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	Maintenance
	Operator
	Customer Service Representative


	Grays Harbor Transit

705 30th Street

Hoquiam, WA   98550

Phone:  (360) 532-2770   Fax:  (360) 532-2784


The rules and policies contained in this manual apply to all employees of Grays Harbor Transit and are effective as of June 2007. All other manual regulations and policies are superseded. Any violations of the provisions in this manual will be cause for discipline or dismissal.
This manual is the property of Grays Harbor Transit and is issued to the employee for his or her information. The Employee shall not permit the manual to pass from his or her personal possession until it is recalled or he or she is directed to surrender it on termination of his or her employment.
Employees are invited to submit suggestions for additions or alterations to this manual to their supervisor.

The Employees of GHT have earned a reputation for their courtesy and the quality of their work. Aside from a safe and careful operation, the most important elements of good service to our patrons are politeness, courtesy, and a friendly smile or greeting. These are the little things that cannot be learned from a rule book.
Employees are to treat all persons with politeness and exercise patience and self-control under all circumstances.  Avoid arguments by referring customers to management.  There is no better test of a gentleman or a lady than to keep wits and temper.
These words make friends: “Please”, “I'm sorry”, and “Thank you.’ Use them often with a smile. To the public, you are the Transit Authority. You are the only representative of the Authority with whom they come in contact. Their opinion of the Authority depends in large measure upon their opinions of you.
Let us maintain our good reputation by continuing our efforts to provide good service. There is no greater satisfaction in life than that of a job well done.








David Rostedt








Manager
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Note   The content of this manual does not constitute nor should it be construed as a promise of employment or as a contract between Grays Harbor Transit and any of its employees.

Grays Harbor Transit at its option, may change, delete, suspend, or discontinue parts or the policy in its entirety, at any time without prior notice.
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Section 1
INTRODUCTION
Rules and orders are necessary to any organization.  Success of an enterprise will not, however, be secured by rules alone. We who are engaged in it must have a pride in the job, a desire to do it well, and enthusiasm for it.  In short, we must put the proper spirit into our work.  No one can make us do the work as satisfactorily as we can do it ourselves, if we are only willing.  Unwilling service is poor service.  Nobody made us engage in this work, nobody keeps us in it against our will.  Let us be happy about it.  Let us maintain our self-respect by having a proper appreciation for the work we are doing and let us deserve and obtain the respect, cooperation and support of the public by having the right attitude toward our passengers and our jobs.

It is the prerogative of Grays Harbor Transit to formulate policy and regulations to govern the work to be done by its employees. It is the obligation of every employee to follow the policies and regulations set down to govern their work. Ignorance of a regulation, directive or bulletin will not be accepted as an excuse for noncompliance
1 Welcome

Welcome to Grays Harbor Transit Authority. We are happy to have you as a new member of our company.

Our mission statement is “Transportation for all the people of Grays Harbor”.

1.1 History
The Grays Harbor Transportation Authority is a County Transportation Authority (CTA), authorized under Chapter 36.57 RCW located in the southwestern portion of Washington State. The Grays Harbor Transportation Authority began providing transportation services in June of 1975.
The administrative offices of the Grays Harbor Transportation Authority are located at 705 30th Street in Hoquiam.  The offices are housed in the maintenance and operation facility located on approximately 2½ acres in the industrial area of Hoquiam.  The Authority operates and maintains six major transfer facilities in Aberdeen, Hoquiam, McCleary, Montesano, Ocean Shores and Elma. A park and ride lot is located in the Westport vicinity.
Fixed‑route and demand response services are available countywide. Intercity service is provided to Olympia and Centralia.  The Authority operates eight fixed routes daily, one fixed route deviated twice weekly and four area dial-a-rides Monday-Friday. Accessible paratransit services (Specialized Van Service) are available at the same times as the fixed route services.
Hours of operation are 4:50 a.m. to 10:15 p.m. Monday through Friday and 7:45 a.m. to 8:30 p.m. Saturday and Sunday.  Aberdeen/Hoquiam routes operate on an average 30-minute headway seven days a week. Out-laying routes to west county (Ocean Shores) operate on a 1 hour and 20 minute headway weekdays and 2 hour headway on the weekends.  Service to east county (Montesano, Elma) operates on a 1 hour headway weekdays and a 1 ½ hour headway weekends.
1.2 Changes in Policy

This manual supersedes all previous employee manuals.
While every effort is made to keep the contents of this document current, Grays Harbor Transit (GHT) reserves the right to modify, suspend, or terminate any of the policies, procedures, and/or benefits described in the manual with or without prior notice to employees.
All Employees of GHT are furnished with this rule book. Acceptance of employment with this come this company is regarded as a contract on your part to obey its rules, render efficient, faithful service, and be loyal to its best interest.
Employees are required to be familiar with all the rules and transportation orders.  Lack of knowledge thereof will not be accepted as an excuse for negligence or omission of duty.
In addition to the rules contained herein, instructions to Employees are issued from time to time either verbally by members of the supervisory staff, or written in the form of newsletter handouts.  Bulletins or memos are posted on the bulletin board.  All such verbal instructions or written orders must be obeyed and shall take precedence, where conflicts exist, over rules herein.  Employees will be responsible for the knowledge of such written orders.
1.3 Probationary Period for New Employees
Grays Harbor Transit monitors and evaluates every new employee’s performance for 1040 hours or one year, whichever comes first; to determine whether further employment in a specific position or with Grays Harbor Transit is appropriate.

Section 2
EMPLOYMENT POLICIES

2.1 Equal Employment Opportunity

Grays Harbor Transit is an equal employment opportunity employer. Employment decisions are based on merit and business needs, and not on race, color, citizenship status, national origin, ancestry, gender, sexual orientation, age, weight, religion, creed, physical or mental disability, marital status, veteran status, political affiliation, or any other factor protected by law.

2.2 Americans With Disabilities Act

It is the policy of Grays Harbor Transit to comply with all the relevant and applicable provisions of the Americans with Disabilities Act (ADA). Grays Harbor Transit will not discriminate against any qualified employee or job applicant with respect to any terms, privileges, or conditions of employment because of a person’s physical or mental disability.

2.3 Immigration Law Compliance

All offers of employment are contingent on verification of the candidate’s right to work in the United States. On the first day of work, every new employee will be asked to provide original documents verifying his or her right to work and, as required by federal law, to sign Federal Form I-9, Employment Eligibility Verification Form.

2.4 Employee Background Check

Prior to making an offer of employment, Grays Harbor Transit may conduct a job-related background check. A comprehensive background check may consist of prior employment verification, professional reference checks, education confirmation, and credit check.

2.5 Criminal Records 
A criminal record check is performed to protect Grays Harbor Transit’s interest and that of its employees and clients.

2.6 Anniversary Date
The first day an employee reports to work is his or her official anniversary date. This anniversary date is used to compute the following benefits:
· Bidding rights

· Vacations / Floating Holidays

· Sick Leave
2.7
New Employee Orientation 
The formal welcoming process, or “employee orientation,” is conducted by a Supervisor/Trainer, and includes an overview of the company.

2.8 Personnel Records and Administration

The task of handling personnel records and related administration functions at Grays Harbor Transit has been assigned to the Operations Manager. Personnel files will be kept confidential at all times and include some or all of the following documents:
· Sick Leave/Vacation Tracking

· Training Records

· Discipline Records

· Accident Records

· Personal Information

· Supervisor Evaluations

All medical records, if any, will be kept in a separate confidential file.

2.9 Change of Personal Data

Any change in an employee’s name, address, telephone number, marital status, dependents, or insurance beneficiaries, or a change in the number of tax withholding exemptions, needs to be reported in writing without delay to the Human Resource/Bookkeeping Department.

2.10
Physicals 
A physical and pre-employment substance abuse test shall be given by a physician or facility approved by GHT.  Physicals and substance tests are the property of GHT and will be paid for by GHT.  In order to possess a commercial driver’s license, an operator is required to maintain a valid D.O.T. Physical Certification Card which is renewable every two (2) years.  A photocopy of operator's current driver’s license and physical certification card are required for each operator's personnel file.
2.11 Safety

The safety and health of employees is a priority. Grays Harbor Transit makes every effort to comply with all federal and state workplace safety requirements. Grays Harbor Transit’s workplace safety rules and regulations are the following:

· It is the policy of Grays Harbor Transit to provide a safe, healthy working environment for its employees, to protect property from damage and loss, and to promote the safety of all employees and the public in operations and in public use of Grays Harbor Transit facilities.

· Employees are to: Demonstrate genuine cooperation with all aspects of the safety and health program; comply with all the rules and regulations, be aware of safety precautions before proceeding on any job task, and continuously practice safety while providing a safe, healthy and productive workplace for themselves and safe and efficient service to our customers, the general public.
· Report hazardous conditions (unsafe equipment, floors, and material) and unsafe acts promptly to the supervisor or safety committee representative.
· Observe all hazard warning and no smoking signs.
· Keep aisles, walkways and working areas clear of slipping and tripping hazards.
· Know the location of fire/safety exits and evacuation procedures.
· Keep all emergency equipment such as fire extinguishers, fire alarms, fire hoses, exit doors, and stairways clear of obstacles.
· Not report to work under the influence of alcoholic beverages or drugs, nor consume them while on company premises.
· Refrain from fighting, horseplay, or distracting my fellow workers.
· Remain in own work area unless instructed otherwise.
· Operate only the equipment for which the employee is authorized and properly trained.  Observe safe operating procedures for this equipment.
· Walk at all times on company premises (no running) and take no unauthorized shortcuts.
· Follow proper lifting procedures at all times.
· Be alert to see that all guards and other protective devices are in their proper places prior to operating equipment.
· Not wear frayed, torn or loose clothing, jewelry, or long unrestrained hair near moving machinery or other sources of entanglement, or around electrical equipment.
· Actively support and participate in the company's efforts to provide a safety and health program.
Each employee is expected to obey safety rules and exercise caution and common sense in all work activities.

2.12 Building Security 
· Each and every employee must follow the building security rules and regulations listed here:

· Visitor must come through front door

· Operators are not permitted to allow passengers to ride buses into or out of the Transit compound.  Passengers must enter and exit the bus on 30th Street.  Family and friends inquiring about drivers must check at the front office.

· Employees are asked to report suspicious people, or materials on the premises to a Supervisor

· Report any vehicles that haven’t moved in two or more days on any transit property
Employees are not allowed on Grays Harbor Transit property after hours without prior authorization from their supervisor.

In order to ensure a safe environment for employees and customers, GHT prohibits the wearing, transporting, storage, or presence of firearms or other dangerous weapons in our facilities or on our property, including vehicles. Any employee in possession of a firearm or other weapon within our facilities, property, or vehicles or while otherwise fulfilling job responsibilities may face disciplinary action including termination. Possession of a valid concealed weapons permit authorized by the state of Washington is not an exemption under this policy. To the extent allowed by law, our company prohibits clients or visitors from carrying weapons in our facilities or on our property.
Examples are:
· Firearms or other dangerous weapons
· Any device from which a projectile may be fired by an explosive

· Any simulated firearm operated by gas or compressed air

· Sling shot

· Sand club

· Metal knuckles

· Any spring blade knife

· Any knife which opens or is ejected open by an outward, downward thrust movement

· Any instrument that is used as a club and causes injury
Management should be notified immediately if any staff member, client or visitor is found with a firearm or other dangerous weapon in violation with this policy. Local law enforcement will be called promptly, if necessary, to help handle a situation. This policy does not apply to any law enforcement personnel engaged in official duties.

2.13 Exit Locations and Evacuation Routes
In case of an emergency evacuation, Grays Harbor Transit (705 30th Street, Hoquiam) has three (3) emergency exit gates located on the perimeter of its fenced property.  One gate is located at S.W. corner of 30th St. & Port Industrial Rd.  The other two (2) gates exit West & East off Bay Ave onto 30th & Myrtle Streets.
Administration & Maintenance facility have four (4) emergency exit doors.  There is one exit door direct off administration onto 30th Street.  Two exit doors lead off the driver's room into the Transit compound.  There are two exit doors leading from the maintenance facility directly into the Transit compound in case of emergency.
Maintenance Facility has eight (8) electric overhead vehicle doors.  In case of power failure, these doors are inoperable.
Diagrams are posted in the driver’s room and shop illustrating emergency exit routes from the GHT compound.
In case of power failure, emergency lights will activate in different locations.
2.14 Radios
The GHT radio system is to be limited to business purposes only.  Some examples of such purposes are bus and passenger coordination, traffic information, vehicle maintenance and request for assistance:
Grays Harbor Transit buses are equipped with the following radio channels:

All large buses are equipped with channels Main, North, East (Fixed Route channels) and HDC East and West. (Van Service).
Radio channel selection for Operators driving fixed route, Dial-A-Ride (Runs 43, 33, 34, and 35) and specials use channels Main North, Main East and Main West.
Channel Main-North - Neilton Repeater serves North River/Humptulips-Quinault, North and South Beach areas.
Channel Main-East - Minot (Elma) repeater serves Aberdeen, Hoquiam, Cosmopolis, East County, and Wishkah-Woodlawn.
Channel Main-West-Saddle Mountain (North Beach) repeater serves North and South Beaches.
All radio conversation transmissions signals must be transmitted either from the bus or base to one of the three repeaters before bouncing back to the bus or base.  If the bus happens to be in a restricted area, radio transmissions may be limited.
Radio channel selection for Operators driving SVS use Paratransit channels HDC East and HDC West.
Channel HDC-East (Minot) serves Aberdeen-Hoquiam-Cosmopolis/East County.
Channel HDC-West (Saddle Mountain) serves the North and South Beach areas.
Busses 55, 57, 68, 69, 70, 71, 72, 52, 64, and 67 are equipped with the Olympia Channel. After leaving McCleary switch your radio to the Olympia channel. This channel is shared with other companies. If you attempt to use this channel and hear a succession of beeps the channel is busy. Wait a few seconds and try again.
Think before you speak.  A moment of forethought prior to transmission will be of considerable help in formulating what you are trying to say and how it can be said in a brief and specific manner.
Be careful what you say.  All transmissions are monitored by the general public, the FCC and other governmental agencies assigned the frequency.
Personal messages over the radio: Personnel should be directed to call the other party by telephone or by leaving telephone information with dispatch.
When signing on give Run Number. (Example: Run #1 to dispatch). Dispatch will acknowledge.
Always sign off: when through transmitting, use your Run Number to sign off. (Example: Run #1 clear).
4 codes for Grays Harbor Transit Operators are as follows:

10- 1
Into Service


10- 2
Out of Service


10- 4
OK, Affirmative, Acknowledged


911
Accident-send police, fire dept, or immediate aid
All Dial-a-Ride operators give dispatch a 10-2 when going out of service and 10-1 when returning to service
2.15 Personal Property

The Grays Harbor Transit Safety Office maintains a property management system that efficiently tracks lost and found property. Persons seeking information about lost or found property may do so by contacting Dispatch at 360-532-2770. Grays Harbor Transit assumes no risk for any loss or damage to personal property and recommends that all employees have personal insurance policies covering the loss of personal property left at the office.
2.16 Health Related Issues 
Employees who become aware of any health-related issue should notify their supervisor of health status as soon as possible.

2.17 Employee Requiring Medical Attention 
· Employees should report all work related injuries and accidents immediately to their supervisor, and then follow these steps;

· Obtain appropriate medical attention

· Complete (OJI) form and return to supervisor
· Bring release to return to work from the hospital or personal doctor and give to supervisor.

Refer to Grays Harbor Transit Safety and Health Program Booklet for further Safety and Health Information

2.18 Visitors in the Workplace

For safety, insurance, and other business considerations, only authorized visitors are allowed in the workplace. When making arrangements for visitors, employees should request that visitors enter through the main reception area and sign in and sign out at the front desk
2.19 Employment of Relatives

Grays Harbor Transit is pleased to consider for employment qualified applicants who are related to employees. When Grays Harbor Transit employs more than one member of a family, one family member may not supervise the other. If such a situation should arise and the employees are unable to develop a workable solution, management will decide which employee may be transferred.
2.20 Weather-related and Emergency related Closings

At times, emergencies such as severe weather, fires, or power failures can disrupt company operations. In such instances, Management will decide on the closure and Dispatch will provide the official notification to the employees.

Section 3
STANDARDS OF CONDUCT
3.1 General Guidelines
All employees are urged to become familiar with Grays Harbor Transit rules and standards of conduct and are expected to follow these rules and standards faithfully in doing their own jobs and conducting the company’s business.
This book of rules and regulations attempts to serve as a guide to employees.  The subjects covered do not span all possible acts of improper behavior, therefore, a lack of knowledge of rules or a failure to exercise reasonable judgment will not be an acceptable excuse for failure in operating procedures.  In addition, any employee who engages in any illegal, immoral, indecent, improper, dishonest, or other offensive action, although said action is not named in this book of regulations, may be disciplined or discharged if, in the opinion of management, the action calls for discipline or discharge.
Employees in order to remain in the employment of GHT must:

a)
Promptly obey the order of their supervisors.


b)
Shall not display discourteous behavior toward a dispatcher or supervisor and vice versa.


c)
Be temperate, moral and honest.


d)
Maintain the required standards of performance in their duties.


e)
Make complete and truthful statements in all reports pertaining to their duties.


f)
Refrain from being quarrelsome or an annoyance to fellow employees and passengers.


g)
Display an attitude of loyalty that contributes to discipline and harmony with GHT.

h) Refrain from the use of abusive, antagonistic or disrespectful language in referring to GHT, its officials, or members of the supervisory staff.

i) Employees are not permitted to sell items while on duty other than Transit related items (i.e. 1 Day Pass, punch or monthly passes).

3.2 Complaints 

Complaints Taken by Telephone - If the Operations Manager receives three (3) telephone complaints on an operator of the same nature within a one (1) year period, the disciplinary procedure may start. Discipline will start with a Verbal Warning and follow the same procedure as written letters of complaint.

Letters of Complaint - Discipline for written letters of complaint from passengers:

1. First written letter of complaint within a 12 month period.  Verbal Warning.

2. Second written letter of complaint within a 12 month period.  Written Warning Notice.

3. Third written letter of complaint from within a 12 month period.  Written Suspension Notice with 1 to 3 days suspension without pay.

