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I.
ROLE OF DISPATCHER


The Dispatcher position is the most important job at RRTA for ensuring that the daily service schedule is met.  The number one rule of the dispatcher should be to get the work covered.  While there are a set of general policies and procedures for getting the work covered, there may be times or cases when the general policies and procedures may not appear to apply.  In such cases, it is important that communication exists between the dispatcher and the Director of Fixed-Route Services in order to discuss new situations in order to arrive at a mutual understanding of the policies and procedures.  Unfortunately, not all cases are clear, nor can all situations be covered in this manual.  In cases that may be unclear or unusual, it is important the  Director of Operations or Executive Director be consulted on possible prior history or background with unusual situations before a decision is made on how to proceed.  It is important that the dispatcher remain professional in dealing with operators at all times.


A.
Job Descriptions
1.
AM Dispatcher - General responsibility is to assign and dispatch operators to their appropriate driving duties.  The dispatcher also maintains radio communications with all vehicles to provide assistance to and supervision of bus operators.  The dispatcher is responsible to ensure the completion of all work assignments during his/her shift, determining daily route deviations as needed, and replacing vehicles in service as required.  The A.M. Dispatcher reports to the Director of Operations.  Other specific duties of the A.M. Dispatcher include:

-
Answering customer calls during non-office hours

-
Modifying work assignments as needed

-
Completing daily bookout sheet and reports

-
Reviewing operator passenger and revenue reports

-
Checking official clock time

-
Monitoring driver appearance

-
Reporting operator or system problems to the Director of Operations

-
Setting up the afternoon work assignments

-
Completion of payroll for night and Sunday operators and Saturday operators when working Saturdays

-
Coordinating all deviations and unusual conditions with office personnel and the P.M. and Night Dispatchers

-
Maintaining operator sick, missed reports, vacation and holiday use records

-
Other duties as may be assigned

2.  P.M. Dispatcher - General responsibility is to assign and dispatch operators to their appropriate driving duties.  The dispatcher also maintains radio communications with all vehicles to provide assistance to and supervision of bus operators.  The dispatcher is responsible to ensure the completion of all work assignments during his/her shift, determining daily route deviations as needed, and replacing vehicles in service as required.  The P.M. Dispatcher reports to the Director of Operations.  Other specific duties of the P.M. Dispatcher include:

-
Answering customer calls during non-office hours

-


Modifying work assignments as needed

-
Completing daily bookout sheet and reports

-
Monitoring driver appearance

-
Reporting operator or system problems to the Director of Operations 

-
Coordinating all deviations and unusual conditions with office personnel and AM and Night Dispatchers

-
Setting up evening work assignments

-
Other duties as assigned

4.      Night Dispatcher - General responsibility is to assign and dispatch operators to their

appropriate driving duties.  The dispatcher also maintains radio communications with all   vehicles to provide assistance to and supervision of bus operators.  The dispatcher is responsible to ensure the completion of all work assignments during his/her shift, determining daily route deviations as needed, and replacing vehicles in service as required.  The Night Dispatcher reports to the Director of Operations.  Other specific duties of the Night Dispatcher include:

-
Answering customer calls during non-office hours

-     Modifying work assignments as needed

-     Completing daily bookout sheet and reports

· Monitoring driver appearance



· Reporting operator or system problems to the Director of Operations 

-   Coordinating all deviations and unusual conditions with office personnel and A.M. and P.M. dispatchers

-    Setting up work assignments for the next morning

-    Completion of payroll

-    Completing fuel, oil and mileage records

-    Other duties as assigned

II. GENERAL OPERATING POLICIES AND PROCEDURES

A.
Dress Code for Operators

It is the responsibility of the Dispatchers to check each operator reporting for work to ensure that the established dress code is adhered to.  Any violations of the dress code should be brought to the immediate attention of the operator and corrected before proceeding to work, if possible.  If it is not possible to correct the problem, the dispatcher has the discretion to not permit the operator to work if sufficient manpower is available to cover the work.  The operator must report back to the dispatcher in the proper uniform in order to work.  If insufficient manpower exists, the operator will be permitted to work, but will be subject to discipline.


It is the responsibility of the dispatcher to report all violations of the dress code to the Director of Fixed-Route Services.



The established dress code is as follows:



Item/Description of Code

Slacks/Trousers:  Operators shall only wear the uniform slacks/trousers issued by RRTA.  Suspenders may not be worn.  Dark belts of solid color shall be worn.


Shirts/Blouses:  Operators shall only wear the uniform shirt issued by RRTA.  All buttons with the exception of the neck button, if a tie is not worn, must be buttoned.  It is determined that doing otherwise does not present a neat and acceptable appearance. It is also determined that rolled up shirt sleeves do not present a neat and acceptable appearance.


Shoes:  Dark colored shoes (or dress boots) may be worn.  Sneakers and canvas shoes of any color or type, clogs, sandals or high heeled shoes may not be worn.  In periods of extreme cold or snow conditions, boots of a dark color may be worn provided they do not interfere with the ability to operate a bus safely.


Sweaters:  Operators shall only wear the sweater supplied by the uniform company, if any sweater is to be worn.


Hats:  If any hat is worn, it shall be a standard round uniform cap with brim and of black, dark blue or grey color.


Jackets:  Operators shall only wear the issued jacket, if any jacket is worn while on duty.

Ties:  Operators shall wear the issued necktie from October 1 through March 31.  Neckties are optional April 1 through September 30.


General:  The dress code for operators is established in cooperation with the Union in order to provide a better understanding of acceptable dress when reporting for work and while on duty.  In all cases, it is the intent that a neat and presentable appearance be maintained.  

Pins and Badges: Only the RRTA safety, service and promotional pins and badges are permitted to be worn.
B.
Required Work Material for Operators

It is the Dispatcher's responsibility to check each operator to ensure that he/she has the proper work materials before starting their assignment.  A listing of the required work materials is as follows:



1.
Name Plate:  Placed on farebox facing passengers.



3.
Materials carried at all times while on duty:



a.
Senior Citizen Information




b.
Handicapped Information




c.
Refund Slips




d.
Route Map




e.
Accident Report




f.
Issued Punch




g.
Name Plate




h.
Pack of schedules (all routes)




i.
Break Down Tickets (Courtesy Passes)




j.
Large Tokens (at least $10.00)




k.
Accurate Watch

C.
Fare Policy

It is important that the dispatcher is thoroughly familiar with the fare policies for the system.  As of May 1, 2005, the basic fare to ride a RRTA bus is $1.20 plus charges for crossing zone boundaries are as follows:  First zone - $ .15, Second zone - $ .40, Third zone - $ .75, and Fourth zone - $ 1.15.  Zone fares are cumulative; i.e. a passenger who crosses four zones would be charged $2.35.



1.
City Routes
On city routes, fares are collected when passengers board the bus.  A passenger can board a city route and make one complete trip from the point of boarding within a particular division for one (1) fare.  This now applies to all city routes including the Park City routes.  Effective May 1, 2005, Park City is no longer considered a terminus that would result in an additional fare being charged. 

The meaning of making a complete trip to one's point of origin is that traveling back through downtown towards another division of the route is not to be treated as a complete trip.  As an example, on Route 2 - Park City B/6th Ward, a passenger who boards at Woolworth's, rides through the 6th Ward and continues on to Park City would only be charged one (1) fare; not two (2) fares.  This applies to all forms of fare payment - cash, senior citizens, etc.  However, this does not apply to a transfer.  A transfer is for the purpose of completing a one way trip.  As such, the person would only be permitted to travel into the 6th Ward division on the transfer.




2.
County Buses
On county routes, fares are collected when passengers exit the bus when outbound and collected when passengers board when inbound.

A passenger can board an outbound county bus in the last zone, ride through the terminal point of the routes and continue their trip on the inbound portion to their destination for the fare that would be charged from the terminal point of the route to the destination point.  As an example, on Route 16 - Millersville, a passenger can board at Green Hills Drive and Millersville Pike, ride through Millersville and deboard in Lancaster for the fare that would be charged from Hillview Drive and Lee Avenue to Lancaster.  As long as a passenger does not cross an outbound zone boundary after boarding, only one (1) fare is charged.  If a passenger boards outbound, crosses a zone boundary, rides through the terminal point of the route, continues on the inbound portion and re-crosses a zone boundary, then an additional fare is charged from the terminal point of the route to the destination point.  Passengers who exit in the last zone of a county route can ride through the last zone, to the terminal point of the route, continue on the inbound portion and then exit in the last zone for the same fare that would be charged from the boarding point to the terminal point of the route.  As an example, on Route 18 - Elizabethtown, a person could board in Rohrerstown, ride through Elizabethtown and exit in Rheems on the inbound portion for the same fare that would be charged from Rohrerstown to Elizabethtown.  If a passenger boards on the outbound portion, crosses the last zone boundary, rides through the terminal point of the route, continues on the inbound portion and re-crosses a zone boundary, then additional fare is charged from the terminal point of the route to the destination point.



3.
Free Ride Policy - Children

Generally, children age 5 and under may ride free when accompanied by a full fare paying passenger, senior citizen, half-fare handicapped passenger, or a non-student Red Rose Access passenger.  If a child age 5 is in kindergarten and is accompanied by a full fare paying passenger as described above, the child rides free.





Exceptions to this general rule are:

a.
If a child age 5 is in kindergarten and is traveling alone to or from school the child must pay a student fare.


b.
Passengers riding for a reduced student fare can not take a child age 5 or under with them at no charge.  Students must pay full fare in order to take a child with them at no charge, except McCaskey students that have a school issued bus pass are permitted to take children under 5 for free.



4.
Senior Citizen Free Ride Program
Senior Citizens (age 65 years or older) can ride free Monday through Friday, except between 7:00 to 8:00 AM and 4:30 to 5:30 PM, and all day Saturday and Sunday with the proper state identification card or Medicare card.  This program is governed by Penn Dot and is funded through the state lottery program.


However, to avoid confusion, a senior citizen can only ride free if their boarding time is within the hours specified above including the case where a senior citizen boards during the specified hours but then stays on the bus beyond a normal terminal point of that route.  For example, a senior citizen may board at 3:30 p.m. and can ride free to Columbia, but can not ride free if they want to ride back to Lancaster.  In this case, the ride back to Lancaster the senior citizen would be charged a fare just like any other passenger.  The reverse of this example would be a senior citizen that boards at 8:30 a.m. in Columbia and rides to a terminus, such as Marietta, would have to pay to that terminus point, but could ride free back to Lancaster if after 9:00 a.m.  It is important that these guidelines be followed as it could jeopardize RRTA's funding from this program.



