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RECEIPT OF PERSONNEL POLICIES

Please read the following; then sign, date and return this form to the Main Office, where it will be placed in your personnel file.

Enclosed are Valley Transit's personnel policies.  It is your responsibility to read these policies, as they will acquaint you with your employee benefits, our personnel practices and rules, and some organizational philosophy.

It is important to understand that these policies do not create an employment contract or a guarantee of employment of any specific duration between Valley Transit and its employees.  Although we hope that your employment relationship with us will be long term, we recognize that at times things do not always work out as hoped, and either of us may decide to terminate the employment relationship.

As Valley Transit responds to the needs of the community, personnel policies may change.  Therefore, we reserve the right to revise, supplement, clarify or rescind any policy or portion of a policy when deemed appropriate by the General Manager.  You will be notified of any such changes. 
Please also understand that no supervisor, manager or representative of Valley Transit other than the General Manager has the authority to make any written or verbal statements or representations which are inconsistent with these policies.

If you have any questions about these policies or any other policies of Valley Transit, please feel free to ask your supervisor, department manager or the Finance and Administration Manager.

I hereby consent to deduction from my final paycheck of any amounts advanced to me that remain unearned when my employment with Valley Transit ends, including unearned vacation leave.

I have read and understand the statement above.

Employee Signature

Employee Printed Name

Date

(Return one signed copy of this form to Main Office)

CHAPTER 1
INTRODUCTION

1.1
VALLEY TRANSIT MISSION STATEMENT

Our Mission…to provide high quality and efficient public transportation services that are responsive to the needs of our entire community, promoting quality of life and a healthy economy.

1.2
GENERAL PURPOSE

These personnel policies serve as a general guide to Valley Transit’s current employment practices and procedures.  As such, we hope they will help you better understand how we operate and what is expected of you as an employee.  These policies also describe what we provide you in terms of compensation, benefits and other support.

Valley Transit places the highest value on our employees and their well being.  We want to see that you are a satisfied team member, with the support necessary to achieve the objectives of your position.  Only in this manner can your contribution to Valley Transit be the most productive.
It is our belief that when consistent personnel policies are known and communicated to all, the chances for greater job satisfaction increase.  We encourage you to read these policies.  If you have any questions, please ask your supervisor, department manager, the Finance and Administration Manager or the General Manager.  If you have ideas or suggestions for improvement, please do the same.

1.3
INTENT OF POLICIES

These policies are enacted by Valley Transit to further the following goals:

A. To provide a uniform system of personnel administration throughout Valley Transit.

B. To ensure that recruitment, selection, placement, promotion, retention and separation of employees is based upon an employee's qualifications and fitness, and that Valley Transit's policies are in compliance with applicable Federal and State laws, rules and regulations.

C. To assist managers in the development of sound management practices and procedures, and to make effective, consistent use of human resources throughout Valley Transit.

D. To promote communication between managers, supervisors and employees.

E. To ensure and clarify each employee's responsibilities.  It is the employee's responsibility to be familiar with the policies covered in this Personnel Policy manual.

These policies are not intended to be a contract, expressed or implied, or any type of promise or guarantee of specific treatment upon which you may rely, or as a guarantee of employment for any specific duration.  Although we hope that your employment relationship with us will be long term, we recognize that things may not always work out as hoped, and either of us may decide to terminate the employment relationship.  Please understand that no supervisor, manager or representative of Valley Transit other than the General Manager has the authority to enter into any agreement with you for employment for any specified period or to make any written or verbal commitments contrary to the foregoing.

1.4
SCOPE OF POLICIES

These personnel policies apply to all Valley Transit employees.  In cases where these policies conflict with the provisions of a collective bargaining agreement, State or Federal law, the terms of that law or agreement prevail.  In all other cases, these policies apply.

1.5
CHANGING THE POLICIES
As the need arises, the General Manager may modify these policies, except that the Board of Directors, by resolution, shall enact any changes in compensation or benefit levels.  The General Manager may deviate from these policies in individual situations, particularly in an emergency, in order to achieve the primary mission of serving Valley Transit’s passengers.  Employees may request specific changes to these policies by submitting suggestions to their department manager, the Finance and Administration Manager or the General Manager.
1.6
DEFINITIONS

Department Manager:  An employee who is responsible for directing one or more employees within a specific department, i.e. Operations, Maintenance, etc.

Regular Full-Time Employee:  An employee who has successfully completed a probationary period as defined in these policies and who regularly works a minimum of thirty-five (35) hours a week.

Regular Part-Time Employee:  An employee who has successfully completed a probationary period as defined in these policies and who regularly works less than thirty-five (35) hours a week.

Temporary Employee:  Employees who hold jobs of limited duration due to special projects, abnormal work loads or emergencies.  Temporary employees are considered “at will” employees, and are not eligible for Valley Transit benefits. 
Probationary Employee:  Employees who have not yet completed their probationary period in a regular position and who have not been certified to regular employment status, are considered “at-will” employees. Unless otherwise specified, when regular employees are referred to in these policies, they shall include probationary employees.

Exempt Employee:  An employee who holds an administrative, professional, or executive position or other status which is defined as exempt under the Fair Labor Standards Act (FLSA).

Non-Exempt Employee:  An employee who is not employed in an exempt administrative, professional or executive position as defined under the Fair Labor Standards Act (FLSA).

CHAPTER 2
GENERAL POLICIES AND PRACTICES
2.1      EQUAL EMPLOYMENT OPPORTUNITY POLICY

Valley Transit states as its policy a commitment to provide equal opportunity to all persons in matters affecting, but not limited to, recruitment, employment, compensation, benefits, promotions, training, discipline, transfer and layoff practices without regard to a person’s race, color, religion, national origin, disability, gender, veterans status, or age. 

Valley Transit believes fulfilling this policy is a top priority in its daily operations.  We hold every manager and supervisor accountable for implementing this policy.  Their performance in contributing to the success of the equal employment opportunity program will be evaluated in the same manner as their performance of other department goals.  All employees are expected to cooperate in carrying out the principle and practice of equal employment opportunity.

2.2
DISABILITY DISCRIMINATION PROHIBITED

Valley Transit will not discriminate against qualified applicants or employees with a sensory, physical or mental disability, unless the disability cannot be reasonably accommodated and prevents proper performance of an essential element of the job.  Valley Transit will reasonably accommodate qualified individuals with disabilities.

2.3
ANTI-HARASSMENT POLICY

It is Valley Transit’s policy to foster and maintain a work environment that is free from discrimination and intimidation.  Toward this end, Valley Transit will not tolerate harassment of any kind that is made about or toward employees, vendors, customers, or members of the public.  Employees are expected to show respect for each other and the public at all times, despite individual differences.

Harassment is defined as verbal or physical conduct that demeans or shows hostility or aversion toward another employee or members of the public.  Examples of prohibited conduct include slurs or demeaning comments to employees or members of the public relating to race, color, religion, national origin, disability, gender, veterans status, or age. Acts of Sexual Harassment are also strictly prohibited.
See Discrimination Complaint Procedure, Policy 2.5, for guidance on what to do if you experience harassment.

2.4
SEXUAL HARASSMENT PROHIBITED

The Equal Employment Opportunity Commission (EEOC) has issued guidelines setting forth the Commission’s interpretation regarding sexual harassment as a violation of Title VII of the Civil Rights Act of 1964.  Sexual harassment is a form of sex discrimination and is ILLEGAL.  It can include verbal behavior such as comments, suggestions, jokes or derogatory remarks based on sex; physical behavior such as pats, squeezes, repeatedly brushing against someone’s body, or impeding or blocking normal work or movement; visual harassment such as posting of sexually suggestive or derogatory pictures, cartoons or drawings, even at one’s work station; unwanted sexual advances, pressure for sexual favors; and/or basing employment-related decisions such as those regarding an employee’s performance evaluations, work assignments, or advancement upon the employee’s acquiescence to sexually harassing behavior in the workplace.  These guidelines are consistent with our long-standing policy that conduct creating an intimidating, hostile or offensive working environment will not be tolerated and those violating this practice may be subject to disciplinary action up to and including discharge.  Other conduct also may constitute sexual harassment depending upon given facts and circumstances.

Any employee, who feels that he or she has been or is being subjected to sexual harassment, is urged to immediately contact the Finance & Administration Manager, the Human Resources Assistant, or the General Manager.  See Discrimination Complaint Procedure, Policy 2.5, for further guidance.

2.5
DISCRIMINATION COMPLAINT PROCEDURE

Each member of management is responsible for creating an atmosphere free of discrimination and harassment.  Further, employees are responsible for respecting the rights of fellow employees and others, including the citizens they serve.  The following procedure outlines the steps to follow if you believe you have experienced or observed harassment or discrimination on the job.

If you believe that you have been harassed, are the victim of discrimination, or have observed harassment or discrimination, you should try, if possible, to identify the offensive behavior to the harasser and request that it stop.  In the event such informal direct communication is either ineffective or impossible, you should discuss your concern immediately with your supervisor or department manager.  You may contact the Finance & Administration Manager, the Human Resources Assistant, or the General Manager.  To the extent possible, complaints will be handled confidentially.  No employee will suffer retaliation for reporting such concern.

If an investigation shows the accused employee did engage in harassment or discrimination, appropriate action will be taken, up to and including discharge.
2.6
EMPLOYEE PERSONNEL RECORDS

A personnel file for each employee is kept in the Administration Office.  Your personnel file contains your name, title and/or position held, job description, department to which you are assigned, salary, changes in employment status, training received, performance evaluations, personnel actions affecting you, including discipline, and other pertinent information.  Medical information is contained in a separate confidential file.

You have the right to review your file.  You may request removal of irrelevant or erroneous information in your personnel file.  If your request to remove the information is denied, you may file a written rebuttal statement to be placed in your file.

Personnel files are kept confidential to the maximum extent permitted by law.  Except for routine verifications of employment, confidential personnel files shall not be released to any other individuals, including the press without your written consent, except in response to a valid court order or government request directing the provision of information from personnel files, or a valid Public Disclosure Act request.

You should keep Valley Transit informed of their current address and telephone number and any changes in dependent status.

2.7
EMPLOYMENT REFERENCES

Unless otherwise required by a valid court order, or upon your approval, Valley Transit will furnish only the following information to persons outside Valley Transit:  dates of employment; current job title or job title at date of termination; and verification of salary information.

Additional information may be released with your written consent.  You must complete a Release of Information form and submit it to the Finance and Administration Manager or designee before such information shall be released.

All requests for any information regarding past or present Valley Transit employees shall be directed to the Finance and Administration Manager or designee.  Because of the potential for liability to Valley Transit, supervisors and managers shall not respond directly to such requests for information.  The Finance and Administration Manager shall ensure a written release is on file before directing the call to the appropriate person at Valley Transit.  All responses to employee reference inquiries that contain information other than those mentioned above shall be in writing, if practical.

Valley Transit shall verify references given by candidates for employment.  The Finance and Administration Manager or designee shall perform inquiries and reference checks.  These questions shall directly apply to the requirement of the position for which the candidate has applied.
CHAPTER 3
RECRUITING AND HIRING
3.1
RECRUITING

The Finance and Administration Manager or designee is responsible for all employment activity, including recruitment, examination and referral procedures.

Recruiting and employment selection are conducted solely on the basis of ability, merit, qualifications and competence, without regard to race, color, religion, national origin, disability, gender, veterans status, or age.

Eligible applicants who meet the position standards and are interested in being considered for posted jobs shall apply for the position opening in accordance with the procedures outlined in the job announcement and any other supplemental documents provided.  Official application forms shall be required of all applicants.  The applicant must sign all required applications.  An applicant's signature certifies that the information supplied on the application is true to the best of the applicant's knowledge.  Valley Transit application forms may require proof of education, specialized training, legal status to work in the United States, experience, driver’s license or record certification, or other claims.

Any misrepresentation or material omission made by an applicant will be sufficient cause for cancellation of the application, or immediate termination of employment if hired, whenever it may be discovered.

 3.2
HIRING

When a regular position becomes vacant and prior to any posting or advertisement of the vacancy, the department manager shall review the rules on classification and compensation for the position, its job description and the need for such a position.  They will prepare and submit a written request to fill the position to the General Manager.  The position will be posted and/or advertised only after the General Manager has approved the request.  Recruiting publicity will be distributed through appropriate media for a period sufficient to assure ample opportunity for the public to apply and be considered for Valley Transit employment on the basis of abilities and potential.  Such publicity will indicate that Valley Transit is an equal opportunity employer.  Public notice of vacancies shall be posted in conspicuous places in Valley Transit’s Rose Street facility and the Transfer and Information Center.  In addition, information on position vacancies will be issued by methods which will best assure its reaching qualified prospective applicants.  This provision applies to employees, in general.  Provisions of a collective bargaining agreement shall apply to members of that unit.

Valley Transit may administer pre-employment examinations to test the qualifications and ability of applicants, as determined necessary by the department managers.  We may contract with any agency or individual to prepare and/or administer examinations.  We may also conduct certain background procedures as required by law.  Examples of such procedures include: requiring applicants/employees to show proof they are authorized to work in the United States and requiring applicants/employees who have unsupervised access to children or developmentally disabled adults to complete a disclosure statement.  