4. Fourth written letter of complaint within a 12 month period.  Written Termination Notice.

All letters of complaint will be evaluated for discipline at the discretion of management.

3.3 Traffic Violations and Convictions 
Discipline for operator "drug and alcohol Free" traffic violations and convictions within a three year period in a company vehicle is as follows:

· First violation and conviction within a three year period.  Verbal Warning Notice.

· Second violation and conviction within a three year period.  Written Warning Notice.

· Third violation and conviction within a three year period.  Written Suspension Notice with one to three days suspension without pay.

· Fourth violation and conviction within a three year period.  Written Termination Notice.

Non-work related traffic violations resulting in CDL suspension, adverse impact on the operator's personal insurance coverage, or other "red flag" situations will be evaluated for discipline at the discretion of management.

3.4 Attendance and Punctuality 
Employees must report at such time as scheduled per daily work schedule.
Grays Harbor Transit employees will be ready to work at the beginning of assigned daily work hours.

3.5 Work Schedule

Employee’s daily work schedules are posted on the bulletin boards in their respective departments. Employees shall not punch in more than 10 minutes prior to their scheduled shift time, nor punch out before scheduled off-time.
Unless otherwise specified, regular full-time employees are expected to work at least forty (40) hours per work week.

3.6 Absence and Lateness

From time to time, it may be necessary for an employee to be late or absent from work. Grays Harbor Transit is aware that emergencies, illnesses, or pressing personal business that cannot be scheduled outside work hours may arise. It is the responsibility of all employees to contact and make arrangements with management/dispatch if they will be absent or late.

3.7 Unscheduled Absence 
Failure to report for duty without notifying and securing the consent of a Supervisor shall be cause for disciplinary action.
Absence from work for three (3) consecutive days without notifying management will be considered a voluntary resignation.

3.8 Meal and Break Periods 
Grays Harbor Transit encourages employees to take a rest period and provides a paid rest period of ten minutes in the first half of their shift and ten minutes in the second half of their shift.
Grays Harbor Transit Operators break times are designated on their Run Cards.

3.9 Harassment Policy/Discrimination
It is the policy of Grays Harbor Transit to provide each employee and applicant for employment a work environment free from harassment on the basis of his or her race, religion, color, national origin, age, sex, sexual orientation, marital status, or the presence of any physical, mental or sensory disability.  Such harassment is a serious violation of Grays Harbor Transit’s policy and will not be tolerated.
Harassment can take many forms, including verbal behavior such as slurs or epithets, jokes, innuendoes, suggestive comments, threats or spreading rumors; physical behavior such as pats, squeezes, repeatedly brushing against someone’s body, following or stalking, impeding or blocking normal work or movement, or other unwelcome physical contact; visual harassment such as posting derogatory or sexually suggestive pictures, cartoons or drawing at one’s work station or elsewhere in the workplace; actions such as pranks, unwanted sexual advances, or sabotaging an employee’s work.
Sex and race discrimination are ILLEGAL under Title VII of the Civil Rights Act of 1964 and under the Washington Law Against Discrimination.
Racial harassment is an unacceptable practice, typically expressed through any of the previously listed behaviors.  Basing employment-related decisions, such as those regarding an employee’s performance evaluations, work assignments, or advancement, upon the employee’s race constitutes racial harassment.
Harassment negatively affects morale, motivation and job performance.  It is inappropriate, offensive and often illegal and will not be tolerated at Grays Harbor Transit from either supervisory or non-supervisory employees, customers, contractors or vendors.  It is unacceptable for any employee’s behavior to create an intimidating, hostile, or offensive work environment for another employee.  A supervisor who is aware of harassing behavior among his/her subordinates but allows such behavior to continue will be subject to the same discipline as the perpetrator.
Any Grays Harbor Transit employee or applicant who believes the actions or words of a supervisory or non-supervisory employee constitute harassment based of sex, race or other category, has the responsibility and right to report such behavior immediately to the appropriate manager or department head.  All complaints of harassment will be investigated promptly, impartially and discreetly.  Any employee, supervisor, manager or director who is found after appropriate investigation to have engaged in prohibited harassment of another employee, customer or an applicant for employment, or to have retaliated against any of these for reporting an instance of harassment, will be subject to appropriate discipline up to and including discharge.

3.10 Sexual Harassment Policy 
Grays Harbor Transit does not tolerate sexual harassment.
Sexual harassment is a form of sex discrimination.  It is any repeated behavior that is sexual in nature or directed at a person because of his/her gender when 1) submission to the conduct is either explicitly or implicitly a term or condition of employment, 2) submission to or rejection of the conduct is used as a basis for employment decisions such as performance evaluations, work assignments or advancement, or 3) the conduct unreasonably interferes with the individual’s job performance or creates a work environment that is intimidating, hostile or offensive and prevents an individual from effectively performing the duties of their position.
By definition sexually harassing behavior could take place between members of the same sex or of the opposite sex, and could include any of the above behaviors.

3.11 Violence in the Workplace

Grays Harbor Transit is committed to providing a safe working environment for all employees as part of our compliance with Washington States Safe Workplace Standard (WAC # 296-24-073). GHT will not tolerate any form of violence in the workplace and is committed to maintaining an environment free of verbal or physical threats, intimidation, and sexual harassment. This policy shall be applied consistently with the above discrimination/harassment policy.
GHT has a zero tolerance for any actions that threaten its employees by exhibiting behavior including, but not limited to, the following:
1. Verbal Harassment: such as, verbal threats toward persons or property, unwanted sexual propositions, lewd comments, or verbal intimidation.

2. Physical Harassment: such as, unwanted touching, hitting, pushing, kicking, holding, impeding, or blocking the movement of another person.

3. Visual Harassment: such as, derogatory or offensive posters, cartoons, publications, or drawings.
4. If a GHT employee is confronted with a volatile situation, he/she is expected to avoid the situation and contact the appropriate authority for assistance when necessary.
Employer Investigation:
Upon receiving a complaint, GHT will promptly investigate the matter to determine relevant facts and circumstances. It is likely the investigator will interview the complaining employee, the accused and potential witnesses. The investigator will also consider any other information or documents relevant to the issues raised.
It is expected that the investigation will be completed promptly normally within 15 working days. A written report will be prepared by the investigator and or the Operations Manager. While complete confidentiality cannot be guaranteed due to the requirement to investigate, information about any complaint will be treated discreetly, consistent with proper investigative response. Generally, this means confidential information will be shared only on a need-to-know basis.
  In determining the appropriate corrective action, GHT will consider all the circumstances including the nature of the complaint, the context in which events occurred, and the conclusion of the investigative report. While not all complaints will involve an accused employee, when this is the case, the following rule will apply to personnel records.
If there is insufficient evidence to support the allegations, no record will be made of the allegations on either the accused employees or the complaining employee’s personnel file. If evidence exists to support the allegations, disciplinary action, up to and including discharge, will be taken against the offending employee and will also be included in the offenders personnel file.
If the offender is not an employee, other appropriate remedial action will be taken as practicable given the offenders relationship to the company. Additionally, appropriate relief and follow-up will be provided for the complaining employee. Law enforcement officials will be notified regarding illegal activities.
The complaining employee and any directly involved persons will be informed when a final decision is made on a complaint. The information provided will include whether GHT found substantial evidence to support or not to support the complaint and, if the former, that some discipline has been imposed. The exact discipline imposed will generally not be disclosed to the complainant or the alleged victims if other than the complainant.
Employees who lodge good faith complaints or who participate in a company investigation will not be retaliated against or otherwise treated adversely

3.12 Confidential Information and Nondisclosure

By continuing employment with Grays Harbor Transit, employees agree that they will not disclose or use any of Grays Harbor Transit’s confidential information, either during or after their employment. Grays Harbor Transit sincerely hopes that its relationship with its employees will be long-term and mutually rewarding. However, employment with Grays Harbor Transit assumes an obligation to maintain confidentiality, even after an employee leaves Grays Harbor Transit’s employ.

3.13 Ethical Standards

Grays Harbor Transit insists on the highest ethical standards in conducting its business. Doing the right thing and acting with integrity are the two driving forces behind Grays Harbor Transit’s great success story. When faced with ethical issues, employees are expected to make the right professional decision consistent with Grays Harbor Transit’s principles and standards.
· When on or off duty, employees are not to loiter on GHT property except in places provided for that purpose.

· Taking of company property for private use or sale, regardless of value, is considered theft and will be cause for dismissal.

· Employees are prohibited from fighting on the premises.

· Assault upon a supervisor by an employee or vice versa, on the premises, whether on duty or off will be reason for automatic discharge from the service of GHT.

· Cursing is prohibited.
· Unnecessary noise either by shouting or signaling to another employee or person on the street or in passing a vehicle is prohibited, except for the purpose of avoiding an accident.
3.14 Dress Code 
Operators and Customer Service Representatives must report for duty in full uniform as prescribed by GHT.  Such uniforms will be worn when on duty only and will be kept in a good state of repair, pressed and clean.  The prescribed uniform is listed in Appendix "A".
All employees are to practice personal hygiene, cleanliness and personal grooming practices which are consistent with generally acceptable standards of appearance for GHT.
Poor personal grooming or hygiene which results in an unkempt appearance is unacceptable and may result in disciplinary action.
Grays Harbor Transit provides the maintenance employees with coveralls and a shoe allowance. Employees are required to wear appropriate footwear and safety equipment.

3.15 Use of Equipment

Grays Harbor Transit will provide employees some specialty equipment needed to do their job. None of this equipment should be used for personal use, nor removed from the physical confines of Grays Harbor Transit—unless it is approved for a job that specifically requires use of company equipment outside the physical facility.

3.16 Use of Computer, Phone and Mail

Grays Harbor Transit property, including computers, phones, electronic mail, and voice mail, should be used only for conducting company business. Incidental and occasional personal use of company computers, phones, or electronic mail and voice mail systems is permitted, but information and messages stored in these systems will be treated no differently from other business-related information and messages.
3.17 Use of Internet 
Employees are responsible for using the Internet in a manner that is ethical and lawful. Use of the Internet must solely be for business purposes and must not interfere with employee productivity.

3.18 Smoking Policy

In accordance with RCW 70.160; the use of tobacco, in any form, while operating a transit vehicle is prohibited.  Smoking is permitted at terminal points; however, the employee and passengers are required to be off the coach in the designated smoking areas. Bus shelters are non-smoking areas.
No smoking of any kind is permitted inside any Grays Harbor Transit office or Maintenance facility. Smoking may take place only in designated smoking areas. The designated employee smoking area, at the main shop, is located in stall #2 in the bus barn.

3.19 Alcohol and Substance Abuse

It is the policy of Grays Harbor Transit that the workplace be free of illicit drugs and alcoholic beverages, and free of their use. In addition to damage to respiratory and immune systems, malnutrition, seizures, loss of brain function, liver damage, and kidney damage, the abuse of drugs and alcohol has been proven to impair the coordination, reaction time, emotional stability, and judgment of the user. This could have tragic consequences where demanding or stressful work situations call for quick and sound decisions to be made.
Grays Harbor Transit’s Substance Abuse Policy is located in Section 12 of this manual.
3.20 Solicitations and Distributions 
Solicitation for any cause during working time and in working areas is not permitted. Employees are not permitted to distribute non-company literature in work areas at any time during working time.
The left side of the glass case in the Driver’s room is designated for union postings. Any other union postings outside this case will be promptly removed. Postings can only be made by an authorized union representative. A list of those representatives will be provided to dispatch.

3.21 Complaint Procedure
Employees who have a job-related issue, question, or complaint should first discuss it with an immediate supervisor. If the issue cannot be resolved at this level, Grays Harbor Transit encourages employees to contact the Operations Manager. Employees who observe, learn of, or, in good faith, suspect a violation of the Standards of Conduct of Grays Harbor Transit should immediately report the violation in accordance with the following procedure:
Upon receiving a complaint, GHT will promptly investigate the matter to determine relevant facts and circumstances. It is likely the investigator will interview the complaining employee, the accused and potential witnesses. The investigator will also consider any other information or documents relevant to the issues raised.

3.22 Accidents and Incidents

In case of an accident involving a bus, or an injury to a driver while on duty, a report is required. A preliminary report is required by telephone or radioed to the dispatcher immediately in addition to the regular event report or job injury report, which must be received by dispatch within 24 hours.
An employee having knowledge of, or witnessing an accident involving any GHT vehicle or employee must report this information via Event report to dispatch within 24 hours. Any unsafe working conditions must be turned in to dispatch or a safety committee member in writing either through an event report or safety committee record of hazard report.
· As soon as possible, the employee should set up emergency triangle reflectors. While parked at the side of a two lane road on the traffic side of the bus, place a reflector ten feet from the rear and one reflector one hundred feet in front and one hundred feet behind the bus. On a freeway, place one reflector 10 feet behind the disabled bus. Another reflector 100 feet and the third reflector 200 feet behind the bus.

· In any accident involving a personal injury, render all assistance that is necessary and practical to the injured. Never leave an injured person without having seen that they are cared for properly.

· The employee shall request the names and addresses of all persons in the immediate vicinity, whether on the street, in other vehicles, or passengers on the bus. Those who did not actually see the accident can help establish the weather, speed, location and other details.  NOTE: in obtaining witnesses, employees should never ask "Did you see the accident?"  Instead, they should pass out our “courtesy cards” and politely ask for names and addresses.  For example:  say "I am required to get names and addresses of passengers on my bus. I would appreciate your help. Please fill out this card." Do not refer to the card as a witness card.

· In case of a collision with another vehicle, the employee shall contact dispatch or if after dispatch is off duty, the maintenance department.  They will contact the proper law enforcement agency to have the accident investigated. Do not move the bus unless it creates a safety hazard. Employees are to secure names and addresses of all passengers aboard the bus, along with name and address of the other driver.  He/she is to also secure the name of the investigating officer.  Employees should make every effort to secure the name of the insurance company of the other driver.

· Employees are not to authorize medical attendance for injured persons.  In the event the injured requests hospitalization or the injury is, in the judgment of the operator, severe enough to require hospitalization, the dispatcher should be notified.

· Employees are not permitted to place responsibility for an accident or enter into an argument concerning an accident. Simply state, "I will make a proper report to the transit system management."

· Employees are not permitted under any circumstances, to give any information, whatsoever, concerning any accident, delay or mishap to any person except an authorized representative of the company, and investigating law enforcement agency officer. Any authorized representative of the company can readily identify himself/herself and the employee shall insist upon his/her doing so. However, any information on your driver’s license should be given upon request.

· Employees are not permitted to visit or contact later, persons involved in an accident, or incident, unless specifically authorized to do so by their supervisor. Operator is not to tell the injured person he will be contacted.

· Employees shall make out an Event report and turn into dispatch if a passenger slips or falls while boarding, on board, or departing a bus.

3.23 Preventable Accidents
 Discipline for a preventable accident; disciplinary action will be as follows:
1 Type 1:  Bus or property damage less than $1,000 and no injury.

2 Type 2:  Substantial property damage and/or minor injury (more than $1,000)

3 Type 3:  Property damages more than $5,000 and/or serious injury or fatality

	
	Type 1

Preventable

Accident
	Type 2

Preventable

Accident
	Type 3

Preventable

Accident

	1st Preventable Accident
	Verbal Reprimand
	Written reprimand to suspension and retraining
	Suspension and retraining to termination

	2nd Preventable Accident
	Written reprimand and retraining
	Suspension and retraining
	Termination

	3rd Preventable Accident
	Suspension and retraining
	Termination
	

	4th Preventable Accident
	Termination within 24 months of the third preventable accident
	
	


In the case of more than two (2) preventable accidents, the discipline shall be administered at the more severe accident type.
Damage:  Bus damage is initially determined by the Grays Harbor Transit Investigating Supervisor with the final determined by the Grays Harbor Transit Vehicle Maintenance Department or an independent repair shop.  Other property damage or injury will be determined by the Grays Harbor Transit management or necessary authority.

The Grays Harbor Transit Authority will; based on an employee's prior driving record and accident history, determine the level of discipline imposed when the employee has an accident history, which includes a combination of the same type of accidents.  The Authority will, in making its determination, consider such factors as severity.

As a guideline, the Grays Harbor Transit Authority will normally review an employee's accident record for the preceding 24 working months.  There may be cases where the Authority will extend the 24 working month time frame depending on the types of accidents, severity, and or length of time beyond the 24 months.

Any discipline administered will be after all investigation and assessment of damage or injuries are complete

3.24 Infractions

Infractions
                                    Discipline Action Category

Failure to read & follow posted bulletins/newsletters……………………………………D


Uniform Standards Violation……………………………………………………………….D


Grooming Standards Violation…………………………………………………………….D


Late Reports
…………………………………………………………………………D

AWOL

………………………………………………………………………….A


Insubordination/Disobedience……………………………………………………………..B


Fighting in uniform or on property…………………………………………………………B


Failure to report arrests/citations…………………………………………………………..C


Failure to report accidents within 24 hours……………………………………………….B


Loitering in unauthorized areas………………...………………………………………….D


Theft or dishonesty………………………………………………………………………….A


Inappropriate personal conduct……………………………………………………………C


Failure to go through chain of command…………………………………………………C


Written complaints against drivers from public…………………………………………..D


Violations of Drivers Manual……………………………………………………………….D


Radio procedure
…………………………………………………………………...........D


Possession/use of alcohol/drugs on duty or property………………………..………….B


Violence in the Work Place…………………………………………………………….....A

DISCIPLINARY ACTION CATEGORIES

CATEGORY “A”





CATEGORY “C”
First Offense – Dismissal



First Offense – Written Warning

Second Offense  




Second Offense – Suspension

Third Offense





Third Offense – Dismissal

Fourth Offense




 Fourth Offense

CATEGORY “B”





CATEGORY “D’

First Offense – Suspension


First Offense – Verbal Warning

Second Offense – Dismissal


Second Offense – Written Warning

Third Offense 




Third Offense - Suspension

Fourth Offense



Fourth Offense – Dismissal

3.25 Supervisors/Chain of Command

Supervisors of dispatching, field, or operations are acting with and under the authority of the General Manager and are to be recognized as supervisors having the authority.  The line of authority is as follows:


a)
The Manager will determine transit policy, which he will then give to the Operations Manager for execution.


b)
Dispatch will issue the implementing instructions to the Operators.  Communication from Employees will travel in inverse order.  A table of organization is illustrated in Appendix B.


c)
Discipline may be administered in the form of warnings, suspension from duty, or dismissal from service. 
3.26 Corrective Procedure
A violation of rules, special or general orders, and special instructions are considered sufficient cause for discipline.
Disciplinary penalties may be determined by the Operations Manager, or General Manager.

