
  
 

The Regional Transit Authority is a Joint Powers Agency serving the residents and visitors of: 

Arroyo Grande Atascadero Grover Beach Morro Bay Paso Robles Pismo Beach San Luis Obispo County of San Luis Obispo 
 

179 Cross Street, Suite A 
San Luis Obispo, CA 93401 

(805) 781-4472 fax (805) 781-1291   
 www.slorta.org 

 

 

Individuals wishing accessibility accommodations at this meeting under the Americans with Disabilities Act (ADA) 
may request such accommodations to aid hearing, visual, or mobility impairment (including Limited English 
Proficiency) by contacting the RTA offices at 781-4472. Please note that 48 hours advance notice will be necessary 
to honor a request. 

 

1. Call Meeting to Order, Roll Call 
 

2. Public Comment: The Committee reserves this portion of  the agenda  for members of the 
public to address the San Luis Obispo Regional Transit Authority Executive Committee on any 
items not on the agenda and within the jurisdiction of the Committee. Comments are limited 
to  three  minutes  per  speaker.  The  Committee  will  listen  to  all  communication,  but  in 
compliance with the Brown Act, will not take any action on items that are not on the agenda.  
 

3.  Information Items  
A‐1  Executive Director’s Report (Receive) 

   
4.  Action Items  

B‐1  Amended and Restated RTA Joint Powers Agreement (Adopt) 
B‐2  RTA Employee Handbook, and Non‐DOT Drug and Alcohol Policy and Testing 

Provisions Policy (Adopt) 
 
5. Consent Items 

C‐1  Executive Committee Meeting Minutes of February 14, 2018 (Action)   

REGIONAL TRANSIT AUTHORITY EXECUTIVE COMMITTEE AGENDA 
 

PLEASE NOTE THE DATE, TIME, AND LOCATION: 
 

Wednesday June 6, 2018 

12:00 p.m. – 1:00 p.m. 
Times approximate – meeting will begin after the SLOCOG Board meeting adjourns 

 
SLOCOG Conference Room 

1114 Marsh Street 
San Luis Obispo, California 

 
This agenda is available/posted at: http://www.slorta.org/board/rta‐board‐meetings 



 

 
 
 
 
6. July 11, 2018 Draft RTA Board Agenda: The Executive Committee is asked to review and 

comment on the proposed agenda items. 
 

  Information Items 
A‐1  Executive Director’s Report (Receive) 
A‐2  Construction Related Mitigation Measures Close Out (Receive) 

       
  Action Items 

B‐1  Amended and Restated RTA Joint Powers Agreement (Adopt) 
B‐2  RTA Employee Handbook, and Non‐DOT Drug and Alcohol Policy and Testing 

Provisions Policy (Adopt) 
   

  Consent Items 
C‐1  Executive Committee Meeting Minutes of February 14, 2018 (Information) 
C‐2  RTA Board Meeting Minutes of May 2, 2018 (Approve) 
C‐3  FTA Section 5311 Grant Application (Approve) 
C‐4  Procurement of Paratransit Vehicles (Approve) 

 
Closed Session Items – CONFERENCE WITH LEGAL COUNSEL: It is the intention of the Board 
to meet in closed session concerning the following items: 

    None 
 
7. Closed Session 

CONFERENCE WITH LEGAL COUNSEL: It is the intention of the Executive Committee to meet 
in closed session concerning the following items: 

None 
 

8. Adjournment  
 
 
Next RTA Executive Committee Meeting:  August 8, 2018 
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 

June 6, 2018 

STAFF REPORT 
 
AGENDA ITEM:    A-1 
  
TOPIC:     Executive Director’s Report  
            
PRESENTED BY:    Geoff Straw, Executive Director 
 
STAFF RECOMMENDATION:  Accept as Information 
 
BACKGROUND/DISCUSSION: 
 
Mitigations Monitoring for Paso Bus Parking Yard: 
 
The new Paso Robles Bus Parking Yard project is officially completed, and all North 
County transit operations have been transitioned to the new facility. Staff wishes to 
thank the public officials who attended the opening celebration on April 27th, including 
Directors O’Malley and Peschong who spoke at the event. I will provide a more detailed 
project close-out mitigations monitoring report at the July 2018 Board meeting, as 
required in the Mitigated Negative Declaration determination report adopted at the 
September 14, 2016 RTA Board meeting. 
 
Operations:  
 
Please welcome new Bus Operators Ericka and Glenn to the RTA team. Ericka and 
Glenn completed the comprehensive six-week training program on May 25th, and they 
are currently completing the cadetting program. The next Bus Operator training class 
begins on July 9th. We are currently running radio ads, and we have posted notices on 
the bus LCD screens and our website seeking the next slate of trainees. 
 
Service Planning & Marketing: 
 
Staff advertised the RTA Bus Garage Design and Engineering procurement documents 
on May 7th. Six firms participated in the non-mandatory pre-bid meeting on May 23rd, 
and statements of qualifications are due on June 20th. This design/engineering project is 
being funded with FTA Section 5307 funds, with local match provided by the new 
Senate Bill 1 – Road Repair and Accountability Act (SB-1) funds. I anticipate seeking 
authority from the Board to execute an agreement with the successful bidder at the July 
11th meeting. 
 
The RTA has selected the Wallace Group to complete the final design/engineering for 
the Improvements to RTA Transit Center project. Based on preliminary schedules, 
construction should be bid in late summer and final construction completed by the end 
of the calendar year. 
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SLOCOG’s Pete Rodgers and I met with FTA Region 9 officials on May 16th to discuss 
possible repurposing of $4 million in FTA Section 5339a funds to the planned new Bus 
Maintenance Facility. Staff is exploring this possibility due to significant challenges 
recently encountered in trying to purchase land for the planned Intermodal Downtown 
Transit Center project and the possibility of those 5339a funds lapsing before a final site 
can be secured. RTA staff will work with SLOCOG staff to present “white paper” seeking 
to justify this change in direction to the RTA and SLOCOG Boards in the coming 
months.  
 
Staff initially sought to partner with two other transit agencies (San Joaquin RTD and 
Humboldt RTA) and Caltrans to submit a joint application for a new discretionary Better 
Utilizing Investments to Leverage Development (BUILD) grant program. The BUILD 
program essentially replaces the former TIGER program, and $1.5 billion is available for 
roadway, rail and transit projects. Transportation electrification projects appear to best 
meet the grant criteria within the transit subprogram. However, Caltrans subsequently 
decided to submit road-related proposals, so RTA staff is now evaluating the possibility 
of submitting a separate grant proposal for the Bus Maintenance Facility. If our grant 
proposal appears to be a strong contender, we will seek authority at the July 11th Board 
meeting so that we can submit the proposal in time for the July 18th deadline. The grant 
proposal must be between $5 and $25 million, with no more than $150 million awarded 
within any single state. 
 
Finance and Administration: 
 
After the May 2, 2018 Board Meeting, staff realized an error in the salary scheduled 
included as an information item as part of the FY18-19 budget. Staff has revised the 
schedule and is including it in this agenda. Of note, the budget included the correct 
information so no budget revision is required for this correction. 
 
Staff continues to engage California Air Resources Board and SLO Air Pollution Control 
District (SLOAPCD) officials in discussions on the proposed draft Innovative Clean 
Transit regulation. We are also exploring the possibility of submitting a grant application 
in conjunction with the SLOAPCD to partially pay for two SoCo Transit battery electric 
buses (BEB) and a recharging system. The terrain and operating profile in the Five 
Cities Area is likely the best one in the County for BEBs. SoCo Transit is also facing a 
one-year delay in attaining capital funding for its two diesel-powered 2003 buses, so this 
grant could kick-start the replacement. Staff will move forward with the grant proposal 
effort if it can cover the entire cost of the recharging system and the marginal cost of 
BEB vs. traditional diesel-powered. 
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Detailed financial and operating results through April 2018 – the ten eight months of the 
fiscal year – will be reported at the RTA Board meeting on July 11th. In short, ridership is 
generally holding steady (see graphs below) and financial results are within budgetary 
limits. More specifically, Route 9 ridership is slightly higher this fiscal year in comparison 
to the same period last year, while ridership on Routes 10, 12 and especially Route 14 
has declined. Runabout ridership is approximately 6% lower than last year. 
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SLORTA POSITION STEP 1 STEP 2 STEP 3 STEP 4 STEP 5 STEP 6 STEP 7

Administrative Assistant $41,714.18 $43,799.90 $45,989.90 $48,289.39 $50,220.97 $51,727.60 $52,762.15