5.
Ten Trip Tickets
a.
Each Ten Trip Ticket is good for ten one-way trips within the designated zone boundaries.


b.
Blocks on the tickets will be punched as trips are taken.


c.
Treat each of the blocks on a ticket as if it were money; except:

1.
The Base Zone row of blocks will be accepted as base fare zone only.


2.
The top row of blocks will be accepted as the base fare.  For example, if a customer gets on your bus with a Two Zone Ticket and rides in the base zone, do not punch two zone blocks - punch one base zone block.


d.
Transfers will be issued and accepted just as they are with a regular cash fare.


e.
If a customers trip cost more than the value printed on their ticket, they may get their ticket punched and pay the additional charges.  For example, if a person has a three zone ticket and is riding from Lancaster to Marietta, punch a base zone block and the zone block directly above it and have the person pay the additional charge.

f.
If a student uses a Ten Trip Ticket to pay the fare, the student must then pay the full adult fare.  Ten Trip Tickets can not be used to pay the reduced student cash fares.


g.
Ten Trip Ticket base zone blocks may be used in combination to pay for a base zone fare when all Base Fare blocks have been used.



6.
Monthly Pass Program

Customers may purchase a monthly pass which provides unlimited rides for the month purchased within the designated zone boundaries.  The validation stickers will be color coded each month and printed with the date, year and "B", "1", "2", "3", or "4" corresponding to the zone.  When a person shows their pass, the operator should check the photograph for validity.  Only the person whose picture appears on the RRTA Pass may use that pass.  If anyone else attempts to use the pass, the operator should be instructed to confiscate the pass and collect a cash fare.  These confiscated passes should be placed in the operator's Daily Farebox Report Envelopes.  Transfers should not be issued to monthly pass holders.  If a person crosses more zones than appear on their monthly validation sticker, they must pay the additional zone charges.  For example, if a person has a "B" zone sticker and wishes to travel to Eden, they would show their monthly pass and pay $ .15.


RRTA also now issues monthly passes without pictures for the Amish.  A physical description of the pass holder along with their social security number are contained on the pass for identification.  If an operator suspects someone else is using a pass, they should be instructed to see the passenger's social security card for verification.



7.
Handicapped Half-Fare Program

Handicapped persons can ride at half-fare during off-peak hours (same as senior citizens) with a reduced transit fare identification card.  The identification cards can be obtained from the RRTA office.



8.
Student Fare/School Passes

Lancaster School District issues school passes to those students who reside within the Lancaster base zone and a few students who live outside the base zone to travel to/from home to McCaskey and Catholic High Schools.  School passes for Catholic High School are good even on days when McCaskey is not in session.


School passes can be used as identification to receive the reduced student fare only during the school year.  All students from Kindergarten through 12th grade are eligible to receive the student fare at all times.  School students in high school must show proof of student status in order to receive the reduced rate.  Acceptable forms of identification are:


a.
School issued ID card that identifies the student and shows graduation date or current grade level.


b.
RRTA issued ID card (available for $5.00).


c.
Lancaster School District issued bus pass (good only during the current school year).


Students are not permitted to use their school passes to travel to Park City or any other destination after normal school hours.  They must pay the student fare of $ 1.00 plus applicable zone charges.
9.
Transfer Procedure
Transfers are issued to those passengers who require a second bus to complete their one-way trip.  Transfers are issued to all passengers except those who ride free, use monthly or school passes, Shared-Ride ticket users and Senior Citizens.  Transfers issued in the Wards on Routes 1, 2 and 3 should have Ward block punched if the customer would be traveling to another Ward bus.  This will help the receiving operator to ensure proper usage.

            Transfers cannot be accepted if issued by the same route, if the originating route serves the same area, beyond the shown time period or a non-transfer point.  A transfer point is where two routes intersect or meet, such as downtown Lancaster.


When a transfer is accepted, the passenger must pay $ .05 for the transfer.  This is paid on the second bus.  The transfer is used to complete a one-way trip.  A transfer cannot be used to ride through one division of a city route to reach a destination point in the other division.  If in doubt about a transfer, call the dispatcher and ask for instructions.


The following are the only times that a transfer is provided at no charge:




a.
Park City A to Park City B at 6:25 p.m.




b.
Park City B to Park City A at 6:45 p.m.

The Dispatchers are also responsible for recording the number of transfers collected for each piece of work.  The Operators are required to place all transfers received in their farebox envelopes.  The Dispatchers should count the transfers and record the number on the lower right hand corner of the Operators farebox report, then transfer this number to the daily transfer form.  This form is also a good check to ensure that all daily farebox reports are turned in by the Operators.


D.
Farebox Report Procedure

It is the responsibility of the Dispatcher to ensure that the farebox reports are properly completed and turned in each day by the operator.  The following procedure will be used when completing farebox reports.  A farebox report is turned in for each piece of work at the end of the day without exception.


General Information
1.     Route Number  - Place the number of the route you are driving in this space.  If two routes are being driven alternative, such as Ephrata and New Holland on Saturday, place both numbers in the box.

2.     Route Name  - Place the name of the route (or routes if being driven alternatively) in this box.

3.      Bus Number  - Write the bus number in this box.  If your bus is replaced on route the replacement bus number is written at the bottom in the space provided.


4.      Operator Name
-
Self explanatory.

5.
Shift Number
- Write the shift number in this space.  If an operator is driving another operator's shift, the shift number is to be placed in the box.  Do not write "extra" if the work has a shift number.


6.
Date 
-
Self explanatory.



7.
Operator Bus Inspection:
 a.   Start Time  -  Write the starting time of the work preparing to drive.

1.  Interior: 
The operator should note any discrepancies they find in the  interior of the bus such as tears in seats, cigarette butts on the floor, and the general condition of the interior.  Mark "OK" if no new damage is found.


2.  *Exterior:
Note any discrepancies you find on your exterior inspection such as damage to bus, to "ad" signs, etc. and note the general appearance of bus and be sure you are properly signed.  Mark "OK" if no new damage is found.

b.
Finish Time
-
Write the time you finish your piece of work.

 1.  *Interior:
Same as "Start Time."


2.  *Exterior:
Same as "Start Time."


*Note:
Thorough inspections are expected at all times when operators are beginning or ending their work.

8.
Wheelchair Passengers -
There is also a spot on the farebox envelope to record the number of wheelchair passengers in order for RRTA to track the usage of the wheelchair lifts.  The daily count of wheelchair customers is also transferred onto the same form used to track daily transfers.

NOTE:  Each operator is responsible to turn in their farebox reports to the dispatcher by 8:00 p.m., with the exception of the late PCA, PCB, PCC, Rockvale, Millersville, Columbia and Greenfield operators.  If a farebox report is not turned in, the dispatcher will contact the operator for appropriate information with the farebox report to be turned in no later than the next morning. The time card is completed on the last farebox report turned in for the day.  The time card includes all work completed that day broken down by route, time on, time off, and the hours and minutes worked.  

E.
Missed Reports


Any operator that reports for work late is charged with a miss.  It is important that all operators report to work at the time designated, whether it be downtown or at the garage.  With the system running on a schedule, even one minute late cannot be tolerated.  It is the employee's responsibility to arrive on time for their work assignments.  Even if an operator rides the bus to downtown and arrives late, a miss should be assigned if the bus is not scheduled to arrive before their report time.


Generally, an operator has one hour before their report time to contact dispatch to report off without being charged a miss.  However, the operator must have a valid excuse for not reporting to work and can be required to produce documentation at the discretion of the Director of Operations.  Past practice has shown that misses are charged even if an operator is caught in traffic, involved in an accident, or delayed by weather, such as snow.  The Operations Department will review each instance on a case-by-case basis to determine if a miss has occurred.  The established policy for dealing with missed reports is as follows:



1.
One (1) miss (late) per month - operator will serve one (1) day at the bottom of the extra board list (this is a working suspension and loss of guarantee).  The miss can be served that day by making a report time or must be served the next scheduled work day for that operator.



2.
Two (2) misses (lates) per month - operator will serve one (1) day at the bottom of the extra board after the occurrence of each miss.



3.
Three (3) misses (lates) per month - operator will serve three (3) days at bottom of the extra board.



4.
More than three (3) misses (lates) per month - operator will serve three (3) days at bottom of list per miss and face disciplinary action.



5.
All operators missing in the morning, and not calling in for a report, must report no later than 12:00 noon for next report time (it is possible for an operator to have two misses in one day).



6.
Covering Missed Reports  -  When a relief operator fails to show up to relieve an operator, said operator is obligated to make one complete trip or, if necessary, continue working until relieved.  The operator will be paid for only the actual time worked until relieved.


7.
The Director of Operations may place an employee on more stringent requirements when excessive misses are documented.


F.
Sick Reports
1.  An operator who is sick must report at least one (1) hour before his/her report time.  If this is note done, the operator will be charged with a miss which will be served on the operator's next working day.

2.  Any operator who is sick for less than three (3) days must report on at least one (1) hour before their normal starting time.


3.  An operator who is sick for three (3) days or more must report on by 7:00 p.m. the night before returning to work.  Operators that are sick for three (3) days or more must present a doctor's excuse before returning to work.


4.  All reports off due to illness, bereavement, or other valid emergency reasons must be specifically indicated when calling in to report off.  Reporting off without a valid reason is unacceptable and will be treated as an unauthorized absence.


5.  All reports off due to illness during night hours will be called in on the telephone answering machine in the Dispatch office.  It is important that the dispatcher check the answering machine the first thing every morning for operators reporting sick.


6.  Pay - Any employee who has worked four (4) hours or less or first portion of a split shift or assignment and becomes ill shall be paid time worked and be given the option of being charged one half day of sick leave and paid one half of that day's assignment.  The employee can choose not to be paid the half day of sick leave if they so desire.  No employee shall be paid for more than the employee was scheduled to work for that day.


7.
Operators that are scheduled for medical tests by their physician may be eligible for a paid sick day if the following conditions are met:  The test must be scheduled by their physician, the test cannot be scheduled when the operator is not scheduled for work, and the test results in the operator not physically being capable of returning to work.  Each instance will be evaluated on a case-by-case basis by the Director of Fixed-Route Services.


8.
Earned Sick Days - The current labor contract includes three (3) paid sick days which are earned for each four (4) calendar months of service, commencing after one (1) year of employment.  However, the Operator must have been compensated for three-fourths (3/4) time during each four month period.  Sick days are earned on April 1, August 1 and December 1.  Compensated time for sick days does not include time off for illness, short-term disability, or leave-of-absence.  Compensated time does include time off under workers compensation.


The Dispatchers are responsible for keeping track of paid sick days earned and used, plus total sick days by each Operator.  The A.M. Dispatcher shall review paid sick days at the end of each month with the Finance Department to ensure accurate records are maintained.

9. The Director of Operations may place an employee on more stringent requirements to document illnesses when a pattern of sick reports warrants  documentation.

G.
Trading Shifts

The trading of shifts for a day between operators is permitted, for legitimate reasons, but should be generally discouraged.  All requests for trading shifts will be approved/disapproved on a case-by-case basis by the Director of Fixed-Route Services.  There are special rules for Extra Board operators trading shifts as described in the section for the extra board.  Any requests for trades or to be "let off" must be completed on a special form and signed by all Operators involved before being approved by the Director of Fixed-Route Services.


