT drug and alcohol test before he/she can perform a safety-
sensitive function. 
 *MV shall make every effort to place the employee back in his/her position 
upon returning to work.  However, an employee’s commitment to undergo 
rehabilitation treatment does not guarantee that the employee’s job will be 
available upon return. 

4.3  Cost of Rehabilitation (MVT Policy) 
All associated costs for treatment are the sole responsibility of the employee.   

4.4  Returning to Work after Treatment (MVT Policy) 
All employees who successfully complete prescribed treatment and can return 
to work will be subject to unannounced Non-DOT follow-up testing as 
prescribed by doctor/counselor. 

 

5.0 Prohibited Behavior and Conduct  

“Prohibited substances” addressed by this policy include the following: 

5.1  Prohibited Drug Use 
FTA regulations specifically prohibit the use of the following illegal, prohibited 
substances and require testing for their presence under certain circumstances: 
Marijuana, Amphetamines, Opioids, Phencyclidine (PCP) and Cocaine (“Prohibited 
Drugs”) - Safety-sensitive employees may be tested for prohibited drugs at any time 
while on duty or on MVT property. 

5.2  Prohibited Alcohol Use 
The consumption of beverages containing alcohol, or substances including any 
medication such that alcohol is present in the body while performing safety sensitive 
duties or transportation business, are prohibited.  “Alcohol” means the intoxicating 
agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols 
including methyl or isopropyl alcohol.  (The concentration of alcohol is expressed in 
terms of grams of alcohol per 210 liters of breath as measured by an evidential 
breath testing device.) 
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5.3  Legal Drugs (MVT Policy) 
The appropriate use of legally prescribed drugs and non-prescription 
medications is not prohibited.  However, the use of any substance which 
carries a warning label that indicates that mental functioning, motor skills, or 
judgment may be adversely affected MUST be reported to supervisory 
personnel.  Medical advice should be sought, as appropriate, while taking 
such medication and before performing safety-sensitive duties. 

Any time an employee comes forward about a medication that he/she is taking 
the information must be forwarded to the Director of the Compliance 
Department for clarification and review.  The Compliance department will then 
consult with the Medical Review Officer (MRO) to determine if the medication 
is appropriate to take while performing a safety-sensitive function. 

A legally prescribed drug means that the employee has a prescription or other 
written approval (in his/her name) from a physician for the use of a drug 
during medical treatment.  The misuse of legal drugs while performing a 
safety-sensitive function is prohibited at all times.   

If the MRO determines that the medication being taken is not appropriate to 
take while performing a safety-sensitive function the employee will remain off 
duty until the issue is cleared by the MRO.  

To continue performing a safety-sensitive function the employee taking the 
medication will be required to provide the following: 

A written letter from the prescribing physician stating the patient’s name, the 
name of the substance, the period of authorization and a statement that the 
medication will not adversely affect the employee’s performance to drive or 
perform his/her safety sensitive function and that the employee may continue 
to perform his/her safety-sensitive function while taking such medication.  The 
letter must be signed and dated by the physician and the letter will be 
provided to the MRO for final approval. 

 

6.0 Prohibited Conduct. Manufacture, Trafficking, Possession, and Use of 
     Controlled Substances 
The manufacture, distribution, dispensation, possession, or use of controlled 
substances in the workplace is prohibited.  A “controlled substance” is any illegal drug 
or any substance identified in Schedules I through V of Section 202 of the Controlled 
Substances Act (21 U.S.C. § 812), and as further defined by 21 CFR 1300.11-1300.15.  
Any employee engaging in the manufacture, distribution, dispensation, possession or 
use of a controlled substance on MVT premises will be subject to disciplinary action, up 
to and including termination and/or will be required to complete a drug abuse assistance 
or rehabilitation program.  Law enforcement shall be notified, as appropriate, where 
criminal activity is suspected. 
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6.1 Requirement to Submit to Drug and Alcohol Testing 
MVT shall require every covered employee who performs a safety-sensitive function 
as described in the FTA regulations Part 655 and the FMCSA regulations Part 382 
to submit to post-accident, random, and reasonable suspicion drug and alcohol test-
and to a pre-employment drug test- as described in this policy.  MVT shall not permit 
any employee who refuses to submit to such tests to perform or continue to perform 
any safety-sensitive functions. 

6.2  Alcohol Use/Hours of Compliance 
No safety-sensitive employee should report for duty or remain on duty when his or 
her ability to perform assigned functions is adversely affected by alcohol or when his 
or her breath alcohol concentration is 0.04 or greater.  No employee shall use 
alcohol while on duty or while performing safety-sensitive functions.  No employee 
shall have used alcohol within four hours prior to reporting for duty.  After an 
accident, employees shall refrain from alcohol use for eight (8) hours or until an 
alcohol test has been administered, whichever occurs first. 
No safety-sensitive employee shall use alcohol during the hours that they are on 
call.  On call employees can acknowledge the use of alcohol at the time he/she is 
called to report to duty and the inability to perform his/her safety sensitive function. 

6.3 Compliance with Testing Requirements 
Any safety-sensitive employee who refuses to comply with a request for testing, who 
fails to remain readily available for post-accident testing, who provides false 
information in connection with a test, or who attempts to falsify test results through 
tampering, contamination, adulteration, or substitution, shall be removed from duty 
immediately.  Refusal can include an inability to provide a specimen or breath 
alcohol sample without a valid medical explanation, as well as a verbal declaration, 
obstructive behavior, or physical absence resulting in the inability to conduct the test.   

6.4 Refusal to Submit to a DOT Alcohol or Controlled Substance Test 
As an employee, you have refused to take a drug or alcohol test if you: 

(1) Fail to appear for any test (excluding pre-employment) within a reasonable 
time, as determined by the employer, after being directed to do so by the 
employer. 

(2) Fail to remain at the testing site until the testing process is complete; 
Provided, that an employee who leaves the testing site before the testing 
process commences, for a pre-employment test it is not deemed to have 
refused to test; unless the testing cup was handed to the donor. 

(3) Fail to provide a urine or breath specimen for any drug or alcohol test 
required by Part 40 or DOT agency regulations. 

(4) In the case of a directly observed or monitored collection in a drug test, fail 
to permit the observation or monitoring of your provision of a specimen. 

(5) Fail to provide a sufficient amount of urine or breath when directed, and it 
has been determined, through a required medical evaluation, that there 
was no adequate medical explanation for the failure.  
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It is MVT’s policy that any employee that does not provide a valid 
specimen during a collection for a test will remain off duty until the 
employee is cleared by the MRO that the employee had a valid 
medical reason. 

(6) Fail or declines to take a second test the employer or collector has 
directed you to take. 

(7) Fail to undergo a medical examination or evaluation, as directed by the 
MRO as part of the verification process, or as directed by the DER as part 
of the ``shy bladder'' or “shy lung” procedures. 

(8) Fail to cooperate with any part of the testing process (e.g., refuse to empty 
pockets or wash hands when so directed by the collector, behave in a 
confrontational way that disrupts the collection process). 

(9) If the MRO reports that there is verified adulterated or substituted test 
result. 

(10) Failure or refusal to sign Step 2 of the alcohol testing form. 
(11) Failure to follow the observer’s instructions during an observed collection 

including instructions to raise your clothing above the waist, lower clothing 
and underpants, and to turn around to permit the observer to determine if 
you have any type of prosthetic or other device that could be used to 
interfere with the collection process. 

(12) Possess or wear a prosthetic or other device that could be used to 
interfere with the collection process. 

(13) Admit to the collector or MRO that you adulterated or substituted the 
specimen. 

 
As an employee, if you refuse to take a drug and/or alcohol test, you incur the same 
consequences as testing positive and will be immediately removed from performing any 
safety-sensitive functions and referred to the Substance Abuse Professional. 

6.5 Compliance with Treatment Requirements 
All employees are encouraged to make use of the available resources for 
treatment for alcohol and substance abuse problems.   

6.6  Notify MVT of Criminal Drug Conviction 
Every employee must notify MVT of any criminal drug statute conviction for a 
violation occurring in the workplace within five days after such conviction.  Failure to 
do so shall subject said employee to disciplinary action up to and including 
termination, or satisfactory participation in a rehabilitation program, at the 
employee’s expense. 

6.7 Improper Application of the Policy 
MVT is dedicated to assuring fair and equitable application of this “Zero 
Tolerance” substance abuse policy. Therefore, supervisors and managers are 
required to use and apply all aspects of this policy in an unbiased and 
impartial manner.  
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7.0 Testing for Prohibited Substances 

7.1 General 
Testing shall be conducted in a manner to assure a high degree of accuracy and 
reliability and using techniques, equipment, and laboratory facilities which have been 
approved by the U.S. Department of Health and Human Services (DHHS).  Testing 
for prohibited drugs and alcohol on safety-sensitive employees shall be conducted in 
accordance with the procedures set forth in 49 CFR Part 40 as amended.  See 
attached Testing Procedures for detailed procedures on all required types of drug 
and alcohol testing. 

Medical Review Officer (MRO)- All drug testing results shall be interpreted 
and evaluated by an MRO who meets all applicable requirements of Part 40, 
who shall be responsible for receiving laboratory results generated by an 
employer’s drug testing program and has appropriate medical training to 
interpret and evaluate an individual confirmed positive test result.  The MRO 
shall comply with the drug testing procedures set forth in 49 CFR Part 40.  
The MRO will not review alcohol test results. When a confirmed positive test 
is reported from the testing laboratory, it is the responsibility of the MRO to:  
(a) contact the employee and afford the employee the opportunity to discuss 
the test results with him/her; (b) review the individual’s medical history, 
including any medical records and biomedical information provided; (c) 
determine whether there is a legitimate medical explanation for the result, 
including legally prescribed medication.  The MRO shall not convey test 
results to MVT until the MRO has made a definite decision that the test result 
was positive or negative, or refusal to test.  If the employee provides an 
adequate explanation, the MRO verifies the test as negative and no further 
action is taken.  When the MRO reports the results of the verified positive test 
to MVT, the MRO will disclose the drug(s) for which there was a positive test.  
If the MRO declares a drug test to be invalid for any reason, the test is 
considered canceled, and neither positive nor negative.  However, a re-
collection under direct observation may be ordered by the MRO. 
The Medical Review Officer conducting MRO services for MVT is Dr. Stephen 
Kracht, M.D., D.O. in Kansas City, MO.   