Operations Supervisor $41,783.24 $43,872.40 $46,066.02 $48,369.32 $50,304.10 $51,813.22 $52,849.48

Administrative Assistant - Finance $43,799.90 $45,989.90 $48,289.39 $50,703.86 $52,732.01 $54,313.97 $55,400.25

Accounting Technician $43,799.90 $45,989.90 $48,289.39 $50,703.86 $52,732.01 $54,313.97 $55,400.25

Transit Training Instructor/Mobility Specialist $48,289.39 $50,703.86 $53,239.05 $55,901.01 $58,137.04 $59,881.15 $61,078.77

Lead Supervisor $58,696.05 $61,630.86 $64,712.40 $67,948.02 $70,665.94 $72,785.92 $74,241.63

Human Resources Officer $60,163.45 $63,171.63 $66,330.21 $69,646.72 $72,432.59 $74,605.57 $76,097.67

Maintenance Supervisor $67,948.02 $71,345.41 $74,912.69 $78,658.32 $81,804.66 $84,258.79 $85,943.96

Manager, Marketing and Community Relations $69,646.72 $73,129.04 $76,785.50 $80,624.78 $83,849.77 $86,365.26 $88,092.56

Manager, Safety and Training $69,646.72 $73,129.04 $76,785.50 $80,624.78 $83,849.77 $86,365.26 $88,092.56

Grants & Financial Manager $76,785.50 $80,624.78 $84,656.02 $88,888.82 $92,444.37 $95,217.71 $97,122.07

Manager, Maintenance and Facilities $82,591.24 $86,720.80 $91,056.84 $95,609.69 $99,434.07 $102,417.10 $104,465.44

Manager, Operations $95,609.69 $100,390.17 $105,409.67 $110,680.16 $115,107.37 $118,560.58 $120,931.79

Deputy Director/CFO $116,214.18 $122,024.88 $128,126.12 $134,532.44 $139,913.74 $144,111.15 $146,993.37

RTA Staff Salary Schedule

Effective July 1, 2018
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 

June 6, 2018 

STAFF REPORT 
 
AGENDA ITEM:    B-1 
  
TOPIC:     Consolidate South County Transit into the 

RTA   
             
PRESENTED BY:    Geoff Straw, Executive Director 
 
STAFF RECOMMENDATION: Adopt Amended/Restated JPA  
 
BACKGROUND/DISCUSSION: 
 
Summary 
 
Following many months of public discussions on the potential impacts of consolidating 
SoCo Transit services into the RTA, staff is herein recommending that the RTA Board of 
Directors accept SoCo Transit’s request to consolidate. This requires four sets of 
actions: 
 

1. Adoption of the attached amended and restated RTA Joint Powers Agreement 
(JPA) by the RTA Board of Directors. 
  

2. Adoption of the amended/restated RTA JPA by all eight jurisdictions identified in 
the new JPA. 
 

3. Abolishment of the existing South County Area Transit JPA by the SoCo Transit 
Board of Directors. 
 

4. Abolishment of the South County Area Transit JPA by all four jurisdictions 
identified in that JPA. 

 
In addition, upon full execution of the amended and restated RTA JPA, staff will need to 
file the necessary paperwork with the California Secretary of State. Staff will also ask 
the SoCo Transit Board of Directors at its July 20th meeting to consider abolishing its 
JPA and direct staff to ask each jurisdiction to agree to abolish the South County Area 
Transit JPA. Finally, staff will bring a budget amendment to the RTA Board that includes 
the consolidated South County services in November 2018. 
 
Background 
 
Staff presented the findings and recommendations of the most recent TDA-required 
Triennial Performance Audit to the RTA Board at its September 6, 2017 meeting. The 
presentation included staff’s recommended next steps, including possible consolidation 
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of SoCo Transit into the RTA. SoCo Transit is a separate Joint Powers Authority (JPA) 
that includes the cities of Arroyo Grande, Grover Beach and Pismo Beach, as well as 
San Luis Obispo County, with the stated purpose of operating fixed-route public transit 
services in the Five Cities Area.  
 
At the January 18th SoCo Transit Board meeting, staff reported that consolidation into 
the RTA would result in an annual net savings to the SoCo Transit jurisdictions of 
approximately $6,000, as well as avoiding an estimated annual $70,000 TDA penalty. 
The SoCo Transit Board unanimously approved staff’s recommendation to pursue 
consolidation into the RTA. However, staff subsequently learned in February 2018 from 
SLOCOG staff members that consolidation would increase SoCo Transit’s share of the 
annual regional portion of the State Transit Assistance (STA) allocation by 
approximately $6,000. Together, these three elements result in an estimated annual net 
benefit of roughly $82,000 to the South County jurisdictions.  
 
The RTA Board conceptually supported this consolidation request at its March 7th 
meeting and, pending acceptance by the SoCo Transit Board, directed staff to pursue 
steps to consolidate. The SoCo Transit Board took action at its March 21st meeting to 
pursue consolidation. 
 
Since SoCo Transit achieves a relatively low farebox recovery ratio (FRR), 
consolidation would effectively lower the combined RTA/SoCo Transit FRR results. On 
June 6th, the SLCOOG Board will consider a new FRR requirement under consolidation 
of the two agencies, so no net cost increases or revenue declines will be experienced 
by the RTA jurisdictions because of So Co Transit consolidation into the RTA. 
 
Discussion 
 
In previous public presentations, staff highlighted ten challenges and opportunities 
under consolidation. These challenges and opportunities have been further refined 
based on conversations with City and County staff, and are described in detail below:  
 
1. Impacts to the RTA’s blended FRR – under the proposed new SLOCOG rules on 

TDA funds, the Arroyo Grande - Grover Beach Urbanized Area would be granted 
a lower 15% FRR requirement. Under this new arrangement, no negative 
financial impact will be incurred by the RTA jurisdictions under consolidation. 

  
2. Planned increases to the minimum wage will affect future FRR results – as the 

California minimum hourly wage level increases annually to $15 by 2022, this will 
place upward pressure on Bus Operator and other employees’ wages over time. 
This has been reflected in both the RTA and SoCo Transit collective bargaining 
agreements with Teamsters Local 986, and this will have the effect of eroding the 
RTA’s FRR over time. This was one of the reasons that RTA staff requested that 
SLOCOG consider FRR relief. 
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3. Increased health insurance costs – six current SoCo Transit employees will 
become eligible for medical-only benefits under consolidation, and these 
additional costs will be solely borne by the SoCo Transit jurisdictions. However, 
providing medical benefits will likely improve employee retention. The estimated 
net increase in costs to the South County jurisdictions will be approximately 
$40,000 per year. 

 
4. Reduced vehicle-related insurance costs – staff has confirmed with our liability 

and physical damage carrier that under consolidation the region will save 
$17,000 annually in reduced administrative fees, and the per-mile cost for SoCo 
Transit miles operated will initially decline (currently $0.48/mile for SoCo Transit 
vs. $0.36/mile for RTA using FY17-18 figures). Together, this equates to an initial 
cost-savings estimate on the order of $41,000 for the South County jurisdictions. 

 
5. Increased workers compensation costs – RTA’s recent work comp experience 

will result in higher overall costs to the South County jurisdictions under 
consolidation. The estimated net impact, based on FY17-18 figures, will be an 
annual increase of approximately $13,000. 

 
6. Fewer public meetings redirects resources – would allow between 60 and 90 

annual hours of senior staff time to be used for other issues. No cost savings is 
assumed in this analysis. 

 
7. Savings in payroll preparation and associated ADP fees – consolidation would 

not require separately coding SoCo Transit and RTA wages/benefits. No costs 
savings is assumed in this analysis. 

 
8. Savings in audit and planning costs – one consolidated annual fiscal and 

compliance audit saves $3,000 annually (not counting the additional staff time 
currently expended). One consolidated TDA Triennial Performance Audit saves 
$20,000 every three years. One consolidated Short-Range Transit Plan saves 
approximately $50,000 every five to seven years. Annualized, this equates to a 
cost-savings of approximately $18,000 annually to the South County jurisdictions. 

 
9. FRR penalty avoided – based on the adopted SoCo Transit FY17-18 budget, the 

South County jurisdictions would avoid approximately $70,000 in FY18-19 (the 
year that a SLOCOG penalty would have been assessed). 