When trading shifts, operators cannot request a holiday for the day they traded in order to avoid working the trade, such as an operator on a trade for a Saturday or Sunday trying to take a holiday.


Valid reasons for requesting trades include weddings, family reunions, deaths, doctor appointments or another operator has already scheduled a holiday for the day in which he/she may want off.  Generally, the operator should schedule a floating holiday if at all possible.


Operators working a trade should be reminded to read the shift notes for the piece of work traded and should review the running times with the other operator.

H.
Paying Straight Through
1.
Any operator completing one assignment who then works another assignment within 59 minutes will be paid straight through; provided that, on regular shifts when an operator is relieved at the square and makes another relief at the square, he will be paid straight through when the break is less than 30 minutes; and further provided that when an operator goes from square to garage, he will be paid straight through when the break is less than 45 minutes.  Operators of a regular shift whose time between scheduled assignments is less than the 30 or 45 minutes above due to legitimately running late should be paid straight through.  These same rules also apply to reliefs at Park City.


2.
Dispatchers have the authority to bookout part-time operators ahead or after overtime in order to avoid paying straight through.  The general rule would be, whichever costs less.


3.
Extra Board operators will be paid straight through for all assignments of work within 59 minutes unless they are a regular operator for that day by starting a shift or on hold-down.

I.
Putting Buses on Time

When an operator is 10 minutes or more behind schedule and it doesn't appear that the operator can make up the time, the Dispatcher should attempt to put the bus on time, if possible.  The Dispatcher should either use the next available extra board operator or use an operator on overtime, if needed.


The Dispatcher has the option of changing buses and/or operators along the route when putting a bus on time.  Generally, the changing of operators is preferred and the least disruptive to passengers.


Special Note:  When putting a bus on time for a route designated for a wheelchair bus, another wheelchair bus must be used or the transferring of passengers should be done to ensure that a wheelchair bus remains on the route.

J.
Charters

Charters scheduled during normal work hours, 8 a.m. to 7:00 p.m., should be booked out to the next available extra board operator or part-time operator if extra board operators are not available.  The use of part-time operator will also depend on availability and the number of work hours still remaining for the operator.  The last resort will be the use of overtime operators.


For charters utilizing the trolleys, the same general rules apply for booking out charters as with any overtime.  However, if there is an insufficient number of operators signed up on the normal overtime sheet, operators can be used from the separate trolley sign up sheets.

K.
School Trippers

1.
General - RRTA provides limited school bus service for the Lancaster School District.  These school trippers are public buses, running on fixed-routes at specific times and are listed on the public timetables.  No passenger will be prohibited from riding school trippers for any reason.


2.
Student Behavior - Smoking, cursing and abusive language towards other passengers appear to be the principal problems.  When students are caught smoking or causing other disturbances and will not respond to a verbal warning to behave by the operator, the Dispatcher should instruct the operator to follow these procedures:

a.  Pull the bus over to the nearest bus stop.

b.  If possible and appropriate, obtain the bus pass or names of the disruptive student(s).

c.  If disruptive students cannot be singled out, announce to all that the bus will not move unless everyone behaves.

                        d. If the problem continues, instruct the operator to either drive the bus back to school and                have the principal meet the bus or instruct the driver to travel to Lancaster Police Department and contact the police.


If there is a situation where it is unsafe or a student threatens bodily injury to the operator or other students, the dispatcher must immediately call the police and notify the Director of Fixed-Route Services or Executive Director, if available.  It is important that the operator not escalate the situation through confrontation.  If the student wants off the bus, instruct the operator to let them off and get as much information as possible.


Under no circumstances should any student be ejected or the bus deviate without the approval of the dispatcher. 

While most students do behave, it is important to handle disruptive students in a professional manner and by the guidelines outlined above.  School transportation is an important source of riders and revenue, and RRTA must continue to maintain a good working relationship with city schools and students.

3.
Student Loads - It is RRTA's policy that student loads should not exceed 55 passengers.  Operators on school trippers and regular buses which deviate to school should be instructed to coordinate their runs to ensure an even distribution of passengers.  Regular buses should be instructed not to fill to capacity early in the route so that room for non-student riders is available through the entire route.

4.  Signing for School Trippers -  The proper signing procedure for school trippers is as follows:


AM Trippers:
Head sign shows the school destination, such as McCaskey, Catholic High, Columbia.  Side sign shows the route number.


PM Trippers:
Head sign shows the route destination, such as 8th Ward, Elm Ave., Columbia.  Side sign shows the route number (RTS, if used, shows route name if no number available).


There should be no deviation from this procedure.  Simply signing the overhead or side sign "school" is not acceptable under federal regulations for school tripper service.


L.
"Courtesy Pass" Tickets


"Courtesy Pass" tickets are given to passengers on the bus when a breakdown causes more than a ten minute delay or if a bus is involved in an accident which causes a delay.  The dispatcher must give the operator permission to issue the "Courtesy Pass" tickets.  These tickets are issued only to passengers paying a cash fare or using a Ten Trip Ticket or Shared-Ride ticket.  The tickets are not issued to Monthly Pass riders or senior citizens riders unless a cash fare was paid.


When issuing "Courtesy Pass" tickets the operator should be instructed to punch the bus number and date on each ticket.  The operator informs the dispatcher how many tickets are issued and the dispatcher should record how many were issued on the daily bookout sheet.


When receiving "Courtesy Pass" tickets from passengers, the operator should be instructed to count and record the number received under "Specials Collected".  Do not count under Free Rides.

M.
Handling Mechanical Breakdowns

When receiving calls from operators concerning a mechanical problem, the dispatcher should assess the severity of the problem and immediately contact maintenance, if necessary.  For example, if an operator has a hot engine light come on, maintenance should be called immediately for a replacement bus.  The mechanics can be very helpful in assessing the urgency of the problem and the need to replace the bus.

 
The operator should be given the benefit of the doubt in determining any safety related issues for the need to replace a bus.  Such issues may include faulty brakes, fuel leaks, etc.  The dispatcher should determine the best location for exchanging buses, if appropriate.


The operator should be instructed to explain the reason for the delay to the passengers and the dispatcher should determine if "Courtesy Pass" tickets should be issued.


N.
Radio Procedures

The two-way radio system is there to improve transportation services for our passengers.  It is most effective when used in a professional manner.  The radio system is a piece of highly sophisticated equipment whose operation is strictly regulated by the Federal Communications Commission (FCC).


The dispatcher is expected to set the example when using the radio.  Transmissions should be brief and concise, no editorializing by the operator or dispatcher.  The dispatcher should ensure that all instructions given are acknowledged by the operator (10-4).


Our ability to communicate with the bus fleet will improve service to our passengers and increase the efficiency of our operation.  It is an efficient way to transfer information rapidly.  Operators are instructed to use the radio to:



1.
Report heavy or unusual traffic conditions or hazards.



2.
Report bus failure or malfunction.



3.
Report accidents.



4.
Report any other events needing police, fire, or medical assistance.



5.
Report failure of relief operators to appear.



6.
Request a hold on another bus for a transferring passenger.



7.
Report schedule adherence problems.

8.
Report any circumstances in which they are in doubt as to the                  proper action to take.



9.
Receive information regarding rerouting or changes in headways.



10.
Request schedule information for passengers.

11.
Receive or report information regarding articles left or lost on board your vehicle.

12.
Reporting any crimes witnessed while driving as part of the community watch program.



1.
FCC Regulations


The FCC assigns frequencies, issues licenses, monitors the airwaves and enforces its regulations.  The FCC regulations specifically forbid the following:


a.        The use of the radio system by unauthorized personnel.

b.        The repair or change of frequency by unlicensed personnel.

c.
Obscene, indecent or profane language.

d.
Transmission of unassigned call letters.

e.
False calls.

f.
Fraudulent distress calls.

g.
Superfluous and unidentified communications.

h.
Operation of the radio system during a civil defense test.


i.
Transmission within 200 yards of a posted blasting site.


Anyone violating FCC regulations is subject to the following penalties:
1.
Loss of license.





2.
Imprisonment for not more than two years.





3.
A fine of not more than $10,000.



2.
Transmission Procedures for Operators



Before you begin to transmit, think about what you want to say:  condense the message as much as possible in your mind, then:


a.
Remove the handset from its cradle.

b.
Before pressing the transmit button on the handset, listen to see if another operator or the dispatcher is already using the radio.  If this is the case, wait and try again in a few moments.  Don't break into other conversations unless a real emergency arises.  Even if another conversation applies to you, wait until the air is clear before you transmit.

c.
Once clear, press the transmit button on your handset and request permission to transmit.  For example:  "Bus 3 to Base."  A light on the radio should come on indicating you are transmitting.

d.        After transmitting, release the button and await a reply.  Remember that no one can use the radio frequency if someone else has depressed the transmit button.  After 30 seconds, if you have not received a reply, try again.  

e.
After the dispatcher has acknowledged your call, talk directly into the mouthpiece in a moderate tone of voice and give your name, route, and location followed by a brief message.  Speak slowly and distinctly.  Avoid excitement or anger.

f.
Keep messages as brief as possible.  Do not editorialize, use jargon, slang, or obscenities.  Comments and opinions about police departments, etc., should not be discussed over the radio and will not be tolerated.

g.
When repeating a message, speak slower, not louder.

h.
Get your message acknowledged and make sure you acknowledge messages.

i.
The first time an address is given, it should be read digit-by-digit.  For example:  "1527" should be read one-five-two-seven.  If your receive a 10-9 (repeat message), it should be read fifteen-twenty-seven.

j.
Use the phonetic alphabet to spell out unusual street or location names.  Ask the dispatcher to spell it if clarification of the name is necessary.

k.
When an error is made in transmission, the word "correction" should be used and the correction made immediately.

l.
Clear the air when your conversation is complete.  Simply say, for example: "Bus 3 clear".  At the end of transmission, return the handset to the cradle and check that the warning light is out.

m.
Whenever you leave the bus or return to the bus, let the dispatcher know!


3.
Radio Breakdown  


Any noticeable malfunction of the radio equipment -- such as failure to transmit or receive or presence of static that interferes with the reception -- should be reported immediately to the Director of Fixed-Routes Services and written up on the maintenance sheet by the operator when returning to the garage.

Prior to reporting such a malfunction, however, the dispatcher should:

a.
Check if the vehicle is in a "dead spot" (a location in which transmission is difficult or impossible because of high buildings or hills and valleys).  Drive a short distance and try again.

b.
Check if the transmit light is on.  If the radio still does not work properly, call the dispatcher at the first available telephone.  give your bus number and location and await instructions.

Any operator-rigged device which keeps the radio from hanging up properly is not acceptable - this includes placing cardboard, match packs, paper clips, etc., in the cradle of  the radio to keep it from disconnecting.  In addition to violating RRTA policy, it may also damage the equipment.

During late night hours, if a dispatcher is not on duty, the yellow "busy" light will indicate that another operator wishes to communicate.  By frequently checking the light, late night operators will know if someone is trying to contact them.  Dispatch will radio all late night buses before leaving to enable the radio system in order for buses to talk to each other in case of emergencies.