Residency within Valley Transit’s PTBA shall not be a condition of initial appointment or continued employment; provided, however, that an employee's selection of residence shall not interfere with the daily performance of duties and responsibilities.

Applicants for positions in which the applicant is expected to operate a motor vehicle must be at least 18 years old, have a minimum of two (2) years of driving experience, and able to present a valid Washington State or Oregon State driver's license with any necessary endorsements.  Driving records of applicants may be checked.  Applicants with poor driving records, as determined by Valley Transit, may be disqualified from employment in positions requiring driving.

After a conditional offer of employment has been made and prior to commencement of employment, Valley Transit may require persons selected for employment to successfully pass a medical examination, which shall include testing for alcohol and controlled substances.  The purpose of the exam is to determine if the individual is able to perform the job and to ensure their condition will not endanger the health, safety or well-being of other employees or the public.  The offer of employment may be conditioned on the results of the exam.

Valley Transit will pay for the initial pre-employment physical for each potential new employee.  If the prospective employee requires a subsequent physical to determine fitness for work, it will be at the prospective employee’s own expense (Your personal medical insurance may cover some of the expense.  Check with your insurance company).
Department of Transportation (DOT) physicals are a requirement to hold a Commercial Drivers License (CDL), and as such, will not be paid for by Valley Transit.  Employees must utilize a physician qualified to perform DOT physicals.  A list of doctors qualified to perform DOT physicals will be maintained by Valley Transit, and may be obtained from your supervisor (your personal medical insurance may cover some of the expense.  Check with your insurance company).  Valley Transit will not pay wages to obtain a physical, be it pre-employment or DOT.  

A candidate may be disqualified from consideration if: (1) found unable to perform the duties of the position (and the individual's condition cannot reasonably be accommodated in the workplace); (2) the candidate refuses to submit to a medical examination or complete medical history forms; or (3) if the exam reveals use of alcohol and/or controlled substances.

The results of this examination must be on file in the Administration Department prior to the new employee reporting for the first day of employment.

Those candidates hired as employees shall maintain a condition that allows them to be able to perform the duties of the position and to maintain good attendance.  This policy shall not be construed to be in conflict with requirements of the Americans with Disabilities Act.
3.3
TEMPORARY EMPLOYEES

Department managers may use temporary employees to temporarily replace regular employees who are on vacation or other leave; to meet peak work load needs; or to temporarily fill a vacancy until a regular employee is hired.  Temporary employees may be hired without competitive recruitment or examination, although all hiring processes must comply with State and Federal laws.  Temporary employees are considered “at will” employees.  The Finance and Administration Manager shall oversee the hiring of temporary employees to ensure hiring procedures and contract requirements are met.

Compensation/Benefits: Temporary employees are eligible for overtime pay as required by law.  Temporary employees normally do not receive retirement, vacation, sick leave, health insurance, holidays or any other benefits during their employment.  

Temporary employees pay contributions to the Social Security system, as does Valley Transit on their behalf.  Temporary employees will normally not be placed on the Washington State Public Employee Retirement System (PERS), although there may be a few exceptions depending on PERS eligibility criteria.

3.4
PROBATIONARY PERIOD

Upon hire or appointment, you will enter a Probationary Period that is considered an integral part of the selection and evaluation process.  The probationary period is designed to give you time to learn the job and to give Valley Transit time to evaluate whether the match between the employee and the job is appropriate.

The normal probationary period is 12 months from your date of hire or rehire.  The General Manager may authorize the department manager to extend the probationary period an additional twelve (12) weeks.  An extension may be granted due to circumstances such as an extended illness or a continued need to evaluate an employee’s performance. The employee shall be notified of the reason for extension through the Performance Appraisal process and a further report and decision shall be required at the end of this additional period.

Valley Transit supervisors will appraise the performance of their team members and forward the report of Performance Appraisal to their respective department managers.  A common objective of every performance appraisal is to clarify job expectations in writing between you and your supervisor.  Formal appraisal will be done at mid-probation and thirty days before eligibility for full time appointment.  Following full-time appointment, you will be evaluated annually.

New employees serving a probationary period at Valley Transit are entitled to the following fringe benefit status:

A. LEAVE: No leave, other than Floating Holiday leave, authorized leave without pay, sick leave after three months of employment, vacation leave after six months of employment, or military leave shall be granted to a probationary employee during the probationary period. 
B. ACCRUAL OF LEAVE: Sick leave and vacation leave benefits, based upon or earned in connection with time worked, accumulate during the probationary period.  Sick leave benefits are available for use after three full months’ employment.  Vacation leave is available after six months’ employment.  Exceptions will be considered on a case by case basis.  The general manager may grant vacation leave to probationary employees on a case by case basis.
C. HEALTH INSURANCE: Valley Transit provides health insurance for all full-time employees.  Participation in the plan is not optional.
D. LIFE INSURANCE: All Valley Transit employees are provided a $24,000 life insurance policy.  Full time employees receive an additional basic life insurance policy as part of the health insurance benefits package.  

When the probationary period is successfully completed, you will be certified to regular employment status.  Satisfactory completion of the probationary period does not create an employment contract or guarantee employment with Valley Transit for a specified duration.

3.5
EMPLOYMENT OF RELATIVES (NEPOTISM)

Relatives of current Valley Transit employees and Board of Director members will not be employed by Valley Transit if:

A. One of the parties would have authority (or practical power) to supervise, appoint, remove, or discipline the other;

B. One party would handle confidential material that creates improper or inappropriate access to that material by the other;

C. One party would be responsible for auditing the work of the other; or

D. Other circumstances exist that might lead to potential conflict among the parties or conflict between the interest of one or both parties and the best interests of Valley Transit.

For the purpose of this section, the term “relatives” includes siblings, parents, aunts, uncles, grandparents, step-relations, or persons residing in the same household.

Change in Circumstances: If two employees become so-related, marry or begin sharing living quarters with one another, and in Valley Transit’s judgment, the potential problems noted above exist or reasonably could exist, only one of the employees will be permitted to stay with Valley Transit, unless reasonable accommodations, as determined by the General Manager, can be made to eliminate the potential problem.  The decision as to which employee will remain with Valley Transit must be made by the two employees within thirty (30) calendar days of the date they become related, marry or begin sharing living quarters with each other.  If no decision is made during this time, Valley Transit reserves the right to terminate either employee.

3.6
PROMOTIONS

Valley Transit encourages promotion from within the organization whenever possible.  All openings will be posted at the Rose Street facility so employees are aware of, and may apply for, positions in which they are interested and for which they may be qualified.  However, we reserve the right to seek qualified applicants outside the organization at our discretion.  

All openings will be posted on the Valley Transit bulletin board.  To be considered for promotion, an employee must have successfully completed their initial probationary period, be employed in their current position for at least twelve (12) months, and meet the qualifications for the vacant position. 

New Probationary Period: After promotion to a new position, a new probationary period of six (6) months must be completed, unless waived or reduced by the General Manager.  In the case of unsatisfactory performance in a promotional situation, the employee may be considered for transfer back to their previous position as long as the position is still available.

CHAPTER 4
HOURS AND ATTENDANCE
4.1
WORKING HOURS

The regular workday generally consists of eight (8) or more work hours per day, with a scheduled unpaid lunch period consisting of not less than thirty (30) nor more than sixty (60) minutes (does not apply to fixed route or paratransit vehicle operators).

A normal working schedule for regular, full-time employees consists of at least (35) hours per week.  Different work schedules may be established by Valley Transit to meet job assignments and provide necessary transportation services.  Your department manager or designee will advise you regarding your specific working hours.

Part-time and temporary employees will work hours as specified by the department manager or their designee.

Some departments may require different operating schedules due to the nature of their work.  Alternate work hours/weeks must be approved in advance by the department manager or their designee and the General Manager.

4.2
HOURS OF WORK AND OVERTIME

All Valley Transit positions are designated as either "exempt" or "non-exempt" according to the Fair Labor Standards Act ("FLSA") regulations.

For most Valley Transit employees, the established work period is forty (40) hours within a seven-(7) day work week, Sunday through Saturday.

Non-exempt employees are entitled to additional compensation in the form of overtime, when they work more than forty (40) hours during the work week.  Valley Transit will not grant compensatory time in lieu of overtime pay.

All overtime must be authorized in advance by your supervisor or designee.

Overtime pay is calculated at one and one-half times the employee's regular rate of pay for all time worked beyond the established 40 hour work period.

Paid time off such as holiday, floating holiday, vacation, sick leave, jury duty, bereavement, and military duty is not considered when computing overtime pay.

Exempt employees are not covered by FLSA overtime provisions and do not receive overtime pay.
4.3
ATTENDANCE

You are expected, as a condition of employment, to be at work during your regularly scheduled workdays and times. Department managers or their designees are responsible for maintaining an accurate attendance record of department employees.

If you are unable to report for work on time, please notify your department manager or designee within a sufficient time frame, prior to the start of your workday.  "Sufficient" is defined as sixty (60) minutes (preferably more) prior to designated report time.  Let them know your reason for being late or for not being able to report to work, and the expected date/time of return.  Employees, who fail to notify their department manager or designee of an absence from work by their normal start time, are subject to disciplinary action including possible termination.

Continued absence shall be reported on a daily basis unless other arrangements have been made and approved by your department manager or designee.  We may require a written statement from a medical doctor for an absence beyond three days’ duration.  An employee who is absent for three working days and does not notify their department manager or the designee shall be considered as having abandoned their job and shall be terminated, unless the employee can demonstrate good cause for the absence.  

You have the responsibility and obligation to report on time for all assignments, unless previously excused.  Incidents, including but not limited to repeated absence, absence following a pattern (for example, absences regularly preceding or following scheduled days off), unexcused absence, failure to provide advance notice of absence, or failure to provide medical verification when required, may result in disciplinary action including termination.

4.4
UNUSUAL WEATHER CONDITIONS

During times of inclement weather or natural disaster, it is essential that Valley Transit continue to provide vital public services.  Therefore, it is expected that you will make every reasonable effort to report to work without endangering your personal safety.

If you are unable to get to work or, if you must leave work early, because of unusual weather conditions you may charge the time missed to: vacation or floating holiday.  You will need to advise the supervisor by phone as in any other case of late arrival or absence.

4.5
BREAKS AND MEAL PERIODS

Unpaid meal periods will be of at least thirty (30), and not more than sixty (60), minutes’ duration.  Your department manager or designee shall schedule meal periods.  The scheduling of meal periods may vary depending on department workload.

You are authorized one (1) 10-minute break for every four-(4) consecutive hours worked.  All breaks shall be arranged so they do not interfere with Valley Transit business or service to the public.

Fixed Route and Dial-A-Ride operators are exempted by the labor agreement from regulated break and lunch periods.  Break and lunch periods are available as schedules permit.

4.6
CALLBACK

All employees are subject to callback in emergencies or as needed by Valley Transit to provide necessary services to the public.  A refusal to respond to a callback is grounds for immediate disciplinary action, including possible termination.  Employees called back to duty will be paid their appropriate rate of pay for hours worked.

4.7
PAYROLL RECORDS

The Finance and Administration Manager keeps the official payroll records.  Each department manager shall turn in, on at least a weekly basis, a signed work record for each employee within their department, noting hours worked, leave taken and overtime worked.  The department manager shall sign work records for department supervisors.

CHAPTER 5

COMPENSATION
5.1
SALARY CLASSIFICATION AND GRADES

Each job title within Valley Transit is assigned to one of our classifications for salary purposes.  Each classification is accorded a particular salary or salary range as shown on the salary schedule, which is approved by the Board of Directors.

The Finance and Administration Manager is responsible for the development and maintenance of job descriptions and salary ranges for each position.

5.2
EMPLOYEE PAY RATES

You will be paid within the limits of the salary range to which you are assigned.  Usually, new employees will start employment with us at the minimum rate for their classification.  However, a new employee may be employed at a higher rate than the minimum when the employee's experience, training or proven capability warrant, or when prevailing market conditions require a starting rate greater than the minimum.  The authorization to do so must be obtained from the General Manager.  In determining such requests, the General Manager shall give consideration to the qualifications of the candidate, availability of applicants and resulting salary relationship with other similar positions.

Pay increases are contingent on satisfactory performance.  If an employee's performance is consistently unsatisfactory, the department manager may defer a scheduled pay increase for no more than twelve (12) weeks from the Annual Performance Appraisal.  If employee performance is so deficient as to not merit a salary increase after twelve (12) weeks, action will be taken to demote, reassign, or terminate employment for performance reasons. 

The General Manager may propose, and the Board of Directors may grant, an across-the-board pay adjustment (cost-of-living increase) from time to time, raising the salaries of all positions by a specified amount within a defined group of classifications.  Salary range adjustments are to be distinguished from merit salary increases, as they are not intended to give recognition to length or quality of service, but are to be based on prevailing rates of pay for the various classes of work in Valley Transit service.  An employee whose salary range is adjusted will be placed at the same step in the new range.  

Any employee promoted to a position in a higher classification and salary range shall receive the next higher available pay step in the new range.

Employees wishing to attain a level of Spanish fluency may receive tuition assistance from Valley Transit.  Those who successfully complete a Spanish fluency test may receive a 25-cent per hour premium, provided any tuition assistance received is first reimbursed to Valley Transit through payroll deduction.  Spanish fluency shall be re-certified by way of test every two years.