7.2 Testing for Prohibited Drugs 
MVT shall collect or have collected urine samples from safety-sensitive employees 
to test for Prohibited Drugs.  An assigned Collection Site will split each urine sample 
collected into a primary and a split sample. (See testing procedures) The urine 
samples will be sent under seal, with required chain of custody forms, to a laboratory 
certified by the DHHS.  Currently MV Transportation is under contract with Alere 
Toxicology in Gretna, LA for its initial testing and confirmation testing.    An initial 
drug screen will be conducted on each primary specimen.  For those specimens that 
are not negative, a confirmatory Gas Chromatography/Mass Spectrometry (GS/MS) 
test will be performed.  The test will be considered positive if the amounts present 
are at or above the minimum thresholds established in 49 CFR Part 40 as amended, 
as set forth in the attached Exhibit A (Threshold Levels).  
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Split Specimen Testing- If the test result of the primary specimen is positive 
or a refusal to test due to adulteration or substitution, the employee may 
request the MRO to direct his/her split specimen be tested in a different 
DHHS-certified laboratory. The MRO shall honor such a request if it is made 
within 72 hours of the employee having been notified of a verified positive or 
refusal to test result.  This does not delay MVT from taking any action 
consistent with this policy for positive tests and the employee will be removed 
immediately from any safety-sensitive functions regardless if he/she is having 
his/her split specimen tested by a different laboratory.  However, if the split 
specimen (bottle B) produces a negative result, or for any reason the second 
portion is not available, the test is considered cancelled and no sanctions are 
imposed.  However, a re-collection under direct observation may be ordered 
by the MRO.   
Cancelled Test - A drug or alcohol test that has a problem identified that 
cannot be or has not been corrected, or which this part otherwise requires to 
be cancelled.  A cancelled test is neither a positive nor a negative test.   

7.3 Alcohol Testing 
Tests for alcohol concentration on safety-sensitive employees will be conducted with 
a National Highway Traffic Safety Administration (NHTSA) -approved evidential 
breath testing device (EBT) operated by a trained breath alcohol technician (BAT).  
In order to maintain quality assurance, EBT’s must be externally calibrated in 
accordance with the plan developed by the manufacturer of the device.  If the initial 
test on an employee indicates an alcohol concentration of 0.02 or greater, a second 
test will be performed to confirm the results of the initial test.  For summary of 
applicable alcohol threshold levels, see Exhibit A. 

8.0 Types of Testing 
49 CFR Parts 655 and 382 require the following types of testing for Prohibited 
Substances for safety-sensitive employees:  Pre-employment or transfer, reasonable 
suspicion, post-accident, random. 

8.1 Pre-employment, Transfer Testing or Return to Work Testing 
All applicants for safety sensitive positions shall undergo urine drug testing prior to 
employment.  Receipt by MVT of a verified negative test result from the MRO is 
required prior to performing ANY safety sensitive functions for the first time.  If an 
applicant or employee’s drug test is cancelled or negative-dilute the employee or 
applicant shall be required to immediately take another pre-employment drug test. 
Existing employees who are being considered for transfer to a safety-sensitive 
position from a NON-safety-sensitive position will be required to undergo a DOT pre-
employment drug test.  Any existing safety-sensitive employee who is simply 
transferring to a different division for another safety-sensitive position is NOT 
required to undergo another DOT pre-employment drug test. 
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8.1.1 Non-Safety-Sensitive Positions 
All applicants applying for non-safety-sensitive positions will have to take 
and pass a pre-employment NON-DOT urine drug test prior to being hired. 

8.1.2 Return to Work after 30 Days (DOT-FMCSA Policy) 
MVT has some contracts that are subject to the Federal Motor Carrier Safety 
Regulations and NOT FTA regulations.  Therefore, if the employee has a 
commercial license and has been out for 30 days or more AND the employee 
has been taken out of the random testing pool, the covered employee will be 
required to take a DOT pre-employment drug test before he/she can perform 
his/her safety-sensitive position. 

8.1.3 Return to Work after 90 Days (DOT-FTA Policy) 
If a covered employee has not performed a safety-sensitive function for 90 
consecutive calendar days regardless of the reason, AND the employee has 
been removed from random pool, the employee must take and pass a DOT 
Pre-Employment drug test (NOT a return-to-duty) before he/she can perform a 
safety-sensitive function. 

8.1.4 Return to Work after 30 Days for Non-Regulated employees not 
subject to federal guidelines but perform driving duties that is 
considered sensitive work (MVT Policy) 

It is MVT’s policy that all non-covered drivers who drive an MV vehicle 
and has not performed his/her driving functions for 30 or more 
consecutive days (regardless of reason) the non-covered employee will 
be required to take and pass another Non-DOT Pre-Employment drug test 
before he/she can return to his/her driving position.   
 
**For confirmation of regulation authority contact Drug & Alcohol 
Compliance Department** 
 
8.1.5 Previous Employer Request Requirement 
As an employer we are required to verify previous violations of DOT drug and 
alcohol regulations within the last two years of employment with a DOT 
regulated agency or employer.    
An employer must obtain and review the information listed below from any 
DOT-regulated employer the employee performed safety-sensitive functions for 
in the previous two years.  The information must be obtained and reviewed 
prior to the first time an employee performs safety-sensitive functions.  If not 
feasible, the information should be obtained no later than thirty (30) days after 
the first time an employee performs safety-sensitive functions.  The information 
obtained must include: 

1. Information on the employee’s alcohol test in which a breath alcohol 
concentration of 0.04 or greater was indicated. 

2. Information on the employee’s-controlled substance test in which a 
positive result was indicated. 
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3. Any refusal to submit to a required alcohol or controlled substance 
test. (including verified adulterated or substituted drug test results) 

4. Other violations of DOT agency drug and alcohol testing regulations 

As the applicant or employee if you have violated any of the DOT drug and 
alcohol regulations, you must also obtain documentation of your successful 
completion of the DOT return-to-duty requirements (including proof of follow-up 
tests administered). 

Furthermore, all applicants will be asked whether he or she has tested positive, 
or refused to test, on any pre-employment drug or alcohol test administered by 
an employer to which the employee applied for but did not obtain safety-
sensitive transportation work covered by DOT agency drug and alcohol testing 
rules during the past two years. 

8.1.6 Pre-employment Breath Alcohol Testing  

Although it is not MV Transportation’s policy to test for alcohol on a pre-
employment test, MVT does have contracts that require a breath alcohol test 
be conducted in addition to the required drug test.  Divisions that are subject to 
this requirement will have to take a pre-employment breath alcohol test. Breath 
alcohol testing will be in accordance with DOT Part 40 and 655.42. 

8.2 Reasonable Suspicion Testing 
All safety-sensitive employees shall be subject to reasonable suspicion testing, to 
include appropriate urine and/or breath alcohol testing when there is reasonable 
suspicion to believe that a covered employee has used a prohibited drug and/or 
engaged in alcohol misuse.  A reasonable suspicion referral for testing will be made 
based on specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body odors of the covered employee.  
Reasonable suspicion tests for the presence of alcohol shall be authorized by 
observations made just prior, during or immediately after the period of the day in 
which the employee is required to be in compliance with the requirements of Part 
655; and those alcohol tests shall only be conducted just before, during, or just after 
the performance of a safety-sensitive function. If an alcohol test is not administered 
within two hours following the determination to test the employee, the employer shall 
prepare and maintain on file a record stating the reasons the alcohol test was not 
promptly administered. If the alcohol test is not administered within eight hours 
following the determination, MVT shall cease attempts to administer an alcohol test 
and shall state in the record the reasons for not administering the test. 
Reasonable suspicion determination will be made by a supervisor, or other company 
official who has had the required Reasonable Suspicion training to detect and 
document the signs and symptoms of probable drug use and alcohol use and who 
reasonably concludes that an employee may be impaired by of a prohibited 
substance.   

Any employee who is required to take a Reasonable Suspicion test will remain 
off duty until a negative alcohol and drug test is received. 
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8.3 Post-Accident Testing 
 

Fatal Accidents 
As soon as practicable following an accident involving the loss of human life, MV 
Transportation will conduct drug and alcohol tests on each surviving covered 
employee operating the public transportation vehicle at the time of the accident.  
Post accident drug and alcohol testing of the operator is not required under this 
section if the covered employee is tested under the fatal accident testing 
requirements of the Federal Motor Carrier Safety Administration rule 49 CFR 
382.303 (a)(1) or (b)(1). MV Transportation shall also test any other covered 
employee whose performance could have contributed to the accident as determined 
by investigating staff using the best information available at the time of the decision. 

Non-Fatal Injury Accidents 
As soon as practicable following an accident not involving the loss of human life in 
which a public transportation vehicle is involved, MV Transportation will drug and 
alcohol test each covered employee operating the public transportation vehicle at 
the time of the accident unless investigating staff determine, using the best 
information available at the time of the decision, that the covered employee’s 
performance can be completely discounted as a contributing factor to the accident.   
Accident means an occurrence associated with the operation of a vehicle, if as a 
result:  (1) An individual dies; or (2) An individual suffers bodily injury and 
immediately receives medical treatment away from the scene of the accident; or (3) 
With respect to an occurrence in which the transit vehicle involved is a bus, electric 
bus, van, or automobile, one or more vehicles (including non-FTA funded vehicles) 
incurs disabling damage as the result of the occurrence and such vehicle or vehicles 
are transported away from the scene by a tow truck or other vehicle; or (4) With 
respect to an occurrence in which the public transportation vehicle involved is a rail 
car, trolley car, trolley bus, or vessel, the public transportation vehicle is removed 
from operation. 

 

(For exact testing criteria -See Post Accident Testing Procedures Pg. 28) 

MV Transportation shall also test any other covered employee whose performance 
could have contributed to the accident as determined by investigating staff using the 
best information available at the time of the decision.  

MV Policy: When to conduct a NON-DOT Post accident/incident test 
If the accident does not meet the FTA/FMCSA testing criteria, MVT will reserve 
the right to test any safety-sensitive employee after any accident/incident 
regardless of the severity of the accident/incident.  Additionally, MVT will test 
any other safety-sensitive employee whose performance MVT determines 
could have contributed to the accident. 
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Under these circumstances it must be explained to the employee that the drug 
and alcohol tests will be done under M.V. Transportation authority and should 
be done on NON-DOT drug and alcohol chain of custody forms.  

 

Any employee who takes a post accident test will remain off duty until a 
negative drug test and alcohol test result is received.   

8.4 Random Testing 
Employees performing safety-sensitive functions will be subject to unannounced, 
random drug and alcohol testing in accordance with FTA regulations.  The random 
drug and alcohol testing rates will be, at a minimum, based on the current FTA and 
FMCSA requirements at all times.  Each such employee shall have an equal chance 
at selection and shall remain in the pool even after being tested.  The basis for 
random selection shall be by a scientifically valid random number generation method 
initiated by computer.  The dates for administering unannounced testing of 
randomly-selected covered employees shall be spread reasonably throughout the 
calendar year, month, week, and all hours that safety-sensitive functions are 
performed.  This ensures that employees would have a reasonable expectation that 
they might be called for a test on any day they are at work.  A covered employee 
shall only be randomly tested for alcohol misuse while the employee is performing 
safety-sensitive functions; just before the employee is to perform safety-sensitive 
functions; or just after the employee has ceased performing such functions. A 
covered employee may be randomly tested for prohibited drug use anytime while on 
duty.    The employee must proceed to the test site immediately after being notified 
that he or she has been selected for testing in the allotted time given. 

9.0 Consequences 
9.1 Positive Alcohol Test 

(a)  A safety-sensitive employee who has a confirmed alcohol concentration of 
0.02 or greater but less than 0.04 will be removed from his or her duties for 
eight hours unless a confirmation test results in a concentration measure of 
less than 0.02. (For a test result which is less than 0.04 no other action will 
be taken except that which is described in this paragraph.) 

(b)   An alcohol concentration of 0.04 or greater or a test refusal will be 
considered a positive alcohol test.  The employee will be immediately 
removed from duty and referred to a Substance Abuse Professional (SAP) 
and terminated from employment.  