 
10. Additional allocation of STA Regional Funds – based on SLOCOG’s current 

allocation formula, consolidation into the RTA would net the SoCo Transit 
jurisdictions an additional $6,000 annually in formula STA Regional funds due to 
increased integration with the RTA. However, this greater allocation would also 
reduce the remaining STA amount that SLOCOG traditionally sets aside as STA 
reserves; this would only become an issue for other transit agencies in the 
county if a financial shortfall emerges during the fiscal year.  
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A “legacy” item concerning risk management cases has been resolved. SoCo Transit 
uses the same vehicle liability and workers compensation carriers as the RTA (CalTIP 
and CSAC EIA, respectively). Both carriers will require that the successor agency – the 
RTA – become responsible for any open or pending South County vehicle 
collision/incident or workers compensation incidents. Since SoCo Transit has 
investments in the CalTIP and CSAC liability pools that would be transferred to the RTA 
and both risk management policies provide first-dollar coverage (aka, “no deductible”), 
no specific reserves need to be established nor are any cost impacts assumed. 
 
Steps Already Implemented to Pursue Consolidation 
 
In order to refine the potential impacts of consolidation, staff implemented the following 
steps in late 2017 and into 2018: 
 
1. Monthly SoCo Transit Board Meetings: The SoCo Transit Board scheduled 

monthly meetings so that important decisions could be made in a timely manner. 
 
2. Monthly Employee Meetings: Staff conducted monthly meetings with Teamsters 

Local 986 officials and employees to address concerns and develop proposals 
that could affect the workforce.  

 
3. Risk Management Commitments: Staff developed draft Board Resolutions that 

are acceptable to our two risk management providers explaining that all liabilities 
and assets of SoCo Transit – including those related to existing risk management 
policies – will be assumed by the RTA. 

 
4. Transition of Branding: Staff was instructed by the SoCo Transit Board and each 

jurisdiction to conservatively transition the SoCo Transit brand to the RTA brand 
over time as assets/equipment age-out.  

 
5. Local Fare Levels: Staff was instructed by the SoCo Transit Board and each 

jurisdiction to continue using the fare program implemented in July 2016.  
 
6. Health Insurance Plan Transition: Staff has finalized plans with our health 

insurance carriers to transition existing full-time SoCo Transit employees onto the 
RTA’s plans effective January 1, 2019. In addition, we will add SoCo Transit 
employees that become eligible for medical-only benefits (known as “Part-
Time/Health-Benefited” employees in the RTA’s collective bargaining agreement) 
on January 1st. 

 
7. Coordination with Regulatory Agencies: Staff will continue to work with the DMV, 

CHP, FTA, Caltrans, the SLO County Air District and other regulatory agencies to 
transition assets and related reporting requirements to the RTA upon 
consolidation. 
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8. Transition of Vendor Agreements: Staff will continue to work with vendors and 
other organizations with whom SoCo Transit has contracted for property, goods 
and services. 

 
9. Jurisdiction Presentations for Comment & Refinement of JPA: Staff has 

presented the proposed consolidation, as well as the draft amended RTA JPA 
document, to all three City Councils in the SoCo Transit area. In addition, RTA 
staff or the jurisdiction’s delegate has presented or will present the consolidation 
to its legislative body for the remaining RTA jurisdictions. Only one request was 
submitted to slightly alter the language in Article II Organization, Section 2 Board 
Meetings – Voting – Quorum that will better protect the jurisdictions’ financial 
interests outside of the South County area. That change is denoted in blue text in 
the attached “redline” version. 

 
Staff has attached two versions of the RTA joint powers agreement so that readers can 
plainly see the existing JPA language and the proposed new language, as follows:  
 
1. “Clean” version of draft amended and restated JPA as Attachment A. 

 
2. “Redline” version, which shows the new language in underline/red and suggested 

deletions in strikethrough/red as Attachment B. 
 

Staff Recommendation 
 
1. Adopt the amended and restated RTA JPA. 

 
2. Direct staff to present the amended and restated RTA JPA to all eight 

jurisdictions for consideration.  
 

3. Upon full executive of the amended and restated JPA, file the necessary 
paperwork with the California Secretary of State.  
 

4. Direct staff to bring a budget amendment to the RTA Board that includes the 
consolidated South County services in November 2018. 
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 
AMENDED AND RESTATED JOINT POWERS AGREEMENT 

 
 

WITNESSETH: 
This AMENDED AND RESTATED Agreement is made and entered into this  

      day of   , 2018 by and among the 
incorporated cities of Arroyo Grande, Atascadero, El Paso de Robles, Grover Beach, 
Morro Bay, Pismo Beach and San Luis Obispo, all being municipal corporations in the 
County of San Luis Obispo, California (hereinafter called “Cities”) and the County of San 
Luis Obispo, a body politic and corporate, and a subdivision of the State of California, 
(hereinafter called “County”). 

 
WHEREAS, the parties first entered into a Joint Powers Agreement to establish 

the San Luis Obispo Regional Transit Authority (“RTA”) on March 9th, 1990, and 
subsequently amended the agreement on September 2, 1998, and April 16, 2013, and 
which is being amended and restated for clarity; 

 
WHEREAS, Section 6500 et seq. of the California Government Code (Title 1, 

Div. 7, Chapter 5, Article 1) provides for agreements between two or more public 
agencies to jointly exercise any power common to the contracting parties, subject to 
certain mandatory provisions contained therein; and  

 
WHEREAS, the Cities and County have previously entered into a joint powers 

agreement for the formation of the San Luis Obispo Council of Governments 
(“SLOCOG”) for the purpose of providing, among other things, for a regional 
transportation agency and all of its members are members of this Agreement; and  

 
WHEREAS, the San Luis Obispo Council of Governments, at a regularly held 

meeting on May 10, 1989, voted to consolidate the administration of several 
transportation systems through a regional transit joint powers agreement; and 

 
WHEREAS, the cities of Arroyo Grande, Grover Beach, Pismo Beach, and the 

County of San Luis Obispo were formerly members of the South County Area Transit 
Joint Powers Agency which began operating a public transit system within those 
jurisdictions in January, 1978, and which ceased to exist and transferred its assets to 
RTA in return for amendments made to this Agreement effective ____2018. 
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NOW THEREFORE, it is agreed as follows: 
 

ARTICLE I 
General Provisions 

 
Section 1. Recitals are True and Correct: All of the above recitals are true and 

correct and incorporated herein by reference.  
 
Section 2. Purpose: The purpose of this Agreement is to exercise the common 

powers of the member agencies for the formation of a joint powers authority with full 
power and authority to own, operate and administer a county-wide public transportation 
system within the boundaries and over the territory over which the Joint Powers Agency 
has jurisdiction.  

 
Section 3. Name: The official name of the entity shall be San Luis Obispo 

Regional Transit Authority and hereafter referred to as RTA. 
 

ARTICLE II 
Organization 

 
Section 1. Board Members: The membership of the RTA Governing Board shall 

be the same as the membership of the SLOCOG governing board. 
 
Section 2. Board Meetings - Voting - Quorum: Regular meetings shall be 

generally held in the first week of July, September, November, January, March and May 
or as specified in a biannually adopted meeting calendar. Special meetings may be 
called by the President or upon written request of at least three (3) members of the RTA 
Board. 

 
Voting and quorum provisions shall be the same as those provided in the 

SLOCOG Joint Powers Agreement, however, any vote solely regarding South County 
Transit local fixed route services, or other public transportation services operated solely 
within the Arroyo Grande-Pismo Beach urbanized area, including the budgeting and 
funding of such services, shall require at least three affirmative votes from Board 
members who also sit on the South County Transit Committee, as defined in Section 
7.C.iii., below. 

 
Section 3. Officers: The officers of SLOCOG shall serve as officers of RTA.  
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Section 4. Executive Director: The RTA Board shall designate an Executive 
Director to operate RTA. The Executive Director shall serve at the pleasure of the RTA 
Board, with delegated powers to certify documents of the RTA Board as required by the 
law and to assume such duties and responsibilities as the Board may direct. 

 
Section 5. Members: 

 
A. The County of San Luis Obispo and all cities incorporated in the County of 

San Luis Obispo presently or in the future, are declared eligible for 
membership.  

 
B. Member city agencies may elect to have an alternate member(s) from 

their city council in addition to any official member, but said alternate(s) 
shall be able to vote only in the absence of the official representative. 

 
C. Membership shall be contingent upon the execution of this Joint Powers 

Agreement. 
 
Section 6. Boundaries and Service Levels: The service area boundaries shall be 

all of the area within the boundaries of San Luis Obispo County as designated by the 
RTA Board. Any additional services beyond the level recommended by the Regional 
Transportation Plan or mandated in the unmet transit needs hearing required by Public 
Utilities Code Section 99401.5 may be instituted, but shall require unanimous approval 
of affected jurisdictions, with costs for the extra service to be distributed on the basis of 
formula developed by the RTA Board members representing the affected jurisdictions. 