· Verbal warnings should serve as a caution to the employee to take more care in observing rules and regulations.

· Written warnings should serve as a distinct danger signal to the employee.  Repeated minor offenses are sufficient cause for written warnings.

· Suspensions are temporary layoffs, without pay, used for the purpose of severe warnings or pending the investigation of some violations or accidents.

· Major or willful infraction of rules or instructions or continued necessity to administer warnings, and/or suspensions shall be sufficient cause for discharge of an employee.

The Union shall be notified if an employee receives discipline other than a verbal warning.

Unacceptable behavior that does not lead to immediate dismissal may be dealt with in any of the following manners:
a. Verbal Warning

b. Written Warning Notice Form (yellow)

c. Written Suspension Notice Form (blue)

d. Written Termination Notice Form (pink)

e. General Discipline for warning, suspension and termination will be evaluated at the discretion of Management. Employees have the right to appeal general discipline per Article XV of the Labor Agreement.

3.27 Crisis Suspension

An employee who commits any serious violation of Grays Harbor Transit policies at minimum will be suspended without pay pending an investigation of the situation. Following the investigation, the employee may be terminated without any previous disciplinary action having been taken.
3.28 Transfer Policy

Grays Harbor Transit recognizes that a desire for career growth and other needs may lead an employee to request a transfer to another position. An employee with proper qualifications will be eligible for consideration for transfer to another department.

3.29 Exit Interview

In a voluntary separation situation, Grays Harbor Transit management would like to conduct an exit interview to discuss the employee’s reasons for leaving and any other impressions that the employee may have about Grays Harbor Transit.

3.30 Return of Company Property

Any Grays Harbor Transit property issued to employees, such as uniforms, manuals, keys, passes or company credit card, must be returned to Grays Harbor Transit at the time of termination or resignation. Employees will be responsible for any lost or damaged items.

Section 4
TIMEKEEPING PROCEDURES

4.1
Time Cards

By law, Grays Harbor Transit is obligated to keep accurate records of the time worked by employees. Each employee must fill out the appropriate electronic Grays Harbor Transit time record each week, and time records must be completed in accordance with the Grays Harbor Transit time-reporting guidelines.
· Employees are responsible for filling out their own time cards for paid Holidays, Floating Holidays, Vacation, Jury Duty and Sick Leave. Employees should time and date stamp with the time clock a timecard and turn it in to Dispatch with Floating Holiday and Vacation requisition forms before taking time off.  Operators will receive 8 hours a day pay for floaters, vacations, etc. at the applicable rate.  Leave of Absence Requisition Forms should be submitted to Dispatch as early as possible for Operations Manager authorization.
· It is important that time cards be filled out properly, especially name, date, bus safety compliance check and passenger count. Time worked beyond 8 hours must have a supervisor's signature of approval.
· An Employee shall not punch another employee’s time card in or out.
· Employees working out of the Transit Base (705 30th Street) shall punch their time card in and out for lunch and splits according to assigned run card. When in the field for lunch and breaks, operators shall write themselves in and out. Employees not working out of the base shall write themselves in and out per operator's run card.
· Hoquiam, and Cosmopolis, student count should be kept separate under the respective school on time card, and added into the designated schedule count Dial-a-Ride operators, #43, 33, 34, and 35 should send their time cards with fuel slips in to dispatch Friday evening for dispatch to complete.
· Customer Service Representatives must turn in their timecards each week.
· Grays Harbor Transit maintains the policy that employees shall have 8 hours off duty before reporting back to work.
4.2 Overtime Pay 
Overtime compensation is paid to non-exempt employees in accordance with the labor agreement. All overtime work performed must receive the supervisor’s prior authorization.
4.3 Payroll and Paydays

Bid Run Operators, Maintenance and Customer Service Representatives may have a draw day on the 15th of each month. Regular scheduled payday falls on the last day of each month. Exceptions: last day of the month falls on Saturday or Sunday, the previous Friday is payday.
Payroll runs from the 20th of the month to the 19th of the following month. It is the employee’s responsibility to make sure his/her timecards are turned in to dispatch for paid time. Any timecards received after the 19th of the month will be paid on the next payroll period.

4.4 Opportunities for Advancement – Progression and Promotion

Grays Harbor Transit would like to provide employees with every opportunity for advancing to other positions or opportunities within the company. Approval of progression moves or promotions depends largely upon training, experience, work record, and business need. However, Grays Harbor Transit reserves the right to look outside the company for potential employees as well.

Section 5
GROUP HEALTH AND RELATED BENEFITS
5.1 Benefits Summaries and Eligibility

Grays Harbor Transit sponsors a comprehensive benefits program for eligible employees, and each benefit plan has specific eligibility conditions. The benefits are summarized in separate booklets called “summary plan descriptions,” which are provided to all eligible employees. The details of each benefit are contained in separate legal documents known as the “plan documents,” which take precedence over anything contradictory in the summaries.
All full-time employees will enjoy all of the benefits described in this policy and the individual plan summaries as soon as they meet all of the eligibility requirements for each particular benefit. Part-time employees may be eligible for certain benefits if they meet the eligibility conditions.

5.2 Health Insurance

Grays Harbor Transit employees are covered under the PEBB (Public Employees Benefit B) medical insurance plan. Eligible employees’ effective date of coverage will be the first day of the month following their date of hire with Grays Harbor Transit.

5.3 Dental Insurance

5.4 Visual Care Insurance

5.5 Disability Insurance

5.6 Life, Accidental Death and Dismemberment Insurance

5.7 COBRA Notification

5.8 Pre-tax Deductions for expenses

5.9 Workers Compensation

5.10 Retirement Plans and Stock Options

Section 6
TIME-OFF BENEFITS

6.1 Holiday Policy

Once an employee has his or her ninety hours accrued for four consecutive payroll periods, he or she is eligible for holiday pay. 
Employees shall be entitled to five (5) Floating Holidays each calendar year. New employees after serving (90) hours (4) consecutive months shall be eligible for floating holidays on a pro-rated basis from date of hire at the rate of 3.3 hours per month in his/her first calendar year of service. Floating Holidays must be taken in (8) hour increments. Employees are allowed to bank up to 15 Floating holidays per year.
Grays Harbor Transit offers 6 six designated company holidays which are as follows: New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving and Christmas.

6.2 Vacation Time

a) An Employee’s vacation is based on his/her years of employment.  Vacation week or weeks are available to employees once they have completed a one year/years employment.  Vacation leave may be accumulated to a maximum of 240 hours (30) days.  Each employee will be required to take at least 50% of his/her vacation time which accrues during the year.  Vacation shall not accrue during Time off without pay or lay-off. When an employee is off work as a result of an on the job injury, vacation and sick leave benefits shall accrue at the normal rate for a period of six (6) months

b) Operator bid vacation: schedule for the following year is posted the first week of December each year. First 2 weeks; vacation will be bid in weeks at a time. Last 2 weeks. Floating Holidays and Single vacation days will be bid. Operators shall sign up for vacation by seniority, thereafter, vacation weeks or single days are available to drivers on a first come, first serve basis.  Vacation requisition forms are available in the driver's room and shall be filled out and turned in to dispatch when requesting vacation time off.  Dispatch should have a minimum of 1 week’s notice for planning.
c) An employee may cancel vacation in a manner that does not break up a full vacation week; provided, however, vacation weeks are not canceled during the 21 calendar day prior to the scheduled start time of the vacation.  Vacation weeks canceled shall be posted for bid no later than the first Monday following cancellation.  When a canceled vacation week is posted for bid, an employee will be allowed to cancel and re-schedule vacation providing it's done twenty-one (21) days prior to scheduled time off or in a week that does not have the maximum eight (8) employees off.  Single days and floating holidays may be canceled by 10:00 am the day prior to the vacation.
d) Depending upon length of an employee’s sick related time off, it is understood that vacation weeks previously bid may need to be canceled.  The twenty-one (21) day cancellation period requirement per item above may be waived by the employer based upon the medical circumstances involved
e) In order to be eligible for vacation service credit, employees must be on paid status at least (56) hours during each payroll month of the year.
f) It is the operator's responsibility to notify dispatch if they want to be left on the overtime board while they are on vacation.
g) An employee may on their company anniversary date or the pay period prior to scheduled vacation cash in two (2) weeks Eighty (80) hours vacation.
6.3 Sick Leave

· Employee will accrue sick leave at the rate of 8 hours for each month of service in which the employee has worked 90 hours or more.  Employees are not entitled to sick leave with pay until they have completed (90) hours for (4) consecutive months.

· Entitlement for sick leave shall commence on the first day of absence for the first six (6) occurrences. For succeeding occurrences sick leave pay shall start on the fourth (4th) day when an employee’s accumulated sick leave hours are below 120 hours. If an employee has a scheduled medical appointment and produces an appointment card the absence shall not be considered an occurrence. Employees must inform dispatch as soon as possible of medical/dental appointments. If an employee produces a doctor’s note verifying illness/injury and an inability to work, the absence shall not be considered an occurrence. 

· Excessive sick leave absence over seven (7) occurrences per year may start the discipline process.

· A physician's release will be required after an operator is absent from work for more than three (3) days. 
· A physician's release will be required upon return to work if the operator was off work due to a Labor & Industrial claim.

· Sick leave time cards should be turned in for sick leave time used.
· Medical Insurance Premiums shall become the responsibility of the employee when absent from work as follows.
a) (31) days from his/her first day off when on leave of absence.

b) After the use of (12) weeks of consecutive Family Medical Leave.

· When an employee is off work, including job related injury, and is receiving worker's compensation, his/her rights and benefits under this agreement shall cease altogether after a period of twelve (12) months from the first day off; unless the twelve (12) month period is extended by mutual agreement of the parties.

· If an employee due to an extended illness exhausts all of his/her sick leave, vacation, and floating holidays the employer agrees to provide compensation in the amount of ($200) per week. Compensation may be used on three occasions through term of employment. Compensation is available for maximum of (15) weeks through term of employment. Compensation cannot be received in less than five (5) day increments.
6.4 Compassionate Leave

With the approval of the Manager, an employee may receive Four (4) days pay, upon the occurrence of death of a member of the employee's immediate family, which shall include the mother, father, brother, sister, husband, wife, son, daughter and grandchildren. For Employee's Spouse's family and all grandparents; on approval of the manager, an employee may use four (4) days of sick leave or vacation with pay.  This provision, when used, will not be considered as a sick leave occurrence.
6.5 Jury Duty

Grays Harbor Transit is committed to supporting the communities in which Grays Harbor Transit operates, including supporting Grays Harbor Transit employees in fulfilling their responsibilities to serve as jurors whenever it is possible. When an employee receives notification regarding upcoming jury duty, it is their responsibility to notify dispatch within one business day of receiving the notice.
Employees scheduled to work the day of jury duty will be reimbursed the difference between his/her jury duty pay and 8 hours regular transit pay when they bring a voucher from the County Clerk in to the transit bookkeeper stating he/she was called for jury duty. Employees will only be paid the difference if they would have been scheduled to work that day.

6.6 Military Reserves or National Guard Leave of Absence
Employees who serve in U.S. military organizations or state militia groups such as the National Guard may take the necessary time off to fulfill this obligation and will retain all of their legal rights for continued employment under existing laws.

6.7 Family Medical Leave of Absence

Eligible employees must be employed for at least 12 months and have worked at least 1250 hours during the 12 months prior to the start of FMLA leave. Eligible employees are entitled to 12 work weeks of unpaid leave in a 12 month period for one or more of the following reasons:
· For the birth of a son or daughter, and to care for the newborn child.

· For the placement with the employee of a child for adoption or foster care, and to care for the newly placed child.
· To care for an immediate family member (spouse, child, or parent (but not a parent in – law) with a serious health condition. When the employee is unable to work because of a serious health condition.
· Eligible employees granted FMLA shall supply certification issued by a Health Care Provider.
6.8 Personal Leaves of Absence

In special circumstances, Grays Harbor Transit may grant a leave for a personal reason, but never for taking employment elsewhere or becoming self-employed. Personal leaves of absence must be requested in writing and are subject to the discretion of management. 

Non-Medical Related Leave (10 Days Maximum)
An employee may be granted one, or more, non-medical related leave of absences without pay up to ten (10) days per calendar year, at the discretion of the Employer.
The employee shall not be required to use all earned vacation leave and floating holiday leave benefits prior to the above defined non-medical related leave of absence without pay.
The employer agrees that the officers and members of the Union may be granted a leave of absence without pay on Union business when requested. It is further agreed that a member of this Union who now hold office or should be elected to office on said Union which requires his/her absence from the job shall upon his/her leaving office be placed in his/her former position with full seniority and his/her full pay.

Non-Medical Related Leave (11 days to 1 year)
An employee may be granted a leave of absence without pay for non-medial related reasons for a period not to exceed (1) year, at the discretion of Management.
A non-medical related leave of absence without pay shall only be granted to the employee if the employee has used all earned vacation leave and floating holiday leave benefits.
Applicable personnel benefits shall be prorated during the non-medical related leave of absence without pay. 

Medical Related Leave without Pay (1 Day to (9) Months).

An employee may be granted a medical leave of absence without pay for medical related reasons for a period not to exceed nine (9) months.
A medical related leave of absence without pay shall, only be granted to the employee if the employee has used all accrued leave benefits to include accrued sick leave hours, accrued vacation leave hours (includes any hours previously bid for vacation slots), and accrued floating holidays. The medical leave of absence would be effective from the date of exhaustion of all accrued leave benefits. However, in the cases where the employee was eligible for and used State or Federal family leave, the medical leave without pay would be effective from the date of exhaustion of the family leave.
Applicable personnel benefits shall be prorated during the medical related leave of absence without pay
Section 7
EXPENSES

7.1 Expense Reimbursements

Under ordinary circumstances, it is the policy of Grays Harbor Transit to reimburse travel expenses on the basis of actual expenses involved. Persons traveling on Grays Harbor Transit business are entitled to transportation, hotel accommodation, meals, and limited incidentals that meet reasonable and adequate standards for convenience, safety, and comfort. Reimbursement for personal use of vehicles is .31 cents per mile
Section 8
BUS OPERATORS SECTION – Rules and Regulations

8.1
Safety

The primary rule by which operators shall operate is "Safety First".  Safe arrival is always more important than being on time.  Schedules are to be maintained within 2 to 5 minutes.  When unavoidably delayed, operators are to make a reasonable and safe effort to resume their schedule.  If unable to resume schedule, operator shall notify the dispatcher at once.  During fog, rain, or other inclement weather, buses are to be operated with special regard for safety.  When required to operate through high water, the speed of buses should be slowed sufficiently to avoid splashing on the electrical cables or other vital engine parts.
8.2 Courtesy 
Here are things you can do to make your job a pleasant and rewarding experience:
· Be polite and courteous to the public.  A simple smile, "Good Morning" and "Goodbye" can go a long way. Above all, please listen and refrain from arguing and possibly embarrassing passengers.  Passengers should be addressed as Sir or Ma'am.

· Operate your bus skillfully and safely, providing a smooth and comfortable ride.

· Exercise professionalism and mature judgment at all times.

· Be helpful and considerate of your passengers.  Provide only current information or direct them to the proper source.
8.3 Operator Run Card 
Operators are required to thoroughly read their run cards taking special care to read all directions and footnotes.
Operators shall record daily on the time card the number of paying and non-paying passengers carried on route.

8.4 Daily Work Schedule

Work Sign-off: Every Friday, a weekly sign-off schedule for extra work is posted for bid run drivers.  Bid Run operators not wanting to work on their days off should sign off for the day or days they choose not to work.  If an operator doesn't sign off, he or she is obligated to work if called on day off.
Daily Work: Operators daily work schedule and bus In & Out Schedules are posted in the operator's waiting room.  Transfers, time cards and Bad Order Slips are adjacent to the time clock in the Operator's Room.
Extra Board Operators: All extra work shall be offered to Extra Board (A Board) first, Extra Board (B Board) second, then to bid run operators on a rotation basis. Extra (A Board) operators will be guaranteed a minimum of forty (40) hours per week at their basic rate of pay. Extra B Board operators shall not exceed 3½ times the number of Extra A Board drivers. At least four (4) A Board operators will be maintained during the term of this agreement. Extra B Board operators shall have no guarantee of hours or benefits. A & B Extra Board operators shall bid runs daily based on their board position. If runs are open two (2) to five (5) days, operators have the option to take the hold down. All eight hour bid runs will be filled first. A Board bidding shall be completed by 2:00pm daily. No changes or trades shall occur for A Board operators after 2:00pm. Bid run operators on their days off, if available will be offered extra work on a rotation basis. Bid Board will close by 4:00p.m. each day. Extra Board drivers will be allowed to bid their work assignment on a weekly basis each Friday. After 2:00pm Dispatch will assign work according to run seniority rotation. B Board work hours will be allocated on the basis of seniority when possible, but because of scheduling or other variables that may not be possible in each and every case. Due to B Board operators seven (7) day schedule, with prior notice: i.e. no later than 2:00pm the day before, B Board operator may pass a days work if it does not interfere with daily operation. When signing for hold-downs, if an operator takes Monday off the operator will still be able to bid the hold-down, if the hold-down still covers 2 or more days.

8.5 Breaking in New Operators 
Operators breaking in new drivers will receive $5.00 a day extra. Operators are not entitled to break-in pay if the trainee just rides. Regular operators are not responsible for the trainee’s driving capabilities.