5.3 PAYDAYS

Valley Transit employees are paid twice a month.  Checks will be issued on the 15th of each month and also on the last working day of the month.  For the pay period covering the first of the month through the fifteenth of the month, checks will be issued on the last working day of the month.  For the pay period covering the sixteenth of the month through the last day of the month, checks will be issued on the fifteenth of the following month. 

5.4
DEDUCTIONS

Law requires some regular deductions from your earnings.  Valley Transit will withhold from your paycheck those deductions required by law and any voluntary deductions authorized by you, by applicable union contract, or by statute.

5.5
TRAVEL AWAY FROM THE CITY

All travel outside our sanctioned boundaries, but within the Pacific Northwest (WA, OR, ID, BC) must be approved in advance by the General Manager or his designee.  Travel outside the Pacific Northwest must be approved first by the General Manager, and then presented to the Board of Directors for review and final approval. 

5.6
TRAVEL EXPENSE REIMBURSEMENT

A. Meals: You are eligible for meal reimbursement while in travel status, i.e., away from the local area on official business.  Reimbursement for meals (including gratuities) shall be in accordance with the current published State of Washington per diem rates.  Receipts are not required when state per diem rates are used.  Unusual circumstances may necessitate meal reimbursements above the state per diem rate.  In such instances, receipts for actual cost are required and reimbursement is subject to approval by the General Manager. 

Meals included in the pre-paid registration fee for a meeting, conference, or convention will not be reimbursed. 

B. Lodging: Commercial lodging, including related taxes, is reimbursed at actual cost, to the extent allowable by the current State of Washington per diem rates.  Receipts are required for all lodging reimbursements.  If circumstances require lodging costs in excess of the state per diem rate, higher actual costs may be reimbursed with the approval of the General Manager.  Whenever and wherever possible, reservations for lodging should be made at facilities offering government rates.
C. Transportation: 
1. Valley Transit Vehicles: Use of Valley Transit vehicles outside the normal scope of business is prohibited.

2. Privately Owned Vehicles: Privately owned vehicles covered by automobile insurance may be used for official travel when a Valley Transit-owned vehicle is not available.  You will be reimbursed for private vehicle mileage at a rate equal to the current City of Walla Walla mileage allowance.

3. Car Rental: Car rental is reimbursed upon approval of the General Manager. Reimbursement will be limited to the cost of car rental in the economy class unless pre-approved in writing by the General Manager.

D. Commercial Carrier: All air/train/bus fare must be approved and arranged in advance.  Valley Transit will pay for coach class travel only.

E. Travel Claims: Within ten (10) days of your return from travel status, a Travel Expense voucher must be filed for expenses incurred during travel.  This report must itemize all reimbursable expenses and include reconciliation of total expenses, charged expenditures and any remaining funds due to, or from, Valley Transit.  The Travel Expense voucher must be signed by the traveler and the department manager and be accompanied by required receipts and any funds due to Valley Transit.

F. Local Meals/Refreshments: Light refreshments may be served at Valley Transit-sponsored meetings.  This authority is not meant for use with the normal daily business of employees or officials, but rather for special business situations or occasions when refreshments are appropriate (board functions, training sessions, special promotions, etc.).  Reimbursement for expenses paid by employees must be supported by actual receipts.  Alcoholic beverages are not eligible for reimbursement.
Local hosting of employees and others is authorized if approved in writing by the General Manager or his designee.  Authority for hosting is limited to special situations such as: employee interviews, incentive programs, training, and when other organizations visit to share resources with Valley Transit’s staff.

When requesting reimbursement for hosting, the request must include who was hosted, the purpose and date of the meeting, and the cost of each meal.
5.7     COMPENSATION UPON TERMINATION

When employment with Valley Transit is terminated, only the following will be paid on the next regularly scheduled payday:

A. Regular wages for all hours worked up to the time of termination, which have not already been paid.

B. Any overtime, holiday or floating holiday pay due.

C. A lump sum payment of any accrued, but unused, vacation time not to exceed the maximum accumulation, subject to the satisfactory completion of the employee’s Probationary Period.
D. A lump-sum payment of any accrued, but unused, sick leave which is eligible for compensation at separation as established in Section 8.2 of this document
CHAPTER 6

PERFORMANCE EVALUATIONS AND TRAINING
6.1
PERFORMANCE APPRAISALS

To achieve Valley Transit’s goal to train, promote and retain the best-qualified employee for every job, we conduct periodic Performance Appraisals for all positions.  The General Manager is responsible for developing and maintaining Valley Transit’s Performance Appraisal program.  Employees shall be evaluated by their department manager or their designee mid-probation, 30 days prior to completion of the probationary period, and once every twelve months thereafter.

The appraisal is part of your personnel record and may be a factor in determining your conversion to regular status, whether you are to be promoted, transferred, demoted, laid off, or terminated.

Merit salary increases are not automatic.  Department managers shall recommend to the General Manager merit increases only for those employees who have demonstrated appropriate standards of work performance.  Merit increases may be to the next step of the salary range for the class or may be above the next step, based on merit.

6.2
TRAINING POLICY

Valley Transit seeks, within the limits of available resources, to offer training to increase an employee's skills, knowledge and abilities directly related to your duties and functions; to obtain or maintain required licenses and certifications; and to develop staff resources.  Opportunities may include, but are not limited to, on-the-job training, in-house workshops, seminars sponsored by other agencies or organizations, and college-level course work.

Reimbursement for college-level courses must be pre-approved by the General Manager.  A minimum grade of "C" (GPA of 2.0) must be obtained in order to be eligible for reimbursement.  Books and materials may be reimbursed.  If you maintain an "A" or "B" grade average per course (or if graded on “Pass – Fail”, must receive a Pass grade), you will receive 100% reimbursement.  If "C" grade is achieved, 75% of costs are eligible for reimbursement.  The number of classes that may be reimbursed per year are: Quarter system - one (1) per quarter, maximum of three (3) quarters per school year; Semester system - one (1) per semester, maximum of two (2) semesters per school year.

Tuition shall not be reimbursed from any other source (i.e. grants, scholarships, awards, etc.) in order to be eligible for reimbursement from Valley Transit.

6.3
COMPENSATION FOR REQUIRED TRAINING

Employees shall receive, in accordance with Fair Labor Standards Act (FLSA), compensation for attendance at training sessions as follows:

A.  If you attend training programs sponsored by, or required by, Valley Transit during your regular on-duty time, you shall receive your normal pay for attendance at such programs.

B.  You may receive overtime compensation for attendance at training sessions held outside your regular working hours under the following conditions:

1.
The department manager requires you to attend the training.

2.
You are required to perform productive work; and

3.
The training was directly related to your current position.

C.  All paid training requires approval by your department manager prior to attending the training.

6.4
AGENCY SPONSORED CLASSES

Valley Transit may offer training programs to improve the effectiveness of its employees.  These classes will normally be paid for by Valley Transit and held during regular working hours.

On occasion, general interest classes may be offered to employees.  Examples of such classes include stress management, time management or first aid.  If attendance is optional, you will not be compensated for time spent in such classes.

Ability to offer these classes is dependent on a sufficient number of employees interested in attending and any budget constraints.  Class fees may be paid for by Valley Transit, the employee or shared by both.  These classes will be offered during non-working hours, as much as possible.
6.5 TUITION ASSISTANCE
To assist employees who work in customer contact positions obtain Spanish fluency, Valley Transit shall provide, on a one-time basis, tuition assistance for courses designed to obtain fluency in conversational Spanish.  Valley Transit will advance the employee’s tuition and fees to remove this economic barrier. Employees are required to repay the tuition upon completion of the course.  The tuition repayment will be made by way of payroll deduction in an amount equal to the employee’s Spanish Fluency Premium, once they are certified as fluent in conversational Spanish.   If the employee fails to complete the class or gain Spanish Fluency certification within 6‑months or separates from employment, immediate repayment of any tuition and/or fee advances will be required. 

CHAPTER 7

BENEFITS
7.1
RETIREMENT BENEFITS

Valley Transit regularly makes required contributions on behalf of each employee to the Social Security Administration in addition to those contributions made by the employee through FICA payroll deductions.

Valley Transit participates in the State of Washington Public Employees Retirement System (PERS).  Only employees who work in a PERS-eligible job classification are eligible to participate in the retirement plan.  Your eligibility begins from your Effective Date of Hire.  Employee contribution rates are established by PERS actuarial evaluation, which is calculated annually.  Your contributions are determined by multiplying the contribution rate by your gross wages.  During the annual actuarial evaluation, PERS determines the mandatory contribution rates that are based on the employee’s gross wages.

Additional information concerning enrollment and the retirement plan can be obtained from the Finance and Administration Manager’s office.

7.2
DISABILITY BENEFITS (WORKERS COMPENSATION)

Worker’s Compensation

All employees are covered by Washington State Industrial Insurance (L & I).  This insurance covers employees in case of on-the-job injuries or job-related illnesses.  For qualifying cases, State Industrial Insurance will pay the employee for workdays lost and medical costs due to job-related injuries or illnesses.  All job-related accidents must be reported immediately to your supervisor.

Valley Transit may require an examination, at its expense, performed by a physician of its choice, to determine when you can return to work and if you will be capable of performing the duties of the position.

If you are absent for one or more days due to an on-the-job accident, you are required to file a claim for Worker's Compensation.  When filing a claim, you may elect to use sick leave to cover the customary three-day waiting period, which is not reimbursable by L & I.

Long-term Disability

Employees eligible to participate in the Public Employee Benefit Board (PEBB) insurance programs, subscribed to by Valley Transit, are also eligible to receive Basic Long-term Disability benefits.  Eligible employees may elect to purchase optional Long-term Disability coverage at their own cost.

7.3
HEALTH INSURANCE BENEFITS

Full time employees are eligible to participate in Valley Transit-sponsored medical/dental insurance programs.  Actual benefits provided, as well as eligibility requirements, are determined by the plan documents.  The Human Resources Assistant can provide you with this information.

Medical/Dental Insurance: Beginning the first day of the month following your hire date, full-time employees are eligible to participate in Valley Transit’s medical and dental insurance program through Washington State’s Public Employee Benefit Board (PEBB).  Valley Transit contributes toward the cost of medical/dental insurance (subject to our Employer Contribution Cap) for eligible employees, their spouse and/or dependents providing they meet the eligibility rules as specified by the plan contracts. 

Some part-time employees, filling positions not covered by other labor agreements, may be required to participate in the PEBB medical/dental insurance program due to PEBB requirements.  These employees will receive a pro-rated employer contribution toward the plan premiums. 

Employer Contribution Cap: The amount Valley Transit contributes towards an eligible employee’s medical/dental insurance shall be limited to a specific amount or cap, set annually by Valley Transit’s Board of Directors.  This cap shall be applied in the following manner: the first amount allocated from the cap shall be for payment of the employee-only premium.  If the employee chooses to enroll a spouse and/or dependent, the remaining balance of the employer’s contribution cap is applied toward dependent medical and dental premiums.  Any premiums in excess of the Employer Contribution Cap are the employee’s sole responsibility and will be handled by way of payroll deduction.

7.4
LIFE INSURANCE AND FLEXIBLE BENEFITS PLAN
All employees are eligible to participate in other Valley Transit-sponsored insurance programs.  Actual benefits provided, as well as eligibility requirements, are determined by the plan documents.  For more information on these plans, please contact the Administration Department.
Life Insurance: On the first day of the month following the date of hire, Valley Transit provides each employee a Twenty-four Thousand Dollar ($24,000) group life insurance policy through Washington Counties Insurance Fund.  Valley Transit contributes up to six (6) dollars per participating employee per month for this benefit.  Any premium amount in excess of six (6) dollars shall be the responsibility of the employee and will be handled by way of payroll deduction. 

Life And Accidental Death And Dismemberment Insurance: Valley Transit also provides life and accidental death and dismemberment insurance through the PEBB medical/dental insurance plans.  Full time employees receive a Ten Thousand Dollar ($10,000) Basic Life policy provided through the medical/dental insurance plan at no additional cost.  Full time employees may purchase supplemental life and accidental death and dismemberment insurance, at your own expense, through payroll deduction. 

Flexible Benefits: Valley Transit maintains a Cafeteria Plan through American Family Life Assurance Company (AFLAC).  A Cafeteria Plan is sometimes referred to as a Flexible Benefits Plan.  With it, employees may choose additional medical/dental, vision, life, accidental death and dismemberment, short and long-term disability, cancer, and intensive care coverage through a Salary Redirection Agreement, in which pre-tax premiums may be withheld.  Employees seeking information about the Flexible Benefits plan should contact the Administration Department.

Temporary employees will normally not be eligible for insurance coverage.  

7.5
CONTINUATION OF INSURANCE COVERAGE

Workers Compensation Leave: An employee receiving Workers Compensation benefits shall not accrue vacation leave and sick leave.  Valley Transit will continue to pay the employer's portion of health insurance and employer provided life insurance premiums, provided that you continue to pay your share of premiums, if any.  After ninety (90) days, your benefits will cease unless the General Manager makes an exception, based on the criteria stated in Changing the Policies, Policy 1.5 of this manual.  You may continue medical/dental/life insurance benefits by self-paying premiums for the remainder of the time you receive Workers Compensation benefits.