 
Section 7. Committees: 
 
A. Committees and subcommittees may be established as RTA may deem 

appropriate. 
 
B. Membership on “ad-Hoc” policy committees shall be at the discretion of 

the President. Nothing herein shall be construed to limit membership on 
these aforesaid committees to officials of the member agencies. The 
President may appoint any individual deemed qualified to serve on a 
committee. 

 
C. Standing committees shall include the: 
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i. Regional Transit Advisory Committee (RTAC) serving as a 
Regional Transit Productivity Committee to advise the Board on the 
efficiency and effectiveness of the transit system. 

 
ii. Executive Committee comprised of the President, Vice President 

and the past President and at least one representative from the 
County of San Luis Obispo (if none of the above are from the 
County of San Luis Obispo) shall advise the Executive Director and 
RTA on: draft agendas, personnel issues, budget and Overall Work 
Program; controversial, sensitive and major policy issues; and shall 
facilitate the annual performance evaluation of the Executive 
Director. Items for review shall be selected by the Executive 
Director in consultation with the President. All Committee members 
may include agenda items as they desire. For purposes of 
conducting business, two members shall constitute a quorum. 

 
iii. South County Transit Committee (SCTC) comprised of RTA Board 

members representing the four jurisdictions included in the Arroyo 
Grande - Pismo Beach Urbanized Area as defined in the 2010 
Decennial Census. The SCTC member jurisdictions include the 
cities of Arroyo Grande, Grover Beach, Pismo Beach, and the 
County of San Luis Obispo, representing the Oceano Area and the 
Avila Beach Area. The SCTC’s roles and responsibilities include: 

 
a) The SCTC shall determine South County Transit local 

fixed-route services and any other public transportation 
services operated solely within the Arroyo Grande – 
Pismo Beach Urbanized Area by virtue of the voting 
requirements for all South County Transit matters 
provided above in Article II, Section 2 of this Agreement  
 

b) At a minimum, the SCTC shall meet annually to consider 
annual service levels, fare levels, major marketing 
campaigns, and capital improvement plans, and to ratify 
financial commitments for each jurisdiction participating 
in South County Transit services. At the request of two or 
more SCTC members, properly noticed special SCTC 
meetings may also be conducted. 
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c) For purposes of conducting business, three of the four 
SCTC members shall constitute a quorum. 

 
d) The SCTC shall submit an annual South County Transit 

operating budget and multi-year capital improvement 
plan to the full RTA Board prior to May 1 each year for 
consideration as part of the RTA Overall Annual Budget. 

 
e) Any additional services beyond the level recommended 

by the Regional Transportation Plan or mandated in the 
annual unmet transit needs h required by California 
Public Utilities Code Section 99401.5 may be instituted in 
the SCTC service area, but shall require unanimous 
approval of affected jurisdictions, with costs for the extra 
service to be distributed on the basis of a formula 
developed by the SCTC members representing the 
affected jurisdictions. 

 
f) Each SCTC member agency shall make an annual State 

Transportation Development Act contribution based upon 
the percentage of total SCTC-served population related 
to the area served within that member agency. All 
population percentages utilized shall be those annually 
adopted by the San Luis Obispo Council of Governments 
for allocating Transportation Development Act funds 
based annually on estimates prepared by the State 
Department of Finance pursuant to Section 2227 of the 
Revenue and Taxation Code for cities and by the County 
Planning Department for unincorporated communities. 

 
g) Any member of the SCTC may withdraw from the SCTC 

after providing written notice to the RTA Board President 
one (1) year in advance of the requested withdrawal 
date. A withdrawing member’s financial obligation under 
this subsection is limited to the withdrawing member’s 
pro-rata share of the currently adopted SCTC operating 
budget within the service area of the obligated 
commitments affecting the withdrawing member and any 
SLOCOG finding as to unmet transit needs that are 
reasonable to meet pursuant to Public Utilities Code 
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Section 99401.5. However, the obligations of a 
withdrawing member under this subsection are limited to 
the special transportation funds to which the withdrawing 
member would be entitled, such as Transportation 
Development Act funds, and this section shall not impose 
any obligation on the general funds of the withdrawing 
member. 

 
D. No committee shall commit RTA on any matter or questions of policy. 

Such matters or questions can only be decided by RTA. 
 

E. All committees shall receive clerical assistance from RTA staff and, by 
agreement, SLOCOG staff for the purpose of maintaining minutes of 
meetings and other such duties as the Executive Director may direct. The 
chair of each committee shall sign the original copy of the minutes 
indicating verification of contents upon committee adoption. Copies of 
minutes of all meetings shall be sent to members of RTA and the 
Executive Director. 

 
ARTICLE III 

Financial Provisions 
 

Section 1. Budget: The Executive Director shall prepare an Overall Annual 
Budget for RTA adoption prior to commencement of each fiscal year. The fiscal year 
shall be July 1 to June 30. The Overall Annual Budget will include financial details on 
core RTA services, as well as financial details for those various public transportation 
services provided under agreement to other agencies. Core RTA services include 
intercity fixed-routes along the US-101 and SR-1 corridors, and regional Americans with 
Disabilities Act complementary paratransit services. The approval of the Overall Annual 
Budget shall be in accordance with the following procedures:  

 
A. The RTA Executive Director will present a report outlining a set of Budget 

Assumptions budget assumptions to the RTA Executive Committee no 
later than its February meeting and to the full RTA Board no later than its 
March meeting. 

 
B. The RTA Executive Director will present a full draft Overall Annual Budget 

to the RTA Executive Committee and to the Regional Transit Advisory 
Committee no later than each committee’s April meeting. Each committee 
will provide feedback to the RTA Executive Director, along with a formal 
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recommendation that the full RTA Board consider the Overall Annual 
Budget for adoption (as amended). 

 
C. The RTA Executive Director will present the full final draft Overall Annual 

Budget to the RTA Board no later than its May meeting; in no case shall 
the Overall Annual Budget be adopted later than June 30th of each year.  

 
The annual operating and capital budgets for non-core services provided under 

agreement to another agency requires ratification by its governing body prior to 
consideration of the Overall Annual Budget by the RTA Board. 

 
Accounting practices to be applied will conform to those used by San Luis 

Obispo County, consistent with Transportation Development Act rules and regulations. 
 
A Consolidated Fund balance and cash balance for RTA core services will carry 

forward from one year to the next. Separate Consolidated Fund balances and cash 
balances will be maintained for public transportation services provided by RTA under 
agreement to other agencies. 

 
The Overall Annual Budget may additionally carry funds for future fiscal years 

where necessary to develop a multi-year Capital Improvement Program and to reflect 
obligations under state or federal funding agreements, to the extent allowable by 
California law. 

 
No member Agency shall be required to expend any of its general fund monies to 

support the operations of RTA. The operation of the transit system shall be funded from 
revenues derived from operations, member Transportation Development Act fund 
contributions, grants, and any other appropriate revenue sources. Each member agency 
shall make an annual contribution to RTA in accordance with the adopted budget.  

 
Any formula may be amended upon approval of all jurisdictions affected by that 

formula and ratified by RTA. 
 
All population percentages utilized shall be those annually adopted by SLOCOG 

for allocating Transportation Development Act Funds based annually on estimates 
prepared by the State Department of Finance pursuant to Section 2227 of the Revenue 
and Taxation Code for cities and by the County Planning Department for unincorporated 
communities.  
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Section 2. Expenditures: RTA may establish procedures and policies to insure 
competitive prices for the purchases of goods and services. Formal bidding shall not be 
required unless directed specifically by RTA or unless required by state or federal law. 
Particularly in the purchase of equipment, including buses, RTA may consider the 
design, maintenance and operating costs, and other similar factors in determining the 
most suitable equipment and need not purchase equipment having the lowest initial 
cost. 

 
Section 3. Treasurer and Auditor: Pursuant to Government Code Section 6505.5, 

the Treasurer of the County of San Luis Obispo is hereby designated as Treasurer of 
RTA. The Treasurer shall have the powers and duties set forth in Government Code 
Section 6505.5. The Auditor/Controller of the County of San Luis Obispo is designated 
as the Auditor of RTA pursuant to Government Code Section 6505.5. 

 
Section 4. Annual Audit: RTA shall cause an annual audit to be prepared and 

filed in accordance with Government Code Section 6505 and Public Utilities Code 
Section 99245. This audit shall include RTA core services, as well as those service 
provided under agreement for other agencies. 