8.6 Pre-Trip Inspection

When preparing the bus to leave the transit yard, or Dial-a-Ride base point, the operator must complete his/her safety compliance check on the back of the time card.  If for some reason the bus is not suitable for service, the dispatcher or hostler must be notified immediately.
All wheelchair lifts must be cycled prior to leaving the base.  This is the responsibility of the driver.  If the lift does not operate contact dispatch so a replacement can be made.  Write up a bad order slip.
Buses are to come to a complete stop at exits from garage buildings and before entering the street from the company property.  Then they are to proceed only when it is safe to do so.  Buses are to use 30th Street, Port Industrial Way when deadheading to and from the garage.  30th Street between Bay and Sumner is off limits to Large GHT buses.
An Operator radio check shall be completed before leaving yard or D.A.R. base point.  If the radio is not working, Driver must contact Dispatch by phone or in person to correct the problem.

8.7 Driver Equipment 
While on duty, drivers will be in possession of the following:
1. Valid Washington Commercial Drivers License properly endorsed. A current copy must be in personnel file.

2. Current Medical Examiner's Certificate Card, copy in personnel file.

3. Transfers.

4. All Day Passes

5. Accident Report kit (on bus)

6. Driver's punch (Diamond Head, company issue).

7. Time card

8. Reliable time piece.

9. Current bus schedules

10. Current Run Card

8.8 Defect Card 
If there is a mechanical problem with the bus, operator shall complete the driver's defect card, found by the time clock in the driver’s room and turn it in to dispatch at end of shift.

8.9 Emergency Equipment 
The following items of safety equipment will be carried on company vehicles at all times:
· Fire Extinguisher

· First Aid Kit (Rubber gloves & CPR Mask included)

· Emergency Warning Triangle Reflectors

· Accident Report Kit

It will be the operators’ responsibility to insure that these items are in the vehicle and are in good condition.  Any shortage will be reported to Dispatch and replacement made before putting the vehicle into service.

Operators shall wear seat belts when the bus is in motion. An operator is responsible for the safety of his/her passengers and is therefore also charged with the duty to guide them to safety in the event of an accident.  If the operator has been rendered unconscious or seriously injured because of the impact of a collision, he/she will be unable to fulfill his/her responsibilities and carry out his/her duties.  For this reason and for their own well being, all operators will be required to use seat belts on all buses so equipped.

All coaches are equipped with some type of emergency exit, either through windows or emergency doors.  It is the operator's responsibility to learn how to use the emergency exits in each type of bus.

8.10 Breakdowns

Operators are to report to a hostler, dispatcher or the supervisor any defect in equipment or any abnormal street conditions which may effect operations or the safety of passengers and the general public.
· If there is a defect in the equipment and continued operation could cause more serious trouble resulting in road failure, the dispatcher or hostler (532-2773 for hostlers after dispatch is out of service) is to be contacted immediately, so arrangements can be made to replace the bus. Under no circumstances is the operator to bring his/her bus to the garage without first checking with the dispatch or hostler.
· When the defect is not of such a nature to cause damage to the equipment, possible road failure, or injury to the passengers, the operator is not to ask for a replacement. However, if and when a replacement is required, the operator is not to refuse the replacement bus.

8.11 Breakdown: Emergency Procedure 

If the bus becomes disabled on a two lane road or freeway, the operator must make every effort to protect himself/herself, the passengers, and other motorists.
If possible, stop the bus on the right side of the roadway, on the shoulder if there is one.

· Turn on four-way flashers.

· Call the dispatcher.

· Assure the passengers that help will be along quickly.

· Passengers should remain on the coach, except in the case of fire or in danger of being struck by other vehicles.

· Before setting out emergency triangle reflectors, put on the orange safety vest included in the reflector box.

· Emergency triangle reflector setup: Set up as soon as possible. While parked at the side of a two lane road on the traffic side of the bus, place one reflector 10 feet from the rear and one reflector 100 feet in front and one reflector 100 feet behind the bus. On a freeway, place one reflector 10 feet behind the disabled bus, another 100 feet, and a third reflector 200 feet behind the bus.

· Driver shall then return and render any assistance to passengers if needed, attend his equipment and, if needed, direct traffic around the bus.

8.12
Fire Emergency 

If a fire should occur on or in any part of the coach:

1. Pull clear of traffic, if possible

2. Stop immediately

3. Turn off the ignition switch

4. Open all doors and discharge passengers to a safe location

5. Call the dispatcher

6. Use fire extinguisher: If safe to do so.

· Pull the pin, direct the nozzle in front of the flame and gradually sweep it onto the flames.

· To stop the extinguisher, release the trigger and replace locking pin

· Notify the dispatcher as soon as the fire is extinguished or if the fire cannot be extinguished

· Open windows and doors to air the coach before allowing passengers to re-enter
· File an Event report when returning to the shop
· Bad Order the fire extinguisher when you return to shop

· Caution: When using the fire extinguisher on a tire fire, use extreme caution as an explosion may occur
8.13
Driver Safety 

Avoiding Confrontation:
· Assaults to operators may result from verbal confrontation with customers. Any customer who becomes angry should be considered a possible threat to you regardless of size, gender, or age.

· Anger seldom remains at a constant level, it either escalates or dissipates. Your manner, speech, and proficiency in handling difficult situations will largely determine the customer’s response.

· Remember, it is not your responsibility to enforce the law yourself. If a customer does not comply with your request, call the dispatch for assistance.
Assault Prevention

· Be sure that the Unlawful Bus Conduct and Cards which prohibit smoking, eating, drinking, etc. on the coach are properly displayed. If you have to ask a customer to stop smoking etc. You should point to the sign indicating that his/her actions are against the law and explain that you are required to call this to his/her attention.

· Be consistent in informing customers of laws enforced on the coach. For example, do not ask one customer to see a pass and not others.

· If a customer attempts to evade paying a fare, ask them one time (in a courteous manner) for the fare due. If the customer refuses, allow them to ride and report the incident to the dispatcher.

· If you suspect an abusive customer is under the influence of Drugs or Alcohol, give them calm and simple directions and call the dispatcher for assistance.

· Most physical assaults are prefaced by verbal assaults. Be particularly cautious of boisterous minors, especially if they board as a group. Notify the dispatcher for assistance if problems arise 

If you are Physically Assaulted
· Bring coach to a stop as soon as safely possible.
· Open all doors.

· Contact dispatch if possible, stay as close to radio as possible.

· Yell-CALL THE POLICE-to customers or other persons in the area.

· Do not attempt to apprehend the attacker, always maintain a defensive self protective posture.

· Do not pursue the attacker if he leaves the area.

· Contact dispatch as soon as possible and provide detailed information on attacker, (i.e.) description and direction attacker left the scene
If Someone Attempts to Rob You

· Do not resist the robber.

· State you carry no cash.

· Surrender your wallet or pass monies.

· After the robber leaves the area call Dispatch for 911 and give dispatch a detailed description and the direction robber left the scene.

Operator Safety Entering Transit Yard after Dark

· Radio Dispatch, inform them you are entering the transit yard and pulling to the fuel pumps.

· When walking from the Drivers Room to your personal vehicle, (BE AWARE OF YOUR SURROUNDINGS) Stay in lighted areas
8.14 Operational Safety 

Backing: Operators shall not back up unless it is absolutely necessary, and only then with extreme caution.
Speeding: Operators shall not exceed posted speed limits.

Traffic lights and signs:  A bus shall attempt to stop on an amber light when approaching an intersection and come to full stop at stop signs and red lights

Lights: Vehicle lights, headlights, marker lights, and interior lights shall be used at all times.  Turn indicator lights shall be used when changing lanes or entering and leaving curbside.

Loading/Unloading: Loading and unloading passengers will be done as close to the curbside as possible and always in an area free from hazards and affording good visibility.

Traffic Laws: Operators are expected to know and always obey all local and state traffic laws.  Any citation or arrest for a traffic violation is the responsibility of an employee and may also be subject to discipline by the Operations Manager.  An Operator must notify GHT of all traffic convictions.  This includes those in a private vehicle as well as a commercial vehicle.  Notification must be in writing within thirty days of the conviction, except when your license is suspended you must notify GHT before the end of the business day following the day you received notice of said suspension

Pulling into Yard When pulling the bus into the GHT yard or fuel pumps, operator shall observe the following instructions:


a)
Take bus out of gear, put in park or neutral.


b)
Set parking brake and see that it holds.


c)
Turn all light switches to "off" position.


d)
Turn off heater and defroster fans.


e)
Close all windows and doors.


f)
Report condition of bus interior and exterior.  If there is a mechanical problem with the bus, operator shall complete the vehicle defect card and leave in the box adjacent to the time clock.


g)
Look through the bus for articles left by passengers.


h)
Complete the bus fuel card after each section of your run.  Last name (no initials), Date, run number, and hub or odometer mileage.

8.15
Violent and Non-violent Emergency Situations:
If an operator has a violent passenger aboard the bus and requires assistance, operator shall notify dispatch he/she has a RED ALERT SITUATION and explain to dispatch in as few words as possible what assistance is required.
If a non-violent situation occurs and the operator requires assistance notify dispatch and explain.
If there is a security problem aboard the bus that the operator is unaware of, dispatch will ask the operator to give dispatch a landline.
911 has first priority over all other radio transmissions.  Dial-a-Ride and Paratransit calls have second priority. All other transmissions will follow.
When operators request dispatch to make a 911 phone call, the 911 dispatcher will request pertinent information such as location, vehicle, injuries, weapons and etc. Please stay near your radio until 911 has all the information they need.
Radio procedural violations subject to discipline per Section 3.25.

8.16
Leaving the Bus with Students Aboard 
Driver shall not leave his/her bus with school students aboard.

8.17 Deviations

Operators will not deviate from the routes prescribed by the company either to deliver passengers or for any other purpose except in case of an emergency or with approval.  If it becomes necessary to detour, authorization from dispatch must be obtained.

8.18 Railroad Crossings

The operator, before crossing any uncontrolled tracks of a railroad, shall stop the bus within 50 feet, but not less than 15 feet from the nearest rail of such railroad and while so stopped shall listen and look in both directions along such tracks for any approach of a train and shall not proceed until he/she can do so safely.

8.19 Time

Operators are required to carry a reliable watch and will be held responsible for its accuracy.  Operators shall set their watches 2 minutes slow according to U.S. West Communications and shall operate their run accordingly.  Dispatch will report the correct GHT time after the completion of each transmission.

8.20 Animals/Service Animals
Animals with the exception of service animals must be in an appropriate carrying cage. Companion animals must be in an appropriate carrying cage also.
8.21 Coach/Animal Collisions

Never swerve the bus to avoid a collision with an animal.  Avoid panic stopping which may cause injury to your passengers.  If a dog or cat is killed or injured by your coach, notify dispatch.  An event report must be completed upon returning to the shop.
8.22 Picking Up and Dropping Off Passengers

When stopping to pick up or discharge passengers, the bus must be at a complete stop before opening the doors and it shall not be moved until the doors are completely closed.  Operators should attempt to get as close to the curbside as possible.  Operators may request passengers to exit through the rear doors at the Aberdeen and Hoquiam Stations.  All operators shall use extreme caution at all transfer points and shall pull in and stop at the transfer points enabling anyone who might want to take the bus to board.  Passengers waiting to board a GHT bus should be advised at the discretion of the driver to stand clear until passengers disembark the bus.
When transporting School Students from public or private schools, driver shall have the students exit the bus through the front door.
Drivers are never to touch a passenger physically unless to defend oneself, give first aid, or are in the process of assisting a passenger on or off the bus.

8.23
Disabled Passengers

Certified passengers who meet the Americans with Disabilities Act requirements and other disabled passengers are entitled to utilize GHT's Specialized Van Service within Grays Harbor County. Door-to-door van service is offered to those who qualify throughout Grays Harbor County, Monday through Friday from 5:00am to 10:00pm, Saturday and Sunday from 8:00am to 8:30pm. Scheduling is to be made at least one day prior to date transportation is required.
Operators transporting passengers in wheelchairs must use extreme care in handling and securing the passenger and chair. GHT prefers all wheelchair passengers should be backed onto Van lifts, however if passengers insist on being faced forward on the lift it is permitted.
All wheelchairs must be facing forward and secured with the (4) point tie down system. All wheelchair passengers must wear at least a lap seat belt; shoulder straps should be used but may be declined by the passenger. Any passenger refusing to wear a lap seat belt must be reported to the dispatcher and an event report turned in at the end of the shift.
Passengers accompanying Paratransit users in the capacity of care giver are entitled to ride free of charge. Paratransit passengers pay the reduced fare of $.25 or may purchase a Disabled Monthly or Punch Pass at reduced fare.

8.24 Grays Harbor Transit Dial-a-Ride 
DAR Service is offered to GHT passengers per schedules #41, #42, #51, #56 and #90.  All routes on schedule #90 have the flexibility of Dial-a-Ride.  Regular Dial-a-Ride service is not offered within the urban area (Aberdeen-Hoquiam-Cosmopolis).
Passengers in these particular rural areas are entitled to phone dispatch, be picked up and dropped off at their door Monday through Friday.  Dispatch should be given ample time for scheduling.
There are four (4) rural Dial-a-Ride areas in which vans are based:
Run #43 Montesano-Central Park-Junction City Dial-a-Ride/HDC van is based at the Montesano Station located at 214 E. Pioneer Street.
Run #33 Elma Dial-a-Ride van is based at the Elma Station located at 6th & Main Street
Run #34 Ocean Shores-Ocean Shores Marina Dial-a-Ride van is based along-side the Ocean Shores Fire Department on Point Brown Ave.
Run #35 Westport Dial-a-Ride bus is parked on the north side of the Police Station up against the fence.
Runs 43, 33, 34, and 35 Dial-a-Ride Operators shall remove the van key at the end of their shift and place it in the magnetic key box provided. The magnetic key box should be placed on the right side of the lift.  The Dial-a-Ride drivers are responsible for their van key.  If a Dial-a-Ride driver is off work, he/she must check with dispatch before returning to work to be sure they have the correct key.  Dial-a-Ride relief drivers are responsible for picking up the van key from the dispatch office each morning before departing to the Dial-a-Ride location
8.25 Kneeling the Coach

Operators are required to exercise due caution for elderly and handicapped passengers who are boarding or alighting. The kneeling device on buses should be used when appropriately needed.  Operators are to have the bus doors closed at all times when the bus is in motion.

8.26 Announcing Stops

According to the Americans with Disabilities Act, (ADA); on fixed route systems, stops must be announced at all transfer points, major intersections, destinations, (buildings and landmarks) and requested stops. The Operator is to call out stops frequently enough to allow customers to orient themselves.

8.27 Passenger Stops

Operators stop only at designated bus stops between Aberdeen-Hoquiam.  In all rural areas, buses must come to a complete stop per check points on Operator's Run Card.  Operators may board passengers flagging, or drop off passengers along their route in safe areas other than designated on the Run Card.
8.28 Bike Rack Policy

· For passenger safety, drivers shall make a habit of taking his/her bus out of gear and setting the bus parking brake when passengers load and unload bicycles from the bus bike rack.  Passenger shall notify the driver he/she is going to load or unload his/her bicycle.
· Bicycles will be allowed on racks after dark

· Bicycle racks are for Transit passengers only.

· Signs will be posted on front of bus for passengers to inform driver before loading and unloading a bicycle.

· Bicycles are to be put on racks on a first come, first serve basis.

Two-wheeled Motorized Scooters 
Due to the inability to safely secure inside the bus or on the bicycle rack, two wheeled motorized scooters are not allowed on fixed route busses.
8.29 Drinking Beverages; Coach Cleanliness

Operators are not to allow passengers to board the bus with open beverage cans, bottles, or containers of liquids. Operators are responsible for the interior cleanliness of their coach.  Passengers are encouraged to assist in keeping the bus clean. All Operators shall follow the closed container policy to prevent causing confusion for passengers boarding the bus with open or closed containers.
8.30 Relieved of Duty 
If an operator needs to be relieved or is not capable of working, he/she must notify a dispatcher or supervisor for instructions.

8.31 Double Parked 
An operator is not to double-park his/her bus beside another bus at any bus stop to load or let off passengers.

8.32 Coach Unattended

If an operator leaves his/her bus unattended while on break, doors must be closed, parking brake set, engine turned off, and ignition key pulled.  At the Aberdeen or Hoquiam Station, operators when not on break or using the restroom must, stay close to their bus. If an Operator leaves his/her bus to use the restroom front door should be left open with the engine off to enable passengers to board the bus.

8.33 Standees 
All passengers must be seated if seating is available before the operator moves the bus.

Operators are allowed to stand 50% of coach load capacity when seating is not available.  The operator is not to permit passengers to stand in the front or rear door well or at the front of the bus blocking the operator's view. No one shall be allowed to stand on bus seats.

8.34 Interior/Exterior Lights 
Buses must have inside and outside lights on when in operation at night.  Headlights should be turned on at all times.

8.35 Writing on Coach 
Operators are not to write on a bus or allow anyone else to write on the inside or outside of a bus.

8.36 Operator Leaving the Coach 
Before leaving the bus, the operator must turn off his/her engine, set the air or hand brake and make sure it holds. Place the gear lever in park or neutral.  If the bus is on the slightest upgrade, the operator must set the front wheels away from the curb.  On the down grade, the wheels are to be set into the curb.  Under no circumstances is the rear door interlock of the bus to be used in place of the parking brake.  The operator must go through the bus at the end of the line and when arriving at the garage look for lost articles and damage to the interior and exterior of the bus.  Any damage should be reported to dispatch or a hostler and written up on a Bad Order slip immediately.  A lost article found on the bus by the operator or an article turned over to an operator is to be tagged and turned in to dispatch.  Refer all inquires to the GHT office 532-2770 or 1-800-562-9730.

8.37 Eating and Drinking
It is prohibited for an operator to eat or drink while driving his/her bus.  It is not permissible to lay over at the end of line, or at any other place and leave late for the purpose of eating, drinking, smoking, or completing phone calls.
8.38 Not in Service 
NOT IN SERVICE should be displayed on bus header sign when deadheading (not on route) or when the bus is parked either for break or lunch.

8.39 Special Passengers

The operator is to give special consideration to passengers who are elderly, physically or mentally challenged, pregnant women, women carrying babies, and others who appear to be incapable of seating themselves while the bus is in motion.  Therefore, the bus should not be moved until they are seated or at a safe place where they can hold on to a support.