9.2 Positive Drug Test 
The consequences of a positive drug test or a test refusal are as follows: the 
employee will immediately be removed from safety sensitive duties, referred to a 
Substance Abuse Professional and terminated from employment. 
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10.0 MRO Report of a Negative Dilute Specimen 

If the MRO informs MVT that a negative drug test was dilute, the employee will be 
directed to take another test immediately.  In some cases, the MRO may require the 
retest to be performed under “Direct Observation.” Each employee directed to take 
another test, will be given the minimum possible advance notice that he or she must go 
to the collection site to take another test.   
For any employee that is directed to take another test, the result of the second test – not 
that of the original test – becomes the test of record which MVT will rely on for purposes 
of this policy.  Any employee who is directed to take another test and the employee 
declines to do so, shall be considered as a refusal to test for purposes of this policy and 
DOT agency regulations. 
Dilute Specimen-  A specimen with creatinine and specific gravity values that are lower 
than expected for human urine. 
 

11.0 Substance Abuse Professional (SAP) 
A SAP must meet all the credential, basic knowledge, qualification training, continuing 
education, and documentation requirements of 49 CFR Part 40, Subpart O, §40.281 (a-
e).  The SAP will evaluate the employee to determine what assistance the employee 
needs in resolving problems associated with prohibited substance abuse or alcohol 
misuse.  The SAP will also determine whether an employee has successfully completed 
a program of rehabilitation.   
MV Transportation uses: 

American Substance Abuse Professionals, Inc. (ASAP) 
Nationwide Network   www.go2asap.com 

1421 Clarkview Road, Suite 130, Baltimore, Maryland 21209 
Contact: Nicole Hanratty, CEAP, SAP, C-DERT 
888-792-2727 x177 Mention MV Transportation 

  

This firm is a national company that contains a large network of qualified SAPs 
throughout the United States.  Employees simply call the toll-free number and provide 
the SAP their city and zip code and the SAP will find them the qualified SAPs closest to 
their area. 

 

12.0 Training and Education 

All employees shall participate in a minimum one-hour training session designed to 
meet FTA requirements by learning about the effects and consequences of drug use on 
personal health, safety and the work environment.  For those supervisors participating 
in reasonable suspicion determination testing, there will be at least two hours of training 
to explain the criteria for reasonable cause testing, including at least an hour on the 
physical, behavioral and performance indicators of probable drug use and another hour 
on the physical, behavioral, speech and performance indicators of probable alcohol 
misuse.  Initial training sessions will be re-enforced with educational materials and 
meetings.  Further, employees shall be provided with a community hot-line telephone 
number. 
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13.0 Employee Assistance Community Service Hot-Line  

The Center for Substance Abuse Treatment maintains a toll-free Referral Helpline 
800-662-HELP 
National Mental Health Association 
800-969-NMHA (6642) 
National Domestic Violence Hotline  
800-799-SAFE 
National Suicide Hotline 
800-SUICIDE (784-2433) 
National Child Abuse Hotline 
800-422-4453 
 
14.0 Records, Confidentiality 

A safety-sensitive employee is entitled, upon written request, to review and obtain 
copies of any records relating to the employee’s drug and alcohol testing.  MVT must 
maintain records of its substance abuse program in a secure location with controlled 
access.   

 

15.0 System Contact 

Any questions regarding this policy or any other aspect of MVT’s Substance Abuse 
Management Program should be directed to the office of the following: 
  
Name:   Esther Avalos, Director of Drug & Alcohol Compliance 
Address:         2711 N. Haskell Ave., Ste. 1500, LB-2, Dallas, TX 75204  
Phone Number:   972-391-4616 

 

16.0 Local Authority 
Local Division General Managers and Safety Managers are the Designated Employer 
Representatives (DERs) and are authorized to receive test information from the MRO 
as well as confirmation test results from the qualified B.A.T. 

 

17.0 Revisions to the Policy and Program 
This policy and program are subject to revision in accordance with the Department of 
Transportation regulations, as amended. 

 

18.0 Zero Tolerance Policy 

MV Transportation’s “Zero Tolerance” Policy means any covered employee that has a 
verified positive drug or alcohol test, or test refusal, will be immediately removed from 
his/her safety-sensitive position, referred to a Substance Abuse Professional (SAP), and 
will be terminated.   
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EXHIBIT A 
 

Pursuant to the Federal Department of Transportation regulations, the following are the 
drugs to be tested for, and the threshold levels of each test which MV Transportation is 
required to accept: 
 

Initial test analyte  Initial test cutoff 1  Confirmatory test analyte  

Confirmatory test 
cutoff 
concentration  

Marijuana metabolites (THCA) 2 ..............  
50 ng/mL3 
.........................................  

THCA 
............................................ 15 ng/mL.  

Cocaine metabolite (Benzoylecgonine) ...  
150 ng/mL 3 
...................................... 

Benzoylecgonine 
........................... 100 ng/mL.  

Codeine/ ..................................................  
2000 ng/mL 
....................................... 

Codeine 
......................................... 2000 ng/mL.  

Morphine    
Morphine 
....................................... 2000 ng/mL.  

Hydrocodone/ ..........................................  
300 ng/mL 
........................................  

Hydrocodone 
................................. 100 ng/mL.  

Hydromorphone    
Hydromorphone 
............................ 100 ng/mL.  

Oxycodone/ .............................................  
100 ng/mL 
........................................ 

Oxycodone 
..................................... 100 ng/mL.  

Oxymorphone    
Oxymorphone 
................................  100 ng/mL.  

6-Acetylmorphine .....................................  
10 ng/mL 
.......................................... 

6-Acetylmorphine 
............................  10 ng/mL.  

Phencyclidine ..........................................  
25 ng/mL 
.......................................... 

Phencyclidine 
.................................  25 ng/mL.  

Amphetamine/ .........................................  
500 ng/mL 
........................................ 

Amphetamine 
.................................  250 ng/mL.  

Methamphetamine    
Methamphetamine 
..........................  250 ng/mL.  

MDMA 4/MDA 5 
........................................  

500 ng/mL 
........................................ 

MDMA 
.............................................  250 ng/mL.  

    
MDA 
................................................  250 ng/mL.  

 
 * (ng/mL) nanograms per milliliter  
 

 
ALCOHOL 

(Includes ethanol, methanol, isopropanol) 
 

Breath Alcohol Concentration 
(expressed in terms of grams of alcohol per 210 liters of breath) 

 
Initial Screen Confirmatory 

(given if 0.02 or greater on initial 
screen) 

Under 0.02 0.02 to less than .04 employee may 
not perform safety-sensitive function 
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EXHIBIT B 
 

The following is a general list of safety-sensitive functions and the job categories of 
employees who are subject to the provisions of 49 CFR Par 655 and 382 at MV 
Transportation: 
 
 

NOTE: This list is subject to change and revision.   
 

49 Maintenance 
Training Manager 340 Lead Dispatcher 416 Safety Manager 550 Mechanic 

87 Safety Assistant 
345 Dispatcher 420 BTW Trainer 561 Mechanic A (specify Union 

Class) 

112 
Floating Class A 
Mechanic 

346 Window Dispatcher 425 BTW Instructor 562 Mechanic B (specify Union 
Class) 

113 Body Repairman 
349 Scheduling 

Manager 450 Classroom Instructor 563 Mechanic C (specify Union 
Class) 

300 General Manager 350 Scheduler 451 Classroom Trainer 564 Technician A Mechanic 

301 General Manager 1 352 Scheduling 
Coordinator 470 Parts Manager 565 B Mechanic 

302 General Manager 2 353 VA Coordinator 471 Assistant Parts 
Manager 566 Technician C Mechanic 

303 General Manager 3 354 Operations 
Supervisor 475 Parts Clerk 567 Technician Apprentice 

304 General Manager 4 355 Road Supervisor 500 Maintenance 
Manager 568 Technician 

310 Division Manager 357 Where's My Ride 
Supervisor 510 

Assistant 
Maintenance 
Manager 

569 Mechanic Helper 

315 Assistant Division 
Manager 359 Lead Supervisor 512 Maintenance 

Technician 570 Cleaners 

320 Operations 
Manager 379 

Lead 
Schedule/Dispatche
r 

514 Bus Stop 
Maintenance 571 Mechanic Helper 

321 Shift Supervisor 399 Call Center 
Manager 515 Maintenance Clerk 572 Body Shop Technician  

322 
Assistant 
Operations 
Manager 

400 Safety and Training 
Manager 516 Maintenance 

Supervisor 575 Service Worker 

323 Operations 
supervisor 405 Training Manager 517 Service Employee 580 Utility Crew 

330 Dispatch Manager 406 Training Supervisor 518 Advanced Service 
Employee 584 

Station Supervisor 

332 Reservations 
Manager 410 Safety Trainer 519 Entry Level 

Mechanic 590 Bus Aide 

335 Dispatch 
Supervisor 411 Safety Training 

Supervisor 520 Shop Foreman 600 Driver Trainer 

336 Drive Cam 
Supervisor 415 Assistant Safety 

Manager 530 Lead Mechanic 610 Driver 

 
Any MVT employee who has a non-safety-sensitive position, but who may perform a safety sensitive 
function at any time while they are working will be subject to random testing and will be included  
in the DOT random testing pool. 
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Testing Procedures 

Note: Testing and collection procedures will be conducted as set forth by 49 CFR Parts 
40 (as amended) & 655 & 382.  The information on the following pages is meant for 
general information only for MV Transportation employees.  Any questions regarding 
reference to the regulations should be directed to the policy section of this handbook.  A 
copy of 49 CFR Part 40 is available for review to each employee upon request to their 
local manager. 
This is a “Zero Tolerance” policy and any reference to return to work after a 
positive test result does not apply to employees affected by this policy.  The FTA 
does not mandate “Second Chance”. 

Pre-Employment Testing 
1.  The FTA regulations require that all applicants for employment in safety-sensitive 

positions or individuals being transferred to safety-sensitive positions from NON- 
safety-sensitive positions must be given a pre-employment drug test. 

2.  Applicants may not be assigned to safety-sensitive functions unless they pass 
the drug test. 

3.  Applicants must be informed in writing of the testing requirements prior to 
conducting the test.  MVT will require applicant to sign a form acknowledging 
that they know that their urine will be tested for Cocaine, PCP, 
Amphetamines, Marijuana, and Opioids. 

4.  Appropriate personnel at each location will schedule appointments for collection.  
The employee must be made aware that their placement into a safety sensitive 
position is contingent upon a negative test result. 