 
Section 5. Annual Report: The Executive Director shall prepare and submit an 

annual report of the operations to the RTA Board, SLOCOG and State Controller within 
90 days of the end of the fiscal year pursuant to Public Utilities Code, Section 99243.  

 
Section 6. Periodic Reporting: The RTA Board may require periodic reporting of 

ridership, finances, or other information. This periodic reporting shall include RTA core 
services, as well as those service provided under agreement to other agencies. It shall 
be the responsibility of the Executive Director to provide such reports in a form 
acceptable to the RTA Board. 

 
ARTICLE IV 

Authority 
 

Section 1. Powers: RTA shall have all powers necessary to carry out the purpose 
of this Agreement, except the power to tax. Its power to expend funds shall be limited 
only by the availability of funds as set forth in ARTICLE III: Financial Provisions, Section 
1. The powers of RTA specifically include, but are not limited to, the following:  

 
A. To solicit bids and negotiate contracts from private enterprise for services 

and/or operation. 
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B. To sue or be sued. 
 
C. To employ agents, employees and contract for professional services. 
 
D. To make and enter contracts, including labor, purchase agreement and 

employment contracts. 
 
E. To acquire, convey, construct, manage, maintain and operate necessary 

equipment, building and improvements. 
 
F. To acquire and convey real and personal property. 
 
G. To incur debts, liabilities and obligations, as well as obligations of financial 

assistance from State and Federal agencies, and to obligate RTA to 
operate the improvements, equipment or transportation system in 
accordance with the terms and conditions of said financial assistance. 

 
H. To purchase insurance as required by law or deemed necessary by the 

Board. 
 

I. To develop policies and procedures necessary to remain in compliance 
with Federal Transit Administration Section 5307 Urbanized Area Formula 
Program and other federal grant program funding requirements.  

 
Section 2. RTA is a Public Legal Entity: RTA is a public entity duly formed and 

existing under the laws of the State of California. It is a separate and distinct legal entity 
from its member agencies. The debts, duties and obligations created pursuant to this 
Agreement, shall be solely the obligations of RTA and not those of its officers, 
employees, members of the Board of Directors or the member agencies. 

 
ARTICLE V 

Miscellaneous Provisions 
 

Section 1. Withdrawal of Member: A withdrawing member’s financial obligation 
under this Section is limited to the withdrawing member’s pro-rata share of the currently 
adopted operating budget based upon ARTICLE III, Section 1 within the service area of 
the obligated commitments affecting the withdrawing member and any SLOCOG finding 
as to unmet transit needs that are reasonable to meet pursuant to Public Utilities Code 
Section 99401.5. 
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Section 2. Amendment of Agreement: No amendment to this Agreement shall be 
made without the written consent of all member agencies at the time of the amendment. 

 
Section 3. Ratification - Effective Date: This Agreement shall be deemed 

effective as to those parties executing this Agreement upon their execution of the 
Agreement. 

 
Section 4. Assignability: In the event it is deemed in the best public interest to 

have RTA services performed by another individual or entity, whether public or private, 
and provided that the assignment complies with State and Federal laws, the agency on 
affirmative vote of the majority in accordance with Section 2 of ARTICLE II, may sell, 
lease or assign all of its real and personal property and cease operations upon such 
terms and conditions as RTA determines to be reasonable. 

 
Section 5. Termination: This Agreement shall continue in full force and effect until 

rescinded by a majority of the member agencies. 
 
Section 6. Notification to Secretary of State: Pursuant to Government Code 

Section 6503.5, RTA shall cause a notice of the execution of this Agreement to be 
prepared and filed with the Office of the Secretary of the State of California, within thirty 
(30) days after the effective date of any amendment to this Agreement. Until such filings 
are completed, RTA shall not incur indebtedness of any kind. 

 
IN WITNESS WHEREOF, the parties have executed this Agreement as of the 

day and year first hereinabove written. 
 
IN WITNESS THEREOF, the parties have executed this Agreement as of the day and 
year first hereinabove written.  

 
[Signatures on following pages] 
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City of Arroyo Grande 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Arroyo Grande City Attorney 
 
 
City of Atascadero 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Atascadero City Attorney 
 
 
City of Grover Beach 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Grover Beach City Attorney 
 
  

B-1-17



ATACHMENT 1 

 Page 12 of 13 

City of Morro Bay 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Morro Bay City Attorney 
 
 
City of Paso Robles 
 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Paso Robles City Attorney 
 
 
City of Pismo Beach 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
Pismo Beach City Attorney 
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City of San Luis Obispo 
 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
___________________________   Date: _____________________  
San Luis Obispo City Attorney 
 
 
 
County of San Luis Obispo 
 
By:  ___________________________  Date: _____________________ 
 
 ___________________________  Resolution No. ______________  
 Clerk 
 
 
Approved as to form and legal effect: 
 
 
By: ___________________________ 
 County Counsel 
 
Date: __________________________  
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 
AMENDED AND RESTATED JOINT POWERS AGREEMENT 

 
 

WITNESSETH: 
This AMENDED AND RESTATED Agreement is made and entered into this  

      day of   , 2018 by and among the 
incorporated cities of Arroyo Grande, Atascadero, El Paso de Robles, Grover Beach, 
Morro Bay, Pismo Beach and San Luis Obispo, all being municipal corporations in the 
County of San Luis Obispo, California (hereinafter called “Cities”) and the County of San 
Luis Obispo, a body politic and corporate, and a subdivision of the State of California, 
(hereinafter called “County”). 

 
WHEREAS, the parties first entered into a Joint Powers Agreement to establish 

the San Luis Obispo Regional Transit Authority (“RTA”) on March 9th, 1990, and 
subsequently amended the agreement on September 2, 1998, and April 13, 2013, and 
which is being amended and restated for clarity; 

 
WHEREAS, Section 6500 et seq. of the California Government Code (Title 1, 

Div. 7, Chapter 5, Article 1) provides for agreements between two or more public 
agencies to jointly exercise any power common to the contracting parties, subject to 
certain mandatory provisions contained therein; and  

 
WHEREAS, the Cities and County have previously entered into a joint powers 

agreement for the formation of the San Luis Obispo Council of Governments 
(“SLOCOG”) for the purpose of providing, among other things, for a regional 
transportation agency and all of its members are members of this Agreement; and  

 
WHEREAS, the San Luis Obispo Council of Governments, at a regularly held 

meeting on May 10, 1989, voted to consolidate the administration of several 
transportation systems through a regional transit joint powers agreement; and 

 
WHEREAS, the cities of Arroyo Grande, Grover Beach, Pismo Beach, and the 

County of San Luis Obispo were formerly members of the South County Area Transit 
Joint Powers Agency which began operating a public transit system within those 
jurisdictions in January, 1978, and which ceased to exist and transferred its assets to 
RTA in return for amendments made to this Agreement effective ____2018. 
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NOW THEREFORE, it is agreed as follows: 
 

ARTICLE I 
General Provisions 

 
Section 1. Recitals are True and Correct: All of the above recitals are true and 

correct and incorporated herein by reference.  
 
Section 1 Section 2. Purpose: The purpose of this Agreement is to exercise the 

common powers of the member agencies for the formation of a Joint Powers 
Agreement joint powers authority with full power and authority to own, operate and 
administer a county-wide public transportation system within the boundaries and over 
the territory over which the joint powers authority Joint Powers Agency has jurisdiction.  

 
Section 2 Section 3. Name: The official name of the entity shall be San Luis 

Obispo Regional Transit Authority and hereafter referred to as RTA. 
 

ARTICLE II 
Organization 

 
Section 1. Board Members: The membership of the RTA Governing Board shall 

be the same as the membership of the San Luis Obispo Council of Governments 
(hereinafter referred to as SLOCOG) SLOCOG governing board. 

 
Section 2. Board Meetings - Voting - Quorum: Regular meetings shall be 

generally held in the first week of July, September, November, January, March and May 
or as specified in a biannually adopted meeting calendar. Special meetings may be 
called by the President or upon written request of at least three (3) members of the RTA 
Board. 

 
Voting and quorum provisions shall be the same as those provided in the 

SLOCOG Joint Powers Agreement, however, any vote solely regarding South County 
Transit local fixed route services, or other public transportation services operated solely 
within the Arroyo Grande-Pismo Beach urbanized area, including the budgeting and 
funding of such services, shall require at least three affirmative votes from Board 
members who also sit on the South County Transit Committee, as defined in Section 
7.C.iii., below. 