COBRA Rights: Upon an employee's termination from Valley Transit employment or upon an unpaid leave of absence, the employee may be eligible to continue insurance benefits to the extent provided under the Federal COBRA regulations.  An administrative handling fee over and above the cost of the insurance premium may be charged.

Termination, Retirement, Leave of Absence: For eligible employees who terminate, retire or are on an approved leave of absence, Valley Transit will pay the premium for medical/dental/life coverage, within the limits of the Employer Contribution Cap, for the month the employee is leaving, provided the employee is on paid status for the first ten (10) days of the month.

7.6
UNEMPLOYMENT COMPENSATION

Valley Transit employees may qualify for State Unemployment Compensation after termination of employment depending on the reason for termination and if certain qualifications are met.

CHAPTER 8

LEAVES
8.1
VACATION LEAVE

Vacation Leave Accrual: Full-time employees accrue Vacation Leave based on the following chart provided they work or are on paid leave for the entire month:

Months of
Monthly
Annual
Equivalent

Continuous Service
Accrual Rate
Hours
Days


0
-
60
8.00
  96
12.000


61
-
120
11.25
135
16.875


121
-
168
12.75
153
19.125


169
-
288
13.50
162
20.250


289
+

15.00
180
22.500

Part-time employees Vacation Leave Accrual: Part-time employees earn Vacation Leave on a prorated basis by multiplying the hours they work, or are on paid leave, by the following rates:


Maximum
Maximum

Months of
Hourly
Annual
Equivalent

Continuous Service
Accrual Rate
Accrual
Days


0
-
60
.04615
  96
12.000


61
-
120
.06490
135
16.875


121
-
168
.07356
153
19.125


169
-
288
.07788
162
20.250


289
+
.08653
180

22.500

Temporary employees are not eligible for any vacation benefits.

Vacation Accrual –Unpaid Leave: Full-time employees having unpaid leave during a calendar month shall accrue leave at the following rates:
Days of
Hours of

Percentage

Unpaid Leave

Unpaid Leave

of Accrual


0
-
4
0  -   32


100


5
-
 9
33  -   72

      
75


10
- 
14
73  -  112


50


15
-
19
113  -  152


25


20
+

153 +


0

Maximum Vacation Balance: An employee’s vacation leave balance may accrue to a maximum of 360 hours.
Probationary Period Accrual: Employees accrue vacation leave during their probationary period, but shall not be entitled to use it during the first six months of employment.  Employees who have successfully completed six months of employment are eligible to use vacation leave with pay, subject to Valley Transit’s vacation policies. 

Vacation Scheduling: Each department is responsible for scheduling its employees' vacations without undue disruption to department operations.  Leave requests should be in writing and submitted to your supervisor.  For planning purposes, all leave requests should be submitted at least two weeks prior to starting vacation leave.

Separation Payments: An employee who terminates during the first six months of their initial probationary period shall not be entitled to vacation leave.  Those employees, who have successfully completed six months of employment, and are separated from Valley Transit, shall be entitled to payment for accrued vacation leave not to exceed the maximum accumulation.

8.2
SICK LEAVE

Sick Leave Accrual: Full-time employees accrue sick leave at the rate of eight (8) hours for each full month of service.  Part-time employees accrue sick leave on a prorata basis at a rate of .04615 for each hour they work or are on paid leave.  Sick leave may be accumulated and carried over to succeeding years to a maximum of seven hundred fifty (960) hours.  Sick leave is not accrued during leaves of absences without pay or layoffs.  You will accrue, but may not use, sick leave during the first three- (3) months of your probationary period.  

Temporary employees do not earn sick leave benefits.

Sick Leave Use: 
Sick leave shall be granted for the following reasons:

A. Personal illness or physical incapacity resulting from causes beyond your control
B. To care for the health condition of the employee's child, if the child is under the age of 18 years or over 18 years of age and incapable of self-care due to a physical or mental disability; provided the Employer may require a physician’s certificate attesting to the child's condition
C. To care for a spouse, parent, parent-in-law or grandparent of the employee who has a serious health condition or an emergency condition.  The terms “serious health condition” and “emergency condition shall be defined consistent with the definitions set forth by the Washington Administrative Code (WAC 296-130)
D. Enforced quarantine by your physician
E. Disabilities as a result of pregnancy, miscarriage, abortion, childbirth, and recovery there from
F. Medical and dental treatment for you personally

If you must be absent due to illness, please notify the department manager or supervisor immediately.  Failure to do so may result in denial of sick leave pay and considered an unexcused absence.  You may be required to provide the department manager with satisfactory proof of illness from a licensed medical doctor after the third sick leave incident in a calendar year or for any absence of three- (3) or more days in order to receive sick leave pay.  You need to provide the department manager or supervisor with at least 24-hours’ advance notice when requesting sick leave for doctor’s appointments and other non-emergency medical treatment.
Probationary employees are not eligible for paid sick leave during the first three- (3) months of service.  However, upon completion of three- (3) full months of continuous employment with Valley Transit, you will be credited for sick leave from the date of hire.

Sick Leave Buyout: Each November 1, employees having an accumulated sick leave balance of 100 hours or more shall have the option to sell back sick leave to Valley Transit at 25% of their base wage rate.  The amount of sick leave eligible for sell back shall be limited to:


10% of the accumulated sick leave balance over 100 hours 


15% of the accumulated sick leave balance over 200 hours 


20% of the accumulated sick leave balance over 300 hours

Compensation Upon Separation: Upon death, retirement or other separation, regular employees shall be paid for 25% of their accumulated sick leave balance, provided that their balance is at least 360 hours, and in no event shall more than a total of 240 hours be paid as accumulated sick leave (960 hours X 25% = 240 hours).

Compassionate Leave: If a death occurs among members of an employee’s immediate family (spouse, children, grandchildren, parents, grandparents, siblings, mother-in-law and father-in-law), the employee shall be granted compassionate leave (deducted from the employees sick leave bank) for a maximum of three-(3) working days.  The employee may be required to provide confirmation of death by submitting a copy of the published funeral notice or obituary.
Medical Leave-Without-Pay: An employee may be granted a medical leave of absence without pay for a period not to exceed ninety- (90) calendar days, except as otherwise provided by State or Federal law; provided that such leave can be scheduled without adversely affecting the operations of Valley Transit.  We will discontinue employer-paid benefits, including insurance premiums, at the close of the 90th calendar day of medical leave without pay.  A leave of absence without pay shall only be granted to the employee who has used all earned vacation hours and, if applicable, sick leave hours.  Valley Transit may waive this provision, at its discretion, for medical leaves of absence to allow the employee to retain some vacation leave.  

Shared Leave: The General Manager may authorize employees to donate their accrued vacation leave to another employee who is suffering from, or who has an immediate family member suffering from, an extraordinary or severe illness, injury or physical or mental condition which has caused or is likely to cause the employee to take leave without pay or to terminate their employment.  The following conditions apply:

A. To be eligible to donate vacation leave, the employee who donates leave must have at least eighty-(80) hours of accrued leave.  In no event shall a leave donor be left with a vacation leave balance less than eighty-(80) hours because of their donation.  Transfer of leave will be in increments of 4 hours of leave.  All donations of leave are strictly voluntary
B. The employee receiving donated leave shall have exhausted all their accumulated vacation and sick leave
C. While using shared leave, an employee will continue to receive the same treatment, in respect to salary and benefits, as if using vacation or sick leave
8.3
JURY AND WITNESS LEAVE

An employee shall continue to receive their regular wages for any period of required service as a juror, or as a witness in any judicial proceeding in which Valley Transit is either a defendant or plaintiff and where the employee is called to testify by Valley Transit.  All monies received for jury duty shall be surrendered to Valley Transit.  Employees shall report for work when less than a normal workday is required by such duties.
8.4
MILITARY LEAVE

We provide all employees leave while performing military service in accordance with Federal and State law.  Regular full-time and part-time employees receive paid military leave of up to 15 working days per year for military service.  In general, if military service extends beyond 15 working days, the additional leave will be vacation or leave without pay.  Exempt salaried employees who serve longer than two weeks should contact the office to discuss whether further paid leave will be provided.  All employees who are not eligible for paid military leave are provided unpaid leave for a period of their military service.  Military service includes active military duty and Reserve or National Guard training.  You are required to provide your supervisor with copies of your military orders as soon as possible after receiving them.  Reinstatement upon return from military service will be determined in accordance with applicable Federal and State law. 

8.5 HOLIDAYS

The following are recognized as paid holidays for all regular full-time employees:

New Year's Day




January 1

Memorial Day





Last Monday in May

Independence Day




July 4

Labor Day





1st Monday in September

Thanksgiving Day




4th Thursday in November

Christmas Day





December 25

Any holiday falling on Saturday will be celebrated on the preceding Friday.  Any holiday falling on Sunday will be celebrated on the following Monday.  Employees working an irregular workweek shall receive the same number of holidays as employees working a regular workweek.

Holiday Pay Defined: Holiday pay shall be equal to the employee's basic rate of pay, plus any applicable longevity premiums, Spanish fluency premium, and mechanic’s premium pay, exclusive of overtime, training pay, or other premium pays, for the regularly scheduled hours for the day on which the employee works.

Holiday Leave: Since shifts and hours of work vary greatly for part-time employees, they will earn holiday pay on a prorated basis.  Part-time employees earn .02308 hours of holiday leave for each hour worked or on paid leave.  Holiday leave may be accrued, with up to eight (8) hours of holiday leave carried forward from one calendar year to the next.  On any recognized holiday, you have the option or using a portion or all of your accrued holiday leave balance.  You need only sign a leave request and submit it to your supervisor with the amount of holiday leave you wish to use.  Employees may not request more leave than has been accrued.

Holidays Worked: Employees who work on a holiday will be compensated if you also work, or are on paid leave (vacation, sick leave or floating holiday), the workday before and the workday after the holiday.  Full time employees will be compensated for holiday time equal to your regularly scheduled hours, plus straight time for the hours worked.

Exempt Employees: The following are recognized as paid holidays for Valley Transit employees considered exempt from overtime by the Fair Labor and Standards Act (FLSA):


New Year's Day, President’s Day, Memorial Day, Independence Day,

Labor Day, Thanksgiving Day, Day-After Thanksgiving, Christmas Day.

Temporary Employees: Temporary employees will be paid at a regular straight-time rate for hours worked on a holiday.

Election Day: Election days are not considered holidays but employees will be given ample opportunity during the time the polls are open in which to vote.

Floating Holidays: In addition to the fixed holidays above, each calendar year you are entitled to three- (3) floating holidays, with the accrual based on a formula of 24/2080 for each hour paid.  In addition, after four- (4) years of continuous service, employees will be eligible for a fourth floating holiday, with the accrual based on a formula of 32/2080 for each hour paid.  These accrued holiday hours shall be referred to as “Floating Holiday Leave”.  You may use floating holiday leave as vacation leave, subject to the vacation policies of Valley Transit.  Requests to use floating holiday leave may not exceed the amount of your floating holiday leave balance at the close of the preceding pay period.  Employees will be allowed to carry forward a maximum of eight (8) hours of floating holiday leave from one year to the next. 

8.6
RELIGIOUS HOLIDAYS

If an employee's religious beliefs require observance of a holiday not included in the basic holiday schedule, the employee may, with your supervisor's approval, take the day off using vacation or leave without pay.

CHAPTER 9

VALLEY TRANSIT OFFICIALS’ AND EMPLOYEE

RESPONSIBILITIES AND CONDUCT

This policy establishes a Code of Ethics for Valley Transit’s employees and OfficIals.

Valley Transit’s Board members and employees are committed to:

A. Exercise discretionary authority to promote the public interest
B. Oppose all forms of discrimination and harassment

C. Recognize and support the public’s right to know the public’s business

D. Involve citizens in policy decision-making

E. Respond to the public in ways that are complete, clear, and easy to understand

The high moral and ethical standards among Valley Transit’s Board of Directors and employees are essential to the conduct of free government.  A code of ethics for the guidance of public officers and employees is necessary in order to eliminate conflicts of interest in public office, improve standards of public service and promote and strengthen the faith and confidence of the public in their government.
9.1
GENERAL CODE OF CONDUCT
A. PROHIBITED PRACTICES ENUMERATED

1. No Board member or employee shall be authorized to accept on behalf of Valley Transit voluntary donations or cash contributions from private sources for travel expenses, or the furnishing of services in-kind, such as hotel accommodations, meal and travel accommodations, unless authorized by a majority of the Board.

2. Taking of Valley Transit property for private use or sale, regardless of value, is considered theft, and any Board member or employee found to have committed theft will be subject to legal action as deemed necessary by the appropriate legal authorities.

3. A Board member responsible for approval of procurement in any way shall exclude himself or herself from any procurement action involving a supplier that is closely related, or a partner or business that has a financial or other interest in the firm selected for contract award.

4. All vendors shall be treated fairly and equitably in the procurement process.  Collusion and the appearance of collusion shall be avoided in all cases.  In the absence of extenuating circumstances, all procurement will be placed only after determining that the competitive forces of the marketplace are present and that the market has been afforded the opportunity to respond to Valley Transit’s needs.  Extenuating circumstances would be emergency actions related to issues of safety, cases where sole source procurement can be adequately justified and documented, cases where the procurement cost to seek competition is deemed greater than the potential savings, and cases where there is a substantial and immediate risk of interfering with the ongoing operations of the transit.