8.40 Crossing the Highway

After the passenger has departed the coach, he/she should stand clear until the bus has pulled away. Passengers should never attempt to cross in front of, or directly behind the bus.  Drivers are not responsible for passengers once they leave the coach.
8.41 Arms and Head Inside Coach

Passengers are not at any time, permitted to extend hands, arms, heads, or objects of any kind from the windows of the bus, whether the bus is in motion or at a standstill.  Shirts and shoes are required for all passengers.

8.42 Schedule Information 
Operators are required to have an accurate knowledge of schedules, running times, time points and connecting transfer points on the runs they operate.

8.43 Passes

Operators shall obtain G. H. Transit passes from the Transit Office for the purpose of selling to passengers.  Passengers also may acquire passes from the T.A. Office, 705 30th Street, Hoquiam, WA and from the Aberdeen and Hoquiam CSR’s.  Grays Harbor Transit is not responsible for lost passes.  Operators must reconcile their passes and pass money with the office at the end of each Month.
8.44 Passenger Fares

	Vault Fares and Passes
	Amount

	Zone 1 Fare (G. H. County) - Adult
	.50¢

	Zone 1 Fare (G. H. County) - Children age 5 & Under
	free

	Zone 1 Fare (G. H. County) – Seniors & Disabled 
	.25¢

	Zone 2 Fare (McCleary-Olympia/Oakville-Centralia) - Adult
	$1.50

	Zone 2 Fare (McCleary-Olympia/Oakville-Centralia) - Senior & Disabled
	.75¢

	Zone 1 & 2 Fare (G. H. County – Olympia/Centralia)
	$2.00

	Zone 1 & 2 Fare (G. H. County – Olympia/Centralia) Senior & Disabled
	$1.00

	Monthly Pass - Zone 1 (Unlimited rides for calendar month)
	$18.00

	Monthly Pass - Zone 1 - Senior & Disabled (Unlimited rides for calendar month)
	$9.00

	Monthly Youth Pass – Zone 1 (Unlimited Rides for Calendar month )
	$9.00

	Premium Monthly Pass - Zone 1&2 (Unlimited rides for calendar month)
	$60.00

	Premium Monthly Pass - Zone 1&2 - Senior & Disabled (Unlimited rides for calendar month)
	$30.00

	Zone 2 Monthly Pass - McCleary-Olympia (Unlimited rides for calendar month)
	$45.00

	Zone 2 Monthly Pass - McCleary-Olympia Senior & Disabled (Unlimited rides for calendar month)
	$22.50

	Punch Pass - Zone 1 (20 rides)
	$10.00

	Punch Pass - Zone 1 Senior & Disabled (20 rides)
	$5.00

	Commuter Punch Pass - Zone 1 & 2 (20 rides)
	$36.00

	Commuter Punch Pass -  Zone 1 & 2 Senior & Disabled (20 rides)
	$18.00

	Punch Pass - Zone 2 (20 rides)
	$30.00

	Punch Pass - Zone 2 Senior & Disabled (20 rides)
	$15.00

	Transfers
	free

	
	

	All Day Pass - Zone 1
	$1.50

	All Day Pass - Zone 1 - Senior & Disabled
	.75¢


a. Cosmopolis and Hoquiam, students may have school passes, which will be used on school days for bus transportation.
b. G.H. College students may have a Grays Harbor Transit sticker on the back of their Student Body Card. This sticker, sold by the College is good for the entire quarter, and good for unlimited rides within the county.
c. Passengers must show their passes when entering the bus.
d. G. H. Transit identification card must be presented to purchase a disabled pass.  A current G. H. Transit identification  or any other current Transit disabled identification may be used to qualify for disabled cash fare
8.45 Starting and Running Times

Operators are required to leave garage, run starting point, or end of the line on scheduled time, unless there is a legitimate reason for delay.  Operators are required to maintain prescribed schedules, reaching time points as scheduled unless unavoidably delayed.  Operators are not to run ahead of schedule unless instructed to do so by a dispatcher or supervisor.
An operator is not to cut his schedule short under any circumstances unless instructed to do so by a dispatcher or supervisor.

8.46 Gasoline, Batteries, Exposed Weapons 
Passengers are prohibited from bringing weapons, flammable liquids, explosives, or acids aboard the bus.

8.47 Radios and Recorders 
Operators while on duty are not to use in any manner, radios, recorders, or any audio or video device including scanners and headsets.
For Safety purposes Operators may carry personal cell phones while on duty, however, Operators are not permitted to use a cell phone, with or without an earpiece while driving his/her bus.
Passengers should not be permitted to operate radios or recorders audibly while aboard the bus. A passenger may, however, operate a radio or recorder with the proper use of earphones.

8.48 Strollers and Shopping Carts 
To allow for safe transport: all strollers and shopping carts must be folded down before the passenger boards the bus.

8.49 Passenger Conversation

Undivided attention must be given to the operation of the bus.  All conversation should be limited to brief and courteous answers to questions pertaining to service, and while doing so, the driver must not look away from the road.

8.50 Refusal of Transportation
Operators may refuse transportation to those who solicit while aboard the bus, to intoxicated persons, those conducting themselves in a boisterous manner, or using profane or obscene language, and persons who are obnoxious or offensive enough to cause discomfort to other passengers.  The passenger should be verbally warned before transportation is refused.  Operators must notify dispatch before refusal of transportation and then make a full detailed report of the circumstances together with names and addresses of witnesses on an event form at the end of shift.
In the event an operator's radio is inoperable and he/she has an emergency situation with a passenger, the driver should stop his/her bus and phone dispatch (1-800-562-9730) or maintenance (532-2773) for assistance.  If an extreme emergency arises operator should dial 911 for assistance.
Passengers who are refused transportation are entitled to an appeal process by phoning GHT.

8.51 Refusal of Transportation: School Students

School Students should not be ejected from the bus anywhere other than the school or their designated stop. If you are having disciplinary problems with a student the student should be warned that their riding privileges will be suspended if behavior doesn’t improve. If it is necessary to refuse transportation to a student use the following procedure. Inform the student when you arrive at their stop that they will need to find alternate transportation for the next day. A student should never be suspended for more than one day unless authorized by management. Always file a complete Event report to the Operations Manager when discipline involves a school student.

8.52 Passenger Ejections

When a passenger is acting in a disorderly manner, the passenger shall be warned.  After warning the passenger and he/she continues to behave in said manner, he/she shall be requested to leave the bus when the bus is stopped at a bus stop.  If a passenger has been requested to leave the bus and has refused and is unable to take care of oneself, the operator shall call the dispatcher and request the assistance of a supervisor or police officer. Dispatch must be notified of all passenger ejections.
A young child, a person of unsound mind, or a person in such a feeble and helpless condition as to be unable to take care of himself/herself must not be ejected from the bus except when the operator can see that the person ejected is properly cared for.
Only when it becomes necessary for the protection of yourself or your passengers should physical force be used to eject a passenger.  When a passenger is ejected, the operator shall:
· Eject only at a regular bus stop.  No passengers shall be put off at any point likely to be exposed to danger.  Particular attention must be paid to this rule during bad or inclement weather, late at night, or when a passenger is intoxicated.
· Make out a complete Event report and turn in to dispatch.
8.53 Vandalism 
All acts of vandalism perpetrated against GHT property (bus interior/exterior, shelter, station, etc) should be reported immediately to the dispatcher.  The Bus Operator should attempt to get names and addresses.  A bad order slip and/or Event report is required when returning to shop.
8.54 Care of Tires 
Care should be used in making turns and stops so that tires do not slide against or strike the curb.
In case of a flat rear dual tire, contact dispatch immediately and they will contact shop to advise. In rural areas there is a chance of a tire fire if vehicle is continued to run or the possibility the other dual could go flat.
If a front tire goes flat, pull off the road and call the dispatcher for assistance.

8.55 Overheating Engine

Hot engine warning light and buzzer should come on when a diesel bus engine overheats.  Check bus gauges.  Park your coach in a safe location. Check for visible coolant leaks.  Contact dispatch for assistance.

8.56 Low Air

If the low air warning buzzer or light comes on; or the air gauge reads less that 80-85 PSI, park your coach in a safe location and check for any audible leaking of air.  Check for leaks in the brake system by holding the brake pedal all the way down and listening for a continuous draining of air and watching for a drop of pressure on the gauge.  If there is no obvious air leakage, attempt to rebuild the pressure by moderately increasing the engine speed. If the air pressure remains low call dispatch for assistance.
8.57 Steps and Doors 
Great care should be exercised to prevent striking the steps or doors against the curb.  Keep steps clear of ice and snow.

8.58 Yard Speed 
Buses are never to operate more than 10 miles per hour through the Aberdeen, Hoquiam, Montesano, Elma and McCleary Stations or in the GHT compound.

8.59 Collection of Fares 
The operator is not permitted to deposit fares for passengers.
The operator shall keep the fare box inspection plate clear at all times by tipping the plate after each fare is deposited.  Confusion will be avoided by determining the exact amount of fare deposited by each passenger.  It is necessary for the operator to observe the payment of fare closely and in a case where the passenger has deposited insufficient fare, the operator is to challenge the passenger once in a polite manner stating clearly and quietly the reason for the challenge.  If the passenger refuses to conform, the operator should not argue.  Operator should politely advise the passenger that next time passenger boards the bus he/she should have a fare ready to pay when boarding.
Operators are not permitted to solicit tips from passengers.
In the event a G.H. Transit Operator is approached by someone with a weapon demanding the Operator surrender his/her G.H. Transit pass money or passes, the Operator shall not refuse the request. Operators are to advise people requesting money out of the bus vault that he/she does not have a key to the vault.

8.60 Fare Box Equipment 
Operators are not to tamper with the fare box in any manner.
Passengers should have the correct change (fare). Operators cannot make change.
Operators should tear transfers in half and discard into waste bag.  Passengers should deposit tickets into the fare box.
Currency (dollar bills) should be folded up before depositing in the round bus vault. On Centralia or Olympia routes, dollar bills shall be deposited directly into the vault
8.61 Child Fare 
The payment of full fare (50¢) is required for children 6 years and older.
8.62 Senior Citizen; Disabled Passengers 
Senior Citizen (age 65 & older) and Disabled Passengers may ride at a reduced fare (.25) with a special pass. Passes should be shown at all times.

8.63 Passengers Riding to Garage

Operators are not permitted to allow passengers to ride buses into or out of the Transit compound. Passengers must enter and exit the bus on 30th Street. And enter the building through the front door. Family and friends inquiring about drivers must check at the front office desk.

8.64 Passengers Riding Without Fare

Free transportation passes shall be available at the Grays Harbor Transit office to all active employees and their dependents. For the purpose of this section, dependents shall be defined as the employee's spouse, significant other or children. The term child applies equally to natural, step, or adoptive or custodial family relationship. Transportation passes will also be available to all retired employees and their spouses. The passes will be honored on all of the employers regularly scheduled buses and vans. GHT operators and supervisors checking routes may ride without fare.
An operator’s family members are welcome to use the bus for transportation from point A to point B. Family members five and under must be accompanied by an adult other than the driver. Drivers can not be bringing family members to work in lieu child care.

8.65 Transfers 
When punching passenger's transfers, an hour should be added from the time the passenger leaves the bus. Care should be taken in punching a transfer so that a transfer is punched correctly.
Should a passenger present an invalid transfer in payment of fare, the operator shall courteously call the passenger's attention to the fact and give the reason for judging the transfer invalid.  If the passenger is not satisfied and maintains that the transfer is acceptable, the operator should not argue.  However, if there is any doubt as to the validity of the transfer, the passenger should be given the benefit of the doubt.
GHT transfers are good for continuous transfer from one route to another and for stop and go along the route for up to one hour, or next rural bus.  Transfers are not good for a return trip. A passenger may transfer on top of a transfer as long as their destination is in the same direction. Exception:  Central Park passenger may board a bus destined one way and request a transfer back the other way to alleviate crossing a freeway.
When an operator leaves his bus unattended with passengers aboard or at the end of his/her run, he/she is to remove books of transfers and All-day passes and take them with him/her.  This is to be done as a security measure

8.66 Holding For Transfers 
Operators shall attempt to hold his/her bus up to 5 minutes for transfer of passengers when requested by another bus operator or dispatch.

8.67 Destination Signs

It is the operator's responsibility to make sure that his/her coach has the proper destination sign on the front and side reader board at all times.  If a coach is approaching a terminus of one route, and will be continuing as another route, the sign should be changed at the last designated time check point of the route (before the route change).  Operators are not to display header signs that do not correspond with the run they are operating
8.68 Lockers 
Operators may sign out a locker from dispatch.

8.69 Kitchen 
Operators using the kitchen facilities are responsible for cleaning up after themselves.

8.70 Telephone List 
Each operator is responsible for keeping a current emergency telephone list in his or her possession. This list is located by the time clock in the driver’s room; or ask for one from dispatch.
Each employee is responsible for making sure dispatch has a current phone number.
8.71 Shop

The shop is off limits to all operators.  If an operator is not able to locate a hostler in the yard the driver is to ring the service bell at the door to the shop nearest the driver’s room.  If any assistance is required when dispatch is off duty, operators may approach the maintenance hostler for scratches or mechanical problems that seem apparent.  In case of sickness, one of the dispatchers should be contacted for operator replacement.

8.72 Employee Parking 
Parking space for employee’s private vehicles is available in four (4) locations:

· on 30th Street;

· along side the bus washer;

· in front of the GHT Building;

Parking in front of the dispatch office is off limits. Employees who park in the bowling alley parking lot risk the chance of being towed away at their expense.

8.73 Hours of Duty 
Operators will not be required to drive more than 10 hours in any tour of duty.  If an extreme emergency arises, this rule may be augmented.

8.74 Hours off 
GHT maintains the policy that Employees shall have 8 hours off duty before reporting back to work.
Section 9
MAINTENANCE PERSONNEL SECTION
9.1 Safety Regulations: 

The primary regulation by which Maintenance Department employees shall operate Grays Harbor Transit vehicles is "SAFETY FIRST".  Safe driving and work ethics is a practice, not a habit.

It will be the Maintenance Department’s responsibility when servicing all Grays Harbor Transit vehicles to insure that the following items listed below are in good condition:

Fire extinguisher

First aid kit (rubber gloves and CPR masks included)

Emergency warning triangles

Accident report kit

Any and all shortages shall be reported to the Shop Supervisor, or Dispatcher, and replacement made before putting the vehicles in service.

9.2 Operational Safety
Backing: Grays Harbor Transit vehicles:  Employees shall use extreme caution when backing.
Speeding: When operating a Grays Harbor Transit vehicle, the posted speed limit must be adhered to. You must use caution and judgment so as not to over drive current weather conditions.
Traffic lights and signs:  All Grays Harbor Transit vehicles will stop on an amber light when approaching an intersection, and come to a full stop on a red signal and at a stop sign.
When transporting buses to and from the shop, display "Not in Service" sign in front and side display window.
9.3 Maintenance Department Rules 

Courtesy - The public opinion of a transit system and of buses in general is formed by its impression of the efforts and abilities of its employees.  Grays Harbor Transit employees should always present themselves in a positive manner, keeping in mind that the public eye is always upon us.
Arguments - Arguments with the public shall be avoided and the employee shall exercise forbearance and control.
Arguments or fighting between Grays Harbor Transit employees is forbidden and disciplinary action or termination could result.  (Section 3.25; Discipline Guide)
Solicitors –Solicitors will not be permitted to solicit in the Maintenance Shop.  Such persons, if found, shall be reported to the Maintenance Supervisor, or Dispatcher.  Maintenance area is off limits to Grays Harbor Transit operators.
Articles Lost and Found - It is your responsibility to protect yourself, our patrons and Grays Harbor Transit when articles are lost, found or left behind on the coach.  Follow these guidelines:
· A supply of Grays Harbor Transit lost and found tags will be kept by the driver's time clock.

· When an article is found or turned in, you must fill out a tag, completely and legibly, and attach it to the article.  Include the name and address of the finder if it's someone other than yourself.  "Found" items must be turned into Dispatch the same day they are found.

Shop Tools - The Company will provide tool insurance for Maintenance personnel.  The Company will be liable only in cases where the tools were stolen or destroyed as a result of forced entry or fire.  The Company will replace tools that are damaged and unusable if such damage occurs while being used on Transit equipment.  The Company will indemnify the employee only for tools listed on the tool inventory filed with the Maintenance Supervisor.
Overalls - Overalls are furnished and cleaned by Grays Harbor Transit for use on GHT property.  Any other use thereof is prohibited.
Driver’s license - A valid Washington State driver’s license, properly endorsed Commercial Driver license, a minimum Class "B" with a passenger endorsement - air brake restriction must be lifted for all maintenance employees.
Forms - Maintenance Department employees are required to complete the proper forms, repair orders, accident reports and personal injury or other reports, as required by Grays Harbor Transit.
Radio operations - The Grays Harbor Transit radio system is to be limited to business purposes only. Proper radio procedure will be used at all times. Radio procedural violations subject to discipline per (Section 3.25; Discipline Guide).

Blood borne Pathogens Policy - Maintenance employees are required to use due caution when handling or otherwise cleaning grounds, office, restrooms and waste disposals. Maintenance employees are required to use rubber gloves provided by management any time in the course of their duties they have to handle foreign matters that may be contaminated.
All waste baskets and garbage receptacles will be lined with a plastic liner and shall be removed by grasping the top of the liner and pulling it out of the receptacle. Never rummage around inside of any receptacle.
Maintenance employees shall wash their hands and any other skin with soap and water immediately or as soon as feasible following contact with blood or other potential infectious materials.