 
Section 3. Officers: The officers of SLOCOG shall serve as officers of RTA.  
 
Section 4. Executive Director: The RTA Board shall designate an Executive 

Director to operate RTA. The Executive Director shall serve at the pleasure of the RTA 
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Board, with delegated powers to certify documents of the RTA Board as required by the 
law and to assume such duties and responsibilities as the Board may direct. 

 
Section 5. Members: 

 
A. The County of San Luis Obispo and all cities incorporated in the County of 

San Luis Obispo presently or in the future, are declared eligible for 
membership.  

 
B. Member city agencies may elect to have an alternate member(s) from 

their city council in addition to any official member, but said alternate(s) 
shall be able to vote only in the absence of the official representative. 

 
C. Membership shall be contingent upon the execution of this Joint Powers 

Agreement. 
 
Section 6. Boundaries and Service Levels: The service area boundaries shall be 

all of the area within the boundaries of San Luis Obispo County as designated by the 
RTA Board. Any additional services beyond the level recommended by the Regional 
Transportation Plan or mandated in the Unmet Transit Needs Hearing (PUC Section 
99401.5) unmet transit needs hearing required by Public Utilities Code Section 99401.5 
may be instituted, but shall require unanimous approval of affected jurisdictions, with 
costs for the extra service to be distributed on the basis of formula developed by the 
RTA Board members representing the affected jurisdictions. 

 
Section 7. Committees: 
 
A. Committees and subcommittees may be established as RTA may deem 

appropriate. 
 
B. Membership on “ad-Hoc” policy committees shall be at the discretion of 

the President. Nothing herein shall be construed to limit membership on 
these aforesaid committees to officials of the member agencies. The 
President may appoint any individual deemed qualified to serve on a 
committee. 

 
C. Standing committees shall include the: 
 

i. Regional Transit Advisory Committee (RTAC) serving as a 
Regional Transit Productivity Committee to advise the Board on the 
efficiency and effectiveness of the transit system. 
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ii. An Executive Committee comprised of the President, Vice 
President and the past President and at least one representative 
from the County of San Luis Obispo (if none of the above are from 
the County of San Luis Obispo) shall advise the Executive Director 
and RTA on: draft agendas, personnel issues, budget and Overall 
Work Program; controversial, sensitive and major policy issues; 
and shall facilitate the annual performance evaluation of the 
Executive Director. Items for review shall be selected by the 
Executive Director in consultation with the President. All Committee 
members may include agenda items as they desire. For purposes 
of conducting business, two members shall constitute a quorum. 

 
iii. South County Transit Committee (SCTC) comprised of RTA Board 

members representing the four jurisdictions included in the Arroyo 
Grande – Pismo Beach Urbanized Area as defined in the 2010 
Decennial Census. The SCTC member jurisdictions include the 
cities of Arroyo Grande, Grover Beach, Pismo Beach, and the 
County of San Luis Obispo, representing the Oceano Area and the 
Avila Beach Area. The SCTC’s roles and responsibilities include: 

 
a) The SCTC shall determine South County Transit local 

fixed-route services and any other public transportation 
services operated solely within the Arroyo Grande – 
Pismo Beach Urbanized Area by virtue of the voting 
requirements for all South County Transit matters 
provided above in Article II, Section 2 of this Agreement  
 

b) At a minimum, the SCTC shall meet annually to consider 
annual service levels, fare levels, major marketing 
campaigns, and capital improvement plans, and to ratify 
financial commitments for each jurisdiction participating 
in South County Transit services. At the request of two or 
more SCTC members, properly noticed special SCTC 
meetings may also be conducted. 

 
c) For purposes of conducting business, three of the four 

SCTC members shall constitute a quorum. 
 

d) The SCTC shall submit an annual South County Transit 
operating budget and multi-year capital improvement 
plan to the full RTA Board prior to May 1 each year for 
consideration as part of the RTA Overall Annual Budget. 
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e) Any additional services beyond the level recommended 
by the Regional Transportation Plan or mandated in the 
annual unmet transit needs h required by California 
Public Utilities Code Section 99401.5 may be instituted in 
the SCTC service area, but shall require unanimous 
approval of affected jurisdictions, with costs for the extra 
service to be distributed on the basis of a formula 
developed by the SCTC members representing the 
affected jurisdictions. 

 
f) Each SCTC member agency shall make an annual State 

Transportation Development Act contribution based upon 
the percentage of total SCTC-served population related 
to the area served within that member agency. All 
population percentages utilized shall be those annually 
adopted by the San Luis Obispo Council of Governments 
for allocating Transportation Development Act funds 
based annually on estimates prepared by the State 
Department of Finance pursuant to Section 2227 of the 
Revenue and Taxation Code for cities and by the County 
Planning Department for unincorporated communities. 

 
g) Any member of the SCTC may withdraw from the SCTC 

after providing written notice to the RTA Board President 
one (1) year in advance of the requested withdrawal 
date. A withdrawing member’s financial obligation under 
this subsection is limited to the withdrawing member’s 
pro-rata share of the currently adopted SCTC operating 
budget within the service area of the obligated 
commitments affecting the withdrawing member and any 
SLOCOG finding as to unmet transit needs that are 
reasonable to meet pursuant to Public Utilities Code 
Section 99401.5. However, the obligations of a 
withdrawing member under this subsection are limited to 
the special transportation funds to which the withdrawing 
member would be entitled, such as Transportation 
Development Act funds, and this section shall not impose 
any obligation on the general funds of the withdrawing 
member. 

 
D. No committee shall commit RTA on any matter or questions of policy. 

Such matters or questions can only be decided by RTA. 
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E. All committees shall receive clerical assistance from RTA staff and, by 
agreement, SLOCOG staff for the purpose of maintaining minutes of 
meetings and other such duties as the Executive Director may direct. The 
chair of each committee shall sign the original copy of the minutes 
indicating verification of contents upon committee adoption. Copies of 
minutes of all meetings shall be sent to members of RTA and the 
Executive Director. 

 
ARTICLE III 

Financial Provisions 
 

Section 1. Budget: The Executive Director shall prepare an annual budget 
Overall Annual Budget for RTA adoption prior to commencement of each fiscal year. 
The fiscal year shall be July 1 to June 30. The Overall Annual Budget will include 
financial details on core RTA services, as well as financial details for those various 
public transportation services provided under agreement to other agencies. Core RTA 
services include intercity fixed-routes along the US-101 and SR-1 corridors, and 
regional Americans with Disabilities Act complementary paratransit services. The 
approval of the Overall Annual Budget shall be in accordance with those procedures 
prescribed by the Joint Powers Agreement of SLOCOG the following procedures:  

 
A. The RTA Executive Director will present a report outlining a set of Budget 

Assumptions budget assumptions to the RTA Executive Committee no 
later than its February meeting and to the full RTA Board no later than its 
March meeting. 

 
B. The RTA Executive Director will present a full draft Overall Annual Budget 

to the RTA Executive Committee and to the Regional Transit Advisory 
Committee no later than each committee’s April meeting. Each committee 
will provide feedback to the RTA Executive Director, along with a formal 
recommendation that the full RTA Board consider the Overall Annual 
Budget for adoption (as amended). 

 
C. The RTA Executive Director will present the full final draft Overall Annual 

Budget to the RTA Board no later than its May meeting; in no case shall 
the Overall Annual Budget be adopted later than June 30th of each year.  

 
The annual operating and capital budgets for non-core services provided under 

agreement to another agency requires ratification by its governing body prior to 
consideration of the Overall Annual Budget by the RTA Board. 

 
Accounting practices to be applied will conform to those used by San Luis 

Obispo County, consistent with Transportation Development Act rules and regulations. 
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A Consolidated Fund balance and cash balance for RTA core services will carry 

forward from one year to the next. Separate Consolidated Fund balances and cash 
balances will be maintained for public transportation services provided by RTA under 
agreement to other agencies. 

 
The budget Overall Annual Budget may additionally carry funds for future fiscal 

years where necessary to develop a multi-year Capital Improvement Program and to 
reflect obligations under state or federal funding agreements, to the extent allowable by 
California law. 

 
No member Agency shall be required to expend any of its general fund monies to 

support the operations of RTA. The operation of the transit system shall be funded from 
revenues derived from operations, member Transportation Development Act fund 
contributions, grants, and any other appropriate revenue sources. Each member agency 
shall make an annual contribution to RTA in accordance with the adopted budget.  

 
Any formula may be amended upon approval of all jurisdictions affected by that 

formula and ratified by RTA. 
 