5.  It is the responsibility of the applicant to report to the collection site at the time 
and day scheduled. 

6.  Positive test results must be reviewed by the MRO. 
7.  Applicants are notified by the MRO of the laboratory results and are given an 

opportunity to discuss the results. 
8.  Applicants who test positive will not be hired into a safety-sensitive position. 
9.  An applicant whose pre-employment test results are negative will continue 

through the safety-sensitive hiring process.  
10.  Applicants will be asked whether he or she has tested positive or refused to test 

on a pre-employment drug or alcohol test while trying to obtain safety sensitive 
transportation work from an employer covered by DOT agency during the past 
two years. If applicant admits that he or she had a positive test or a refusal to 
test, MV will not allow the applicant to perform safety sensitive duties unless and 
until applicant provides documents showing the successful completion and 
release from a SAP. 
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Random Testing Procedures 

The FTA regulations require random testing for prohibited drugs and alcohol for all 
safety-sensitive employees.  Random testing identifies those who are using drugs or 
misusing alcohol but can use the predictability of other testing methods to escape 
detection.  More importantly, it is widely believed that random testing serves as a strong 
deterrent against employees beginning or continuing prohibited drug use and misuse of 
alcohol at MVT.  MV Transportation has developed procedures for notification and 
collection to best implement the requirements of the federal rules.   
These procedures answer common questions regarding random testing:  Who is 
tested?  Why are only some individuals tested?  When and how do the tests occur? 
 

1. Random drug and alcohol testing applies only to safety-sensitive employees.  
Identification numbers for all safety-sensitive employees will be included in a 
selection pool. 

2. Random drug and alcohol testing is accomplished by a scientifically valid, 
tamper-proof, computer-generated selection process.  A random list for testing of 
employee numbers will be generated every month.  

3. Employees are chosen in an unannounced, unpredictable manner.  No employee 
will be removed from the random pool following the next selection, and every 
employee will continue to be subject to random selection throughout the year.  
Every employee in the random pool has an equal chance of being selected every 
time.   Employees are only removed from the random pool when they are in 
rehabilitation programs, terminated or permanently transferred to a non-safety-
sensitive position, or expected to be out for at least 90 days or more. 

4. Random testing will be conducted on all shifts, all times of day, and all days of 
the week throughout the calendar year.  No shift is exempt from testing. 

5. Random drug testing may be conducted concurrently with random alcohol testing 
or at any time during an employee’s shift.  Random alcohol testing will be 
conducted just before the employee is scheduled to perform a safety-sensitive 
function, while the employee is performing safety-sensitive functions or just after 
the employee performs a safety-sensitive function.  The employee must proceed 
to the test site immediately after being notified that he or she has been selected 
for testing in the allotted time given. 

6. For both Maintenance and Operations (Drivers) the Divisional Manager in each 
location will be notified which employees have been selected for testing.  Once 
an employee is notified of his/her selection, he/she must report immediately for 
the test.  Failure to report after notification constitutes a refusal to test.  (see 
procedures for random test notification) 

7. Employees will be notified where to report for collection, when to stop work and 
report to the collection site and who will relieve them, if necessary. 

8. The employee must submit to a drug and/or alcohol test.  Failure to cooperate 
with the collection procedure in any way constitutes a refusal to test which has 
the same consequences as a positive test result. 
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9. The employee is in a paid status throughout the random testing procedure.  
Employees will be removed from duty if the results are positive and employee 
will be terminated. 

10. If both alcohol and drug tests are being given, the breath alcohol test will be 
performed first.  Immediately thereafter, the urine sample will be collected for the 
drug test.  

11. If there is a confirmed breath alcohol test of between .02% and .039% (inclusive), 
the employee will be relieved from duty immediately for a minimum of eight (8) 
hours. 

12. If there is a confirmed positive breath alcohol test (.04% or above), the employee 
will be given the name of a Substance Abuse Professional (SAP) and 
terminated.   

Procedures for Random Test Notification 

1. The Human Resource Department triggers the selection list of the month’s safety-
sensitive employees to be scheduled for testing. 

2. The local manager will review work schedules, including planned absences when 
known, to develop a best available time to perform the tests.  The local manager 
will coordinate the testing schedule with the collector. 

3. In developing testing times, the goal will be to minimize the impact in service.  
Testing will be conducted using the following priority periods: 

• Before work, 

• During split time, 

• After work/shift is completed 

• During work, with standby personnel relief. 
4. During work, without relief (if no other time is possible). 
5. Notification of Employees- The Human Resources Department triggers notification 

to each location’s designated employer representative (DER) via electronic mail. 
The DER will notify each safety-sensitive employee selected and thus notified. 
Each employee who is selected is to report to the test site immediately 

The employee cannot “go off sick” or on vacation or leave of absence after notification. 
6. Collection site personnel shall report “unreasonable delays” to the local DER as 

employees are required to immediately report to the collection site following 
notification. Failing to report to the collection site within a reasonable allotted time 
constitutes a refusal to test.  

7. The DER shall confirm with the Regional, Divisional, or Operations Manager that 
the employee was notified. 

8. The DER shall notify the proper management official if an employee fails to report 
for testing after notification. 

9. An employee who fails to report for testing shall be removed from duty 
immediately.  If employee is determined to have “refused to test” he/she face the 
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same consequences as testing “positive” for drugs/alcohol and will be given the 
name and number of a SAP and terminated from employment. 

 

Collection Procedures for All Tests 

All collection procedures shall be performed in accordance with Part 40.  Upon 
notification of a test under this policy; 

1. The employee must report to the collection site immediately after notification. 
2. The employee shall provide photo identification to collection site personnel.  

Supervisors will verify the identification of employees without photo identification 
and may photograph the employee if necessary.   

3. The employee must comply with all collection procedures.  
4. The employee must follow the directions of the collection staff to ensure that an 

unadulterated urine specimen is collected, and/or the breath alcohol test is 
completed. 

5. The employee will be in a private enclosure and unobserved unless a direct 
observed collection is determined to be needed by the MRO, the local DER, or 
the collector.  

6. The employee must supply at least 45 ml of urine (approx. 1 ½ oz).  If the 
employee gives an inadequate amount of urine or if the employee is unable to 
give a sufficient urine sample collection site staff shall provide the individual with 
no more than 40oz of fluid to drink during a period of up to 3 hours.  The 
employee will attempt to provide a complete sample using a fresh container.  If 
the required amount is provided, the collection staff will continue with collection 
process.  If the employee is still unable to provide an adequate specimen within 
three hours of the first unsuccessful attempt to provide the specimen, the 
collection staff must discontinue the collection, note the facts on the “remarks” 
line of the CCF, and immediately notify the DER.  

Shy Bladder - The term “shy bladder” refers to a situation when the 
employee does not provide a sufficient amount of urine (45 ml) for a DOT 
required drug test.  If an employee tells the collector, upon arrival at the 
collection site, that he or she cannot provide a specimen, the collector 
must still begin the collection procedure regardless of the reason given 
and direct the employee to make the attempt to provide the specimen. 
The employee must be monitored during this time.  If the employee leaves 
the collection site or refuses to make the attempt to provide a sufficient 
urine specimen, this is considered a refusal to submit to a test. 
Failure to produce a sample of urine will result in an immediate referral for 
an evaluation from a licensed physician within 5 days who can determine 
in his or her reasonable judgment the safety-sensitive employee’s inability 
to provide an adequate amount of urine.  If no medical reason is found 
substantiating an inadequate sample, the incident will be treated as a 
“refusal to test” and will carry the same consequences as a positive test 
result. 
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It is MVT’s policy that any employee who does not provide a valid 
specimen during a collection for a test will remain off duty until the 
employee is cleared from the MRO that the employee had a valid 
medical reason. 
 

7. If the employee fails to provide an adequate amount of breath for the breath 
alcohol test, a second attempt will be made.  If the Employee, after multiple 
attempts, fails to produce a sample, the Breath Alcohol Technician (BAT) shall so 
note in the “Remarks” section of the breath alcohol testing form and immediately 
inform the DER.  The DER will instruct the employee to obtain, as soon as 
possible but within 5 days after the attempted provision of breath, an evaluation 
from a licensed physician who is acceptable to the employer concerning the 
employee’s medical ability to provide an adequate amount of breath. 

8. Whenever there is reason to believe that an individual has altered or substituted 
the urine specimen, a second specimen shall be obtained as soon as possible 
under direct observation of a same gender observer.  Reasons may include; 
temperature of the specimen out of normal range, bluing agent in the specimen. 

Substituted Specimen- A specimen with creatinine and specific gravity 
values that are so diminished that they are not consistent with human 
urine.  
Adulterated Specimen- A specimen that contains a substance that is not 
expected to be present in human urine, or contains a substance expected 
to be present but is at a concentration so high that it is not consistent with 
human urine. 

9. If the breath alcohol screening is 0.02 or greater, the breath alcohol technician 
will wait at least 15 minutes and a maximum of 30 minutes before administering 
the confirmation test.  Even if more than 30 minutes have passed the BAT will 
still conduct the confirmation test. 

10. To ensure that the test results are attributed to the correct covered employee; 
both specimen bottles must be sealed and labeled in the presence of the donor.  
The labels must be printed with the same specimen identification number as the 
custody control form and are attached to the specimen bottles.  The donor initials 
the labels on the vials verifying that the specimen is his or hers. 

Reasonable Suspicion Testing Procedures 
1. Supervisors and managers receive training to identify behaviors that might be 

indicators of drug use and/or alcohol misuse.  Training includes the procedures 
for how to deal with employees suspected of drug use and/ or alcohol misuse. 

2. If a supervisor observes an appearance, behavior, speech pattern, or body odor 
of the covered employee that might be indicative of drug use and/or alcohol 
misuse, he/she directs the employee to stop work and escorts the employee to 
an area to be questioned and observed in private. 

3. The supervisor completes the Reasonable Suspicion Incident Report.  The 
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supervisor must ensure that the employee does not continue to operate in a 
safety-sensitive function after identified for reasonable suspicion testing.   

4. If there is a decision to test based on observable symptoms, the employee is 
ordered to submit to a drug and alcohol test and is escorted to the collection site.   

5. The employee is on paid status until the test collection is completed.  Employee 
will remain off duty until a negative drug and alcohol test is received.  To 
the greatest extent possible, arrangements shall be made to have him/her 
transported home and employee should not be allowed to leave on his/her own 
recognizance.   

6. If there is a confirmed breath alcohol test of between .02% and .039% (inclusive), 
the employee will be relieved from safety-sensitive duty immediately for a 
minimum of eight (8) hours.  If there is a confirmed positive breath alcohol test 
(.04% or greater) and/or confirmed positive drug test, or refusal to test, the 
employee shall be provided the name and number of a SAP and the employee 
will be terminated. 

7. If the employee’s drug test is confirmed negative by the MRO and/or the BAT test 
is below 0.02 the employee will be allowed to return to work and will be paid for 
any time missed. 

Post-Accident Testing Procedures 

The FTA regulations require testing for prohibited drugs and alcohol in the case of 
certain public transportation accidents. Post-accident testing is mandatory for accidents 
where there is a loss of life and for other non-fatal accidents. 
 

1. The supervisor ensures that all injured people receive proper medical care.  
Nothing in this section shall be construed to require the delay of necessary 
medical attention for the injured following an accident or to prohibit a covered 
employee from leaving the scene of an accident for the period necessary to 
obtain assistance in responding to the accident or to obtain necessary 
emergency medical care. 

2. The supervisor determines whether the accident meets FTA criteria using MVT’s 
“Post Accident Decision Checklist Form”. 