9.4 Safety Rules

Seat belts - Seat belts will be worn when operating any and all Grays Harbor Transit vehicles.
Jacking of buses - When jacking up a bus the proper safety stands will be used.
Horseplay - Playing around in the shop areas will not be permitted.  Failure to comply will be cause for disciplinary action.
Floors - All Maintenance Department employees will be required to clean their work areas after completion of their work.
Unsafe conditions - Any unsafe conditions, equipment or practices will be reported immediately to the Maintenance Supervisor or Dispatcher.
Shop doors - All the large electrically operated shop doors will be either in the down position or the complete up position.
Shop machinery - All welders, drill presses, grinders, steam cleaners, metal cutting tools, spray booth, bus washer, electric and air hand tools will be operated using only the required safety equipment.  All employees operating any G.H.T. tools and equipment shall be required to wear and use the appropriate safety goggles, shields, masks, and hearing protectors, etc.
Fork lift and electric hoists - These shall not be overloaded and will be used in a safe manner, keeping in mind the safety and well being of your fellow employees.
Damage - Damage to any and all shop equipment and machinery will be reported to the Maintenance Supervisor.
Maintenance employees observing damage or having knowledge of damage to a bus will report the information to the service manager of dispatch.

Safety - Safety shall have number one priority over all other shop functions.
· Observe all company and health rules and apply the principles of accident prevention in day-to-day duties.

· Observe all hazard warning and no smoking signs.  Smoking permitted in designated areas only.

· Keep aisles, walkways and working areas clear of hazards (i.e. hoses, cords, liquid, oil, etc.).

· Know the location of fire/safety exits and evacuation procedures.

· Keep all emergency equipment such as fire extinguishers, fire alarms, fire hoses, exit doors, and stairways clear of obstacles.

· Be alert to see that all guards and other protective devices are in their proper places when operating equipment.

· Actively support and participate in the company's efforts to provide a safe working environment.
· Please refer to Grays Harbor Transit’s “Safety and Health Policy” manual for a detailed description of maintenance department health and safety practices.
On the job injury - On the job injuries must be reported to the Maintenance Supervisor or Dispatcher within the shift hours in which the injury occurred.

 Section 10

CUSTOMER SERVICE PERSONNEL SECTION 
Rules and Regulations

10.1
Blood borne Pathogens Policy

Customer service representatives (CSR's) are required to use due caution when handling or otherwise cleaning grounds, office, restrooms and waste disposals.  Customer service representatives are required to use surgical gloves provided by management any time in the course of their duties they have to handle foreign matters that may be contaminated.
All waste baskets and garbage receptacles will be lined with a plastic liner and shall be removed by grasping the area around the top and pulling liner out of receptacle.  Never rummage around inside of any receptacle.
Gloves must be kept in metal locker provided at both stations.
CSR’s shall wash their hands and any other skin with soap and water immediately or as soon as feasible following contact with blood or other potential infectious materials

10.2
Loitering

When on or off duty, employees will not loiter on GHT property except in places provided for that purpose.

10.3
Smoking Tobacco

Designated smoking area is located on the far side of the alley at least 25 feet away from bus shelters.

10.4
Customer service representatives' Equipment

While on duty, CSR’s will be in possession of the following:

· Time card

· Reliable time piece

· Current bus schedules

· Current Run Card

· Door keys to CSR’s Office and restrooms

· Grays Harbor Transit passenger passes.

10.5
Safety - Emergency Equipment

The following items of safety equipment will be within reachable access in CSR’ Office at all times:

· Fire extinguisher

· First Aid kit

· Portable Radio (Aberdeen Station)

 It will be the CSR’s responsibility to insure that these items are in the office and are in good condition. Any shortages will be reported to the supervisory staff and replacement made as soon as possible.

10.6
Fire Emergency

If a fire should occur on or in any part of the office, restrooms, or station property:

· Call 911 and report fire

· Use the fire extinguisher:

· Pull the pin, direct the nozzle at the base of the flame and activate the trigger

· To stop the extinguisher, release the trigger and replace locking pin

· Call dispatch and report the fire.  Notify the dispatcher as soon as the fire is extinguished or if the fire cannot be extinguished.

· Open windows and doors to air the office, restrooms, or bus before entering.

· File an Event report

· B.O. the fire extinguisher

Caution:  when using the fire extinguisher on a tire fire, use extreme caution as an explosion may occur.

10.7
Radios 
The GHT radio system is to be limited to business purposes only.  Some examples of such purposes are bus and passenger coordination, traffic information, vehicle maintenance and request for assistance:
Grays Harbor Transit buses are equipped with the following radio channels:
All large buses are equipped with channels Main, North, East (Fixed Route channels) and HDC East and West. (Van Service).
Radio channel selection for Operators driving fixed route, Dial-A-Ride (Runs 43, 33, 34, and 35) and specials use channels Main North, Main East and Main West.
Channel Main-North - Neilton Repeater serves North River/Humptulips-Quinault, North and South Beach areas.

Channel Main-East - Minot (Elma) repeater serves Aberdeen, Hoquiam, Cosmopolis, East County, and Wishkah-Woodlawn.
Channel Main-West-Saddle Mountain (North Beach) repeater serves North and South Beaches.
All radio conversation transmissions signals must be transmitted either from the bus or base to one of the three repeaters before bouncing back to the bus or base.  If the bus happens to be in a restricted area, radio transmissions may be limited.
Radio channel selection for Operators driving Paratransit-Handicap service use Paratransit channels HDC East and HDC West.
Channel HDC-East (Minot) serves Aberdeen-Hoquiam-Cosmopolis/East County.
Channel HDC-West (Saddle Mountain) serves the North and South Beach areas.
Busses 55, 57, 68, 69, 70, 71, 72, 52, 64, and 67 are equipped with the Olympia Channel. After leaving McCleary switch your radio to the Olympia channel. This channel is shared with other companies. If you attempt to use this channel and hear a succession of beeps the channel is busy. Wait a few seconds and try again.
Think before you speak.  A moment of forethought prior to transmission will be of considerable help in formulating what you are trying to say and how it can be said in a brief and specific manner.
Be careful what you say.  All transmissions are monitored by the general public, the FCC and other governmental agencies assigned the frequency.
Personal messages over the radio: Personnel should be directed to call the other party by telephone or by leaving telephone information with dispatch.
When signing on give Run Number. (Example: Run #1 to dispatch). Dispatch will acknowledge.
Always sign off: when through transmitting, use your Run Number to sign off. (Example: Run #1 clear).
4 codes for Grays Harbor Transit Operators are as follows:

10- 1
Into Service


10- 2
Out of Service


10- 4
OK, Affirmative, Acknowledged


911
Accident-send police, fire dept, or immediate aid
All Dial-a-Ride operators give dispatch a 10-2 when going out of service and 10-1 when returning to service.
10.8
Violent and Non-violent Emergency Situations 

If a CSR has a violent customer and requires assistance, CSR’s shall call 911 for immediate assistance and then notify dispatch. An event report made out to the Operation’s Manager is also required.
If a non-violent situation occurs and the CSR requires assistance use the non-emergency phone number, 533-8765, for police assistance.  File an event report at main office.
Emergency 911 has first priority over all other radio transmissions.  Dial-a-Ride calls have second priority. All other transmissions will follow. Radio procedural violation is subject to discipline per Discipline Guide Section 3.25.
10.9
Operating Rules 
Office/Station Cleanliness

· CSR’s are responsible for the interior cleanliness of their office.

· CSR’s are responsible to see that assigned stations and surrounding area are kept clean of debris that could cause an injury to a patron.  (i.e., tripping, slipping, falling, etc.)

· CSR’s and supervisory staff are the only personnel allowed in the station offices.

· CSR’s are responsible for keeping the restrooms clean and sanitary.

10.10 Relieved of Duty

If a CSR needs to be relieved or is not capable of working, he or she must notify a supervisor or dispatcher for instructions.

10.11 Lost Articles 
A lost article found by the CSR or an article found and turned into the customer service representative is to be tagged and turned in to dispatch.
Operators are not to leave lost articles in the customer service representative's office.
CSR’s are to check bus stops at the stations periodically for any lost or left items
Refer all inquiries to GHT office; phone number 532-2770 or 1-800-562-9730.

10.12 Schedule Information 
CSR’s are required to have an accurate knowledge of schedules, running time, time points and connecting transfer points in the GHT operating system.

10.13 Customer Ejections

When a passenger is acting in a disorderly manner, passenger shall be warned.  If, after warning passenger, he or she continues to behave in a disorderly manner, he or she shall be requested to leave the bus terminal. 
If a passenger has been requested to leave the terminal and has refused, the customer service representative shall call the non-emergency phone number, 533-8765, and ask for police assistance.
Only if it becomes necessary for the protection of you should physical force be used.
If either of the above occurs, a supervisor or dispatch must be notified immediately and an Event report filled out and turned in to the Operation’s Manager

10.14 Accidents/Incidents
In case of an injury to a CSR while on duty, an on the job injury report is required.  A preliminary report is required by telephone to the dispatcher immediately in addition to the regular on the job injury report, which must be turned into dispatch within 24 hours.
An employee having knowledge of, or witnessing an accident involving any GHT vehicle or employee must report this information via Event report to dispatch within 24 hours.  Any unsafe working conditions must be turned into dispatch or a safety committee member via safety committee record of hazard report.
In any accident involving a personal injury to Grays Harbor Transit customers while on Grays Harbor Transit property, render all assistance that is necessary and practical to the injured.  Never leave an injured person without having seen that they are cared for properly.
The CSR’s shall request the names and addresses of all persons in the immediate vicinity.  Those who do not actually see the accident can help establish the weather, speed, locations, and other details.  NOTE:  In obtaining witnesses, employees should never ask "Did you see the accident?"  Instead, they should pass out courtesy cards and ask courteously for names and addresses.  For example:  say "I am required to get names and addresses.  I will appreciate your help.  Please fill out this card."  Do not refer to the card as a witness card.
CSR’s are not to authorize medical attendance for injured persons.  In the event the injured requests hospitalization or the injury is, in the judgment of the CSR, severe enough to require hospitalization, the dispatcher should be notified.
CSR’s are not permitted to place responsibility for an accident or enter into an argument concerning an accident.  Simply state, "I will make a proper report to the transit system management.
CSR’s are not permitted under any circumstances, to give any information, whatsoever, concerning any accident, delay or mishap to any person except an authorized representative of the company, or investigating law enforcement agency officers.  Any authorized representative of the company can readily identify himself and the customer service representative shall assist upon his doing so.
CSR’s are not permitted to visit or contact later, persons involved in an accident, or incident, unless specifically authorized to do so by his supervisor.  The customer service representative is not to tell the injured person he will be contacted.
CSR’s shall make out an Event report and turn into dispatch if a passenger slips or falls on Grays Harbor Transit property.

10.15 Hazardous/Flammable Materials 
No hazardous or flammable materials will be stored (left) in either CSR’s office or restroom.  Cleaning materials shall be kept in a metal cabinet.

10.16 Use of Telephone 
CSR’s shall be responsible to see that no long distance phone calls are placed on company phones that would be billed to Grays Harbor Transit.
When calling G.H. County dispatch center, have pertinent information available, such as location, number of vehicles, blocking, injuries, weapons, etc.

10.17 Vandalism

All acts of vandalism perpetrated against GHT property (bus interior/exterior, shelters, stations, etc.) should be reported immediately to the dispatcher.  CSR’s should attempt to get names and addresses.

10.18 Monetary Responsibilities 
CSR’s are responsible for monies from sold passes in addition to being responsible for all unsold passes that are issued to the customer service representative.
CSR’s will be responsible to reconcile their passes and monies with the GHT secretary WEEKLY. Any unsold current months passes should be turned in for the next months passes no later than (7) day prior to the end of the month.
CSR’s will not accept a partially used bus pass to be returned for money, nor will they refund any money for passes or fare.  Refer party to main GHT office personnel.
CSR’s shall remove money and passes from the clerk's office before departing for the day.
In the event a G.H. Transit CSR is approached by someone with a weapon demanding the clerk to surrender his/her G.H. Transit pass money or passes, the CSR’s shall not refuse the request

Section 12 –Policy on Alcohol and Drug Abuse Related to Employment

EFFECTIVE:
September 7, 1998


Amended August 29, 1999


Amended September 30, 1999


Amended January 28, 2002


Amended February 14, 2006


Amended January 31, 2007

12.1
INTRODUCTION 

On July 24, 2005, the enactment of House Bill 1266, which mandates that positive pre-employment drug and alcohol tests be reported to the Department of Licensing, became effective. In order to be consistent with this higher standard we have adopted a “zero tolerance” policy.
As professional drivers, we have an obligation to the public, our workplace and our fellow drivers to remain drug and alcohol free. Any Grays Harbor Transit employee who tests positive on a random, post-accident or reasonable suspicion drug or alcohol test is subject to immediate termination and possible suspension of their CDL endorsement by the Department of Licensing.
A positive drug or alcohol test will be reported to the Department of Licensing upon termination, after any grievance process is concluded, up to but not including union arbitration; or upon employee’s resignation. 

G. H. Transit performs a vital public service to our community. To ensure that this service is implemented safely, management is committed to a drug and alcohol free workplace. We strongly believe this will protect the operation’s most valuable resource - its employees - as well as the health and safety of the public. Consistent with the spirit and interest of this commitment we have established this policy regarding drug and alcohol abuse. We strictly comply with the federal regulations for testing. Anything done under our own authority will be underlined in this policy. It is G. H Transits’ policy to:
Establish and maintain a work environment that is free from the effects of alcohol and drug abuse thus enhancing work productivity and safety;

SYMBOL 183 \f "Symbol" \s 10 \h
Assure that employees have the ability to perform assigned duties in a safe, healthy and productive manner;

SYMBOL 183 \f "Symbol" \s 10 \h
Prohibit the unlawful distribution, possession or use of controlled substances; 

SYMBOL 183 \f "Symbol" \s 10 \h
Encourage employees to seek professional assistance any time personal problems, including alcohol and drug dependency, adversely affect their ability to perform their assigned duties.

A.
PURPOSE

This policy is intended to comply with all applicable Federal regulations governing workplace drug and alcohol misuse in the transit industry.  Regulations issued by the Federal Transit Administration (FTA) of the U.S. Department of Transportation (DOT), 49 CFR Part 655, as amended, mandate urine drug testing and breath alcohol testing for safety-sensitive positions and prohibits performance of safety-sensitive functions when there is a positive test result.  The U.S. Department of Transportation (DOT) has also published 49 CFR Part 40, as amended, that sets standards for the collection and testing of urine and breath specimens.  In addition, the Federal government published 49 CFR Part 29, The Drug-Free Workplace Act of 1988, which requires the establishment of drug-free workplace policies and the reporting of certain drug-related offenses to the FTA.  This policy incorporates those requirements for safety-sensitive employees and others when so noted.

B.
APPLICABILITY

Transportation Employees, Volunteers, and Contract Employees

This policy applies to all safety-sensitive, full or part-time employees when they are on transit property or when performing transit related safety sensitive business off property. This includes off premises during lunch breaks, or other break periods where the employee is scheduled to return to work and pre-shift periods. Conducting business means being in a situation where decisions are made that commit the Transportation programs to some action, or being in a position where actions could injure or adversely affect fellow employees or the agency.    

Employees who perform safety-sensitive functions for G. H. Transit will be subject to specific alcohol and drug testing as required by federal regulations. New employees are not permitted to perform safety sensitive functions for the first time until a negative drug test result is received. This includes any employee who is off from work for more than 90 days and plans to return to a safety sensitive position.

Participation in the drug and alcohol program is required as a condition of employment.
12.2
SAFETY SENSITIVE FUNCTION DEFINED
A safety-sensitive function is any duty related to the safe operation of mass transit service including the operation, dispatch, direction and maintenance of a revenue service vehicle  (in or out of service), other employees who must hold a commercial Drivers License to perform their job and certain security personnel.  This would also include all Transportation Supervisors who may perform a safety sensitive function in an emergency situation.  A list of safety-sensitive positions is as follows:

Operation Managers, Dispatchers, Schedulers, Drivers, Training Supervisors, Field Supervisors, Maintenance employees, Shop Personnel, Customer Service Representatives and any other position which requires a Commercial Driver's License and certain security positions. 
12.3
PROHIBITED SUBSTANCES

A.
Legal Drugs

The appropriate use of legally prescribed drugs and non-prescription medication is not prohibited. However, the use of any substance which carries a warning label indicating that mental functioning, motor skills or judgment will be adversely affected, must be reported to supervisory personnel prior to performing safety-sensitive duties.  It is the responsibility of the employee to remove him/herself from service if he/she is experiencing any adverse effects from the medication. A legally prescribed drug means that individual has a prescription or other written approval from a physician for the use of the drug.  It must include the patient's name, the substance name, the quantity to be taken and the period of authorization.  The misuse or abuse of legal drugs while performing duties is prohibited.

The use of any beverage or mixture, including any medication, containing alcohol during or prior to performing a safety sensitive function is also prohibited.

B.
Illegal Drugs

Prohibited drugs are any illegal controlled substance identified in Schedules I through V of Section 202 of the Controlled Substance Act (21 USC 812) and as further defined by 21 CFR 1300.11 through 1300.15.  This includes but is not limited to marijuana, amphetamines, opiates, phencyclidine (PCP) and cocaine as well as any drug not approved for medical use by the U.S. Drug Enforcement Administration or the U.S. Food and Drug Administration.

Illegal use includes use of any illegal drug, misuse of legally prescribed drugs, and use of illegally obtained prescription drugs, or drugs which are legally obtained but are knowingly used for other than the prescribed purpose or in other than the prescribed manner.

C. 
Alcohol

The use of beverages containing alcohol or substances including any medication, mouthwash, food, candy, or any other substance such that alcohol is present in the body immediately prior to or while performing duties is prohibited.  

ALCOHOL USE: No safety-sensitive or non-safety sensitive employee shall use alcohol while on call, within four hours prior to duty or 8 hours following an accident or until post accident test is completed. A positive alcohol test is defined under this policy as a blood alcohol consumption of 0.39 or greater on an Evidential Breath Testing device. 

The chronic consumption of alcohol (average of three servings per day of beer (12 ounces), whiskey (1 ounce), or wine (6 ounce glass), over time may result in the following health hazards:

a) Dependency (up to 10 percent of all people who drink alcohol become physically and/or mentally dependent on alcohol and can be termed "alcoholic")

b) Fatal liver disease

c) Pancreatitis

d) Spontaneous abortion and neonatal mortality

e) Decreased sexual functioning

f) Ulcers

g) Birth defects: (up to 54% of all birth defects are alcohol related).