All population percentages utilized shall be those annually adopted by SLOCOG 

for allocating Transportation Development Act Funds based annually on estimates 
prepared by the State Department of Finance pursuant to Section 2227 of the Revenue 
and Taxation Code for cities and by the County Planning Department for unincorporated 
communities.  

 
Section 2. Expenditures: RTA may establish procedures and policies to insure 

competitive prices for the purchases of goods and services. Formal bidding shall not be 
required unless directed specifically by RTA or unless required by state or federal law. 
Particularly in the purchase of equipment, including buses, RTA may consider the 
design, maintenance and operating costs, and other similar factors in determining the 
most suitable equipment and need not purchase equipment having the lowest initial 
cost. 

 
Section 3. Treasurer and Auditor: Pursuant to Government Code Section 6505.5, 

the Treasurer of the County of San Luis Obispo is hereby designated as Treasurer of 
RTA. The Treasurer shall have the powers and duties set forth in Government Code 
Section 6505.5. The Auditor/Controller of the County of San Luis Obispo is designated 
as the Auditor of RTA pursuant to Government Code Section 6505.5. 

 
Section 4. Annual Audit: RTA shall cause an annual audit to be prepared and 

filed in accordance with Government Code Section 6505 and Public Utilities Code 
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Section 99245. This audit shall include RTA core services, as well as those service 
provided under agreement for other agencies. 

 
Section 5. Annual Report: The Executive Director shall prepare and submit an 

annual report of the operations to the RTA Board, SLOCOG and State Controller within 
90 days of the end of the fiscal year pursuant to Public Utilities Code, Section 99243.  

 
Section 6. Periodic Reporting: The RTA Board may require periodic reporting of 

ridership, finances, or other information. This periodic reporting shall include RTA core 
services, as well as those service provided under agreement to other agencies. It shall 
be the responsibility of the Executive Director to provide such reports in a form 
acceptable to the RTA Board. 

 
ARTICLE IV 

Authority 
 

Section 1. Powers: RTA shall have all powers necessary to carry out the purpose 
of this Agreement, except the power to tax. Its power to expend funds shall be limited 
only by the availability of funds as set forth in ARTICLE III: Financial Provisions, Section 
1. The powers of RTA specifically include, but are not limited to, the following:  

 
A. To solicit bids and negotiate contracts from private enterprise for services 

and/or operation. 
 
B. To sue or be sued. 
 
C. To employ agents, employees and contract for professional services. 
 
D. To make and enter contracts, including labor, purchase agreement and 

employment contracts. 
 
E. To acquire, convey, construct, manage, maintain and operate necessary 

equipment, building and improvements. 
 
F. To acquire and convey real and personal property. 
 
G. To incur debts, liabilities and obligations, as well as obligations of financial 

assistance from State and Federal agencies, and to obligate RTA to 
operate the improvements, equipment or transportation system in 
accordance with the terms and conditions of said financial assistance. 

 
H. To purchase insurance as required by law or deemed necessary by the 

Board. 
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I. To develop policies and procedures necessary to remain in compliance 

with Federal Transit Administration Section 5307 Urbanized Area Formula 
Program and other federal grant program funding requirements.  

 
Section 2. RTA is a Public Legal Entity: RTA is a public entity duly formed and 

existing under the laws of the State of California. It is a separate and distinct legal entity 
from its member agencies. The debts, duties and obligations created pursuant to this 
Agreement, shall be solely the obligations of RTA and not those of its officers, 
employees, members of the Board of Directors or the member agencies. 

 
ARTICLE V 

Miscellaneous Provisions 
 

Section 1. Withdrawal of Member: A withdrawing member’s financial obligation 
under this Section is limited to the withdrawing member’s pro-rata share of the currently 
adopted operating budget based upon ARTICLE III, Section 1 within the service area of 
the obligated commitments affecting the withdrawing member and any SLOCOG’s 
finding as to unmet transit needs that are reasonable to meet pursuant to Public Utilities 
Code Section 99401.5. 

 
Section 2. Amendment of Agreement: No amendment to this Agreement shall be 

made without the written consent of all member agencies at the time of the amendment. 
 
Section 3. Ratification - Effective Date: This Agreement shall be deemed 

effective as to those parties executing this Agreement upon their execution of the 
Agreement. 

 
Section 4. Assignability: In the event it is deemed in the best public interest to 

have RTA operated services performed by another individual or entity, whether public or 
private, and provided that the assignment complies with State and Federal laws, the 
agency on affirmative vote of the majority in accordance with Section 2 of ARTICLE II, 
may sell, lease or assign all of its real and personal property and cease operations upon 
such terms and conditions as RTA determines to be reasonable. 

 
Section 5. Termination: This Agreement shall continue in full force and effect until 

rescinded by a majority of the member agencies. 
 
Section 6. Notification to Secretary of State: Pursuant to Government Code 

Section 6503.5, RTA shall cause a notice of the execution of this Agreement to be 
prepared and filed with the Office of the Secretary of the State of California, within thirty 
(30) days after the effective date of any amendment to this Agreement. Until such filings 
are completed, RTA shall not incur indebtedness of any kind. 
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IN WITNESS WHEREOF, the parties have executed this Agreement as of the 

day and year first hereinabove written. 
 
IN WITNESS THEREOF, the parties have executed this Agreement as of the day and 
year first hereinabove written.  
 

[Signatures on following pages] 
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 

June 6, 2018 

STAFF REPORT 
 

AGENDA ITEM:    B-2 
 
TOPIC:       New RTA Employee Handbook, and Non-

DOT Drug and Alcohol Policy and Testing 
Provisions Policy 

     
ACTION:       Adopt 
  
PRESENTED BY:    Tania Arnold, Deputy Director 
 
STAFF RECOMMENDATION:    Adopt  
 
BACKGROUND/DISCUSSION:   
The previous RTA Employee Handbook was published in 1994, although written 
policies and procedures have been issued in the intervening years. RTA worked with 
our cohorts at other transit agencies and at RTA jurisdictions to update our documents 
into a consolidated new draft Employee Handbook. Staff has provided the draft to each 
of the City Managers along with County Human Resources. Staff made the draft version 
available online as part of the May 2, 2018 RTA Board presentation. 
 
Since the May 2, 2018 RTA Board meeting, staff continued to request feedback and has 
incorporated appropriate feedback into the handbook being presented today.  In 
addition, staff developed a Non-DOT Drug and Alcohol Policy and Testing Provisions 
Policy.   
 
Staff Recommendation 
Move the Employee Handbook and Non-DOT Drug and Alcohol Policy and Testing 
Provisions Policy forward for adoption by the RTA Board on July 11, 2018.   
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Message from the Executive Director 

 
 
Welcome Aboard! 
 
Whether you have just joined our staff or have been at the RTA for a while, we are confident 
that you will find our company a dynamic and rewarding place in which to work. We consider 
the employees of the RTA to be one of our most valuable resources, and we look forward to a 
productive and successful relationship. This Handbook has been written to serve as the guide 
for the employer/employee relationship. 
 
The Handbook begins with a summary of RTA’s Strategic Business Plan, which includes our 
Vision, Mission Statement and Goals. We have selected you to be part of the RTA Team 
primarily because of your skills, knowledge and abilities that you have demonstrated to us 
when we were considering you for a position at the RTA. You are also part of the RTA Team 
because we believe that you can substantially contribute to our mission of providing safe, 
friendly, and reliable service to the citizens of and visitors to the County of San Luis Obispo. 
 
It is great to have you a part of our team! 
 
 
Sincerely, 
 
 
Geoff Straw 
Executive Director 
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San Luis Obispo Regional Transit Authority 
VISION, MISSION, STRATEGIC DIRECTION & GOALS 

 
VISION 
 
The RTA of the future is an integral part of the “SLO lifestyle.” From the vineyards in North 
County, to the secluded beach towns on the North Coast, to multi-faceted communities in the 
South County, residents and visitors use public transportation rather than relying on their cars.  
 
Vision Elements  

 
 Continue successful partnerships with jurisdictions, county, other public agencies, 

businesses and schools. 

 Provide excellent, reliable, sustainable seamless service that is effective in getting 
residents and visitors where they want to travel. 

 Secure reliable funding. 

 Implement an Intelligent Transportation Systems (ITS) program to improve service 
quality and provide efficiencies. 

 Develop a well-executed image-building campaign with a single face for public 
transportation. 
 

 
MISSION 
 
The Mission of RTA is to provide safe, reliable and efficient transportation services that improve 
and enhance the quality of life for the citizens and visitors of San Luis Obispo County. 
 