3. If the accident meets the FTA/DOT criteria a DOT post accident drug and alcohol 
test will be conducted immediately.  The employee will be taken to the collection 
site and tested as soon as practicable following the accident.  The employee 
should remain readily available for alcohol testing up to 8 hours and for drug 
testing up to 32 hours after the accident, including notifying his/her supervisor of 
his/her location or he/she may be deemed to have refused to submit to testing if 
he/she does not make him/herself readily available for testing.   

4. Once the tests have been completed the employee will remain off duty until 
a negative drug and alcohol test is received. 

5. If the employee is not tested within two hours for alcohol, the supervisor must 
document the reason for the delay, and if test is not conducted in 8 hours, the 
DER shall cease all further attempts and update the records as to the reason(s) 
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why the test was not completed.  If the 32 hours have passed the DER shall 
cease all further attempts to complete the drug test. 

6. If the employee refuses to be tested, or the breath alcohol test is .04 or greater, 
or if the drug test is confirmed positive, the employee is immediately removed 
from duty, the Sap will find them the qualified SAPs closest to their area and will 
be terminated. 

 

Post -Accident Testing Criteria 

It should be noted that a post-accident test is given because the incident meets the 
criteria listed below.  It is NOT a probable cause or reasonable suspicion test.  An 
accident (§ 655.4) is defined as an occurrence associated with the operation of a vehicle 
in which: 

1.  An individual dies. 
2.  An individual suffers a bodily injury and immediately receives medical treatment 

away from the scene of the accident. 
3.  With respect to an occurrence in which the public transportation vehicle involved 

is a bus, van or automobile, one or more vehicles incurs disabling damage as the 
result of the occurrence and is transported away from the scene by a tow truck or 
other vehicle.  For purposes of this definition, “disabling damage” means damage 
which precludes departure of any vehicle from the scene of the occurrence in its 
usual manner in daylight after simple repairs.   

(Inclusions) Disabling damage includes damage to vehicles that could have 
been operated but would have been further damaged if so operated.  
(Exclusions) damage which can be remedied temporarily at the scene of the 
occurrence without special tools or parts, tire disablement without other 
damage even if no spare tire is available, or damage to headlights, tail-lights, 
turn signals, horn, or windshield wipers that makes them inoperative. 

4.  With respect to an occurrence in which the public transportation vehicle involved 
is a rail car, trolley car, trolley bus, or vessel, the public transportation vehicle is 
removed from operation. 

5.  The FTA has determined that “LIFTS” constitute equipment used in revenue 
service and their operation is essential to the operation of the vehicle and 
protection of public safety, their operation shall now be included in the accident 
definition.  

To determine if a test should be administered under this section, always use MV 
Transportation’s “Post Accident Decision Checklist”.  This form should be used 
for all accidents in determining whether a test will be done under DOT authority. 
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Prohibited Drugs and Alcohol Misuse 

 

MVT is required to ensure that all covered employees receive at least 60 minutes 
of training and discussion on the effects and consequences of prohibited drug 
use on personal health, safety, and the work environment, and on the signs and 
symptoms that may indicate prohibited drug use.  The information below shall 
assist in providing statistics and examples of substance abuse in the work force 
and the signs and symptoms of such use. 
A study conducted showed 75 percent of illicit drug users 18 and older are employed, 
which amounts to about 10 million U.S. workers.  On a daily basis, based on 250 work 
days in a year, at least 42,000 Americans are coming to work stoned or are getting 
“high” while on the job.   

Studies and statistics show that: 

1.  Every 23 minutes a death occurs as a result of a drug or alcohol related 
accident. 

2.  A typical abuser is: 
a. Late to work 3 times more often 
b. Requests twice as much time off 
c. Is absent 2 1/2 times more than average 
d. Uses 3 times as many sick benefits 
e. Collects 5 times as much worker’s comp 
f. Has 300% higher medical costs/benefits 

If these statistics haven’t convinced you that the problem is serious, let’s look at a 
few more. 
A national survey once reported that: 

1.  19% of all children over the age of 12 had used some type of illegal drug 

2.  65% of 18 to 25-year olds had used some type of illegal drug 

3.  30 to 40 million Americans stated they had used cocaine 

4.  By age 17, 70% of American teenagers had tried alcohol 

As you can see, drug and alcohol abuse is a serious problem, having a major effect 
on all our lives.  Even though you may not be abusing drugs or alcohol, you are 
affected by the results of drug and alcohol abuse in our society.  You pay higher 
medical costs to help cover the costs for abusers who cannot afford the cost of 
treatment.  You pay higher insurance costs to help fund the drug and alcohol abuse 
programs paid for by insurance companies.  The material and services you buy cost 
more because of decreased worker productivity, as well as increased cost to 
employers.
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This section is designed to provide you with a brief overview of the seriousness of 
using controlled substances and alcohol.  It also provides education on the signs, 
symptoms and effects of the illicit drugs that you will be tested for. Your employer 
has taken great measures to assure you of a safe working environment.  Please 
review this booklet in its entirety to educate yourself on drug and alcohol in the 
workplace.  When you have completed reading this material, you will better 
understand the need for a drug-free workplace. 
The drugs for which you will be subject to testing include: 

● Amphetamine   ● Cocaine  
● Marijuana   ● Opioids 
● Phencyclidine (PCP)  ● Alcohol (by evidential breath testing device only)  

Facts about Amphetamines 

Amphetamines (methamphetamine, MDMA-ecstasy) are central nervous system 
stimulants.  They tend to make people “hyper” and “jumpy”.  They can be taken 
either orally or injected.  They are often used by people to stay awake and to 
counteract the effects of drowsiness.  They are especially dangerous to take 
while performing safety-sensitive tasks or driving. 

Ecstasy, MDMA (3,4 methylenedioxymethamphetamine), is a synthetic, psychoactive 
drug that is chemically similar to the stimulant methamphetamine and the hallucinogen 
mescaline. MDMA causes an increase in serotonin which plays an important role in the 
regulation of mood, sleep, pain, appetite, and other behaviors.  
 
Some heavy MDMA users experience long lasting confusion, depression, and selective 
impairment of working memory and attention processes.  Ecstasy users make extremely 
dangerous drivers. They can exhibit the same impairments as amphetamine, heroin, 
cocaine, and hallucinogen users. 
 

Signs and Symptoms of Amphetamine Use 
 Hypersensitivity    
 Exhaustion 
 Dilated Pupils 
 Grinding teeth 
 Loss of appetite and immediate weight loss 
 Dry mouth 
 Excessive talking 

Effects on Person 
 More likely to take risks 

 Impaired judgement 

Page 262



31 
 

 
 

Facts about Cocaine 

Cocaine also stimulates the central nervous system.  It gives the user an intense 
feeling of well-being, or euphoria, known as a “high”.  The “high” will last for 10 to 
60 minutes. A more potent form of the drug called “crack” cocaine is especially 
addicting and dangerous.  Although it’s “high” lasts only about 5 to 8 minutes, 
“crack” cocaine can be addicting after only one use, and cause death the first 
time it is used.  Cocaine can be injected, snorted, or free-based.  Snorting is 
sniffing the drug up the nose, and free-basing is done by heating the drug and 
inhaling the vapors. 

Signs and Symptoms of Cocaine Use 
 Mood swings 
 Weight Loss 
 Restlessness:  Difficulty sitting or standing in one place 
 Depression 
 Nose bleeds 
 Irritable, angry, nervous, angers easily 
 Bad breath 
 Euphoric feeling 
 Running nose, uncontrollable sniffing 

Effects on Person 
 Slowed reaction time 
 Distorted vision and depth perception 
 Slow to make decisions 
 Unable to correctly measure time and distance 

Facts about Marijuana 

Marijuana is a depressant and mind-altering drug.  Marijuana does not depress 
the central nervous system’s reaction, it works on the brain.  Mind altering means 
it causes hallucinations.  It can be eaten or smoked.  Street names for marijuana 
are “dope”, “grass”, “joint”, “hash”, or “hooch”.  
Tests have shown that people’s reflexes and thought processes are slower under 
the influence of marijuana.  The effects of this drug are longer lasting than first 
thought.  In fact, impairment can last more than 24 hours after using marijuana.  
The body actually stores the drug for days, weeks, and in some cases, months, 
depending on the frequency of use. 
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Signs and Symptoms of Marijuana Use 
 Dilated pupils 

 Slowed reflexes 

 Giddiness 

 Slowed thinking 

 Moodiness 

 Trance-like state  

 Impaired vision 

 Reduced feeling of pain 

 Odor of burning 

 Short-term memory loss 

 Loss of concentration 

 Unable to sleep after prolonged use 

Signs To Look For 
 Cigarette rolling paper  

 Dried plant material, either crumbled or pressed 

 Roach clip (device to hold joint)         

 Hash pipe (very small pipe) 
 

Facts about Opioids 

Opioids are classified as a narcotic analgesic.  They tend to have a sedating, calming 
effect, and act as a depressant to the central nervous system.  Opioids are more 
commonly known as morphine, codeine, hydrocodone, hydromorphone, oxycodone, 
oxymorphone, and heroin.  Street names for Opioids are “junk”, “smack”, “horse”, and 
“brown sugar”.  Opioids are prescribed by doctors to relieve pain, they can either be 
taken orally, injected or smoked. Some common names for these semi-synthetic opioids 
include OxyContin®, Percodan®, Percocet®, Vicodin®, Lortab®, Norco®, Dilaudid®, 
Exalgo®. 
 

When the drug is injected, the user feels an immediate “rush”, usually followed by a very 
relaxed and soothing feeling.  However, some Opioids can cause very unpleasant side 
effects such as nervousness, nausea, and restlessness, and if taken in excess, may 
cause coma or death. 

 
Signs and Symptoms of Opioid Use 

 Mental confusion              
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 Slured speech                

 Unsteadiness   

 Hostility                                 

 Memory loss 

 Drowsiness 

 Excess talking                   

 Euphoria 

 Depression    

 Short attention span                      

 Cold, moist or bluish skin                 

 Reduced feeling of pain 

Effects on Person 
 Lack of concentration – Day dreaming  

 Distorted sense of time and distance 

 Distorted vision 

 
Facts about Phencyclidine (PCP) 

Phencyclidine, commonly called “Angel Dust”, is known as a dissociative anesthetic. 
Users of PCP may experience hallucinations and signs of intoxication. They may not be 
able to focus their attention or will experience confusion and lack of coordination.  
Although PCP has immediate short-term effects, it is also known for its long-term effect 
of causing psychotic behavior often associated with violent acts. Other street names for 
PCP include “hog”, and “crystal”. PCP may be smoked, snorted or injected.   

Signs and Symptoms of PCP Use 
 Delusions 

 Confusion 

 Panic 

 Increased blood pressure 

 Anxiety 

 Flashbacks 

Effects on Person 
 More likely to take risks 

 Impaired coordination 

 Aggressive actions 
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Facts about Alcohol 

Alcohol is a socially acceptable drug that has been consumed throughout the world for 
centuries.  It is considered a recreational beverage when consumed in moderation for 
enjoyment and relaxation during social gatherings.  However, when consumed primarily 
for its physical and mood-altering effects, it is a substance of abuse.  As a depressant, it 
slows down physical responses and progressively impairs mental functions.  