B. POLITICAL ACTIVITY

Provisions of the Hatch Act and the Revised Code of Washington 41.06.250 shall govern outside political activities of employees.

C. NOMINAL VALUE


A Board member or employee may accept food, refreshments, or entertainment, etcetera, of nominal value on infrequent occasions in the ordinary course of a luncheon or dinner meeting or during an inspection tour where such Board member or employee may properly be in attendance.  For the purposes of this policy, “nominal value” shall consider each circumstance, but may not exceed the State of Washington limits as established by the Washington Administrative Code (WAC) or the Revised Code of Washington (RCW).

D. DISCRIMINATION


Board members and employees shall promote the principals of equality, fairness, responsiveness and due process in Valley Transit activities and shall not unlawfully discriminate.

E. WHISTLEBLOWING


Board members and employees may encourage and facilitate legitimate dissent activities at Valley Transit and protect the whistle blowing rights of any Valley Transit employees and Board members.

F. CONTRACT INCOME


Any Board member or Valley Transit employee who is employed by, or has contractual income from, any business or entity with which Valley Transit contracts on a regular or ongoing basis may have an actual conflict of interest, or the appearance of a conflict of interest.  In such cases, the outside employment or contract shall be brought to the attention of the General Manager and Board of Directors for their approval or waiver of conflict.

9.2
OUTSIDE EMPLOYMENT
A.  An employee may engage in other employment outside Valley Transit provided:

1.
The employment does not involve conducting off-duty, employment-related business, including receiving calls on cell phones and pagers, during hours of work with Valley Transit 

2.
Such duty does not conflict or interfere with the employee's duties at Valley Transit; and, 

3.
The employment does not conflict with Valley Transit's Procurement Policy (See Procurement of Goods and Services Policy, Section 9.8); and, 

4.
The employee does not use Valley Transit property or vehicles when engaging in off-duty employment; and,

5.
In no event will an employee be allowed to use paid leave, leave of absence or any other type of leave to accept outside employment with the intention of “trying out” the other position prior to official termination of employment with Valley Transit.

B.  Employees wishing to engage in off-duty employment shall report the off-duty work activity to their department manager or supervisor prior to commencing the activity.

C.  An employee who sustains an injury or illness in connection with off-duty employment shall not receive worker's compensation benefits from Valley Transit.

D.  In cases where an off-duty employment-related injury or illness results in an employee's temporary disability, the employee shall be required to use any available leave accruals during the period of disability.  Upon exhaustion of paid leave accruals the employee may request a leave of absence without pay that may be granted.

E.  If an employee who sustains an off-duty employment-related injury or illness cannot return to their former position of employment, and Valley Transit cannot reasonably accommodate the employee in a currently available position, the employee may be subject to termination.

9.3
USE OF EQUIPMENT AND TELEPHONES
A.  Valley Transit property, equipment, vehicles, labor or services shall be used for Valley Transit purposes only.

B.  Employees shall limit personal telephone calls.  No personal long distance calls shall be allowed unless the call is charged to the employee's credit card, the charges are reversed, or with prior approval, the employee remits the amount of the call to Valley Transit upon receipt of charges.

C.  For safety reasons, operators shall not use personal cell phones while operating a Valley Transit revenue service vehicle.  All personal calls should be made during breaks at an appointed layover while outside the vehicle.

D.  No employee shall utilize any of Valley Transit’s vendor accounts to purchase items on credit for their own personal use or to receive discounts that they otherwise would not be entitled to.
E.  Valley Transit uniforms shall be worn only when representing Valley Transit in an official capacity, or immediately before or after shift while en route to home or work.

F.  Network Computing Policy : Valley Transit is responsible for securing its telephone, facsimile and network computing systems in a reasonable and economically feasible manner against unauthorized access and/or abuse, while making them accessible for authorized and legitimate users.  To this end, Valley Transit will require all employees with access to its telephones, voice mail, computer network, and/or internet access accounts to sign an Electronic Computing Policy statement placing responsibility of adherence to internal, local, State, Federal and international laws on the individual employee.  Any attempt to violate rule or laws will subject the employee to disciplinary action, including possible termination and/or litigation.

G.  Electronic Mail (E-mail):

1. 
E-mail is for official business use only.  The system is not to be used for employee personal gain or to support or advocate non-Valley Transit related business.  Valley Transit reserves the right to monitor the use and content of electronic communications.

2.
E-mail is not private.  Employees with access to Valley Transit’s computer system are expected to honor the password protection system and not to read other people’s E-mail.  Employees should understand, however, that E-mail is not private or confidential.  Any message sent can be forwarded on to anyone else in the system.  Even after E-mail has been deleted, it is still possible to retrieve it and read it.  Also, all messages are Valley Transit records and become the property of Valley Transit.  Valley Transit reserves the right to read, use and disclose E-mail messages.  For these reasons, employees should not use the E-mail system for any information considered personal, private or confidential.

3.
E-mail decorum and content:  When using the E-mail system, keep in mind that you are using Valley Transit property.  As a result, your comments must be appropriate for the business setting.  Please take special care to avoid jokes or comments that would be inconsistent with Valley Transit’s policies prohibiting discrimination and harassment (for instance, jokes aimed at a particular gender, race, religion, disability, sexual orientation, etc.).

9.4  USE OF PERSONAL VEHICLES
Any employee using a personal vehicle within the scope and during the course of employment shall be required to maintain auto liability insurance.

A.  Auto liability insurance, or one of the substitutes of financial responsibility provided for in RCW 46.30.020, shall not be less than the Washington State minimum standards pursuant to RCW 46.29 and 46.30.  This coverage shall be primary to any other coverage that may be available from Valley Transit (i.e., employee's insurance pays before other insurance policies).

B.  Individuals using personal vehicles should conform to all applicable laws for vehicles.

C.  Failure to provide insurance pursuant to RCW 46.29 and 46.30 may subject the employee to disciplinary action up to and including termination.

Valley Transit’s coverage does not reimburse employees for physical damage to their personal vehicles incurred within the scope and during the course of employment.

9.5
REPORTING IMPROPER GOVERNMENTAL ACTION

General Policy:

In compliance with the Local Government Employee Whistleblower Protection Act, RCW 42.41.050, this policy is created to encourage employees to disclose any improper governmental action taken by Valley Transit officials or employees without fear of retaliation.  This policy also safeguards legitimate employer interests by encouraging complaints to be made in-house first, with a process provided for speedy dispute resolution.

Key Definitions:


Improper Governmental Action:  any action by a Valley Transit officer or employee that is:

A. undertaken in the performance of the official's or employee's official duties, whether or not the action is within the scope of the employee's employment, and

B. in violation of any Federal, State or local law or rule, an abuse of authority, of substantial and specific danger to the public health or safety, or a gross waste of public funds.

C. "Improper governmental action" does not include personnel actions (employee grievances, complaints, appointments, promotions, transfers, assignments, reassignments, reinstatements, restoration, reemployment, performance evaluations, reductions in pay, dismissals, suspensions, demotions, violations of collective bargaining or civil service laws, alleged violations of labor agreement or reprimands, for example).  In addition, employees are not free to disclose matters that would affect a person's right to legally protected, confidential communications.

Retaliatory Action:  any material adverse change in the terms and conditions of an employee's employment

Emergency:  a circumstance that, if not immediately changed, may cause damage to persons or property

Procedure for Reporting Improper Governmental Action:  Valley Transit employees who become aware of improper governmental action should follow this procedure:

A. Bring the matter to the attention of your supervisor, if not involved, in writing stating in detail the basis for the employee's belief that an improper action has occurred.  This should be done as soon as you become aware of the improper action.

B. If you believe the improper action involves your supervisor, you may raise the issue directly with the General Manager.

C. The General Manager or his designee, as the case may be, shall promptly investigate the report of improper governmental action.  After the investigation is completed (within thirty (30( days your report), you shall be advised of the results of the investigation, except that personnel actions taken as a result of the investigation may be kept confidential.

An employee who fails to make a good faith effort to follow this policy shall not be entitled to the protection of this policy against retaliation, pursuant to RCW 42.41.030.

In the case of an emergency, where you believe that damage to persons or property may result if action is not taken immediately, you may bypass the above procedure and report the improper action directly to the appropriate government agency responsible for investigating the improper action (see subsection “List of Agencies”, below).

Employees may report information about improper governmental action directly to such agencies if it is reasonably believed that an adequate investigation was not undertaken by Valley Transit to determine whether an improper governmental action occurred, or that insufficient action was taken by Valley Transit to address the improper action, or that for other reasons, the improper action is likely to recur. 

Protection Against Retaliation:  It is unlawful for a local government to take retaliatory action because an employee, in good faith, provided information that improper governmental action occurred.  Employees who believe they have been retaliated against for reporting an improper governmental action should follow this procedure:

Procedure for Seeking Relief Against Retaliation:

A. You must provide a written complaint to your supervisor within thirty (30) days of the occurrence of the alleged retaliatory action.  If the supervisor is involved, the notice should go to the General Manager.  The written charge shall specify the alleged retaliatory action and the relief requested.
B. The General Manager shall investigate the complaint and respond in writing within thirty (30) days of receipt of the written charge.
C. After receiving the General Manager’s response, you may request a hearing before a state administrative law judge (ALJ) to establish that a retaliatory action occurred and to obtain appropriate relief under the law.  The request for hearing must be delivered within the earlier of either fifteen- (15) days of receipt of Valley Transit’s response to the charge of retaliatory action or forty-five- (45) days of receipt of the charge of retaliation to the General Manager for response.
D. Within five- (5) working days of receipt of a request for hearing, Valley Transit shall apply to the State Office of Administrative Hearings, P.O. Box 42488, 4224 Sixth SE, Lacey, WA 98504-2488 for an adjudicative proceeding before an administrative law judge.  At the hearing, you must prove that a retaliatory action occurred by a preponderance of the evidence in the hearing.  The ALJ will issue a final decision not later than forty-five- (45) days after the date of the request for hearing, unless an extension is granted.

Policy Implementation:  The General Manager (or designee) is responsible for implementing these policies and procedures.  This includes posting the policy on the employee bulletin board, making the policy available to any employee upon request, and providing the policy to all newly hired employees.  Officers, managers and supervisors are responsible for ensuring the procedures are fully implemented within their areas of responsibility.

Violations of this policy and these procedures may result in appropriate disciplinary action, up to and including termination.

List of Agencies:  Following is a list of agencies responsible for enforcing Federal and State laws and investigating other issues involving improper governmental action.  Employees having questions about these agencies or the procedures for reporting improper governmental action are encouraged to contact the General Manager.

STATE OF WASHINGTON



FEDERAL
Attorney General’s Office



Department of Agriculture

Fair Practices Division



Office of Inspector General

900 4th Avenue




915 Second Avenue

Seattle, WA





Seattle, WA

State Auditor’s Office




Alcohol, Tobacco and Firearms

Legislative Building




Criminal Enforcement

P.O. Box 40021




915 Second Avenue

Olympia, WA 98504-0021



Seattle, WA

State Department of Ecology



U.S. Attorney

3190 160th SE





800 Fifth Avenue

Bellevue, WA 98008-5852



Seattle, WA

Human Rights Commission



Department of Commerce

402 Evergreen Plaza, FJ-41



Office of Audits

711 South Capitol Way



915 Second Avenue

Olympia, WA 98504-2490



Seattle, WA 

State Department of Health



Consumer Product Safety Commission

Health Consumer Assistance



Hot Line

P.O. Box 4789





800.638.2772

Olympia, WA 98504-7891

Department of Labor & Industries


U.S. Customs Service

300 W. Harrison, #201



Office of Enforcement

Seattle, WA 





909 First Avenue








Seattle, WA

State Liquor Control Board



U.S. Department of Education

Enforcement Office




Office of Inspector General

2101 Sixth Avenue




915 Second Avenue

Seattle, WA






Seattle, WA

Department of Natural Resources


Environmental Protection Agency

P.O. Box 68





Criminal Investigations

Enumclaw, WA 98022



1200 Sixth Avenue








Seattle, WA

Department of Social & Health Svcs.


Environmental Protection Agency

Office of Inspector General



Criminal Investigations

915 Second Avenue




1200 Sixth Avenue

Seattle, WA





Seattle, WA

Equal Employment Opportunity Comm.
Federal Emergency 
2815 Second, Suite 500
Management Agency

Seattle, WA
130 228th Street SW




Bothell, WA


Federal Trade Commission

915 Second Avenue

Seattle, WA

9.6
POLITICAL ACTIVITIES

Valley Transit employees may participate in political or partisan activities of their choosing provided our resources and property are not utilized, and the activity does not adversely affect the responsibilities of the employees in their positions.  You may not campaign during your working hours or in a Valley Transit uniform or while representing Valley Transit in any way.  We cannot allow others to use our facilities or funds for political activities.