In the event an On-call employee is called for duty they must acknowledge if they have consumed alcohol and they will be excused without disciplinary action.

12.4 PROHIBITED CONDUCT AND CONSEQUENCES

A.
Manufacture, Trafficking, Possession, and Use

All G. H. Transit safety-sensitive and non-safety-sensitive employees are prohibited from engaging in the unlawful manufacture, distribution, dispensing, possession, or use of prohibited drugs on G. H. Transit premises, in transit vehicles, in uniform, or while on transit authority business. Such behavior constitutes a threat to the health safety and security of themselves, their fellow employees, passengers and other members of the public. Employees can be tested any time while on duty. Employees who violate this provision will be terminated.  Law enforcement shall be notified, as appropriate, where criminal activity is suspected.

B.
Intoxication/Under the Influence

No employee in a safety-sensitive or non-safety-sensitive function shall report for duty or remain on duty when alcohol is present in his/her body.  No safety-sensitive or non-safety-sensitive employee shall use alcohol while on duty, while in uniform, while performing safety-sensitive functions, or before performing a safety-sensitive function.  No safety-sensitive or non-safety-sensitive employee shall use alcohol within four (4) hours of reporting for duty, or during the hours that they are on call, or for eight (8) hours following an accident.
Violation of these provisions is prohibited and the employee shall be subject to disciplinary action up to and including termination. Employees believed to be under the influence of drugs or alcohol or impaired for any reason will be required to be tested and provided transportation assistance home.  If an employee insists on driving, law enforcement will be notified.

12.5 COMPLIANCE WITH TESTING

Any employee who refuses to comply with a request for testing, whether a verbal refusal or physical absence, 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. A test refusal incurs the same consequences as a positive test result. Refusal can include an inability to provide a specimen or breath sample without a valid medical reason, delaying arrival at the collection site, a verbal declaration, obstructive behavior and failure to remain readily available for post accident testing. Such refusals will be treated as insubordination and recorded as a positive test. Employee will be subject to termination. In addition, the individual is required to report the test refusal to future DOT-covered employers for a period of two years following the test refusal. This definition of test refusal is to be used for every testing category except for pre-employment (i.e., random, reasonable suspicion, and post-accident.)
Test Refusals Common to Drug and Alcohol Test

a) Failure to appear for a test in the timeframe specified by the employer.

b) Failure to remain at the testing site until the testing process is completed.

c) Failure to provide a urine specimen, saliva, or breathe without a valid medical explanation for the failure.

d) Failure to provide a sufficient volume of urine, or breath without a valid medical explanation for the failure.

e) Failure to undergo a medical examination to verify insufficient volume.

f) Failure to cooperate with any part of the testing process.

Test Refusals Specific to Drug Tests

a) Failure to permit the observation or monitoring of specimen donation when so required (40.67(1) and 40.69(g)).

b) Failure to take a second test required by the employer or collector

c) A drug test result that is verified by the MRO as adulterated or substituted.

Test Refusals Specific to Alcohol Tests

· Refusal to sign the certification on Step 2 of the ATF form.

12.6 TESTING FOR PROHIBITED SUBSTANCES

All employees will be subject to drug testing prior to employment and for reasonable suspicion. Those employees who perform safety-sensitive functions as defined in this policy shall also be subject to testing on a random, unannounced basis and following an accident as defined in Article I; Section B.1.

Testing Positive on a Drug Test

Any safety-sensitive employee that has a confirmed positive drug test will be removed from his/her safety-sensitive position, terminated and referred to a Substance Abuse Professional (SAP) for assessment. In addition the positive test result shall be reported to the Department of Licensing and he/she could be subject to suspension of their CDL.

Testing Positive for an Alcohol Test

· An alcohol concentration of 0.04 or greater will be considered a positive alcohol test and in violation of this policy and a violation of the requirements set forth in 49 CFR for safety-sensitive employees.  Any safety-sensitive or non-safety-sensitive employee who tests positive for alcohol at 0.04 alcohol level or higher will be removed from the safety-sensitive position, terminated, and referred to a Substance Abuse Professional (SAP) for assessment.  (SAP defined in Article X Section E.)  

· Any employee who has an alcohol test at a quantifiable level up to .02 - 0.39 will be removed from their position and be subject to discipline and referred to a substance abuse professional. In order for the employee to return to work, he shall comply with the prescribed rehabilitation by his SAP. The employer shall retest the covered employee to ensure compliance with the provisions of 655.35. The covered employee may not perform safety sensitive functions unless the confirmation alcohol test result is below 0.02. Said employee will also be subject to random testing at anytime in the next five years.

· Any employee who has a second positive test under any testing circumstance will be terminated.

Dilute Specimens
A dilute specimen is a specimen with creatinine and specific gravity values that are lower then expected for human urine. If the test is reported as a dilute positive, the test will be treated as a verified positive test result. If the test is reported as a negative dilute the employee will be required to take another test. The test will not be conducted under direct observation.

Providing False Information and/or Attempting to Falsify Test Results

Any safety-sensitive or non-safety-sensitive employee who is suspected of providing false information in connection with a test, or who is suspected of falsifying test results through tampering, contamination, adulteration, or substitution will be required to undergo an observed collection and may be subject to termination at the employer's discretion.  Observed collection shall be required if an employee provides false information and/or attempts to falsify test results.

Refusal or Failure to Comply with Treatment Recommendations

Under certain circumstances, an employee may be required to undergo treatment for substance abuse or alcohol misuse.  Any employee who refuses or fails to comply with treatment and after-care recommendations will be subject to termination.

Voluntary Self Referral

Self-referral after notification of a required drug test will not eliminate the requirements to take such a test, nor will it preclude the taking of disciplinary action against an employee who fails a required drug test. Acknowledgement of substance abuse use after notification to test will not be considered a self-referral. 
Failure to Notify Grays Harbor Transit Authority of Criminal Drug Conviction

All employees are required to notify GH Transit in writing of any criminal drug or alcohol statute conviction, by the end of the next business day, after such conviction.  Failure to comply with this provision shall result in termination.
12.7
TESTING METHODS

Urine drug testing and alcohol breath testing shall be conducted when circumstances warrant or as required by Federal regulations.  We uphold a high regard for privacy and dignity in the sampling collection, testing and notification process.  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.  All testing will be conducted consistent with the procedures put forth in 49 CFR Part 40, as amended.

Employee selection for testing is done through a computer program that monthly assigns a random number to each employee. The numbers are then chosen randomly so that each employee has an equal chance of being chosen each month. New numbers are then chosen again in each successive month.

Grays Harbor Transit employees are notified of a test by a Designated Employer Representative (DER) A DER is an employee that receives test results and other communications for the employer and is required to make decisions in the testing and evaluation process. The DER is also authorized to take immediate action (directly or through the employee's direct supervisor) to remove employees from safety-sensitive duties.
Once at the testing site the testing process must begin without undue delay. If the employee is required to have both drug and alcohol tests, alcohol should be completed first. Employees must be directed to empty pockets and display contents to the collector. Employees are required to leave pocket contents with the collector.
Testing for Drugs

Drug testing shall be conducted as specified in 49 CFR Part 40, as amended, including the collection of a split specimen sample. An U.S. DOT chain-of-custody form shall accompany samples, with each employee's unique identification number printed on it. The drugs that will be tested for include: marijuana, cocaine, opiates, amphetamines, and phencyclidine.  An initial drug screen will be conducted on each urine specimen.  For those specimens that are not negative, a confirmatory GC/MS test will be performed.  The test will be considered positive if the amounts present are above the minimum thresholds established in 49 CFR Part 40, as amended. Positive test results are then forwarded to a Medical Review Officer (MRO) for review. The purpose of the review is to verify and interpret test results. The MRO is a licensed physician with a detailed knowledge of substance abuse disorders and drug testing. His primary purpose is to protect the employee. He will then determine whether there is a legitimate medical explanation for a confirmed positive test.

Testing for Alcohol

Tests for breath alcohol may be conducted just before an employee performs safety-sensitive duties, during that performance, and just after an employee has performed covered duties.  Tests for breath alcohol concentration will be conducted utilizing a National Highway Traffic Safety Administration approved evidential breath-testing device operated by a trained breath alcohol technician.  If the initial test indicates a quantifiable amount of alcohol present in the system, a second test will be performed to confirm the results of the initial test.

Pre-Employment, Promotion or Transfer to a Safety-Sensitive Position Testing

All safety-sensitive and non-safety-sensitive position applicants shall under go drug testing immediately following the offer of employment or transfer into a safety-sensitive position.  In addition, safety-sensitive employees who have been out of work for a period of 90 days or more (layoff, out for worker’s compensation, on a leave of absence, etc) shall be required to undergo a pre-employment test before returning to their safety sensitive position.  Receipt by the transit system of a negative drug test result is required prior to employment, transfer or return to a safety-sensitive position.   Applicants must be informed prior to the testing that the testing will be conducted for the five prohibited drugs listed in the Federal regulations.
Failure of a pre-employment drug test will disqualify an applicant for employment for a period of twenty-four months. The positive test will be reported to the Department of Licensing as required by House Bill 1266; amendment to RCW 46.25. Evidence of the absence of drug dependency, for an employee or applicant who possesses a CDL, must be from a substance abuse professional that meets with the approval of the company. A negative pre-employment drug test will be required prior to further consideration for employment. The cost for the assessment following disqualification for employment and any subsequent treatment will be the sole responsibility of the individual.

Reasonable Suspicion Testing
All safety-sensitive and non-safety-sensitive employees may be subject to a fitness for duty evaluation, and urine and/or breath testing when there are reasons to suspect drug or alcohol use. Reasonable suspicion means contemporaneous facts, circumstances, physical evidence, physical signs and symptoms, or a pattern of performance and/or behavior that would cause a trained supervisor to reasonably conclude an employee may have engaged in on the job use; or may be impaired and/or under the influence of some drug/substance; including alcohol.
Reasonable suspicion referrals will be made by a supervisor who is trained to detect the signs and symptoms of drug and alcohol use and who reasonably concludes that an employee may be adversely affected or impaired in his/her work performance due to possible prohibited substance abuse or misuse.
Examples of reasonable suspicion include, but are not limited to the following:
· Physical signs and symptoms consistent with prohibited substance use.

· Evidence of the manufacture, distribution, dispensing, possession, or use of controlled substances, drugs, alcohol, or other prohibited substance.

· Occurrence of a serious or potentially serious accident that may have been caused by prohibited substance abuse or alcohol misuse.

· Fights, assaults, and flagrant disregard or violations of established safety, security, or other operating procedures.

· A pattern of performance or behavior which could indicate substance abuse.

Employees believed to be under the influence or impaired for any reason, after testing, will be provided assistance home.  If an employee insists on driving, law enforcement will be notified.

Post Accident Testing

All safety-sensitive employees who were operating the vehicle or whose performance could have contributed to the accident will be subject to urine and breath alcohol testing if they are involved in an accident with a GH Transit vehicle. Regardless of whether or not the vehicle is in service testing will be performed if the accident meets the following criteria:

· If an accident results in a fatality.

· If an accident results in injuries requiring immediate transportation to a medical treatment facility.

· If one or more vehicles incurs disabling damage that requires towing from the site.

· The driver cannot be eliminated as having any responsibility for the accidents in any of the above cases.

Following such an accident, the employee will be tested as soon as possible. If the tests are not administered within 2 hours Grays Harbor Transit will document the reasons. Times to test are not to exceed eight hours for alcohol testing and 32 hours for drug testing. The testing requirement is stayed while the employee assists in the resolution of the accident or receives medical attention following the accident. Any safety-sensitive employee involved in an accident must refrain from alcohol use for eight hours following the accident or until he/she undergoes a post-accident alcohol test. 

Employees must remain readily available for testing, including notification to the employer or employer representative of his/her location if he/she leaves the scene of the accident prior to submission to post-accident testing.  Any GH Transit employee involved in an accident that leaves the scene of the accident without appropriate authorization or justifiable explanation without reporting for a drug and alcohol test will be considered to have refused the test and their employment will be terminated.  

Random Testing

Employees in safety-sensitive positions will be subject to testing on an unannounced and random basis. Grays Harbor Transit employees are given a form, in triplicate, stipulating what type of testing is required and the employee's identification number. One copy of the form is for the employee; one for the testing facility and the third is matched to the results, which are sent back to the company. After the employee receives the form and signs, dates and notes the time on it, he/she has from 20 to 60 minutes  to report to the testing site on the 2nd floor of East Campus Community Hospital, based on their location when notified. The employee may or may not be escorted to the testing site depending on staffing levels.
The selection of safety-sensitive employees for random drug testing and alcohol testing will be made using a scientifically valid method such as a computer-based random number generator that ensures each covered employee that they will have an equal chance of being selected each time selections are made.  The random tests will be unannounced and spread throughout the year, hours of service & days of the week
As per FTA requirements, the equivalent of 25% of all covered employees will be tested annually for drugs and the equivalent of 10% of all covered employees will be tested annually for alcohol. 

Re-Tests 

Any safety-sensitive employee who questions the results of a required drug test may request that an additional test be conducted.  This test must be conducted at a different testing DHHS-certified laboratory.  The test must be conducted on the split sample that was provided by the employee at the same time as the original sample. The method of collecting, storing, and testing the split sample will be consistent with the procedures set forth in 49 CFR part 40, as amended.  The employee pays all costs for such testing unless the result of the split sample test invalidates the result of the original test. The employee's request for a split sample test must be made to the Medical Review Officer within 72 hours of notice of the original sample verified test result.  Requests after 72 hours will only be accepted if the delay was due to documentable facts that were beyond the control of the employee.  

Observed Tests

Any safety-sensitive or non-safety-sensitive employee who is suspected of providing false information in connection with a test, or who is suspected of falsifying test results through tampering, contamination, adulteration, or substitution will be required to undergo an observed collection.  A test administrator of the same gender as the employee being tested shall conduct observed tests.  Observed tests shall be required in the following circumstances:

· If a specimen is submitted which falls outside the 90 to 100 degree Fahrenheit temperature rate and the employee declines to provide a measurement of body temperature or the body temperature varies by more than 1.8 degrees F., the employee shall be required to provide another specimen under direct observation.

· If a specimen is not suitable for laboratory analysis but the presence of adulterants is not substantiated, the MRO shall contact the employee to identify any medical explanation. If no acceptable explanation is given, another specimen shall be collected under direct observation. If the laboratory reports a specimen as adulterated and a specific adulterant is identified and can be forensically validated, the test result is interpreted as positive and the employee shall be terminated.

· If the collection staff has reason to believe the sample has been tampered with or the screening test shows a result not typical of human urine

12.8 EDUCATION AND TRAINING 

As part of the program to implement this policy, GHT will provide 60 minutes of training to all safety-sensitive employees regarding this policy and the effects and consequences of misuse of controlled substances and alcohol.  Supervisors and Managers will receive further instruction on how to identify the signs of drug and/or alcohol use or impairment and what to do in such reasonable suspicion cases.

12.9 DISCIPLINE

Under FTA regulations, discipline for program violations is determined at the local level. The Grays Harbor Transit discipline policy for prohibited conduct is as follows; however individual circumstances involving any positive test may merit additional actions, including discharge.
1. Any safety sensitive employee who tests positive for alcohol from a random, reasonable suspicion or post accident test at a 0.04 alcohol level or higher will be discharged and referred to a Substance Abuse Professional. (SAP)

2. Any safety-sensitive employee who tests at a quantifiable level up to .02 - .039 under random, post-accident, or reasonable suspicion testing for alcohol, shall be removed from their safety sensitive position and must successfully complete the following:

a.
Referral to and assessment by a Substance Abuse Professional (SAP).

b.
Complete a treatment and rehabilitation program as developed by the SAP.

c.
Suspensions as they may apply consistent with work rules

d.
Return to duty alcohol tests

e.
Return to work agreement that is developed in conjunction with the SAP, outlining terms of return-to-work, including ongoing treatment, aftercare conditions, and additional random testing for up to 60 months with a minimum of six tests the first year.

f. Any employee who has a second positive test under any testing circumstance will be discharged.

3. Any safety sensitive employee who tests positive from random, reasonable suspicion or post accident testing, for the presence of drugs, will be discharged and referred to a Substance Abuse Professional.
12.10
INFORMATION AND ASSISTANCE

If any GHT employee has a problem that involves the use of alcohol or drugs, the employee can request assistance from his/her supervisor; or, the employee may request assistance in a confidential manner directly to the Designated Employee Representative (DER).
Any employee voluntarily seeking help to refrain from drug and alcohol abuse is assured the matter will be held confidential.  In the case of an intervention, confidentiality means only those in the chain of responsibility and the Substance Abuse Professional will be aware of the treatment request.  If an employee is experiencing performance problems or disciplinary action is pending, a request for help will be treated as a separate but related issue.  In no case will disciplinary amnesty be granted to employees asking for assistance and referral.  A leave of absence, up to three months; in order to complete a substance abuse program may be granted. Employee will need to pass a return to duty test and be subject to follow-up drug or alcohol tests for the next 12 months. These will not exempt the employee from the regular random testing.

The cost of any treatment or rehabilitation services will be paid directly by the employee or their insurance provider.  Employees, not terminated under this policy, will be allowed to take accumulated sick leave and vacation leave to participate in the prescribed rehabilitation program.

12.11 TESTING PERSONNEL/EQUIPMENT-Minimum Qualifications
Collection Sites

Each sample collection site will provide a privacy enclosure w/receptacle for urination. Other water sources will be turned off or secured in the enclosure. There will be a bluing agent in the receptacle water, which will be visually inspected by a certified technician before and after collection.

Outside the privacy receptacle there will be a water source for hand washing prior to collection and a clean writing surface. There will also be a secure storage location for specimen collecting procedures and specimens.

Department of Health and Human Services (DHHS) Certified Labs

Each specimen will be forwarded to a DHHS certified lab. The primary specimen will be tested and if the results are negative they are documented and the sample discarded. The split sample is also discarded if the initial is negative. If the primary sample is positive it is stored for one year (or more if litigation). If the employee requests the split be tested, the split specimen is then forwarded to another DHHS certified lab along with the chain of custody and control form. 