Signs and Symptoms of Use 
 Dulled mental processes 
 Lack of coordination 
 Odor of alcohol on breath 
 Possible constricted pupils 
 Sleepy or stuporous condition 
 Slowed reaction rate 
 Slurred speech 

(Note: Except for the odor, these are general signs and symptoms of any depressant 
substance.) 

Health Effects 
The chronic consumption of alcohol (average of three servings per day of beer 
[12oz], whiskey [1oz], or wine [6oz glass] over time may result in the following health 
hazards: 

 Decreased sexual functioning  
 Dependency (up to 10% of all people who drink alcohol become physically 

and/or mentally dependent on alcohol and can be termed “alcoholic”) 
 Fatal liver diseases 
 Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast, 

and malignant melanoma. 
 Kidney disease, Pancreatitis, Ulcers 
 Spontaneous abortion and neonatal mortality 
 Birth defects (up to 54% of all birth defects are alcohol related). 

Workplace Issues 
 It takes one hour for the average person (150 pounds) to process one 

serving of an alcoholic beverage from the body. 

 Impairment in coordination and judgment can be objectively measured with 
as little as two drinks in the body. 

 A person who is legally intoxicated is 6 times more likely to have an accident 
than a sober person.  
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                                               ACKNOWLEDGEMENT  
                                                               OF  

EMPLOYER’S DRUG AND ALCOHOL TESTING POLICY  
 

 
I, _____________________________________________, the undersigned, hereby  
                                Print Full Name  
 
acknowledge that I have received a copy of the anti-drug and alcohol misuse program 
policy mandated by the U.S. Department of Transportation, Federal Transit 
Administration for all covered employees who perform a safety-sensitive function. I 
understand this policy is required by 49 CFR Part 655, as amended, and has been duly 
adopted by the governing board of the employer. Any provisions contained herein which 
are not required by 49 CFR Part 655, as amended, that have been imposed solely on 
the authority of the employer are designated as such in the policy document.  
 
I further understand that receipt of this policy constitutes a legal notification of the 
contents, and that it is my responsibility to become familiar with and adhere to all 
provisions contained therein. I will seek and get clarification for any compliance with all 
provisions contained in the policy. I also understand that compliance with all provisions 
contained in the policy is a condition of employment.  
 
I further understand that the information contained in the approved policy dated April 1, 
2018 is subject to change, and that any such changes, or addendum, shall be 
disseminated in a manner consistent with the provision of 49 CFR Part 655, as 
amended.  
 
I hereby acknowledge that I have participated in and completed the required minimum  
60 minutes of training on the effects and consequences of prohibited drug use on 
personal health, safety, and the work environment, and on the signs and symptoms that 
may indicate prohibited drug use in accordance with Part 655.14(b)(1) and in addition, 
to the training, this policy and handbook was reviewed. 
 
I further acknowledge that I have been advised of the consequences for safety sensitive 
employees who violate the testing requirements. 
 
 
__________________________________     ______________  
Signature of Employee                                                                           Date 
 
__________________________________      
Print Name 
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Return to Work Less than 30 Days 
 

Employee Name (Print):          Employee Number:         
 
EE Job Title:             Division Name/#:         
 
Safety Meetings Reviewed    Months Reviewed  Quiz Score % 
          April 2020         
          May 2020         
          June 2020         
          July 2020         
 

 

Safety Meetings               hours   
Road Evaluation              minutes (minimum of 30 minutes) 
DriveCam 9+ Events Coaching and Counseling        minutes      
Total Time               hours and     minutes 
 
Driving Evaluation (must be a minimum of 30 minutes) 

 Operator must watch videos and review applicable material for Safety Meetings which he/she has missed during 
their leave from MV Transportation. 

 Operator must review and be coached on DC events with a score of 9+. 
 Operator must demonstrate proficiency on all aspects of the road evaluation. 

 

Note: Road Evaluation and all other applicable training documents to be attached to this record. 
 

As a MV Transportation Professional Operator Instructor/Supervisor, I recommend this student be release back into 
revenue service. 

     
This student has NOT satisfactorily demonstrated that he or she has mastered the required standards.  As 
required this student must go through the 31‐60 day training curriculum. 

 
Trainee ‐ By signing below, I acknowledge that I’m familiar with MV Transportation’s safety programs and know what’s 
expected of me in order to perform my job in a safe manner.  I AM COMMITTED TO SAFETY! 
 
                         
Employee Signature              Date 
             
Trainer ‐ By signing below, I acknowledge that this employee has completed all required classroom training and passed a 
Road Evaluation.   
 
                         
Trainer Name (print)              Date 
 
                   
Trainer Signature              
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Return to Work 31‐60 Days 
 

 
Employee Name (Print):         Employee Number:         
 
EE Job Title:             Division Name/#:         
 
Classroom Training 
 
Subject Matter      Time (Hours)  Module               Date Completed   Trainee Initials 
 
Intersections      30 mins   16               
Pedestrian & Bicyclists    30 min    25               
 
Safety Meetings Reviewed    Months Reviewed  Quiz Score % 
 
          April 2020         
          May 2020         
          June 2020         
          July 2020         
 

 

Total Classroom              1   hour(s)  
Safety Meetings               hour(s) 
DriveCam 9+ Events Coaching and Counseling          minutes 
Road Evaluation               minutes (minimum of 30 mins)   
Total Time                 hours and     minutes 
 
Road Evaluation (must be a minimum of 30 minutes) 
 

 Operator must complete classroom training. 
 Operator must watch videos and review applicable material for Safety Meetings which he/she has missed 

during their leave from MV Transportation. 
 Operator must review and be coached on DC events with a score of 9+. 
 Students must demonstrate proficiency on all aspects of the road evaluation. 

 

Note: Road Evaluation and all other applicable training documents to be attached to this record. 

 

 
As an MV Transportation Professional Operator Instructor/Supervisor, I recommend this student be released  
back into revenue service. 

     
This student has NOT satisfactorily demonstrated that he or she has mastered the required standards.  As 
required this student must go through the 61‐90 day training curriculum. 
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Trainee ‐ By signing below, I acknowledge that I’m familiar with MV Transportation’s Defensive Driving Program and 
prepared to go back into revenue service.  I AM COMMITTED TO SAFETY! 
 
 
                         
Employee Signature              Date 
             
Trainer ‐ By signing below, I acknowledge that this employee has completed all required classroom training and 
passed a Road Evaluation.   
 
 
                         
Trainer Name (print)              Date 
 
 
                   
Trainer Signature       
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Return to Work 61‐90 Days 

Employee Name (Print):  Employee Number: 

EE Job Title:   Division Name/#: 

Classroom Training 

Subject Matter    Time (Hours)  Module      Date Completed   Trainee Initials 

LLLC Defensive Driving   30 mins   15 
Intersections    30 mins   16 
Pedestrians & Bicyclists    30 mins   25 
Mobility Device Securement  45 mins   31 

Safety Meetings Reviewed Months Reviewed  Quiz Score % 

April 2020 
May 2020 
June 2020 
July 2020 

Total Classroom   2   hour(s) and   15  minutes 
Safety Meetings  hour(s) 
DriveCam 9+ Events Coaching and Counseling  minutes 
Road Evaluation (field)  minutes (minimum of 30 minutes)
Total Time  hours and     minutes 

Road Evaluation (must be a minimum of 30 minutes) 

 Operator must complete classroom training.
 Operator must watch videos and review applicable material for Safety Meetings which he/she has missed

during their leave from MV Transportation.
 Operator must review and be coached on DC events with a score of 9+.
 Operator must demonstrate proficiency on all aspects of the Road Evaluation.

Note: Road Evaluation and all other applicable training documents to be attached to this record. 

As an MV Transportation Professional Operator Instructor/Supervisor, I recommend this student be released 
back into revenue service. 

This student has NOT satisfactorily demonstrated that he or she has mastered the required standards.  As  
required this student must go through the Like Service training curriculum. 
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Trainee ‐ By signing below, I acknowledge that I’m familiar with MV Transportation’s safety programs and know 
what’s expected of me in order to perform my job in a safe manner.  I AM COMMITED TO SAFETY! 
 
 
                         
Employee Signature              Date 
             
 
Trainer ‐ By signing below, I acknowledge that this employee has completed all required classroom training and 
passed a Road Evaluation.   
 
 
                         
Trainer Name (print)              Date 
 
 
                   
Trainer Signature       
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Return to Work ‐ Safety Leadership – BTWs and Road Sups 
 

Employee Name (Print):         Employee Number:         
 
EE Job Title:             Division Name/#:         
 
Classroom Training 
 
Subject Matter      Time (Hours)  Module               Date Completed   Trainee Initials 
 
LLLC Defensive Driving     30 mins   15               
Intersections      30 mins   16               
Pedestrians & Bicyclists    30 mins   25               
Road Supervisor Obs. Techs.    30 mins   pg. 8‐11 & CD               
Road Supervisor Obs. Techs.    15 mins   Test (pg. 11)             
 
Safety Meetings Reviewed    Months Reviewed  Quiz Score % 
 
          April 2020         
          May 2020         
          June 2020         
          July 2020         
 

 

Total Classroom                     hours and   minutes 
Safety Meetings                     hour(s) 
DriveCam Trend and Risky Driver Review                minutes 
Road Supervisor Observation Techniques – pg 8‐11 & corresponding CD         minutes    
Road Supervisor Observation Techniques – Take Test (pg 11)           minutes    
Certificate Review (Reasonable Suspicion, BTW, Road Sup)           minutes    
Total Time                     hours and   minutes 
 

 Employee must complete classroom training. 
 Employee must watch videos and review applicable material for Safety Meetings which he/she has missed 

during their leave from MV Transportation. 
 Employee must review DC trends and current priorities based off risky behaviors / risky operators. 
 Employee must complete a refresh of performing a Road Evaluation, found in the Road Supervisor manual 

on pg 8 – 11. 
 Employee must successfully pass test on performing a Road Evaluation, found in the Road Supervisor 

manual on pg 11. 
 Employee must be up‐to‐date on certificates, including Reasonable Suspicion, Road Supervisor and BTW.  If 

Road Sup or BTW certificate is more than 12 months old, schedule for retraining within 60 days of RTW. 
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Note: All other applicable training documents to be attached to this record. 

 

As an MV Transportation Professional Operator Supervisor/Manager, I recommend this student be released 
back into revenue service. 

     
This student has NOT satisfactorily demonstrated that he or she has mastered the required standards.  As                 
required this student must go through a more in‐depth training curriculum with the Safety Manager and / or 
Safety Director. 

 
Trainee ‐ By signing below, I acknowledge that I’m familiar with MV Transportation’s safety programs and know 
what’s expected of me in order to perform my job in a safe manner.  I AM COMMITED TO SAFETY! 
 
 
                         
Employee Signature              Date 
             
 
Manager ‐ By signing below, I acknowledge that this employee has completed all required training and is up‐to‐date 
on certifications.   
 