In the event a dispatcher will not be available due to an emergency, they should give a portable radio to the utility person.  The utility person will monitor transmissions in case of breakdowns or if emergency situations occur.


O.
Employee Information

All operators are required to provide the dispatcher with their current home telephone number.  These phone numbers are personal information, and must be kept confidential.  The dispatcher is not authorized to give out any operator's telephone number or home address.  If any requests occur for any operator's phone number, including requests from other operators, they must get it from the operator themselves.


The phone directory case must be kept in the desk drawer when not in use.

Under no circumstances should employee information be given out over the telephone, including what time an operator is finished work or what shift they may be working.


P.
New Bus Operators

The Manager of Safety and Training will be responsible for training all new bus operators.  Each new bus operator will be required to turn in every route in the system.  The dispatcher will provide the regular operator with a training evaluation form each time a new operator turns in a route or piece of work.  These forms should be returned to the dispatcher by the regular operator, not the trainee.  The Manager of Safety and Training with assistance from the dispatchers will be responsible for scheduling trainees work each day to ensure that all training is accomplished.


Q.
Bidding Procedures

In accordance with the labor agreement, all open shifts are posted for bid for three days, excluding Sundays and Holidays.  This also includes hold-down shifts, although only the extra board is permitted to bid on hold-downs.  Operators who bid for a shift and receive the bid, may not bid back on a shift vacated until they have worked the new shift for at least a one week period.      

Vacation weeks that come open due to changes are also posted for bid for three days only if it results in one open slot for that week.  If two slots become open, the week does not have to be bid.


R.
Shift Picks

Generally, work shifts are posted for selection three times a year depending on schedule changes.  The shifts and corresponding shift notes are posted on the bulletin board in the Operators' room and one copy is kept in the Dispatch office.  All picks are by seniority and operators should sign their name on both copies of the shifts.  The Dispatcher is responsible for keeping the process moving by notifying the next operator that it is their turn to pick.  Picks may be taken over the telephone or radio.


S.
Accidents

The Dispatcher is responsible to report all accidents to the Director of Fixed-Route Services or Manager of Safety and Training.  Depending on the severity, the operator should be instructed not to move from the site and the police should be notified to protect RRTA's interests.  Operators should be instructed to only discuss the accident with the police or a supervisor and to obtain the name of all passengers on board for insurance.  If there are injuries, the Dispatcher should call for an ambulance if needed and the Director or Manager of Safety and Training should be notified immediately to go to the scene.


The Dispatcher should contact the Director or Manager of Safety and Training for any accident that occurs before/after normal office hours, including weekends.  It is important that in the event an accident results serious injuries or a  fatality that the Executive Director be notified if  the Director of Fixed-Route Services or Manager of Safety and Training are unavailable.


Operators are responsible for completing an accident report the day of the accident and turning it into the Dispatch office.  Operators are paid $7.50 for completing an accident report.


As included in RRTA's Policy for Drug and Alcohol Testing, any Operator that is involved in an accident with an Authority vehicle where there is a fatality must be sent to Heart of Lancaster or Lancaster Regional Hospital for a drug and alcohol test.  For non-fatal accidents, a test should be ordered any time an individual must be transferred to a medical treatment facility or any of the vehicles involved received disabling damage that requires the vehicle to be removed from the scene.  If the Director or Manager of Safety and Training can not be contacted, the Dispatcher should make arrangements for the Operator to be tested, including getting another Operator to relieve them.  In all cases, the Operator must be taken to the test site by a Supervisor.


T.
Operators Left-off Work

If an Operator is left-off work and can return to work, they work off the bottom of the extra board, lose guarantee for the day and only get paid what they work.  There is no obligation to keep the Operator in the extra board rotation and they do not retain any extra board rights for overtime.  The exceptions to this are circumstances where the employee is left off for training, is a member of an Authority service development team or other cross functional team, and for random drug testing.  Union officers left off for pension meetings and to represent an employee at disciplinary or grievance hearings are also returned to their shift at the conclusion of the meeting or hearing.

Generally, operators must request to be left off in advance when possible and complete the “Left-Off” form.  The Director of Operations or Asst. Executive Director in their absence, must approve all requests to be left-off from work.  The majority of circumstances will usually involve an Operator being left-off in the morning and then returning for a 2:30 p.m. school tripper or later.  


U.
Jury Duty

Any Operator that is selected for jury duty must produce documentation that they have been selected and must produce documentation on how much jury duty pay they received.  Operators will receive differential pay for what they receive on jury duty and a normal eight hour day.


Any Operator that is on jury duty that works, such as an early morning piece or late afternoon piece, will be paid overtime for any hours worked provided the employee could have worked these hours as overtime on their regular work day.  Otherwise, the hours would be offset against the jury duty differential.  


V.
Snow Days

On any operating day in which heavy snow accumulations occur, all Operators are still expected to report for work, unless otherwise instructed.  All Operators that are able to make their report times will be paid their normal shift; or properly report an illness that is documented by a physician's excuse will be paid a sick day, if entitled.  Operators who miss their report time will not be paid if service is canceled, or will only be paid for hours worked.  Operators on vacation or a floating holiday will be paid accordingly.


W.
Advance Vacation Pay

Operators that schedule two or more consecutive weeks of vacation and can document that they will be traveling out of town can receive one week vacation pay in advance.  The Operator must complete the Advance Vacation Pay form that is kept in the Dispatch Office and must be approved by the Director of Operations.  The Dispatcher is responsible to ensure that the payroll accurately reflects the Advanced Vacation pay.


X.
Selection of Floating Holidays

Operators have the option for five floating holidays each calendar year including their Birthday, Anniversary Day, Personal Day, Easter and Martin Luther King's Birthday.  The Operators have the option at the beginning of each year to be paid for their Birthday, Anniversary Day, Personal Day and Martin Luther King Birthday.  The option must be taken prior to Martin Luther King Birthday.  A special sign-up sheet will be posted in the Driver's room for Operators to sign if they want to get paid for any of these days.  It is assumed that anyone not signing the sheet desires to have these days as floaters.


The Easter Holiday is also an optional floating holiday that cannot be taken until after Easter.  Again, a special sign-up sheet will be posted for Operators to sign if they want to be paid.  All Operators that work a Sunday shift automatically get paid for Easter.

Coinciding with the posting of Operator shifts will be the selection of floating holidays.  Operators are given a specific date and time frame that they are permitted to select when they want their holidays which is by seniority.  Once this selection process is completed, all Operators are guaranteed the days they selected.  Any Operator that desires a floating holiday after this selection process has the option of signing the seven day notice, which again is by seniority, or the less than seven day notice.


Once the Operator signs the seven day notice they are guaranteed the day they selected, unless a more senior operator selects the same day within seven days.


The less than seven day notice sheet is approved at the discretion of the Director of Operations and is generally only approved if it does not involve overtime to cover the operators shift.


It is important to note that any operator on a Sunday shift must give two weeks notice for the selection of any holidays not picked on the Advanced Pick schedule.  This holiday is then covered by an Extra Board Operator that is designated to cover Sunday holidays.  It is the Dispatchers' responsibility to notify the Extra Board Operator as soon as a Sunday floating holiday is selected or a minimum of two weeks prior to the date.   If the Operator is not provided reasonable notice, the open shift would be booked out as overtime.


All Operators are required to use their floating holidays by December 31st each year, unless the Operator is on extended sick leave.  Operators that are on extended sick leave are permitted to carryover any floating holidays to the next year, but any carryover holidays must be taken within the first 13 weeks of the year.


It is the Dispatchers' responsibility to ensure that accurate records are kept on the use of floating holidays.  It is the A.M. Dispatcher's responsibility to review the holiday records with the Finance Department at the end of each month.


Y.
Before/After Holiday Provisions

As included in the labor agreement, all operators must complete all assignments before and after any holiday, including floating holidays, in order to receive holiday pay.  Any operator that calls in sick before and after a scheduled holiday must produce a valid doctor's excuse when returning to work in order to be paid for the holiday.  This must be presented when they arrive for work their first day back.  Operators that may be on worker's compensation do not receive holiday pay.  The  before and after provisions apply to both floating and fixed holidays as well as optional floating days, whether they are paid for the day or retain it as a floating holiday.  As an example, the provision applies to MLK day and Easter even if chosen as an optional day.  The provisions will then apply to the floating holiday when taken.


Z.
Bookout of Probationary Employees

New operators hired for either full-time or part-time must serve an initial 90 day probationary period.  During the initial 90 days, the operator is trained on all the buses and routes.  After the operator is trained, he/she will work off the bottom of the extra board for full-time or part-time.


Full-time operators on probation get booked out after all regular Extra Board Operators, but before operators serving a miss, part-time operators and operators on overtime.  Probationary operators become eligible to bid on shifts after serving their 90 days on probation or if they have served a combined 90 days of part-time and full-time service with at least 30 days at the full-time position.  Probationary employees booked out on a shift or other piece of work generally will operate that shift or piece of work unless there is a compelling reason to book the work out to another operator.  Training needs and  the need to meet guarantee time for a regular extra board operator at the end of the week are compelling reasons to modify the work for the probationary employee.


Part-time to Full-time

Operators that work 90 days as a part-time operator and are then promoted to full-time must serve a new 30 day probationary period.  During this 30 day period, the operator is booked out off the bottom of the extra board, but is booked out ahead of any operators serving a miss, part-time operators and operators on overtime.   If the time as a part-time operator is less than 90 days and the employee is then promoted to full-time, they shall serve a probationary period not to exceed 120 days of combined service.

III.
EXTRA BOARD

A.
General

The Extra Board consists of operators that are used to cover pieces of work that can not be made into eight hour shifts and to cover for operators that call in sick or are on vacation or personal days or cannot work for some other legitimate reason.  Usually, the Extra Board is comprised of 8-9 operators with 2-5 of the operators being designated as vacation shift operators - meaning they primarily cover for operators that may be on vacation.  If there are less operators on vacation than vacation shift operators, the unassigned vacation shift operators will work the normal extra board for that week.  Vacation shift operators select their shifts each week by order of vacation slot.  If there are less weeks to choose than vacation shift operators, the higher vacation shift operator has the option of passing on a selection.


B.
Guarantee

Extra Board operators are all guaranteed 40 hours of pay per week whether they work it or not.  The majority of the time there is generally enough open work each week to ensure that each operator receives 40 hours of work with operators calling in sick or on  holiday or left off.  It is important for the dispatcher to closely monitor work hours of the extra board, especially in times of low vacations to watch for guarantee time.  If necessary, the dispatcher can ask any regular operator if they would like an unpaid day off or to be left off early to provide additional work to extra board operators.


Guarantee is calculated on a five day, 40 hour week.  If an operator is left off early one day, the guarantee is reduced by eight hours.  This also occurs if the extra board operator calls in sick or is on a holiday - the guarantee is reduced by the days not worked.  All hours worked each day are counted towards the guarantee.  For example, an extra board operator can work 12 hours one day and 6 hours the next day, but the total 18 hours are counted towards meeting the 40 hours for the week.