Any Valley Transit employee who meets with, or may be observed by the public, or otherwise represents us to the public, while performing their regular duties, may not wear or display any button, badge or sticker relevant to any candidate or ballot issue during working hours.  Employees shall not solicit on Valley Transit property or Valley Transit time, or while wearing a Valley Transit uniform or hat, for a contribution for a partisan political cause.

Except as noted in this policy, you are otherwise free to fully exercise your constitutional First Amendment rights.

9.7
CONTACT WITH THE NEWS MEDIA

The General Manager or designated representatives shall be responsible for all official contacts with the news media, including answering of questions from the media.  The General Manager may designate specific employees to give out procedural, factual or historical information on particular subjects.
9.8
PROCUREMENT OF GOODS AND SERVICES

This policy establishes a Procurment Policy for Valley Transit’s employees and Officials
General Policy: It is the goal of Valley Transit’s Procurement Policy to obtain goods or services when needed, at a fair price and in a fair and equitable manner.  All contracts executed with Federal funds are subject to the requirements of fundamental procurement principles and applicable laws and regulations.  All contracts executed with Federal funds shall include all contractual clauses required by Federal statute or regulation.
Competition: In the absence of extenuating circumstances, all procurement will take place only after determining that the competitive forces of the market place are present and that the market has been afforded the opportunity to respond to Valley Transit’s needs.  Extenuating circumstances would be emergency actions related to issues of safety, cases in which sole source procurement can be adequately justified and documented, and cases where the procurement cost to seek competition is deemed greater than the potential savings. Collusion and appearance of collusion shall be avoided in all cases.
Vendors: Valley Transit staff shall not discriminate on the basis of race, color, national origin, or sex in the award and performance of any third party contract, or sub agreement supported with Federal assistance derived from the U.S. Department of Transportation or in the administration of its DBE program or the requirements of 49 CFR, Part 26.  As a recipient of federal funds, Valley Transit is required to make a good faith effort to facilitate participation by disadvantaged business enterprises (DBE) in its procurement processes.
Gifts from Suppliers: No Valley Transit employee, officer, agent or Board member shall either solicit or accept gratuities, favors or anything of monetary value from contractors, potential contractors or parties to sub-agreements. However, the receipt of unsolicited items of nominal intrinsic value, which are commonly distributed for advertising purposes or consistent with accepted business practices, shall not be considered a gift or gratuity for the purposed of this policy (examples of items of nominal intrinsic value are: pens, hats and note pads).  Meals may be accepted if they are infrequent in nature, occur in conjunction with an acceptable business meeting, and do not exceed a nominal value.
Conflict of Interest: Any Valley Transit employee, officer, agent or Board member responsible for approval of a procurement in any way shall exclude themselves from any procurement action involving a supplier that is closely related to them or a partner/business that has a financial or other interest in the firm selected for contract award.
Authority to Purchase: Valley Transit staff having authority to place orders for goods and services on behalf of Valley Transit are limited to those designated in this policy.  An order placed by anyone else may not be accepted as an obligation to Valley Transit.

Purchase Options Available

Introduction: There are three – (3) basic ways to procure goods or services at Valley Transit: Petty Cash, Purchase Order and Contract.  Each of these methods includes an agreement between buyer and seller for delivery of goods or services and states all of the terms and conditions of the sale.
Petty Cash Purchases: Petty Cash purchases must first be approved by the General Manager or appropriate Department Manager.  Approval is documented through the use of a petty cash voucher.  The petty cash voucher contains a description of the goods or service to be received, the employee’s name and signature, account distribution and the Department Manager’s signature.  Compensation is paid upon receipt of goods or services by presenting an approved Petty Cash voucher and the original receipt to the Finance Manager for reimbursement. 
Purchase Order Procurement: Most of Valley Transit‘s purchases are authorized through the use of a purchase order.  A Purchase Order is a written document presented to a supplier, authorizing the supplier to furnish the specified goods or services commensurate with the specified terms and conditions.  It becomes binding on Valley Transit upon delivery or receipt of the goods or service.  Only Valley Transit’s General Manager, Finance and Administration Manager, Operations Manager and Maintenance Manager are authorized to sign Purchase Orders. In most cases the agreement with supplier automatically terminates upon receipt of the items specified and payment of the invoice.  In the case of ongoing or frequent purchases of similar items over a period of time a blanket purchase order may be used (legal fees, utility bills, etc.).  In these cases the Finance and Administration Manager will determine the need for a blanket purchase order.
Contract Procurement: In Contract Procurement, the buyer and seller agree to all of the terms and conditions of the sale prior to delivery of any goods and services.  Upon execution, it becomes a binding requirement to sell on the part of the seller and to accept and pay on the part of the buyer.  The General Manager is authorized to enter into contracts that do not exceed $5,000.00. The General Manager is required to seek additional authority from the Board of Directors for larger contracts. 

The Contract Procurement process is triggered by issuing a Request for Bids (RFB) containing the technical specifications for the goods or services required.  Valley Transit will encourage Disadvantaged Business Enterprises (DBE’s) to submit bids.  A lump sum contract is awarded to the bidder whose bid, conforming to all the material terms and conditions of the Request for Bids, is the most responsive.  This method is to be used when: 1) there is a complete, adequate and realistic specification or purchase description available; 2) two or more responsible suppliers are willing and able to compete effectively for the order; 3) the procurement lends itself to a firm fixed price contract.  This method of procurement involves solicitation of bids, distribution of bid information, opening of bids, review and evaluation of bids and bid award.

Federal Procurement: While this policy describes the procurement methods used by Valley Transit for most purchases, when federal grant funds are involved certain regulations take precedence.  Examples of applicable federal regulations are abstracted below.  This listing is not meant to be all inclusive.
41 CFR

In 1949 the Federal Property and Administration Services Act was passed to regulate acquisition, control, and disposition of federal property.  The General Services Administration was a federal agency created by this act with the mission of implementing it.  The GSA issued Chapter 41 of the code of Federal Regulations and this is the primary source document for all procurement actions made with federal funds.

OMB Circular

In 1969 the Office of Manager and Budget began issuing circulars that specified the procedures grantees must use in administration of Federal grants.  These general guidelines were then further expanded by various departments of the federal government through issuance of their own regulations that fell under the umbrella of the OMB Circular.

OMB Circular A-102, Attachment O, prescribes procurement standards for third party contracting with federal grant funds, and is the basic reference and policy source for the FTA regulations.

Department of Transportation Order

After the issuance of the OMB Circular, the Department of Transportation (DOT) issued DOT Order 4600.9B, which is an administrative order adopting pertinent aspects of the OMB Circular for that particular department.  Change No. 5 to DOT Order 4600.9B deals with procurement of architect/engineering services by grantees and describes two different methods of competitive negotiation for this type of procurement.

FTA Circular 4220.1A

This circular establishes standards and guidelines to be used by grantees for the procurement of supplies, equipment, construction and services for all FTA assistance programs.

FTA Circular 4220.1D

This circular states that the grantee is responsible for settlement of all contractual and administrative issues arising out of procurement under grants, including source evaluation, protests, disputes and claims.  FTA will not substitute its judgment for the grantee’s judgment and will only accept protests alleging that grantees failed to have written protest procedures or failed to adhere to their procedures.

FTA Region 10 Bulletin & Western Area Advisories

These Bulletins and Advisories cover the updates to the Program Management of Grants. 

State Requirements: While there are no State procurement regulations directed specifically to transit systems (as there are for cities and counties) there are some sections of the statutes that apply to all types of state public agencies.  The major citations of importance in this regard are in Title 39 RCW, Public Contracts and Indebtedness.  Within this Title, the major pertinent chapters are:

39.04 Public Works

39.06 Public works-registration, licensing of contractors

39.08 Contractor’s Bonds

39.012 Prevailing wages on public works

39.016 Resident employees on public works

39.024 Washington Commodities to be used

39.028 Emergency public works

39.030 Contracts – indebtedness – limitation Competitive – Bidding – Violations

39.034 Inter-local cooperation act

39.035 Energy conservation in design of public facilities

9.9
SELLING AND PEDDLING AMONG EMPLOYEES

No peddling, soliciting, or sale for charitable or other purposes shall be allowed by employees during working hours in working areas.  Solicitation in non-working areas such as lunchrooms or designated break areas may be permitted during non-working hours, if approved by a department manager.

9.10
SAFETY MANAGEMENT PROGRAM

Valley Transit is committed to providing each employee a safe working environment and the public with safe transportation services.  Each employee has an impact on safety in the workplace and it is everyone’s responsibility to share this commitment and support efforts to provide a safe and healthful work environment.

To ensure safety practices are maintained, specific responsibilities follow:

A.  Managers are responsible for setting goals for accident reduction and for implementing procedures to meet those goals.  Each department manager shall provide safety training as needed.

B.  Managers and supervisors are responsible for ensuring safety rules, standards and procedures are observed; for following up on safety suggestions for their area; for conducting safety inspections of their work areas; for reporting and investigating all on-the-job accidents in their area; and for reporting all on-the-job motor vehicle accidents.

C.  Employees are responsible for knowing and complying with safety rules and procedures; for identifying and reporting potential hazards; for immediately reporting all on-the-job accidents to their department manager or supervisor; and for completing the Employee Personal Injury/Accident Form within 24 hours of the incident.
9.11
SAFETY RULES

Employees shall observe the following safety rules:

A.  Use proper lifting procedures when lifting objects.

B.  Observe chemical handling requirements listed on Material Safety Data Sheets (a MSDS is available for each hazardous material used at Valley Transit).  One set of MSDS is located in the Valley Transit Safety/Training Coordinator’s office (Operations), and the Valley Transit Maintenance bay.

C.  Do not block aisles or exits, electrical panels or fire extinguishers.

D.  Use safety equipment provided and follow all safety procedures when operating equipment.

E.  Wear seatbelts at all times when driving Valley Transit vehicles on public roads.

F.  Do not use tools and equipment in need of repair.  Report defects to your department manager or supervisor.

G.  Maintain tools, equipment and supplies according to department rules.

H.  Do not operate machinery or equipment without permission unless it is assigned as a duty.

I.  In the event of a vehicle accident, do not leave the scene until the following steps have been completed:

1. Help injured.  Request emergency services if there is a doubt as to the need.

2. Pass out and collect courtesy cards from passengers, if onboard, and from other witnesses.

3.
Report accident immediately to your supervisor, to Dispatch, and complete the accident forms.  An accident kit, with complete instructions, is available in each vehicle.
9.12
DRIVER'S LICENSE

A.  If you drive a Valley Transit vehicle, you need a valid driver's license, appropriate for the location of your residence.  For vehicles that require a commercial driver's license, you need to obtain and maintain that license at your expense.  If your license expires, is suspended or revoked, you will be subject to disciplinary action, including possible termination.  Such an expiration, suspension or revocation must be reported to your department manager or supervisor before the end of the day following receipt of the notice.  If you fail to immediately report such a revocation or suspension to the appropriate department manager or supervisor, and continue to operate Valley Transit vehicles, you may be subject to termination.

B.  Valley Transit will not cover the physical exam cost incurred to obtain or renew a CDL, nor will wages be paid for the time required for the exam (your medical insurance may cover some of the expense.  Check with your insurance company).

C.  You must maintain only one driver's license.

D.  Valley Transit requires all traffic convictions to be reported to us, including those that occur when driving a private vehicle.  They shall be reported within thirty (30) days of the date of conviction.  If the violation occurs out of state, you must also notify the State Department of Licensing.  Employees failing to comply with this policy shall be subject to disciplinary action, including termination.

E.  As a professional operator of a Valley Transit vehicle, you will be subject to an annual Department of Licensing driving records check.  This record check reports conviction for traffic offenses and accidents on your personal and commercial driving record.

F.  Convictions for traffic offenses and/or accidents on your personal or commercial driving record may result in disciplinary action including possible termination.
9.12 SUBSTANCE ABUSE POLICY

INTRODUCTION

Valley Transit performs a vital public service for our community.  To ensure this service is delivered safely, we are dedicated to providing and maintaining a drug- and alcohol- free working environment.  It is Valley Transit’s policy to:

· Assure that employees have the ability to perform assigned duties in a safe, healthy and productive manner;

· Create a workplace free from the adverse effects of drug abuse and alcohol misuse;

· Prohibit the unlawful distribution, possession or use of controlled substances.

Valley Transit cares about the health and well being of its employees.  We urge anyone who believes they are having an alcohol or chemical dependency problem to seek treatment before their job performance and employment is endangered.  Walla Walla County’s Chemical Dependency Hotline is 527-3278.
A. PURPOSE
The purpose of this policy is to assure employee fitness for duty and to protect our employees, passengers and the public from risks posed by worker misuse of alcohol and abuse of drugs.  This policy is intended to comply with all applicable Federal regulations governing workplace alcohol and drug abuse in the transit industry.  Regulations issued by the U.S. Department of Transportation and the Federal Transit Administration mandate urine drug testing and evidential breath alcohol testing for safety-sensitive positions.  This policy sets forth the Valley Transit substance abuse program and the testing and reporting guidelines for safety-sensitive employees as required by those regulations.  This policy also sets forth additional guidelines based on Valley Transit’s independent authority for all employees.

