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)