In instances where an operator loses guarantee as a result of a missed report and works over eight (8) hours for the day, all work hours over eight (8) shall be applied against the guarantee for the remainder of the week.  This includes days on the suspension list for multiple missed reports.


C.
First In-First Out Rule

If work occurs at a time when it can be worked by an extra board operator who had already worked an earlier piece, the first operator on the list who is available is assigned the next piece - even if other extra operators had not yet worked.




Example:








Ex. Board






Work Pieces

Operator





5:50G  -  6:00G
  #1






6:15G  -  7:00S
  #1






6:30S   -  9:30S
  #2






6:30S   -  8:30S
  #3

Extra board operator #1 would be assigned the first two pieces of work before #2 received their first assignment.




1.
Sitter

The extra board operator in the first position each day will be assigned the position of sitter each morning.  This operator is considered an emergency fill-in for operators that call in sick unexpectedly or drivers that miss their report time.  As such, the sitter is not assigned an actual piece of work until the rest of the extra board is booked out on days when there are no misses or sick reports.  The sitter is booked out ahead of operators in probationary training status, those serving a miss and ahead of part- time operators and operators working voluntary overtime.




2.
Afternoon Sitter

Used occasionally as needed.  General practice has been to start an afternoon sitter at 12:00 p.m., following school trips or other times as needed.  As in the morning sitter, the afternoon sitter is considered a piece of work and assigned to the first available extra board operator in rotation.  The sitter remains a sitter until needed for any unplanned work, such as putting buses on time, if needed.  If the sitter is not put to work, he/she generally remains a sitter until the time when two or more extra work pieces are booked out at the same time.  This provides a choice of assignments when available.  




3.
Work Pieces
When there are work pieces that have the same report time, the first extra board operator on the list can choose their piece of work.  The exception is when there is an open shift and an extra piece with the same starting  time, then the open shift always goes first.




4.
Eight Hour Rule

When an extra board operator in rotation works eight hours or more in one day, he/she then works off the bottom of the extra board but is still booked out for any additional work before voluntary overtime.  The first-in, first-out rule no longer applies.  This helps spread out the hours worked among extra operators.




5.
Availability and Exceptions

Availability for a piece of work is defined as being available at the place the work is to begin.  Operators completing their assignment at the garage would be available for another assignment at the garage at the same time.  When an assignment involves a relief at another location, such as the square, the Park City C schedule is used to determine availability.  If the Park City C bus provides the ability for the operator to travel between locations in time to start the assignment based on ten (10) minutes between the garage and square time points, then the operator is determined to be available for the assignment.  One exception to the general rule of availability for extra operators is in the case where an extra operator would need to exchange buses with an operator to be relieved and they are at the same location.  The extra operator would be determined to be available if the operator being relieved can and will return the bus to the garage.  Another exception is in the case where an operator higher on the list completes work at McCaskey or Catholic High and travels downtown to relieve another operator.  This is permitted in cases where that operator can and will bring a bus to the garage, if extra board operators further down the list would be required to do the same.  Generally, the preference for work should be given to the operator higher in rotation, when neither operator is available using the general rule.

A similar situation occurs in the afternoon when there are no operators available at the garage using the general rule.  In these cases, the dispatcher would have an operator traveling downtown take a bus down for an operator available at the square.  When no operators are available at the scheduled point of departure, the dispatcher may use appropriate means to ensure the work is covered.  


D.
Report Time
Extra Board operators are assigned work in rotation on a daily basis in order to spread out the hours of work.  The operator in the #1 slot is assigned work first followed by the #2 slot, #3 slot, and so on.  The last operator on the list shall be the #1 operator the next day.  This rotation occurs every day regular service is provided except Sunday.


Extra Board operators also receive a two hour minimum for each report time they receive.  For example, if #1 slot is told to report at 5:00 a.m. he/she will automatically be paid until 7:00 a.m., even if the piece of work is less than two hours.  The two hour minimum does not apply when an operator is being paid straight through unless the combined hours are less than two hours.


Extra Board operators that receive a report time within 59 minutes of completing a piece of work are paid straight through to the next piece.  For example, if the #1 slot finishes a piece of work at 8:00 a.m. and is then given a report time of 8:55 a.m., he/she would be paid to 8:55 a.m.  However, if the second report time is 9:00 a.m., there would be no additional pay because it is greater than 59 minutes between pieces of work. 


E.
Relief Time

An extra board operator that starts work before 8:00 a.m. can request to be relieved by 7:00 p.m. without loss of guarantee.  However, this does not prevent an extra board operator from working beyond 7:00 p.m., if they so desire.  If an extra board operator starts work after 8:00 a.m., there is no obligation to relieve by 7:00 p.m.  As such, an extra board operator that starts after 8:00 a.m. can be assigned an open night shift.


Extra board operators shall not be required to report to work after having worked twelve (12) hours or more, until and unless they shall have had eight (8) hours off duty up to reporting time, except in cases of emergency beyond the control of the Authority, or if the employee voluntarily works.  This applies to all operators.  A regular shift operator would be put on their shift at the next opportunity after they have been off eight (8) hours.


F.
Covering Missed & Sick Report

The sitter operator will cover for any operator who calls in sick or misses for said day.  In those cases where an operator has been on the sick list the prior day, and does not report on, the work is booked out in turn to the extra board based on the rotation.  If the operator is not sure if he/she will be reporting back on the night before, the spot will be marked open, but no assignment will be made.  The morning dispatcher will check to see if the operator has reported on.  If not, he will then move all extra operators up in their report time.  The sitter then will be assigned to whatever shift or tripper as normal.  Only if another extra operator cannot make the earlier report does the sitter get the work.  On Saturdays, if an operator reporting sick has an early report time, the dispatcher may schedule one extra board operator in to cover the open shift.


G.
Hold-downs

In the event that an operator is on extended sick leave or is likely to be on extended sick leave, a hold‑down of that operator's shift will be posted for bid for the extra board.  This is one method to cover an open shift for an extended time rather than leaving it open everyday.  Extra board operators can bid to work the open shift with seniority being the determining factor.  In cases where no extra board operator bid on a hold-down shift, it is assigned to the junior operator on the extra board.  If assigned, the junior operator retains his/her rights as an extra board operator for available overtime.  If bid, he/she is then treated as a regular operator with no extra board rights.  Vacation shift operators and the extra board slot that covers for Sunday holidays can not bid on hold-downs.  The first open shift due to a disability is put on hold-down.  RRTA will determine is subsequent shifts are placed on hold-down based on operational factors.


After an operator has reached their 90th calendar day on disability, it does not appear that the operator is returning to work soon, the hold-down shift is then posted for bid for all operators.  In these cases, an extra board slot is eliminated to account for the shortage in operators.


In the event that more than one operator is on extended sick leave, the Authority has the discretion to post a second hold-down shift.  It is generally rare that a second hold-down shift is posted because of the availability of operators and depending on the shift hours of the second hold-down.


H.
Overtime

All extra board operators receive preference for voluntary overtime as long as they are signed up on the overtime list for that day.  This preference is regardless of seniority on a work day, but does not carry over to when an extra board operator is on a day off, vacation, or holiday.  However, the preference for overtime is for the next available piece of overtime work and the Dispatcher is under no obligation to break up a piece of overtime already booked out unless there is an issue of guarantee or the operator can not finish the work.  The preference for overtime is provided due to extra operators receiving a weekly guarantee.  Vacation shift operators working a vacation do not receive preference for overtime.  If an operator turns down the next available overtime piece of work they would be entitled to, they drop off the overtime list and there is no obligation to offer them overtime.  Generally, if they are available for work for an alternate assignment, they may be used if no other operators are signed up for overtime or otherwise available.     


I.
Extra Operator Working a Shift

When an extra operator starts a shift, he/she has the right to work the complete shift and is considered a regular operator for the day, except he/she would still retain preference for overtime.  This operator is then out of rotation for the remainder of the day.  However, he/she can be relieved in accordance with other established policies such as working past 7:00 p.m. or working excessive hours for the day.


If an extra board operator does not start the shift, he/she stays in rotation and can be assigned additional work.


When working a regular operator's shift, and the hours on that shift have been altered for a special occasion or emergency, the extra board operator will be paid for actual hours worked only.  This generally occurs at Christmas when the late night Park City buses are changed due to Park City closing early.  The extra board operator would not be paid for the entire shift.

Exception - The only time an extra board operator would not have the right to work an entire shift that is started occurs when a regular operator may be taken off their shift by the Authority.  This could occur for operators receiving additional training, attending service or other RRTA cross functional team meetings and random drug tests.  In these cases, the operator has the right to go back to their shift and relieve the extra board operator.  This also applies to a union official that is on union business at the request of the Authority, including attendance at discipline or grievance hearings and pension meetings.  


J.
Extra Operators Trading Shifts

Extra board operators can only trade days off provided the following:

1.
Both involved extra operators lose their guarantee time for the day they are working, with all hours worked applied to the reduced guarantee for the week.

2.
The extra board rotation remains the same with the substitute extra operator assigned according to his/her normal position on the extra list.

3.
It is fully understood that such requests will be approved/disapproved on a case-by-case basis.

4.
All other policies regarding extra board operators remain in effect.


K.
Saturday Bookout

Same procedures follow for Saturday bookout except generally no morning sitter is used.  All work is booked out in order of the extra list and keeping with the first in-first out rule.  Generally, there are only two or three extra board operators designated to work on Saturdays.


L.
Bookout of Operators on Miss

Operators on a miss will be assigned to work after all other operators in good standing have been assigned, including the sitter and probationary operators, but before part-time operators and operators on overtime.  Assignment of operators who miss will be in accordance with their reporting times.


All operators serving on a miss for multiple days will be assigned ahead of operators who missed that day only.


All operators serving a missed report must complete all daily assignments before they are in good standing.  Any operator not completing assignments will have the working suspension carried over to the next working day.


M.
Vacation/Holiday Bookout

Extra Board operators on vacation or on a personal holiday remain in rotation and are not by-passed.  As a result, it is possible for an extra board operator to be assigned the sitter position two or even three days in a row.  Vacation shift operators on a vacation shift are by-passed in the rotation as would be an extra operator on a hold down shift.


N. 
Vacation Shift Selection

Vacation shift operators will select their vacation shifts assignment by Wednesday of the preceding week in order of their vacation slot, which is generally, but may not be, by seniority.  If there are less operators on vacation than vacation shift operators available, the first vacation operator to select may bypass a selection an choose to remain in rotation on the extra board.  The next vacation shift operator (s) may do the same in those instances where there are few vacation shifts to cover.  


O.
Part-Time Operators
RRTA is permitted to use up to five (5) part-time operators in accordance with the collective bargaining agreement.  Part-time operators work off the extra board and generally rotate on a daily list like regular extra board operators.  The rotation could be modified for part-time operators based on work hour limitations.