Evidential Breath Testing Device (EBT)

An EBT will be used to test for alcohol at the .02 level and above, and is capable of performing external calibration checks. This device must be approved by the National Highway Traffic Safety Administration (NHTSA). The EBT provides printed results in triplicate with a unique sequential number, time and unit identifier printed on each copy.

Breath Alcohol Technician (BAT)

Each EBT device will be operated by a trained BAT who has successfully completed an NHTSA approved course of instruction.

Substance Abuse Professional (SAP)

Any safety-sensitive employee, who tests positive for the presence of illegal drugs or alcohol, will be referred for evaluation by a Substance Abuse Professional (SAP).  A SAP is a licensed or certified physician, psychologist, social worker, employee assistance professional, or addiction counselor with knowledge of and clinical experience in the diagnosis and treatment of drug and alcohol-related disorders and has completed the requirements of Dot 49 CFR Part 40.  The SAP will evaluate each employee to determine what assistance, if any, the employee needs in resolving problems associated with prohibited drug use or alcohol misuse.
The cost of any treatment or rehabilitation services will be paid directly by the employee or their insurance provider.  Employees, not terminated under this policy, will be allowed to take accumulated sick leave and vacation leave to participate in the prescribed rehabilitation program.

12.12
Re-Entry Contract

Employees may be subject to a re-entry contract if returning to work after a self referral for a substance abuse problem.  That contract may include, but is not limited to:

a) A release to work statement from the Substance Abuse Professional or other approved treatment specialist.

b) A statement of expected work-related behaviors. 

c) A negative test for prohibited substances.
d) Unannounced follow-up testing for a period of one to five years with at least six tests performed the first year.
e) An agreement to follow specified after care requirements with the understanding that violation of the re-entry contract is grounds for termination.

Once returned to work, the employee must comply with all provisions of this policy. Failure to successfully complete a treatment process, to comply with the re-entry contract or a second violation of the policy shall be grounds for termination

12.13

CONFIDENTIALITY AND RELEASE OF INFORMATION

Release of Information 

Confidentiality is maintained throughout the drug and alcohol testing process.  The collection site, laboratory, Substance Abuse Professional and Medical Review Officer (MRO) will also be held to strict confidentiality requirements.  The testing laboratory must be prohibited from releasing individual test results to anyone except the MRO.  The MRO and the breath alcohol technician should only report individual employee's test result to the GHT’s designated drug and alcohol program manager and the employee who was tested. GHT shall maintain records in a secure manner, so that disclosure of information to unauthorized persons does not occur.  GHT shall release information or copies of records regarding an employee's test results to a third party only as directed by specific written instruction of the employee or as otherwise directed under 49 CFR, part 655, as amended. 

FTA regulations allow the GH Transit to release testing records and results only under the following circumstances:

· When the employee gives written instruction that the transit system may release information or copies of records regarding an employee’s test results to a third party or subsequent employer;

· When, due to a lawsuit, grievance, or proceeding initiated on behalf of the employee tested, the result must be released to the decision maker in the case;

· When an employee provides a written request for copies of his/her records relating to the test(s) (can not be contingent on payment)

· When an accident investigation is being performed by the National Transportation Safety Board (NTSB) and post accident investigation results are needed for the investigation.

· When required the DOT or any DOT agency requests records with regulatory authority over the employer or any of its employees. 

· In the event that a person with a CDL license tests positive for a pre-employment test, the results will be made available to the Department of Licensing. 

· A positive drug or alcohol test will be reported to the Department of Licensing upon termination, after any grievance process is concluded, up to but not including union arbitration; or upon employee’s resignation.

GH Transit must ensure that each request for release of information specifically identifies the person to whom the information is to be released, the circumstances under which the release is authorized, and the specific kind of information to be released. 

A separate release must be signed each time information is to be disclosed.

In cases where records are subpoenaed in criminal or civil suits, required for inspection by the state highway patrol or state transportation safety board, or, GH Transit will consult with our own legal staff regarding the jurisdiction over these records before they will be released.

Requests for test result information by an unemployment service bureau can be granted, if the individual’s dismissal was a result of a positive drug or alcohol test, because the employee initiated the request for unemployment benefits.

Drug and alcohol test results can only be released, without written consent of the employee, directly to an authorized representative of the employee’s employer of record.

12.14
RECORD KEEPING

GHT will maintain the drug and alcohol program including the employee’s test results as required per 49 CFR, part 655 as amended.

12.15
 CONTACTS FOR PROGRAM INFORMATION

For information or referral to a substance abuse professional, please contact:

Drug and Alcohol Program Manager & 

Designated Employee Representative (DER)

PATTI CARLIN




1-360-532-2770 ext 104

705 30TH ST.






HOQUIAM, WA 98550



1-800-562-9730 ext 104




MEDICAL REVIEW OFFICER

Substance Abuse Professional

BRUCE WORTH MD


Magellan

1020 ANDERSON DR.

ABERDEEN, WA 98520

COMMUNITY HOTLINE AND RESOURCE INFORMATION

Cocaine Outreach and Recovery Program 


 1-206-323-5399

National Cocaine Hotline:




1-800-COCAINE

National Council on Alcoholism 

And Drug Dependence Hope Line:



1-800-622-2255

EMPLOYEE ASSISTANCE PROGRAM



1-800-523-5668

EASTCENTER RECOVERY

1006 North ‘H’ St.

Aberdeen, WA 98520





1-360-533-8500

EVERGREEN COUNCILING CENTER


Crisis line





1-360-532-4357

Chemical Dependency




1-360-538-9298


510 8th Street


Hoquiam, WA 98550
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APPENDIXES
APPENDIX "A" - Uniforms

Prescribed Uniform for Operators

1) Black baseball style coat or Long parka with hood.

2) (OPTIONAL) Black Fleece Full Zip Vest or Fleece Full Zip Jacket.

3)        Pants, Black or Charcoal Gray

4)
Black belt

5)
Black or brown shoes.  For safety reasons platform soles, heels over 2" high, open toes, moccasins, sandals and clogs are not permitted.

6) Black or white socks

7) Company Black baseball cap must be worn with bill of the hat in the forward position.

8)
Patches and insignia as authorized - sewn on right sleeve 4 fingers down from shoulder seam.  National Safety Council patches, First Aid course patches shall be sewn on the left sleeve.

9)
Total of 5 shirts. Green or Burgundy Polo, Green, Burgundy or, Stripped button up Shirt buttoned except for collar button. If T-shirt is worn under Transit shirt, it must be white or Transit color coordinated) clean and in good repair.  The shirt must be tucked into the trousers. 

10)
The uniform is provided for use while on duty.  Operators shall change out of uniform at the end of a shift before engaging in any personal activities.  This will avoid the perception by the community of inappropriate activities in uniform by operators.

11) Operators bidding on full time Paratransit runs shall be provided with a Rain Jacket and Gloves. Rain Jackets must be turned in to dispatch if an Operator bids off a Paratransit run. Rain Jackets shall be available from dispatch for A Board and B Board Operators for use on a daily
APPENDIX "B" – Safety Sensitive Job Positions

GRAYS HARBOR TRANSIT

SAFETY-SENSITIVE JOB POSITIONS

1. Transit Operator

2. Fueler/Washer

3. Service Person

4. Customer Service Representative

5. Shelter Person

6. Mechanic Helper

7. Mechanic

8. Maintenance Supervisor

9. Field Supervisor

10. Dispatchers
11. Operations Manager
APPENDIX “C” - EMPLOYEE ORIENTATION CHECKLIST – OPERATOR SAFETY

Employee name


Division: Operations
Title: Bus Operator
Date Hired:

This checklist is a guideline for conducting employee safety orientations for employees new to Grays Harbor Transit.  Once completed and signed by both training supervisor and employee, it serves as documentation that orientation has taken place.

Place a check in each box to indicate that the subject has been covered:

(
1)
Explain the Company Safety Program including:

a)
Orientation - Orientation was conducted during Rules & Regulation Manual Orientation


b)
On the job training - Operator drives with Driver Training Supervisor and with regular drivers on all routes.


c)
Safety meetings - Periodically, safety committee meets every three months.


d)
Accident investigation and reporting - All vehicle accidents investigated by transit and law enforcement agency.


e)
Function of the safety committee - Monitor unsafe working conditions, investigate L & I claims

(
2)
Personal protective equipment required:



Regular shoes with soles or Tennis Shoes.  Moccasins, Sandals, Clogs, or High Heels are not permitted.

(
3)
Line of communication and responsibility for immediately reporting accidents:

a)
When to report an injury - Report at time of injury.


b)
How to report an injury - Report in person or telephone 1-800-562-9730/532-2773


c)
Who to report an injury to - Dispatch - Supervisor


d)
Filing of Event report forms - Event reports must be turned in to dispatch within 24 hours

(
4)
General overview of operation, procedures, methods, and hazards as they relate to the specific job and duties:

Be a safe driver, able to cope with irrational passengers

(
5)
Pertinent safety rules of the Company and Washington State

Safety and Health Codes:


Company safety rules included in drivers manual and were discussed during manual orientation.

(
6)
First aid supplies, equipment, and training:

a)
Obtaining treatment - On GHTransit property or GH Community Hospital


b)
Location of Facilities - First aid kit in dispatch, shop and on all vehicles


c)
Names and location of first aid givers: Dispatch - Patti Carlin

(
7)
Emergency plan:


a)
Exit locations and evacuation routes - Refer to operators manual (In house policy) conducted during manual orientation.


b)
Use of fire fighting equipment (extinguishers, hoses) - Fire extinguishers located in Transit buses - Manual orientation


c)
Specific procedures (medical, chemical, fire, etc) - ABC fire extinguisher discussed during manual orientation

(
8)
Vehicle Safety:


Discussed during manual orientation

(
9)
Personal work habits:


a)
Serious consequences of horseplay - discussed during operator manual orientation


b)
Fighting - discussed during manual orientation


c)
Inattention - discussed during manual orientation


d)
Smoking policy - discussed during manual orientation


e)
Good housekeeping practices - discussed during manual orientation, In house policy


f)
Proper lifting techniques - Regular lifting not required.  If needed, use legs instead of back.

NOTE TO EMPLOYEE: Do not sign unless all items have been covered and all questions have been satisfactorily answered.

The signatures below document that the appropriate elements have been discussed to the satisfaction of both parties, and that both the supervisor and employee accept responsibility for maintaining a safe and healthful work environment.

DATE                           SUPERVISOR'S SIGNATURE

DATE                            EMPLOYEE'S SIGNATURE

APPENDIX “D” - EMPLOYEE ORIENTATION CHECKLIST – MAINTENANCE SAFETY

Employee name ______________________________________

Division  Operations    Title  Maintenance Employee     Date Hired _______________

This check list is a guideline for conducting employee safety orientations for employees new to Grays Harbor Transit.  One completed and signed by both supervisor and employee, it serves as documentation that orientation has taken place.

Place a check in each box to indicate that the subject has been covered:

(
1.
Explain the company Safety Program. Including:



a.
Orientation - Conducted during rules and regulations manual orientation



b.
On the job training - work with other maintenance personnel



c.
Safety meetings - periodically, safety committee meetings



d.
Accident investigation and reporting - all vehicle accidents investigated by TA/PD



e.
Function of the safety committee - monitor unsafe working conditions, investigate L & I claims

(
2.
Personal protective equipment required.  Regular shoes/soles heels, tennis shoes, moccasins, sandals & clogs not permitted.

(
3.
Line of communication and responsibility for immediately reporting accidents.



a.
When to report an injury - at time of injury



b.
How to report an injury - in person or telephone 1-800-562-9730 or Fax 532-2784



c.
Who to report an injury to - dispatch or supervisor



d.
Filing of accident report forms - incident or accident report turned into dispatch within 24 hours

(
4.
General overview of operation, procedures, methods and hazards as they relate to the specific job and duties - be a safe conscientious employee.

(
5.
Pertinent safety rules of the Company and Washington State Safety and Health Codes - company safety rules included in Maintenance Manual discussed during orientation.

(
6.
First aid supplies, equipment and training.



a.
Obtaining treatment - on TA property or GH Community Hospital



b.
Location of facilities - First Aid Kit in dispatch-shop & all buses



c.
Location and names of first aid trainer - Patti Carlin 

(
7.
Emergency Plan



a.
Exit locations and evacuation routes - refer to posted diagram on shop bulletin board



b.
Use of fire fighting equipment (extinguishers, hose) - fire extinguishers located TA buses - manual orientation



c.
Specific procedures (medical, chemical fire, etc.) ABC fire extinguisher discussed during manual orientation

(
8.
Vehicle safety - discussed during manual orientation

(
9.
Personal work habits.



a.
Serious consequences of horseplay - discussed during maintenance manual orientation



b.
Fighting - discussed during manual orientation



c.
Inattention - discussed during manual orientation



d.
Smoking policy - discussed during manual orientation



e.
Good housekeeping practices - discussed during manual orientation



f.
Proper lifting techniques - if required, use legs instead of back

NOTE TO EMPLOYEES:  DO NOT SIGN unless all items are covered and all questions are satisfactorily answered.

The signature below documents that the appropriate elements have been discussed to the satisfaction of both parties, and that both the Training Supervisor and employee accept responsibility for maintaining a safe and healthful work environment.

Date__________________Supervisor'sSignature_______________________________

Date__________________Employee'sSignature_______________________________

Coments____________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________
APPENDIX “E” - EMPLOYEE ORIENTATION CHECKLIST - HAZARDOUS SUBSTANCES - MAINTENANCE
Employee name   _______________________________________________________________

Division__________________ Title_____________________ Date Hired ____________

This checklist is to inform employees of Grays Harbor Transit Hazard communication Program.  Place a check in each box to indicate that the subject has been covered.

The supervisor has reviewed the following Hazard Communication Program information with the employee:

(
1.
The purpose of the hazard communication standard is to require chemical manufacturers or importers to assess the hazards of chemicals they produce or import.  All employers must provide information to their employees about the hazardous chemicals to which they may be exposed.

(
2.
The supervisor has reviewed the hazardous chemical list with the employee.


3.
The supervisor has shown the employee the:

(

a.
Location of hazardous chemicals within the employee's work site.

(

b.
Location of the written Hazard Communication Program.

(

c.
Location of the material safety data sheets for all hazardous chemicals in the employee's assigned work areas.

(

d.
Location of the list of persons trained and authorized to handle the hazardous chemicals.

The signatures below document that the appropriate elements have been discussed to the satisfaction of both parties and that both the supervisor and employee accept responsibility for maintaining a safe and healthful work environment.

Date_________________ Supervisor's signature ________________________________

Date_________________ Employee's signature __________________________________

*NOTE TO SUPERVISOR:  If this employee is expected to actually handle chemicals, please notify _____________________ for training before employee begins actual work.

APPENDIX “F" - EMPLOYEE  ORIENTATION  CHECKLIST              CSR SAFETY
Employee name

Division: Operations       Title: Customer Service Representative
Date Hired:

This checklist is a guideline for conducting employee safety orientations for employees new to Grays Harbor Transit.  Once completed and signed by both supervisor and employee, it serves as documentation that orientation has taken place.

Place a check in each box to indicate that the subject has been covered:

____Explain the Company Safety Program including:

· Orientation - conducted during Rules & Regulation Manual Orientation

· On the job training - CSR train on duty with other CSR’s

· Safety meetings - Periodically, safety committee meets

· Accident investigation and reporting - All vehicle accidents investigated by transit and law enforcement agency.

· Function of the safety committee - Monitor unsafe working conditions, investigate L & I claims

____Personal protective equipment required:

· Regular shoes with soles.  Tennis shoes, moccasins, sandals, clogs, or high heels are not permitted.

____Line of communication and responsibility for immediately reporting accidents

· When to report an injury - at time of injury.

· How to report an injury - in person or telephone 1-800-562-9730/532-2773

· Who to report an injury to - Dispatch - Supervisor

· Filing of accident report forms - incident or accident report turned in to dispatch within 24 hours


General overview of operation, procedures, methods, and hazards as they relate to the specific job and duties:

· Be a courteous CSR, able to cope with irrational passengers


Pertinent safety rules of the Company and Washington State Safety and Health Codes:

· Company safety rules included in CSR’s manual discussed during orientation.


First aid supplies, equipment, and training:

· Obtaining treatment - On TA property or GH Community Hospital

· Location of Facilities - First aid kit in dispatch, maintenance, stations and on all vehicles

· Names and location of first aid givers: Patti Carlin

· Local Fire Departments (911 Center - 533-8765).
____Emergency plan:

· Station exit locations and evacuation routes - Exit station office and restrooms to safe area

· Use of fire fighting equipment (extinguishers, hoses) - Fire extinguishers located TA vehicles, CSR’s office; manual orientation

· Specific procedures (medical, chemical, fire, etc) - ABC fire extinguisher discussed during manual orientation

____Vehicle Safety:

· Discussed during manual orientation/Be alert of vehicles entering and exiting station.

____Personal work habits:

· Serious consequences of horseplay - discussed during CSR's manual orientation

· Fighting - discussed during manual orientation

· Inattention - discussed during manual orientation

· Smoking policy - discussed during manual orientation

· Good housekeeping practices - discussed during manual orientation, In house policy

· Proper lifting techniques - Light lifting may be required.  Use legs instead of back.

* NOTE TO EMPLOYEE:  Do not sign unless all items have been covered and all questions have been satisfactorily answered.

The signatures below document that the appropriate elements have been discussed to the satisfaction of both parties, and that both the Training supervisor and employee accept responsibility for maintaining a safe and healthful work environment.

DATE                SUPERVISOR'S SIGNATURE
 
DATE                EMPLOYEE'S SIGNATURE
  
APPENDIX “G” - SIGNATURE FORM FOR EMPLOYEE MANUAL
I have received and read the revised Grays Harbor Transit Employee Manual, dated 

I shall not permit the manual to pass from my personal possession until it is recalled or I am to surrender it on termination of employment.



G.H.T. Employee Signature                                                    Date

Comments:_____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Grays Harbor Transit at its option, may change, delete, suspend or discontinue parts or the policy in its entirety, at any time without prior notice. In the event of a policy change, employees will be notified. Any such action shall apply to existing as well as to future employees
5/13/2008