 
                         
Manager Name (print)              Date 
 
 
                   
Manager Signature       
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Return to Work ‐ Dispatchers 
 

Employee Name (Print):         Employee Number:         
 
EE Job Title:             Division Name/#:         
 
Classroom Training 
 
Subject Matter                Time    Date    Trainee 
                      Completed  Initials 
 
Technical Refresher Training (Dispatch Software, Forms, Scripts, etc.)    ___    ___    ___ 
Review Changes to Policies (Social Distancing, PPE, Fares, etc.)      ___    ___    ___ 
1 Hr of Customer Service Refresher Training          ___    ___    ___ 
Missed MVU Courses (Cybersecurity, etc.)          ___    ___    ___ 
 
Safety Meetings Reviewed    Months Reviewed  Quiz Score % 
 
          April 2020         
          May 2020         
          June 2020         
          July 2020         
 

 

Total Classroom                     hours and   minutes 
Safety Meetings                     hour(s)  
Total Time                     hours and   minutes 
 

 Employee must watch videos and review applicable material for Safety Meetings which he/she has missed 
during their leave from MV Transportation. 

 Employee must review and demonstrate proficiency in a technical refresher training, to include a refresher 
of dispatch software, review of forms and scripts, etc. 

 Employee must review and be aware of all changes to policies, including but not limited to social distancing 
policies; number passengers per vehicle; PPE required by passengers or employees; fare collection; how to 
board a vehicle; any other changes that may have taken place. 

 Employee must complete a 1‐hour refresher of customer service training. 
 Employee must be up‐to‐date on their Reasonable Suspicion certificate, if applicable. 
 Employee must complete any missed courses in MV University, such as Cybersecurity training. 

 

 
Note: All other applicable training documents to be attached to this record. 
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As an MV Transportation Professional Operator Instructor/Supervisor/Manager, I recommend this student be  
released back to work. 

     
This student has NOT satisfactorily demonstrated that he or she has mastered the required standards.  As                 
required this student must go through more in‐depth training curriculum with the manager. 

 
Trainee ‐ By signing below, I acknowledge that I’m familiar with MV Transportation’s safety programs and know 
what’s expected of me in order to perform my job in a safe manner.  I AM COMMITED TO SAFETY! 
 
 
                         
Employee Signature              Date 
             
 
Manager ‐ By signing below, I acknowledge that this employee has completed all required training and is up‐to‐date 
on certifications.   
 
 
                         
Manager Name (print)              Date 
 
 
                   
Manager Signature       
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POST ACCIDENT RETRAINING

The Katherine McClary Story 2 X X X X  

MV Transportation Professional 3 X X X X X X X X X X X X X X

Fatigue Management 6 X X

On the Road 13 X X X X X X X X X X X X X

The Basics of Safety 14 X X X X X X X X X X X X X X

LLLC ‐ Defensive Driving 15 X X X X X X X X X X X X X X

Mirrors & Reference Points 18 X X X X X X X X X

Following Distance 20 X X

Backing Basics 21 X X X X X

Intersections 22 X X X X X X X

Changing Lanes, Merging & Passing 23 X X X X X X X

Railroad Crossings 24 X X X X X

Pedestrians 25 X X  

Special Conditions 26 X X

LLLC

Slips Trips and Falls X X

Distracted Driving X X X X X X X X

Pedestrians/Cyclists

Avoiding Fixed Objects X X X

Left Turns/Pedestrians

Right Turns/Pedestrians

BTW
   BTW

   Road Test Eval
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_________________________________________
Employee Signature

_________________________________________ 
Trainer Signature Page 277



_________________________________________
Employee Signature

_________________________________________ 
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The Standard of Excellence Since 1976 

                                                                                                           
                        #44 LIVERMORE ANNUAL DRIVER RECERTIFICATIONS 
                                                                          2019 

Employee Name (print): ___________________________________________ 

Employee Number: ________________     Division #: ___________________ 

Drivers Initials:   Date completed:    Subject: 
 
____________   _____________    W/C Recertification 

____________   _____________    Mirror Station 

____________   _____________    Pre-Trip Inspection 

____________   _____________    Air Brake Test 

____________   _____________    Right/Left Turns 

____________   _____________    Ride/Road Check 

**Note:  Drivers must demonstrate proficiency on all aspects of the recertification subjects above 

_____ This Driver has satisfactorily demonstrated that he/she has mastered the subjects listed 

_____ This Driver has not passed some/all subjects listed above.  Needs retraining. 
 
By signing below, we acknowledge that the Driver has been trained and is familiar with the above 
noted subjects and meets the minimal requirements for this locations annual recertification process. 

_________________________________________                                          __________________ 
Drivers Signature                                                                                                Date 

_________________________________________                                     
Safety Manager 
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11_Exhibit F - Operator Training Requirements 1 

Operator Requirements and Training Program 

Prior to Proposer starting revenue service, training shall be given to each of the 
Proposer’s employees or subcontractors, as appropriate.  Training must be performed 
by a certified Operator trainer.  Operators must meet minimum qualifications outlined 
below. 

Certified Operator Trainer 
Certified Operator Trainer must have either a State of California Department of 
Education Instructor’s Certificate or a Department of Transportation Instructor’s 
Certificate. 

Operator/Operator’s Licenses 
Operators  must have Department of Motor Vehicles Class B or C Operators’ licenses, 
as appropriate, with passenger endorsements current medical certificate (DL-51), and 
hold a current Verification of Transit Training (VTT) certificate. 

Pull Notice Program 
All persons operating LAVTA equipment shall be on the DMV Pull Notice Program.  Any 
“Notice of Action” on a Operator’s record shall be reviewed by the certified Operator 
trainer.  Review of operators’ commercial license records is mandatory. 

New Bus Operator/Operator Training For Commercial Class B or C License  
Those bus Operators without prior transit coach or charter coach driving must complete 
a training program that results in qualifying for a Class B or C, as appropriate  License 
and training verification. 
All State of California, California Highway Patrol, Department of Motor Vehicles, and 
Department of Transportation requirements shall be included in the new bus Operator 
training program.   
No prospective or present employee of Proposer who tests positive on the drug/alcohol 
screening test shall be assigned to LAVTA service. 

Training for Existing  Certified Operator/Operators 
Operators with an existing Class B certified license that have at least three months 
experience with transit coaches shall have minimum of sixteen (16) hours of training on 
the specific vehicles used in all of LAVTA’s services.  Those Operators without at least 
three months transit coach experience should have at least forty (40) hours of behind 
the wheel training on the specific vehicles in LAVTA service.  Minimum training hours 
required shall be in non-revenue service. 

Supplemental Training for All Operators 
 All Operators, regardless of prior experience, must be given route specific

training.  At least sixteen (16) hours of actual driving for each route must be
included.

Exhibit 6
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11_Exhibit F - Operator Training Requirements 2 

 A minimum of four (4) hours of classroom instruction on the following: vehicle
code, radio procedures, accident procedures, Operator vehicle and schedule
assignments, and employee rules and regulations.

 A minimum of four (4) hours of classroom instruction of the following:  fares,
monthly pass sales, transfer use and procedures, regional transit information and
other pertinent customer operating procedures.  Operators shall obtain through
training a good working knowledge of the regional public transit system.
Operators shall be informed on an ongoing basis of transit service changes.

 A minimum of four (4) hours of classroom instruction of the following: customer
courtesy and safety procedures and techniques for handling customer complaints
and handling of Operator-passenger confrontations and sensitivity training.

 A one (1) hour plus orientation to LAVTA policies and requirements for operating
performance including competed trips, on-time performance, and liquidated
damages/performance bonuses.

 All Operators must receive and pass the eight hour minimum National Safety
Council Defensive Driving Courses or equivalent.

 An additional eight hours of training shall be devoted to the operations of lift
equipment and sensitive and courteous treatment of persons with disabilities.
The lift training shall include instruction on the operation of lifts and securements,
experience boarding and alighting individuals in wheelchairs under various
conditions and empathy training to help operators gain insight into the special
needs and specific obstacles persons with disabilities may encounter using
public transportation.  Note that all Operators, fixed route, Dial-A-Ride, and
Demand Area Responsive Transit, undergo this training.

 Red Cross First Aid Training is an option which may be completed within fifteen
(15) days after start of Operator’s service.

Operators’ Rules and Regulations 
Uniforms/Appearance.  Uniforms must be worn at all times when on duty.   
Proposer shall provide and maintain clean, identical uniforms for all Operators and shall 
enforce dress and appearance requirements, also subject to approval of LAVTA.  At a 
minimum, dress requirements shall include: 

 Clean, identical (currently blue and white striped) shirts for all Operators.
 Clean, identical, dark solid color jackets or sweaters for all Operators for use

during cold or rainy weather.
 Clean, identical, professionally made identification tags, including WHEELS logo

and Operator name.
 WHEELS patch on the right sleeve of the shirt and jackets.
 Clean, dark solid color full-length pants/trousers, clean, dark, matching socks and

clean, dark solid shoes for all male Operators.
 Clean, dark solid color full-length pants/trousers (or clean, dark solid skirts), and

clean dark color shoes for all female Operators.
 Proposer may propose alternative summer uniforms for Operators subject to

LAVTA approval.
 All shirts/blouses tails must be tucked into the Operators’ pants/trousers (or

skirts).
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11_Exhibit F - Operator Training Requirements 3 

 Operators must have neatly groomed hair and maintain neat appearance.  For 
safety reasons Operators with hair longer than shoulder length will be required to 
have it pulled back and secured.  

 Proposers may specify equivalent alternate dress and appearance codes, 
subject to LAVTA’s prior approval. 

  
Operator Rules 

 While in uniform, a Operator will not purchase, consume or be under the 
influence of any narcotic, intoxicant or harmful drug. 

 A Operator will be responsible for keeping the vehicle clean and sanitary during 
his/her shift. 

 Operators are responsible for immediately reporting any defects their assigned 
vehicle may have to the supervisor. 

 Operators must conduct themselves and operate their assigned run in a safe 
vehicle and courteous manner at all times. 

 Operators may use vehicles only in accordance with their assigned duties. 
 Operators are responsible for displaying proper destination signs while in service. 
 Operators providing service must travel over the prescribed routes and must 

maintain time schedules.  If it becomes necessary to go off route, the employee 
will first immediately notify his/her supervisor via radio or phone to receive 
direction.  No run will be cut short. 

 Operators will report to the dispatchers any unusual occurrences observed on 
the road and any vandalism or damage to LAVTA property. 

 Operators shall not accept gratuities. 
 Operators may not talk on cell phones while their vehicle is in service or in 

motion. 
 Operators may not eat or drink while operating their vehicle.  Beverages must be 

in an approved container. 
 

In-Service Training 
 Operators should receive at least one (1) hour of pure safety training each month 

by a certified trainer.  Proposer should be prepared to submit to LAVTA safety 
meeting topics and attendance lists. 

 Proposer trainer shall conduct a one (1) hour evaluation check ride with each 
Operator at least once every three months.  This is a minimum.  Additionally, 
random follow-ups should be performed on all Operators.  LAVTA should be 
provided with certification that ride checks have been performed.   

 Proposer shall conduct a one (1) hour refresher training in proper use of 
wheelchair lift procedures and use of all wheelchair securement devices with 
each LAVTA fixed route, Dial-A-Ride, and Demand Area Responsive Transit 
service bus Operator at least once every six (6) months.  All Operators should 
receive refresher sensitivity training annually.  These are minimum training goals. 