1.
Bookout

Work pieces are assigned to part-time operators only after all regular full-time extra board operators have been assigned work and usually before voluntary overtime, but this is not required.  There are no specific rules limiting the designation of specific pieces of work for part-time assignment after all extra operators are assigned.


Part-time operators are generally utilized in such a way as to increase efficiency through the reduction of overtime  and unproductive time paid.  For example, part-time operators may be booked out to reduce the occurrence of straight-through periods and two-hour minimums.  Examples of sample bookouts are shown.




a.
Example:  Straight-Through Time




Operator
Work Pieces

Normal St. Time




A (PT)
5:50G-9:00G



-





B (PT)
5:55G-8:10G



-





C (OT)
6:05G-7:40G


 9:15 a.m.





D (OT)
6:15G-8:30G


10:45 a.m.





E (OT)
6:30G-9:45S


10:40 a.m.


In this example, Operator E would be paid straight-through from 9:45 a.m. to 10:40 a.m. or 55 minutes of unproductive time.  The correct bookout which would eliminate paying straight-through time would be as follows:





Operator
Work Pieces

Normal St. Time




A (PT)

5:50G-9:00G



-





C (OT)

5:55G-8:10G


 9:15 a.m.





B (PT)

6:30G-9:45S






D (OT)

6:05G-7:40G


10:45 a.m.





E (OT)

6:15G-8:30G


10:40 a.m.





-



b.
PT Example:  Minimum Two Hour Report




Operator
Work Pieces

Normal St. Time




A (PT)

5:50G-9:00G



-





B (PT)

5:55G-8:10G



-





C (OT)

6:05G-7:40G


 9:15 a.m.

D (OT)            6:15G-8:30G
10:45 a.m.





E (OT)

7:40G-8:10G


Day off


In this example, Operator E would be paid the two hour minimum for only working .5 hours.  The proper bookout to eliminate the 1.5 hours of unproductive time would be as follows:




Operator
Work Pieces

Normal St. Time



A (PT)

5:50G-9:00G



-





C (OT)

5:55G-8:10G


 9:15 a.m.




D (OT)

6:05G-7:40G


10:45 a.m.




E (OT)

6:15G-8:30G


Day off




B (PT)

7:40G-8:10G



-


All other rules of bookout still apply such as seniority, work day or day off.




2.
Restrictions


Part-time operators are permitted to work four (4) hour pieces of work, seven (7) hours per day, and thirty (33.5) hours per week.


Generally, the dispatcher should try to even out the hours of work each day among the part-timers, which is easily accomplished with the afternoon work pieces, depending on how much work each part-timer received in the morning.


Part-timers can relieve full-time operators on overtime if they have not reached their time limit for the day.  However, part-timers should be relieved once they have reached their maximum hours for the day, if there is an available full-time operator.


If the dispatcher cannot find an available full-time operator to work overtime, part-timers can exceed the work hour limitations.  However, the part-timer should be relieved if an operator who is signed up on the overtime list becomes available at a later time.



3.
Summer Trolley Operators

Restrictions on part-timers are lifted when the Authority operates the trolley service during the summer.  This permits the unlimited use of part-timers during the normal deployment of the extra board, except the part-timers do not receive preference for overtime.  However, part-timers can work overtime, if no other regular operators are available.


Part-timers would again be booked out after all full-time extra board operators are assigned, as normal.



4.
Millersville Shuttle Operators




Shuttle operators for the Millersville University service have similar restrictions 

as trolley drivers.  These operators only operate the on-campus shuttle or Park City express service designed for the university students.  This service is paid for by the University and is provided generally with small buses.  The shuttle operators can work six days, if needed, with any hours over 40 at the overtime rate.  This also would apply to any hours over eight for a day being at the overtime rate.  In the event that a shuttle driver would miss or report sick, the work may be booked out to the extra board if no other shuttle operator is available.

5.
Downtown Shuttle Operators

Shuttle operators for the Historic Downtown Trolley Shuttle also have similar restrictions as trolley drivers.  These operators only operate the Historic Downtown Trolley. The shuttle operators can work six days, if needed, with any hours over 40 at the overtime rate.  This also would apply to any hours over eight for a day being at the overtime rate.  In the event that a shuttle operator would miss or report sick, the work may be booked out to the extra board if no other trolley shuttle operator is available.

IV.
GENERAL OVERTIME PROCEDURES

A.
General Practice

The general practice for booking out operators on voluntary overtime is as follows:


1.
Operators on a scheduled work day who signed overtime sheet by:





a.
Extra Operators by seniority.





b.
Regular Operators by seniority.

2.
Operators not on a scheduled work day who signed the overtime sheet by:





a.
Operators on a scheduled day off by seniority.


B.
Signing Overtime Sheet

1.
PM - Any operator who desires overtime in the afternoon must sign the overtime sheet by 8:30 a.m. of that day.

2.
AM -  Any operator who desires overtime in the morning must sign the overtime sheet by 4:00 p.m. the night before overtime is desired.

3.
Exceptions - Those operators who cannot sign the overtime sheet due to work requirements or other reasons, may contact the dispatcher and specifically request to have their name placed on the overtime sheet in accordance with the outlined time frames.   Sunday and Monday morning overtime is booked out based on the overtime sheet as of 11:00 a.m. on Saturday.


C.
Preference for Overtime

Extra operators on a regular operator's shift and vacation shift operators not working a vacation are considered extra operators for overtime and receive preference.  Hold-down operators are considered regular operators for overtime, unless assigned to the hold-down shift when no bids are received on the shift.


The posted overtime procedure is explicit and covers most requirements.  If no one is signed up on the overtime sheet, the dispatcher is not required to offer overtime to available extra operators, but it is generally a good idea for two reasons:  1) extra operators are receiving a weekly guarantee; and 2) it is often the most convenient and practical means of covering overtime work.

Operators signed up on the overtime sheet who declines a report time for a piece of work they could perform based on their regular work hours, will be dropped off the list for any additional overtime.  The dispatcher may contact that operator for an additional assignment, but are not obligated to do so.


D.
Payment of Overtime
Time and half time shall be paid for all work in excess of eight (8) hours per day for all operators.  


E.
Scheduled Day Off

Any operator called back on his/her day off shall be paid time and half time rate for all work done on that day, and shall be guaranteed a minimum of two (2) hours pay for each report time except for probationary, regular part time and part time shuttle operators who are paid overtime over eight (8.0) per day and forty (40) hours per week only.  


F.
Report Times

In the event that the dispatcher cannot contact an operator for overtime after making a reasonable attempt, the operator will be by-passed and the next operator signed up will be contacted.  The dispatcher should leave the time called and a time to call back by on the operators answering machine, if possible.  This will avoid any  confusion or allegations that an operator was not contacted for an assignment.  For morning bookout, the dispatcher will finalize the overtime assignments by 6:30 p.m. and for afternoon assignments, the dispatcher will finalize the overtime assignments by 11:00 a.m.


Any operator that is signed up on overtime and declines a report time will go off of the overtime list.  It is possible that if an operator declines a report time he/she may not work any overtime depending on the number of operators on the list.  The dispatcher has the discretion to use any operator if no operator is available on the voluntary overtime sheet.


G.
Necessary Overtime

The dispatcher may use necessary overtime in the event that an insufficient number or no operators have signed the overtime sheet or no operators are available to work.  The collective bargaining agreement details the rules for necessary overtime as follows:

1.
Regular operators with ten (10) or more years of service cannot be required to work over and above their shift except on a voluntary basis and upon conditions over and above control of the Authority; for example, failing to be relieved.

2.
Provision of service commitments:  The union will cooperate with the Authority to ensure that all daily service commitments are met.  Step one of this provision will be the continued use of the normal deployment of extra board operators to cover all work.


If needed, Step two will be the continued use of any and all bus operators who are willing to work voluntary overtime.


In situations where step one and step two are not sufficient to cover all work, employees with less than 10 years of service may be required to work necessary overtime.  However, no one shall be required to work necessary overtime on their day off, vacation, or more than three (3) times in any month.

3.
Two hour minimum - any operator required to work necessary overtime shall be paid a minimum of two (2) hours, if the work is less than two hours.


H.
Work Hour Limitations

In instances where an operator has worked 12 or more hours, the next available operator will be selected for overtime when an available piece of work would result in the operator exceeding 14 hours of work.  Operators who are on assignment will also be limited from working more than 14 hours except in situations that are beyond the control of the Authority.  These situations would include the non-availability of operators to perform the work and other emergency situations.  In the event a situation occurs that an operator would work 14 or more hours, the Authority would make every effort to provide a minimum one hour relief before starting the assignment or completing the assignment if the operator is already on a continuing piece of work.  Further, in the event an operator is to be relieved due to the work hour limitation, the relief may occur between 12 and 14 hours of work to maximize efficiency and to allow for coordination with the availability of the relief operator.


I.
Bookout and Availability

A prime consideration in booking out overtime is the availability of the operator signed up to work.  For example, an operator that finishes work at 1:30 p.m. can easily make a 2:30 p.m. report time at the garage while an operator that finishes work at 2:30 p.m. downtown cannot make it to the garage for 2:30 p.m.  Even if the second operator is senior to the first operator, the first operator would receive the work because he/she is available and the second operator is not.  The ability to travel between the square and the garage using the Park City C bus schedule is used to determine availability in those instances where an operator completes an assignment at one location and would start the overtime assignment at the other location.  If an operator is able to travel between these points based on ten (10) minutes travel time using the Park City schedule, then they will be determined to be available for overtime. 


The general rule for bookout is that the operator must be available at the location where the piece of work is designated to start.  This rule always assumes that there are enough operators available to cover the work.  However, it does frequently occur that there is not enough operators technically available to cover the work.  In these cases, the most important criteria is get the work covered.

The rules in situations where there is not enough available operators, the dispatcher  may assign the work to operators that are technically not available.  This includes sending a bus downtown for an operator that finishes work downtown at 2:30 p.m. or 2:15 p.m if necessary.  Even in cases of an operator finishing a piece later than 2:30 p.m., but before 3:00 p.m., a bus can be sent downtown by an operator going to work, if available.  It is important to remember that this is the exception and not the rule.  The overriding factor is always to get the work covered, especially during periods of operator shortages.  However, if operators are available, the rules must be followed.  


Exception #1 - Past examples of getting the work covered include sending a bus downtown for a 2:30 p.m. report time for an operator that didn't finish work until 2:15 p.m., 2:30 p.m. or 2:45 p.m.  For drivers that finish before 2:30 p.m. and buses need to be sent down, the operator would be paid straight-through if it is less than 59 minutes between the overtime piece of work.  Also, the operator taking a bus down gets paid 15 minutes overtime.  As such, buses should only be sent down if absolutely necessary to cover the work.