B. APPLICABILITY

This policy applies in general to all transit system employees: full-time, part-time and contract employees, and contractors when they are on transit property or when performing transit-related business off property.  Employees who perform safety-sensitive functions, or contractors performing safety-sensitive functions for Valley Transit, will be subject to the specific requirements of Federal regulations 49 CFR Parts 40 and 655 issued pursuant to the Omnibus Transportation Employee Testing Act of 1991.  Participation in the Federally mandated testing program is a condition of performing safety-sensitive functions.

A safety-sensitive function is any duty related to the safe operation of mass transit service as defined in 49 CFR part 655, including:

1. Operating a revenue service vehicle, including when not in revenue service;

2. Operating a non-revenue service vehicle, when required to be operated by a holder of a Commercial Driver’s License;

3. Controlling dispatch or movement of a revenue service vehicle;

4. Maintaining a revenue service vehicle, including when not in revenue service;

5. Maintaining a revenue service vehicle or equipment used in revenue service;

6. Carrying a firearm for security purposes.
A list of safety-sensitive positions is attached.

C. PROHIBITED SUBSTANCES

Prohibited drugs are any illegal controlled substance, as well as any drug not approved for medical use by the USDA or the USFDA.  Drugs for which testing will be conducted under Federal regulations include marijuana, amphetamines, opiates, phencyclidine (PCP), and cocaine.  Illegal use includes use of or impairment by any illegal drug, misuse of legally prescribed or over-the-counter drugs, or illegally obtained prescription drugs.

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

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 employees to remove themselves from service if they are experiencing any adverse effects from medication.  Legally prescribed drugs must include documentation of the patient’s name, the substance name, the quantity to be taken and the period of authorization.

D. PROHIBITED CONDUCT

Employees who are using, manufacturing, dispensing, distributing drugs, or who are in the possession of or impaired by alcohol or drugs when reporting for duty, while on duty, or when on Valley Transit’s premises constitute a threat to the health, safety and security of themselves, their fellow employees, passengers and other members of the public.  Therefore, employees must not report for work or continue working under these circumstances.  Such behavior is absolutely prohibited.

Employees who are reasonably suspected of not being fit for duty due to drug or alcohol use shall be suspended from job duties with pay pending an investigation and verification of condition.  Employees who fail to pass a drug or alcohol test shall be removed from duty immediately and subject to disciplinary action, up to and including discharge.

ALCOHOL USE: No safety-sensitive employee shall report for duty within four hours of using alcohol, or use alcohol while subject to being on call. A positive alcohol test is defined under this policy as a blood alcohol concentration of 0.02 or greater on an evidentiary breath-testing device.

E. COMPLIANCE WITH TESTING

Any employee who refuses to comply with a request for testing under the circumstances defined in Section II.C. Types of Testing, who provides false information in connection with a test, or who attempts to falsify test results through tampering, contamination, adulteration, or substitution shall be removed from duty immediately and is subject to discharge.  Refusal can include an inability to provide a specimen or breath sample without a valid medical reason, delaying arrival at the collection site, or leaving the testing facility once testing has begun or refusal to sign the test.  Such refusals will be treated as insubordination and recorded as a positive test, with the employee referred to a Substance Abuse Professional for evaluation.  Referrals do not preclude the employee from being subject to discharge.

II.         TESTING FOR PROHIBITED SUBSTANCES

All employees will be subject to testing prior to employment, for reasonable suspicion, and prior to return to duty after failing a test or upon the completion of substance abuse treatment.  Those employees who perform safety-sensitive functions as defined in the attachment to this policy shall also be subject to testing on a random, unannounced basis, and following an accident as defined in Section C.3.


A.
CONFIDENTIALITY

Confidentiality is maintained throughout the drug/alcohol testing process from notification of the request to test, to collection of the required specimens, to notification of results.  All positive test results are first forwarded to a Medical Review Officer (MRO) for review.  The MRO reviews the individual medical history and affords the employee an opportunity to offer any clarifying information that would explain the positive test.  The Human Resources Department will maintain results in the strictest of confidence in a medical file separate from the official personnel file.  All testing records and results will be released only to:

1. The employee, if requested in writing

2. NTSB, if they are investigating an accident

3. Decision-maker in a lawsuit, grievance or other proceeding on behalf of the employee and arising from the result of a drug or alcohol test administered under FTA rules

4. Subsequent Employers, if requested in writing by the employee

5. Other identified persons as requested in writing by the employee
In cases where disciplinary action results from a positive test, such information is shared only with those in a supervisory or union capacity involved in that action.  Valley Transit will carry out this policy in a manner that respects the dignity and confidentiality of those involved.

B.       METHODOLOGY

Testing will be conducted in a manner to assure a high degree of accuracy and reliability by using the techniques, chain of custody procedures, equipment and laboratory facilities which have been approved by the U.S. Department of Health and Human Services as called for in the Federal regulations. Both alcohol and drug testing will be conducted in an environment that affords maximum privacy as described in 49 CFR Parts 40 and 655.

Specimen collection for urine drug testing will occur at a collection site designated by Valley Transit.  Collection will be conducted according to procedures outlined in 49 CFR Parts 40 and 655.

1.
Analytical urine testing will be conducted at a DHHS certified laboratory for marijuana, cocaine, opiates, amphetamines, and phencyclidine.  An initial drug screen will be conducted on each specimen after a split sample is provided to the laboratory.  For those specimens that are not negative, a confirmatory Gas Chromatography/Mass Spectrometry will be performed.  A positive test result, at or above the minimum thresholds set forth by Federal regulations, and verified by the MRO, will be considered a violation of this policy and will constitute a failure to pass a drug test.


2. Tests for alcohol concentration will be conducted using National Highway Traffic Safety Administration (NHTSA) approved evidential breath-testing devices operated by trained breath alcohol technicians.  Equipment will be maintained according to the quality assurance plan developed for the particular piece of equipment.  A confirmed alcohol concentration of 0.02 or greater will be considered a positive alcohol test and a violation of this policy and will constitute a failure to pass an alcohol test.  In the event an employee is unable to provide an adequate breath sample, the employee will be evaluated by an Employer-designated medical physician as soon as practical to determine if there is a reasonable explanation for the employee’s inability to provide an adequate amount of breath.  If the physician determines there is no reasonable explanation, the employee’s inability will be recorded as a refusal to take the test and a violation of this policy.

An employee who tests positive for drugs or alcohol will be removed from safety-sensitive job duties for at least eight (8) hours, informed about educational and rehabilitation programs available, and referred to a Substance Abuse Professional (SAP).  The SAP will evaluate each employee to determine what assistance the employee needs in resolving problems associated with substance abuse.  The employee cannot return to duty prior to completion of the SAP’s recommended program.  Assessment by a SAP does not protect an employee from disciplinary action or guarantee employment.  A positive drug or alcohol test will result in disciplinary action up to and including discharge as outlined in the Discipline section of this policy.

C.       TYPES OF TESTING

1.
PRE-EMPLOYMENT TESTING/PRE TRANSFER
Applicants for all safety sensitive positions shall undergo urine drug and breath alcohol testing prior to employment.  Receipt by the agency of satisfactory test results is required prior to performance of safety-sensitive functions and failure to pass will disqualify an applicant.

Employees transferring from a non safety-sensitive to a safety-sensitive position shall undergo urine drug and breath alcohol testing prior to appointment to the new position.  Results of both tests must be negative before the employee can perform safety-sensitive functions.

2.
REASONABLE SUSPICION TESTING

All employees are subject to a fitness for duty evaluation including a drug and alcohol test when there is a reason to suspect impairment immediately prior to, during, or immediately after performing job duties or while on the property.  A referral for testing will be made on the basis of documented objective facts and circumstances.  Supervisory personnel who are trained to detect signs and symptoms of drug and alcohol use will make such referrals.

Employees in safety-sensitive positions will be tested for on- or off-duty drug or alcohol use when there is reasonable suspicion of on-duty impairment supported by (1) evidence of specific personal observations concerning job performance, appearance, behavior, speech or bodily odors of the employee or direct observation of drug or alcohol use; (2) a pattern of abnormal conduct or erratic behavior; (3) arrest or conviction for a drug-related offense or the identification of an employee as the focus of a criminal investigation into illegal drug possession, use or trafficking; (4) information provided either by reliable and creditable sources or independently corroborated; or (5) newly discovered evidence that the employee has tampered with a previous drug test.

Employees in non safety-sensitive positions shall be subject to the same criteria as employees in safety-sensitive positions except that employees in non safety-sensitive positions shall be tested only for reasonable suspicion of on-duty drug or alcohol use or impairment.

3. POST-ACCIDENT TESTING

Safety-sensitive employees are required to be tested if they are involved in an accident involving a Valley Transit vehicle (in or out of service) that results in:

· A fatality; 

· An injury requiring immediate medical treatment away from the scene; or
· One or more vehicles involved incurs disabling damage requiring a tow; and the supervisor in charge of the accident scene determines, using the best information available at the time, that the covered employee’s performance cannot be completely discounted as a contributing factor to the accident; or

· A citation under State or local law issued to the employee.

Following an accident under the above circumstances, the employee will be tested as soon as possible, but not to exceed eight hours for alcohol testing and 32 hours for drug testing.  Testing will be stayed while the employee assists in the resolution of the accident or receives medical attention as required.  Employees involved in accidents must refrain from alcohol use for eight hours following the accident or until a drug/alcohol test is administered.  Employees who leave the scene of an accident without appropriate authorization prior to the testing will be considered to have refused the test and be subject to discipline, up to and including discharge.  Any other agency employee whose performance may have contributed to accidents under this section, such as maintenance or dispatching employees will be tested.

Non safety-sensitive employees are subject to being tested following work-related vehicle accidents when there is reasonable suspicion that drug or alcohol use may be involved.

4. RANDOM TESTING

Employees in safety-sensitive positions will be subject to random, unannounced testing for the presence of drugs and alcohol.  Random testing of safety-sensitive employees will be conducted in a manner consistent with the requirements of Federal regulations.

Selection of employees for random testing shall be made by a scientifically valid, computer based, random number generator that is matched to the employee’s social security number.  All covered employees will have an equal chance of being tested each time a selection is made.  Testing will be continuous throughout the year and conducted on all days and hours during which Valley Transit is in operation.  It is Valley Transit’s policy that the number of safety-sensitive employees selected for drug testing will be equal to a rate of at least 50 percent of the total of safety-sensitive employees subject to testing annually.  The number of safety-sensitive employees selected for alcohol testing will be equal to a rate of at least 10 percent of the total of safety-sensitive employees subject to testing annually. A current list of safety-sensitive positions is attached and will be provided to employees whenever the list is updated.

5.
RETURN TO DUTY TESTING
Any employee who previously tested positive on a drug or alcohol test, and if said employee was to return to work, must test negative prior to being released for duty by a Substance Abuse Professional.  Such an employee will be required to undergo frequent random drug and alcohol testing during the period of their re- entry contract and if said employee tests positive, that employee shall be immediately discharged.  (See Discipline section.)

D.
NOTIFICATION OF CRIMINAL OR DRIVING WHILE INTOXICATED CONVICTION

Federal regulations (Drug Free Workplace Act of 1988) require all employees to notify Valley Transit of any conviction under a criminal drug statute for violations occurring on or off the property within five days of conviction.  Failure to report such a conviction, or any moving violation causing the loss of driver’s license, by State or local law enforcement involving drugs or alcohol, will result in discipline up to and including discharge.

E.
RETESTS AND OBSERVED TESTS

Employees who test positive for drugs may request within 72 hours of notification, a test of the split sample, as all specimens are split and the non-tested portion stored for a period of time.  The procedure for requesting this test may be obtained from your designated employer representative.

There are certain situations that may require the employee to provide, at the collection site, another urine or breath sample, i.e. when insufficient volume or breath provides an inadequate sample, or the technician has reason to suspect tampering with the specimen.  Under the latter circumstances, a second collection may be under observed conditions.

F.  MEDICAL REVIEW OFFICER (MRO)

Valley Transit will establish a contractual relationship with a qualified Medical Review Officer who is a licensed physician with knowledge of substance abuse disorders.  The MRO will review all drug test results to ensure that the chain of custody form has been properly completed and the specimen has been handled according to DOT-established protocol.  In addition, the MRO will review and interpret confirmed positive test results, examining alternative medical explanations for these results.  Prior to verifying a positive test, the MRO will contact the affected employee to discuss the test results and provide an opportunity to offer a legitimate medical reason for the test results.  If the MRO determines the test is a verified positive, the MRO will contact both the Valley Transit Program Manager and the employee with that determination.

G.  SUBSTANCE ABUSE PROFESSIONAL (SAP)
Valley Transit will contract with a qualified Substance Abuse Professional (SAP) to evaluate employees who have violated this policy to determine whether they need help in resolving problems associated with drug abuse and/or alcohol misuse.  The SAP shall be a licensed physician (Medical Doctor or Doctor of Osteopathy) or a licensed or certified psychologist, social worker, or employee assistance professional; or an addiction counselor (certified by the National Association of Alcoholism and Drug Abuse Counselors Certification Commission or by the International Certification Reciprocity Consortium/Alcohol and Other Drug Abuse.  The SAP shall have knowledge of, and clinical experience in, the diagnosis and treatment of alcohol and controlled substance-related disorders.