 Operators are to receive refresher presentations on a regular basis on 
emergency procedures and emergency preparedness so that they will be 
prepared to respond in a major disaster. 
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11_Exhibit F - Operator Training Requirements 4 

 Proposer shall require operator’s attendance at a Planning and Marketing/Public 
Outreach meeting no less than once per quarter.  These meetings may be 
monthly at LAVTA’s discretion. 

 
Safety 
Operators shall conduct themselves with the highest regard for passenger safety and 
comfort, including but not limited to: 

 Yield even though they may not have the right-of-way. 
 Follow National Safety Council Defensive Driving Course practices. 
 All information regarding any system accident is confidential.  Employees will 

only speak to police or supervisory personnel regarding any such accident. 
 Operators shall report unsafe conditions to the dispatcher or supervisor for 

immediate attention 
 
Intelligent Transportation Systems Training Requirement 
LAVTA owns and operates several pieces of technology which are designed to provide 
excellent customer service information to patrons and assist staff with the daily 
management of the system.  Operators are a critical piece of this puzzle and Contractor 
shall ensure that all operators are properly trained in all pieces of technology currently 
(and in the future) in use.  These systems have been listed and described in previous 
citations within this solicitation.  Contractor shall conduct mandatory retraining of 
operators if deficiencies with use of technology are noted.  Contractor shall also provide 
periodic retraining classes to re-fresh operators who may not use technology as 
frequently as others.   Proposers who elect to use “approved equal” technology must 
train Operators on their use and ensure the use is as intended by the Proposer. 
 
Physical Examinations 
Proposer shall provide Proposer’s Operators’ medical examinations at Proposer’s 
expense at a certified medical facility, and Proposer shall not permit any Operator who 
has not successfully passed such examination to operate a vehicle in any service 
included in this Agreement.  Medical examinations must be sufficient to meet the 
medical requirements to qualify for a Class B or C, as appropriate, certificate issued by 
the California Department of Motor Vehicles.  Operators must have in their possession 
when operating a vehicle a valid Class B or C, as appriopriate license, current medical 
card (DL-51) with current medical form on file with DMV.   

 
Additional Requirements 

 LAVTA may revise operating procedures, fare policies, and employee’s rules and 
regulations based on specific incidents or general policy development.  LAVTA 
may request Proposer input, when necessary, to make changes to the operating 
procedures and rules and regulations included within this Agreement. 

 Proposer shall supply LAVTA with a list of Operators who have completed the 
specified Operator training program for all LAVTA’s routes. This list shall be 
updated at least monthly and as additional Operators are trained. 

 A meeting of all affected personnel of the Proposer shall be held prior to system 
start-up or service changes when so requested by LAVTA.  No more than four (4) 
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11_Exhibit F - Operator Training Requirements 5 

such meetings will be requested during any one (1) year period.  LAVTA shall be 
permitted to attend these meetings if so requested by LAVTA. 

 LAVTA shall be able to request that specific Operator(s) be replaced for failure to 
follow the Operator’s Rules or LAVTA’s Customer Service Policies:  (Section 6 of 
this Attachment) or other reasonable cause.   
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Maintenance I Shop Safety 
Handbook 
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Maintenance/Shop Safety Handbook 

■ When blowing off dirt from material, always direct the force of air in such a manner
as to avoid blowing the dirt on fellow workmen. If this is unavoidable, warn everyone
away from the immediate vicinity.

■ Air hose valves shall be turned off at the feeder line connection when air is not being
used.

■ Scuffling with compressed air is prohibited.
■ If it is necessary to test tanks, cans, radiators, or other similar parts for leaks with

compressed air, the pressure used must be of known, low, safe pressure with an air
gauge and a properly adjusted reducer or safety valve in the air line.

■ Proper air hose fittings should be used on all hose ends.
■ Anyone cleaning engines, bus chassis, or parts with pressurized cleaning sprays

must wear safety goggles, boots, and aprons. Use only OSHA approved gun with
proper air pressure.

Painting 

■ Only use automotive paint products that allow the use of charcoal cartridge air
respirators/purifiers and do not require "positive air flow / forced fresh air flow"
respirators - information on proper PPE/res irator ttpe is found on the product's
MSDS sheet.

■ Painters shall wear properly rated cartridge type respirators when spray painting.
Employees working in immediate vicinity shall wear them, also. There is to be no
swaying during the movement of vehicles in and out of the spray room/areas.

■ Paint limit - recommended 2 P-ints max (0.25gls) per day (approximately the quantity
of 2 aerosol cans).

■ Use only "Single Stage" paint (meaning the paint product does not require a
separate clear coat application)

■ Paint only in well ventilated areas or outdoors (if indoors, try to paint only at night or
after-hours to limit exposure to other employees)

■ Use only "low velocity" spray nozzles or aerosol cans
■ Maximum paint area: Only perform in-house paint repairs if the area to be painted is

not lager than 162 square inches ( 18" x 9"), or roughly the area that can be covered
by two "adult male" hands.

■ No painting shall be done on the inside of the bus while it is being sprayed on the
outside.

■ Electric wires to are to be left alone by painter unless supervisor has determined that
they are dead.

• Each worker must know the danger of lead poisoning existing in certain kinds of
paint. The Industrial Commission recommends the following steps to be taken to
avoid this danger.
■ Do not put fingers in the mouth or eat food while working.
■ Before eating and before leaving work, wash face, hands, and arms with soap,

and thoroughly cleanse the nose and mouth: Do not eat lunch in the same room
where lead paint is handled.

■ Do not go to work with an empty stomach.
■ Keep fingernails cut short and clean.
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• Do not chew tobacco while at work. 

Servicing and Cleaning Buses 

• See "Moving Vehicles".

Maintenance/Shop Safety Handbook 

• Personnel who are servicing buses must wear shoes without metal cleats, so as not
to damage the flooring.

• When checking water level, take extreme care when opening the filler spout, as
follows:
• Push pressure relief valve to release pressure.
• Stand back and keep face away from opening when releasing filler cap. Report

all caps and relief valves which do not work properly.
• When cleaning or servicing a bus, report all defects immediately to the supervisor.
• Use windshield wipers when driving a bus through a washer.
• Always wear proper PPE when cleaning/servicing buses (gloves / eye protection)

Electrical Equipment 

• Only qualified workman shall work on live electrical lines. Never work on a live line
unless absolutely necessary.

• When opening switches, cutouts, or clamps on a live line, use approved insulated
tools.

• When connecting equipment to a live line, make the live connection last.

Light Bulbs 

• When removing light bulbs which have become stuck in the socket, use bulb pliers,
rag, or glove to avoid cuts if glass should break.

• Burned out bulbs must not be dropped or broken.,
• Burned out fluorescent tubes should only be replaced by authorized persons. The

tubes should be put in the box provided so the trash man can easily dispose of
them.
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Maintenance/Shop Safety Handbook 

Class B Extinguishers 

Class B extinguishers are used to put out fires involving gases or flammable liquids 
such as oil, gasoline, paint, solvents, and grease. The extinguishers may use carbon 
dioxide, foam, or dry chemicals to put out the fire either by cutting off oxygen or 
reducing flame. 

Class B extinguishers also have numbers. With Class Bs, the numbers tell how many 
square feet the extinguisher can handle. A 5-B should be able to put out a five-square­
foot fire, a 10-B a 10-square-foot fire, etc. 

Class B extinguishers are required to be no more than 50 feet from the possible scene 
of the fire. 

Class C Extinguishers 

Class C extinguishers are used for fires involving or surrounding electrical equipment 
fires. 

It's very important that you never use water on an electrical fire. Water conducts 
electricity and using it on an electrical fire could mean a dangerous shock for the person 
operating the extinguisher. 

The Class C extinguishers usually use carbon dioxide or a dry chemical to put out fires. 
These extinguishers do not have numbers. 

Combination Extinguishers 

Combination ABC or BC extinguishers are used when a fire combines one or more of 
the three types of fires we've discussed. 

Class D Extinguishers 

Class D extinguishers are used for fires in combustible metals, including sodium, 
magnesium, zinc, potassium, powdered aluminum, and titanium. They're required in 
any operation that generates combustible metal powders, flakes, or shavings at least 
once in a two-week span, and have to be kept within 75 feet of where they would be 
used. 

Class D extinguishers don't have numbers. They're considered for "special" hazard 
protection only. 

We have extinguishers in the following categories (list) and here's where they're 
located (list). 

Safety Procedures 

Now you know what kind of extinguisher to use on what kind of fire. The actual 
operating procedure is fairly simple. You: 

■ Pull the pin

■ Stand about eight feet from the fire

■ Aim the hose at the base of the fire

■ Squeeze the trigger.
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LAVTA Public Transportation Agency Safety Plan 

Safety Strategies for Infectious Diseases 
In order to minimize the exposure of the public, personnel, and property to hazards and unsafe 
conditions, LAVTA has implemented multiple strategies throughout the workplace and protocols 
consistent with the guidelines of the Centers for Disease Control and Prevention (CDC) as well as the 
Transportation Security Administration (TSA), the Division of Occupational Safety and Health of 
California (Cal/OSHA), and local health authorities. 

Some of these mitigations are permanent installations and will continue to be used and maintained. 
LAVTA will continue to monitor and follow the strictest of guidelines published on the websites of 
the CDC, TSA, and Alameda County Public Health Department, with regard to infectious diseases, 
current or future. Please see below for websites. 

Documented strategies implemented for COVID-19 pandemic: 

Personal protective equipment (PPE) ordered and provided for employees and the public. 

• Masks and gloves were ordered and provided daily throughout the COVID-19 pandemic

• Mask mandates when interacting or in the same space with unvaccinated persons or for all as
directed by health authorities

• Installation of driver germ barriers to minimize transmission (permanent)

Enhanced sanitization protocols. 

• Daily vehicle fogging/disinfection, including high-touch surfaces on-board vehicles

• Disinfection of common public spaces at the Transit Center

• Installation and maintenance of hand sanitizer stations (permanent)

• Installation of continuous on-board air purification systems (permanent)

• Upgraded to more effective ventilation filters and maintained ventilation systems on transit
vehicles and administrative offices (permanent)

Social Distancing 

• Limited capacity on transit vehicles to allow social distancing; implemented extra standby
vehicles to respond to passenger overloads as needed

• Work-from-home policy implemented during peaks of infectious disease cases or as
recommended or required by local health guidance

• Implementation of remote meetings

• Temporary free fare implementation and rear-door boarding when possible to minimize
interactions and transmission

• Physical distancing in all communal areas for unvaccinated or at-risk workers

Sick Leave Policies 

• Compliance with federal legislation for sick leave, at-risk workers, and compensation

• Mandated sick leave, quarantines, and clear test results for return to work in case of exposure
or disease, complying with current guidelines from health authorities

Communication 

Exhibit 8
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LAVTA Public Transportation Agency Safety Plan 

• Communication to employees about infectious disease prevention procedures and Emergency
Temporary Standards outlined by health authorities and facilitation for employees getting
vaccinated

• Daily in-person or virtual health checks upon entering facilities

• Conduct contact tracing for employees or contractors with any signs of infectious disease or
close contacts with disease

Websites: 

CDC  www.cdc.gov  

TSA  www.tsa.gov  

Cal/OSHA  www.dir.ca.gov/dosh 

Alameda County Public Health Department  acphd.org 
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