Exception #2 - A second example of getting the work covered when a shortage of drivers occurs involves the bookout of morning overtime and the bookout of part-time operators.  There may be situations where a limited number of operators sign up for overtime and one of the operators can only work a limited number of pieces because of the starting time of their shift.  Again, the important factor is getting the work covered which can be accomplished by moving around the report time of the part-timers as shown in the following example bookout:



Example:  Limited OT Operators Available



Operator
Work Pieces
Normal St. Time



A (PT)

5:50G-9:00G


-

B (PT)
5:55G-8:10G


-




C (OT)

6:05G-7:40G

11:00 a.m.




D (OT)

6:15G-8:30G

 7:50 a.m.




E (OT)

6:30G-9:45G

10:45 a.m.


In this example, the normal bookout procedure would not work because Operator D could not work the piece of work that would normally be assigned in rotation.  The only piece that Operator D can work is the third piece 6:05G-7:40G which can be accomplished as follows:




Operator
Work Pieces

Normal St. Time




A (PT)

5:50G-9:00G



-




C (OT)

5:55G-8:10G


11.00 a.m.




D (OT)

6:05G-7:40G


 7:50 a.m.

B (PT)
6:15G-8:30G



-




E (OT)

6:30G-9:45S


10:45 a.m.

Also, this bookout would be valid if Operator D was senior to Operator C and available operators were limited.  It is permissible to book a less senior ahead if the senior operator was not able to work a piece because of their normal starting time conflicted.  However, this would not apply to eliminating paying straight-through or the two hour minimum - this would require moving the part-timers around.


J.
Breaking Up Work Pieces

Extra pieces may be broken up as needed when inadequate extra operators are available at the times needed.  This sometimes occurs in the afternoon with p.m. trippers and may occur at other times.  All full-time extra operators on rotation must be booked out before pieces can be broken up for part-time or overtime work assignment.


Following the assignment of all full-time extra operators on rotation, dispatchers may break up the remaining work to provide for part-time operator and overtime  coverage.  Work hour restrictions of part-time operators and the availability of full-time operators for overtime at the times needed should be taken into consideration in breaking up the work.              


If extra board operators are not available and work pieces and report times must be assigned in advance, then additional work pieces may be broken up and offered as a choice to part-time or overtime operators.  This should be done only when needed  and always in accordance with the general rule that full-time extra operators in rotation must be offered work before it is assigned to part-time or overtime operators.  It should be noted that the dispatcher is under no obligation to break up a piece of work already booked out on overtime unless it makes sense to do so.

V.
BUS INSPECTION LOGBOOK PROCEDURES

A.
Dispatch Procedures
1.
Operators  taking a bus from the garage area are responsible for taking the inspection log book for that bus with them.  All log books will have the  bus number on the front cover and will be stored in the proper bins outside the Dispatch Office.

2.  
Operators will be responsible for conducting the necessary pre-trip and post-trip Inspections of the vehicles and signing the inspection report.  

3.
Dispatch should change the bus or secure an in service repair anytime an Operator reports a defect.  Any bus with a reported defect should not leave the garage area.  All repairs to vehicles with defects must be signed-off by Maintenance on the bottom of the inspection reports.

4.
Operators will be responsible for reviewing the most recent inspection report in the log book to ensure that any previous reported defects have been corrected and signed-off by Maintenance.  If an Operator reports that Maintenance has not signed-off that a defect has been corrected, the bus should not go into service and/or replaced unless Maintenance can sign-off on the defect.

5.
It will be the responsibility of the last Operator on each vehicle when returning to the garage to bring in the log book and placing it in the proper bin outside the Dispatch Office.  The operator will also be responsible for taking the top copy of the inspection report out of the log book and placing it in the Maintenance bin located outside of the Dispatch area.  The bin will be divided into one section for reporting defects and one section for no defects.  All reported problems should go into the defect section.

6.
The Dispatchers will be responsible for ensuring that the log books are returned each time a bus goes out of service at the garage and that the log book is placed in the proper bin outside the Dispatch Office.

7.
The AM Dispatcher will be responsible to change the sets of log books every Tuesday morning before the buses leave the garage area by exchanging Set A with Set B.  It is important that the most recent inspection report from Set A be taken out of the log book and placed in the Set B log book.
8.
The log books will be cleaned out and resupplied once a week by Dispatch.  The AM Dispatcher will be responsible for resupplying the log books with inspection reports and any other missing forms, such as accident reports.  The log books should also be cleaned out of previous copies of inspection reports.  All log books should be restocked and cleaned out by the following Tuesday in order to make the next switch. 

9.
BUS DAMAGE - Any report of new bus damage should be recorded on the damage control sheet in the Dispatch Office and in the second Log Book for that bus.  It will be the responsibility of the Manager of Safety and Training to determine the cause of the new damage and his responsibility to record the description in the Log Books.  


B.
Bus Operator Procedures


PRE-TRIP 

1.
Anytime a bus is placed in service the Operator will be responsible for picking-up the Log Book for the assigned bus located outside the Dispatch Office.  All Operators will be responsible for reviewing the most recent inspection report to ensure that any reported defects have been signed-off by the Maintenance Department.   Any vehicle with a reported defect that has not been signed-off by maintenance can not be placed in service  and should be reported immediately to Dispatch.

2.
All Operators that drive the bus must sign and date the pre-trip side when starting and the post-trip side when finished operating the bus.  Any defects must be immediately reported to Dispatch.

3.
BUS DAMAGE - Each Log Book will contain a bus damage sheet indicating any current damage to that vehicle.  Any new damage found should be reported immediately to Dispatch.  If found to be new damage, the Operator should make a notation of the date on the next available line on the bus damage sheet and place a circle with the line number on the diagram of the bus to indicate where the new damage is located.



Post Trip

1.
All Operators bringing a bus to the garage out of service will be responsible for returning the log book to the proper bin outside the Dispatch Office.  The Operator will be responsible for removing the top copy of the inspection report and placing it in the Maintenance bin outside the Dispatch Office and placing it in either the DEFECT section or the NO DEFECT section.  All reported problems with a bus should be placed in the DEFECT section of the Maintenance bin, i.e. radio, a/c, farebox  etc.


C.
MAINTENANCE PROCEDURES
1.
Maintenance will be responsible to review all the inspection reports for each bus each day that are placed in the Maintenance bin outside the Dispatch office.  The Maintenance bin contains one section for inspection reports with DEFECTS and one section for NO DEFECTS.

2.
All inspection reports that indicate a defect exists or any other problem with the bus must signed and dated by Maintenance on the original and copy of the inspection report.  Maintenance must sign-off on the copy that stays with the log books located outside the Dispatch office.

3.
All inspection reports with NO DEFECTS and DEFECTS must be turned in to the Director of Maintenance. 

VI. PAYROLL

One of the more important job duties of dispatchers is the daily calculation and recording of pay hours for operators.  In accordance with the collective bargaining agreement, all full-time operators are basically guaranteed a minimum of eight hours pay per day for five work days per week.   Operators are paid on a weekly basis with pay day being each Thursday for the preceding weeks work.  While the majority of Operators are paid based on a set work shift each week, the calculation of pay for Extra Board Operators is a daily process that can become complicated.  Such factors as guarantee, spread, and overtime can affect how daily and weekly pay is calculated.  Each of these factors as well as vacations, holidays, sick days, and other pay issues will be reviewed separately.

A. GENERAL PROCEDURES

It is generally the Night Dispatcher’s position that has the responsibility to complete and check daily payroll calculations made by the morning and afternoon dispatchers on the master book-out sheet.  All hours worked by an operator are computed to the nearest twelfth of an hour.   When calculating the total hours worked, each piece of work performed by an operator should be calculated to the nearest twelfth hour and then added together to determine total hours for the day.  For example, the calculation of total hours for a day would occur as follows:




AM Piece   4 hrs. 15 min. or  4.25 hrs. (twelfths)




PM Piece    4 hrs. 05 min. or 4.08 hrs.  (twelfths)




Total Hours   8 hrs 20 min. or 8.33 hrs.

It is very important that hours are calculated in this manner to avoid any possibilities that an operator  is under or over paid for their hours worked.  Recording hours worked on the master bookout sheets should be done to reflect the conversion to twelfths of an hour.

The weekly payroll is recorded on RRTA’s computer system in an “Excel” spreadsheet with the operators being listed alphabetically.  With the majority of operators working a set shift everyday, a master payroll sheet reflecting each operators work hours each day and for the week should be developed and is used as long as there are no changes in service or operators change shifts.  As such, the majority of operators pay are calculated automatically and by exception, meaning it does not change unless an operator is sick, on vacation or holiday, or did not work for another reason.  Each pay week is then saved on the computer using the “master” spreadsheet and then saving it as another file name, ie “g:\excel\dispatch\pay2001\payseptember30”.  The file is named based on the last day of the pay week.   

Daily payroll should be double-checked by the Night Dispatcher to ensure that it accurately reflects the hours worked each day by each operator.  Operators are responsible to record their hours worked on their farebox envelope each day with the last envelope of the day showing all hours worked.  Any time that a regular shift operator works anything beyond their stated  shift it should be recorded on their farebox envelope and listed on the daily master bookout sheet by the dispatcher.

Weekly payroll should be completed each Monday for the prior week by the morning dispatcher.  A review of all Sunday farebox envelopes should be made to ensure that all paid hours are recorded.   A copy of the payroll should be given to the Director of Operations to review and approve before being given to the Finance Department.    

It is important that any corrections, deletions, or modifications of the payroll made by the Finance Department are made on the computer for that pay week to ensure that the computer accurately reflects the actual payroll for that week.  

B.   OVERTIME  PAY

In accordance with the collective bargaining agreement, operators are paid at time and one half for all hours worked over eight each day.  All overtime hours are calculated to the nearest twelfth of an hour as noted previously.   Operators working regular shifts are paid overtime only for the hours worked over eight each day with no minimum report time for overtime work.  This is different than operators on their day off or extra board operators that are guaranteed a minimum of two hours any time they work, regardless of whether they work two hours or not.

VII. SPREAD TIME

Spread time is defined as hours worked beyond a set time period or duration of time during a work day.  The labor contract currently provides for a spread time of 11.5 hours.  Any hours worked beyond this “spread” is paid at time and one-half.   For example, if a driver starts work at 5:00 AM and works past 4:30 PM without working over eight hours, any hours past 4:30 PM are paid at time and one half.  An example is as follows:



AM Piece   5:00 –  9:00   4.00 hrs



PM Piece    1:00 -  5:00    4.00 hrs.



Pay hours = 7.5 @ straight time/ .5 @ overtime

In this case, even though the driver worked eight hours for the day, the time between 4:30 PM and 5:00 PM is beyond the 11.5 hour spread time by 30 minutes that is paid at the overtime rate.    An easy way to determine the spread time is to subtract 30 minutes from the operators starting time.  This gives you the time that the operator must work until before spread time becomes a factor.  As in this example, subtracting 30 minutes from 5:00 AM gives you 4:30 which becomes the spread time factor for the afternoon.