III.         EMPLOYEE ASSISTANCE PROGRAM (EAP)

Valley Transit supports employees who volunteer for treatment of alcohol misuse or drug abuse. Alcoholism and drug dependency are treatable illnesses and can be successfully dealt with if identified in their early stages and referred to an appropriate source for treatment.  Indications of alcohol misuse and drug abuse include extreme changes in personality, problems with Employer or other employees, interrupted or changing sleep patterns, attendance and late problems, concealment of social habits involving drugs and alcohol, and family problems.  Continued alcohol and drug dependency can lead to deteriorating health.

Valley Transit encourages employees to seek treatment voluntarily and makes available the Employee Assistance Program.  Any employee who comes forth and notifies the agency of alcohol or chemical abuse problems prior to violating any of the prohibited conduct rules, will be given the assistance extended to employees with any other illness.  Sick leave, vacation leave or leave of absence without pay may be granted for treatment and rehabilitation as in other illnesses, and insurance coverage for treatment will be provided to the extent of similarly benefited individual coverage.  Employees will be allowed one opportunity for treatment of alcohol or drug dependency.

Employees are encouraged to contact the Administration Department for help in understanding benefits and leave policies when participating in the EAP.  Any decision to seek help through the Employee Assistance Program or privately, prior to violating any of the prohibited conduct rules, will not interfere with an employee’s continued employment or eligibility for promotional opportunities.  Confidentiality of information will be maintained at all times.

While Valley Transit is anxious to assist employees with alcohol or chemical dependency problems, employees are expected to remember that safety is our first priority.  Therefore, employees must not report for work or continue working if they are under the influence of, or impaired by, alcohol or any controlled substance.  Failure to observe the Prohibited Conduct rules established in this policy will result in disciplinary action (see Discipline section) regardless of an employee’s participation in a treatment program.  Such employees are expected to observe all other job performance standards and work rules, including attendance, required of all employees.
IV.        DISCIPLINE

Under FTA regulations, discipline for program violations is determined at the local level.  The Valley Transit discipline policy for prohibited conduct is as follows, however, individual circumstances involving a positive test may merit additional actions, including discharge:

1.
Any 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 removed from the performance of their job, evaluated by a Substance Abuse Professional, and expected to comply with treatment recommendations in order to return to work.  Should the employee refuse to comply with treatment recommendations or fail to pass a drug or alcohol test a second time, that employee will be terminated from employment.

2.
Any safety-sensitive employee who tests positive under random, reasonable suspicion, or post-accident testing for alcohol at a 0.02-0.039 level must successfully complete the following before being allowed to return to work:

a.
Removal from their safety-sensitive position

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

c.
Completion of a treatment and rehabilitation program as developed by the SAP

d.
Suspensions without pay as they may apply, consistent with work rules

e.
Return to duty drug and alcohol tests

f. 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 five years, with a minimum of six tests the first year

Any employee, who has a second positive test or otherwise fails to comply with the above regulations, will be discharged.

3.
Any employee who tests for alcohol at a 0.01-0.019 level will be given a written reprimand and be provided information about the EAP.

With a second test at this level the employee will be subject to discipline as outlined in paragraph 2 of this Discipline Section.  Employees who refuse to follow or do not complete the elements outlined in paragraph 2 will be discharged.

4.
Any safety-sensitive employee who uses drugs or alcohol on the job or tests positive from random, reasonable suspicion or post accident testing for the presence of drugs will be discharged.

5.
Any safety-sensitive employee who refuses to comply with a request for testing or engages in any other behavior specified in § I.e. will be subject to discharge.

V.        EDUCATION AND TRAINING

The effects of controlled substance abuse and alcohol misuse negatively impact an individual’s personal and work experience.  If you believe you have a substance abuse or alcohol misuse problem, please contact the following agencies in Walla Walla County:

· Helpline



529-3377
· Chemical Dependency Hotline
527-3278
· Crisis Services


527-4278
It is the policy of Valley Transit to make training and education programs available to all our employees.  All safety-sensitive employees will receive 60 minutes of training on the effects of drugs and alcohol on the body, the major elements of the DOT drug testing regulations, and Valley Transit’s Drug and Alcohol Abuse Policy.  Supervisors, managers, and union officials will receive a minimum of two (2) hours of instruction on how to identify the signs of drug and/or alcohol use or impairment and what to do in such reasonable suspicion cases.  The Administration Department is responsible for administering the Substance Abuse Policy.  Any questions about the policy or testing program may be addressed to the Finance and Administration Manager, Ed McCaw, or his designee at the Valley Transit Administration Office, 1401 W. Rose Street, Walla Walla, WA 99362, (509) 525‑9140.

SAFETY-SENSITIVE POSITIONS

Transit Operator

Road Supervisor

Dial A Ride Operator

Dial A Ride Dispatcher

Dial A Ride Supervisor 

Safety and Training Officer

Manager of Operations

Utility Custodian   

Bus Cleaner

Lead Utility Custodian

Equipment Service Worker

Facility and Parts Room Supervisor

Mechanic I

Mechanic II

Manager of Maintenance

CHAPTER 10

EMPLOYEE COMPLAINT RESOLUTION PROCEDURES

10.1
EMPLOYEE COMPLAINT RESOLUTION PROCEDURES

Valley Transit recognizes that sometimes situations arise in which employees feel they have not been treated fairly or in accordance with our policies.  We understand the importance of an open and fair method of resolving complaints and answering your questions.  To that end, our complaint resolution procedure makes three steps available if you have a question or concern.

Step 1: You should first try to resolve any problem or complaint with their supervisor.

Step 2: When normal communication between you and your supervisor is not successful, or when you disagree with the application of Valley Transit policies and procedures, you should attempt to resolve the problem with the department manager who will usually respond within five (5) days, if possible.

Step 3: If you are not satisfied with the response from the department manager, you may submit the problem, in writing, to the General Manager.  The written complaint must contain, at a minimum:

A. A description of the problem;

B. A specific policy or procedure that you believe has been violated or misapplied;

C. The date of the circumstances leading to the complaint or the date when you first became aware of those circumstances;

D. The remedy you seek to resolve the complaint.  

The written complaint must be filed within ten (10) working days of the occurrence leading to the complaint, or ten (10) working days after you become aware of the circumstances.

The General Manager, or his designee, may meet with the parties, either individually or together, and will usually respond in writing within ten (10) days of the meeting.  The General Manager’s response and decision shall be final and binding.

If you feel the complaint is such that a solution through the chain of command would be difficult, the matter may be presented directly and personally to the General Manager.  The General Manager may require the complaint to be in writing. The matter will be reviewed with your supervisor in order to reach a solution.

Certain employees may have more than one source of dispute resolution rights, a collective bargaining agreement and this complaint process.  Employees represented by a bargaining unit should follow grievance procedures set out in their labor contract, where applicable.  In all other cases, the procedures described in this section shall be used.  Under no circumstances shall an employee have the right to utilize both this process and any other complaint or appeals process that may be available.

CHAPTER 11

DISCIPLINE AND TERMINATION
11.1
ACTIONS SUBJECT TO DISCIPLINARY ACTION

Our success in providing excellent service to our passengers and maintaining a good relationship with the community depends on our employees.  The primary mission of every employee is to provide courteous, orderly, efficient and safe delivery of transportation services to the general public.  To accomplish this, all employees are expected to exercise good judgment, loyalty, common sense, dedication, and courtesy while performing their duties. 

Acts, errors, or omissions which discredit our public service, violate Valley Transit guidelines or practices, or impair the provision of orderly services to the general public are detrimental to our objective and may lead to disciplinary action including discharge.  

Department managers have full discretion and authority to impose disciplinary action in accordance with Valley Transit guidelines and the circumstances of the particular case.  Disciplinary procedures are intended to assist managers/supervisors and employees in the sensitive area of disciplinary action and to provide for consistency in actions taken when those limits are exceeded. 

We have, therefore, provided guidance for your conduct.  The following acts, if engaged in, may result in disciplinary action up to and including discharge.  This list is not all-inclusive, but only serves as a general guide.  Valley Transit may discipline employees for other reasons not stated below.

1. Insubordination

2. Failure to follow procedures or directives

3. Reporting late for work

4. Failure to work scheduled hours, changing assignment boards or exchanging assigned runs without proper authorization

5. Inability, inefficiency, carelessness, negligence, including refusal or failure to perform assigned work or concealing defective work 

6. Running ahead of schedule, failure to stop for passengers at authorized bus stops or going off route without permission

7. Failure to be in proper uniform and/or neatly groomed

8. Fighting, including physical or aggressive verbal disagreements, on Valley Transit property or while on duty

9. Consuming, under the control of, or possessing alcoholic beverages or any controlled substance while on Valley Transit property or operating a Valley Transit vehicle

10. Carrying or displaying firearms while on duty or while on Valley Transit property; displaying knives in a threatening manner; or carrying objects which may be considered weapons 

11. Stealing from Valley Transit, its employees, or customers

12. Filing dishonest time reports, leave requests or padding overtime reports

13. Willful damage to any Valley Transit property, or property of another employee

14. Indecent exposure or immoral conduct on Valley Transit property or while on duty or violating Valley Transit's sexual harassment policy

15. Gambling on Valley Transit property

16. Promoting or inducing illegal work stoppage or slowdown

17. Working for another employer while on regular paid time, sick leave, leave of absence, or State industrial leave from Valley Transit, without permission.

18. Failure to report an accident immediately or making false statements on accident or incident reports

19. Allowing unauthorized people to operate Valley Transit equipment

20. Failure to turn in lost articles found on Valley Transit property

21. Filing false reports for the purpose of qualifying for insurance reimbursement, State industrial benefits, or other compensation

22. Failure to observe safety practices, rules, regulations and instructions

23. Modifying, or using incorrectly, any safety device to render it inoperable

24. Failure to remain on duty until properly relieved

25. Operating a Valley Transit vehicle without a valid and appropriate operator's license

26. Sleeping or lying down while on duty 

27. Horseplay which results in damage to property or injury to customers or other employees

28. Conduct unbecoming a Valley Transit employee, such as threatening or intimidating fellow employees or customers

29. Improper or abusive treatment of Valley Transit customers, employees, or any other person while representing Valley Transit

30. Unauthorized use of Valley Transit property, equipment, or facilities

31. Conviction of a felony or a misdemeanor involving moral turpitude, the nature of which demonstrates lack of fitness for the position held

32. Acceptance of fees, gratuities or other valuable items in the performance of the employee's official duties for Valley Transit

33. Repeated violation of duties or rules imposed by this manual or by any other Valley Transit rule, regulation or administrative order

34. Allowing friends or relatives to remain in the workplace for the purpose of visiting, entertaining, or baby-sitting

35. Publicly criticizing instructions or orders given by supervisors or management 

36. Failing to safeguard Valley Transit assets by neglecting to collect fares, charging inappropriate fees, or failing to remit collected funds

11.2
POSSIBLE DISCIPLINARY ACTIONS

It is our intent to follow a policy of progressive discipline.  This means we will take appropriate action based on the seriousness of the situation and the circumstances.  Discipline less than termination may take the form of an oral warning, a written warning, a performance appraisal indicating below-standard performance in one or more areas, probation, suspension or termination.  Which of these options is chosen, or whether any of them is used prior to termination, will depend on the seriousness of the disciplinary problem.  It is the responsibility of management alone to evaluate the seriousness of the situation.

11.3
PRE-DISCIPLINARY HEARING

In the case of employee discipline that may result in suspension or loss of pay, Valley Transit will conduct a pre-disciplinary hearing.  The Finance and Administration Manager normally conducts these hearings to ensure that proper procedures have been followed and to provide an opportunity for your issues to be heard by someone independent of your department.  If the employee is a member of the Administrative Department, another department manager shall conduct the hearing.

In the event a department manager wishes to discipline an employee, and such disciplinary action may result in suspension or loss of pay, the Finance and Administration Manager or his designee will be provided an explanation of the related charges and all documentation related to the subsequent investigation.  After reviewing the information, a date for a pre-disciplinary hearing will be set.  If the employee fails or refuses to appear, the recommended disciplinary course may proceed.

11.4
PRE-TERMINATION HEARINGS
Pre-termination hearings will be presided over by the General Manager or his designee.  The hearings are intended to be informal.  The employee may show cause why they should not be terminated and may bring one person to the hearing as a representative.

Usually within two (2) working days after the hearing, the General Manager or his designee will issue a decision whether there are reasonable grounds to believe the charges against the employee are true and support termination.  A longer review period may be required in more complex situations.

11.5 TERMINATION
The Administrative Department will be notified of an employee’s separation date for payroll purposes.  

An employee who is terminated is eligible for unpaid wages at their next regularly scheduled payday and may be eligible for other unpaid compensation.  See Policy 5.7.
11.6
LAYOFF
The General Manager may lay off employees for lack of work, budgetary restrictions, reorganization or other changes that have taken place.

In determining who is to be laid off, consideration will usually be given to individual performance and the qualifications required for remaining jobs.  Seniority will be considered when performance and qualifications are equal, as determined by the General Manager.  Employees who are laid off may be eligible for reemployment, if a vacancy occurs in a position for which they are qualified.

11.7
RESIGNATION
Employees should provide two- (2) weeks notice of resignation.  The General Manager or his designee may waive this time limit.  However, FLSA exempt employees shall provide four- (4) weeks notice of resignation.
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