Generally, spread time is mostly a factor in calculating work hours for extra board operators that work a longer span of time on an everyday basis.  The majority of the time, regular shifts do not contain spread time or if it does, it is already calculated as part of the shift.  Spread time is recorded as overtime on the daily master sheets and in the computer for the payroll when it occurs.  

D. HOLIDAY PAY

  
Operators are paid a straight eight hours for all fixed and floating holidays.   If a fixed holiday occurs on an operators scheduled day off, it is still paid at the straight time rate – in essence a six day pay regardless if total hours are over 40 for the week.  The operator would also receive an extra days pay if the holiday occurred while the operator is on vacation.


It is important for the Dispatchers to track sick days before or after a paid fixed or floating holiday.  If an operator reports sick the day before or after a holiday, they must present a Doctor’s excuse the day they return to work before the holiday can be paid.  Failure to produce the required Doctor’s excuse will result in the operator losing the holiday pay whether it is a floating or fixed.  However, if the operator does have a paid sick day available, they would be paid for the sick day under normal circumstances.  


Paid holidays are recorded in payroll on the computer under the appropriate column


and in a spread sheet that lists the floating holidays taken by operator.   It is important that this form be kept up to date with the holidays taken to ensure that operators do not take more days than their entitled.   At the end of each month Dispatch should double check holidays taken with the Finance Department to ensure that holidays are being recorded properly.  The holiday file can be found in Excel at g:\excel\dispatch\holiday. 

E.  VACATION  PAY

Operators on vacation receive eight hours of pay per day for 40 hours for the week.  Vacation pay is not based on the shift the operator is working.   Operators are not paid in advance of their vacation.  The only time that an operator can receive vacation pay in advance is if they are on vacation for two consecutive weeks and they are going out of town for the two weeks.  A special Advance Vacation form must be completed by the operator and approved by the Director of Operations.

F.  SICK DAY PAY 


In accordance with the collective bargaining agreement, operators earn three paid sick days per year after their first year of employment.  Sick days are earned on April 1, August 1, and December 1.   It is important to note that as soon as an operator reaches their one year anniversary, they are credited with one paid sick day and then fall into the normal cycle.  For example, if an operator’s anniversary date is November 30th, they would earn one sick day on November 30th and then a second paid sick day on December 1st, provided they meet the eligibility requirements.


Paid sick days are tied to the number of days worked within each four month period with the operators having to work at least three-fourths of the time in order to earn the sick day for that period.  For example, if an operator is sick from January 1 through March 15, they would not earn a sick day for that period based on 121 available work days (December – March) and missing 74 days or 61%.  In other words, the operator only worked 39% of the time during the period and not the 75% required to earn a sick day.


Sick days are paid based on eight hours of straight time for a full sick day and four hours of straight time for half a sick day.  In order to be paid a half a sick day, the operator must have worked four hours or less that day or if they may only have one half day remaining to take as sick pay.  Generally, single days are paid automatically if the operator has an earned day available.   Operators on sick leave for more than one day, assuming the operator has more than one paid sick day available, are required to present a Doctor’s excuse before any additional days can be paid beyond the first day.  The Doctor’s excuse must be presented by the operator on the day they return to work.


In cases when an operator has medical tests scheduled that would prevent them from working, they have the option to be paid a sick day, if available.   The operator must provide documentation from their doctor that they will not be able to drive and it must be approved by the Director of Operations.


In cases when an operator is on short-term disability, they have the option to supplement their pay by using half a sick day for each day until their paid sick time is exhausted.  


Paid sick days are recorded on the payroll sheet under the “sick” column if the operator has a paid sick day available.   If the operator does not have a paid sick day available, it is recorded as a “S” under the regular hours column with no pay hours.  Paid sick days are also recorded separately on a spread sheet to individually track days by operator.  This file can be found in Excel at:  g:/excel/dispatch/pdsick.    Paid sick days should also be double checked with the Finance Department on the dates that sick days are earned to ensure that operators are properly credited or not with paid sick days.   


On March 31st of each year operators are paid for all sick days accumulated over 12 days.  This needs to be checked with the Finance Department.  The Director of Operations will post a separate sheet with the names of operators and mechanics that can be paid for days.

G. MISSED REPORTS



When an operator is late for work and is assigned a “missed report” they lose their guarantee for the day and are only paid for the actual hours worked.   However, if the operator works over eight hours they still receive overtime, but do not receive spread time.  



Extra board operators that have a miss also lose their guarantee for the day and all hours worked over eight are counted towards their weekly guarantee.  In this case, an extra board operator that has a miss will have their weekly guarantee reduced by one day or 32 hours for the week.

Missed reports are recorded on the payroll as “MR” under the other column.  A separate tracking of missed reports is maintained on the computer in Excel at g:/excel/dispatch/miss.

H. JURY DUTY

Operators that are required to report for jury duty are paid a straight eight hours for each day on jury duty.  The operator is required to produce their subpoena for jury duty and produce documentation of what they were paid for jury duty which is then subtracted from their pay.  Copies of their documentation should be attached to the payroll for the week that they are on jury duty.

Special note:  There have been cases of operators that are on jury duty also signing up to work overtime, particularly in the morning.  Any hours worked by an operator while on jury duty is considered overtime pay.

I. SUBPOENA WITNESS PAY

Operators that are required to testify at a hearing and either need to be relieved or left off  for an entire day are paid a straight eight hours of pay.  These hours are recorded under the “other” column on payroll.  The operator is required to produce documentation to the Director of Operations.

In cases when the operator is required to testify at a hearing that is work related, such as a deposition for an accident, they are paid for their time at the hearing.  An operator who is subpoenaed for a personal matter would not receive subpoenaed witness pay. 

J. ACCIDENT PAY

Operators that are involved in an accident or report an incident, such as a passenger fall, are required to complete an accident report.  The collective bargaining agreement provides that the operator will paid $7.50 for completing an accident report.   The accident reports are recorded on the payroll as an “A” under the  “other” column.  The Finance Department then knows to add $7.50 to the operator’s pay for that week.

K.    
WORKERS COMPENSATION

 In the event that an operator becomes injured at work and is unable to complete their shift or assignment for the day they are paid the difference of what they worked and eight hours.  This only applies to the day of injury and no additional days are paid.  The Director of Operations will file a claim under our worker’s compensation insurance.  Any subsequent days missed from work are recorded as “S” for sick days.

   In many cases an operator that is injured may be able to perform light duty when unable to drive a bus.  In this case, the operator is still required to complete a daily envelope to indicate the time they worked that is recorded on payroll under regular hours with “LD” noted in the “other” column.

L. UNION BUSINESS

 When a Union Officer requests to be off for Union business or if RRTA requires a Union officer to be off, such as a discipline hearing, the operator is paid their lost time by the Union.  The operator should only be paid the time actually worked, if any, and a note “LOUB” is recorded in the “other” column on the payroll.  The Union President is required to complete a “Left Off” form that must be approved by the Director of Operations.

M. TRAINING TIME

There are two types of training time that an operator may be involved in and are paid differently.  The first type involves training of the operator either in classroom or over-the-road type training.  Depending on when the training is scheduled, the operator may work more than eight hours for the day which would result in overtime pay or the training may be scheduled during their normal work hours, in which case the operator would be paid straight time.  The basic rule is that operators are paid for all work time regardless of whether it is driving a bus or attending training or safety meetings.

The second type of training time involves one operator training another operator while driving a bus.  This occurs when new operators are learning the route routes, referred to as turning in the route.  When this occurs, operators are paid an extra $.50 per hour when the “trainee” is driving.  Operators are not paid the extra $.50 per hour if the trainee is simply riding with them.  Training hours are recorded on the payroll under the “TRN” column.

N. LEFT OFF  

  An operator that needs to be relieved from duty for a non-work related reason, such as a family emergency, is considered to be “left off” and is only paid for the time actually worked.  In some cases, operators may request to be left off for medical appointments or some other valid reason that they may know in advance.  For these cases, operators are required to complete a “left off” form that must be approved by the Director of Operations.  If an operator is left off for an entire day they are not paid and can not use available floating holidays or sick days to make up for the time lost.

O. DAY OFF  

Any operator that works on their regularly scheduled day off is paid overtime for all hours worked and receive a two hour minimum report time, even if they do not work two hours.  This is also the case even if they were off another day that week for a holiday or sick day and will not work 40 hours for the week. 

P. BEREAVEMENT PAY

In accordance with the collective bargaining agreement, operators receive bereavement pay when there is a death in the family.    Operators are entitled to three days bereavement limited to parents, spouse, children, brother and sister, two days bereavement limited to father-in-law, mother-in-law and grandchildren, and one day bereavement limited to grandparents, with the understanding that during the week or period of time their weekly pay will not suffer a loss or have a gain.   Bereavement pay is recorded as eight hours of straight pay with “BRV” noted in the “other” column on the payroll for that operator.  Operators are required to provide documentation when using bereavement pay that should be attached to the payroll for Finance to track.

Q. STRAIGHT-THROUGH TIME

The collective bargaining agreement provides that any time an operator works a piece of work that is less than 60 minutes from the completion of a previous piece of work, the time in between the two pieces is considered paid time, except for regular shifts.   Straight-through time is also called “intervening time”.  For example, if an operator completes their shift at 2:15 PM and they work overtime on a piece of work that begins at 2:30 PM, they are paid the 15 minutes from 2:15 to 2:30.  Generally, the straight through time is always overtime for regular operators.

R.   EXTRA BOARD

From a pay standpoint, extra board operators are paid based on a weekly guarantee of forty hours as opposed to a daily guarantee of eight hours for regular shift operators.  For each day that an extra board operator does not work when scheduled – sick, missed report, left off – their guarantee is reduced by eight hours for the week.  Therefore, it is important that pay hours be calculated very carefully for extra board operators as spread time, overtime, minimum reports, and guarantee all become factors on a daily basis.   For example, if an extra board operator has a missed report, they lose their guarantee for the day, but only hours worked over eight that day can be counted towards their weekly guarantee.    However, if the operator requests to be left off, their guarantee is reduced by eight hours, but all hours worked are counted towards their guarantee.

All extra board operators are paid a minimum of two hours for each piece of work assigned regardless if the piece is less than two hours.    This happens particularly when school is closed or there is an early dismissal from school and the extra board only has to work a one hour school tripper.   It is important when calculating straight-through time that it does not include the time paid for a minimum report.  For example, if an extra board operator works from 5:30 AM to 6:30 AM and is paid for a two hour report, this piece of work is not considered to end at 7:30 AM.  In this case if the operator is then is assigned a piece of work at 8:00 AM, they would not be paid straight through time from 7:30 AM to 8:00 AM.

S.     PROBATIONARY OPERATORS   

During the probationary period (90 days), operators are only paid what they work and there are no guarantees in terms of pay.  The only rule that applies to probationary operators is that all hours over eight (8) in a day are still paid at the overtime rate.  They would also be paid overtime for hours worked over (40) in a week in accordance with the Fair Labor Standards Act.   Probationary employees are also not paid spread time.   
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