 
STRATEGIC DIRECTION 
 

 Stabilize and grow funding. 

 Continue to improve service quality: On-time performance, scheduling and routing, 
customer amenities on our vehicles and at our bus stops, operating procedures. 

 Consolidate and streamline operations to improve efficiency and effectiveness of public 
transportation throughout the county. 

 Include public transportation as part of the lifestyle evolution needed to confront 
climate change. 

 Reduce Vehicle Miles Traveled. 

 Embrace technological improvements that will positively impact efficiency and quality of 
service. 
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SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY VALUES 
 
 
 
Commitment to Serve 
 
Provide valuable services to the public and direct our energies in strengthening our 
relationships with our customers and the community while maintaining responsible ethical 
fiscal management. 
 
 
Leadership 
 
Be trustworthy, credible, confident, progressive and influential in all we do. 
 
 
Teamwork 
 
Work together with trust, support and mutual cooperation and respect. Provide an 
environment that fosters frank and open communication. Have fun in our daily activities and 
keep issues in perspective. Have pride in our accomplishments while taking on our challenges 
with spirit and vigor. 
 
 
Integrity 
 
Promote honesty, loyalty, dignity, respect, decency, fairness, courtesy, responsibility, and 
character. 
 
 
Human Development 
 
Provide the appropriate resources and environment for employees to be successful, motivate 
individuals to take initiative and to be creative in all of our efforts. 
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San Luis Obispo Regional Transit Authority 
EMPLOYEE POLICIES AND PROCEDURES HANDBOOK 

 
Article 1 Introduction 
Article 2 Employment  
Article 3 Compensation and Benefits 
Article 4 Equal Opportunity / Discrimination and Harassment Prevention 
Article 5 Recruitment and Selection 
Article 6 Performance Evaluation 
Article 7 Disciplinary Actions 
 
 
 
 
Appendix A: Board of Directors Resolution <<<DATE>>> 
Appendix B: RTA Job Classifications 
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ARTICLE 1 
INTRODUCTION  
Section 1.1  Employee Policies & Procedures Handbook 
 
The purpose of this handbook is to provide the San Luis Obispo Regional Transit Authority (RTA) 
staff with guidance on major aspects of the RTA’s policies and procedures. It shall be the duty 
of all RTA employees to comply with and support the provisions of this Handbook, all laws and 
regulations, and any internal management memoranda as the RTA Executive Director shall 
issue. 
 
This Handbook supersedes and replaces all previous personnel policies, practices, work rules 
and guidelines. The RTA reserves full discretion to add to, modify, or delete provisions of this 
Handbook, or the policies and procedures on which they may be based, at any time, in 
accordance with the amendment procedure contained herein. In the event of any change to the 
policies set forth herein, all employees will receive notification from the RTA Executive Director 
or designee detailing the changes made. 
 
This Handbook has been reviewed and adopted by the RTA Board of Directors (the Board). If 
any part of these policies and procedures is deemed illegal, unenforceable, or void for any 
reason, it will not affect the validity of the remaining portion. As a condition of employment, 
each employee is required to review the policies and procedures and execute the 
acknowledgment of receipt at the end of the Handbook. 
 
Section 1.2  Applicability 
 
This Employee Handbook applies to all employees of the RTA and its affiliates. 
 
Section 1.3  Adopting Authority 
 
The Employee Policies & Procedures contained herein have been adopted pursuant to 
Resolution 2018-** of the RTA Board of Directors adopted <<DATE>> and any subsequent 
amendments. Resolution 2018-** is attached as Appendix A to this handbook. 
 
Section 1.4  References to County Ordinance and Reliance on County Policies 
 
The RTA is an independent agency separate from the County of San Luis Obispo (the County) 
and is not subject to the County Civil Service ordinances. Nonetheless, in recognition of the 
RTA’ Board’s direction for consistency between many RTA and County employee policies, and a 
desire to minimize the length and level of detail in this document where possible, certain 
sections of the County’s ordinances are referred to herein and incorporated by reference when 
applicable. As referenced throughout the Handbook, the County Human Resources Department 
serves as the “third party contractor providing human resource services to RTA” and provides 
expertise on personnel matters as needed. Any conflicts between the County’s ordinances and 
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these Employee Policies and Procedures shall be construed in favor of the Policies and 
Procedures. 
 
Section 1.5  Amendments to This Policy 
 
All amendments to the policies in this document shall be made only through the approval of the 
RTA Board consistent with the requirements to the extent applicable under applicable statutes. 
The RTA Executive Director or designee has the authority to issue day-to-day operational 
guidelines through Transportation, Maintenance and Administrative Bulletins, which are not 
required to be amended into the Handbook. Bulletins are distributed to RTA employees and 
posted at RTA operating facilities.
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ARTICLE 2 
EMPLOYMENT 
Section 2.1.  Employee Status 
 
2.1.1 Definitions: 
 

2.1.1.1 Regularly Scheduled: The employee status designations described below will be 
determined by averaging the number of weekly hours worked during the previous four 
(4) pay periods and will include an analysis of the average number of weekly hours the 
RTA expects the employee to work over the ensuing four (4) pay periods.  

 
2.1.1.2 Full-Time Employee: An employee who is regularly scheduled to work more than 
35 hours per pay period week. RTA-designated Full-Time employees are eligible for 
benefits as described in this Handbook. 

 
2.1.1.3 Part-Time Health-Benefited Employee: An employee who is regularly scheduled 
to work between 30 and 35 hours per pay period week.  
  
2.1.1.4 Part-Time Employee: An employee who is regularly scheduled to work less than 
30 hours per pay period week and who regularly works more than 20 hours over two 
consecutive pay periods.  

 
2.1.1.5 Casual Employee: An employee who is not promised a regular schedule with 
regular hours each week. Employees in this position have the right to refuse work 
without consequences unless the employee has committed to work an open shift. This 
classification suits employees with outside employment or other commitments.  

 
2.1.1.6 Exempt Employee: Exempt employees are those employees who are exempt (as 
defined by the Fair Labor Standards Act (FLSA)) from earning overtime compensation, 
and are paid a fixed amount on a per pay period basis. 

 
2.1.2 Terms of Employment 
 
There are two terms of Employment at RTA: At-will and Agreement. 
 

2.1.2.1 At-will: The RTA or the employee may terminate the employment relationship 
“at will” and there is no expressed or implied property right to a position with the RTA. 
The RTA retains the right to demote, discipline, change job duties, or alter the terms of 
employment, at any time, as provided herein. No one other than the RTA Board has the 
authority to alter this arrangement, to enter into a verbal or written agreement for 
employment for a specified period of time, or to make any agreement contrary to this 
policy. Any such agreement must be in writing and approved by the RTA Board. 
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There may be times when the business needs or interests of the RTA or its Member 
Jurisdictions become inconsistent with your experience, skills, talents, abilities, or 
desires. There may also be situations in which efforts to train, support, or encourage you 
to become more successful in the workplace are unsuccessful. In such circumstances, 
particularly when your continued employment may have a negative impact on co-
workers, the RTA, or the public, the RTA retains the right to terminate your employment, 
with or without “cause” and with or without notice, depending on the facts and 
circumstances of a given situation.  
 
At-will status means that an employee may be terminated for any lawful reason, even if 
it doesn’t rise to the level of “cause,” which is misconduct or a willful violation of 
workplace standards of behavior. For example, an at-will employee may be terminated 
for performance-based reasons after provided with direction and an opportunity to 
improve, even if the performance deficiency does not constitute misconduct. 
 
This policy may not be modified by the conduct of any employee or agent of the RTA or 
by any verbal representation of any manager. No employee other than the Board or 
Executive Director can modify this policy in any manner or enter into any agreement that 
is contrary to this policy unless it is in writing and signed by the Executive Director and 
subsequently reported to the RTA Board at its next regularly-scheduled meeting. 
 
2.1.2.2 Collective Bargaining Agreement (CBA): an agreement between the RTA and a 
trade union setting forth the terms and conditions of employment or containing 
provisions in regard to rates of pay, hours of work and other working conditions. 

 
2.1.3 Resignations 
 
Employees who choose to leave our employment are asked to give as much notice as possible.  
 
Terminating employees will be required to participate in an exit interview. The purpose of the 
interview is to be certain the reasons for the employee’s termination are not founded on a 
misunderstanding or erroneous situation. The interview will also cover what compensation the 
employee will be paid upon separation and when termination of benefits will occur. 
 
Employees are expected to turn in all 
 
 property assigned to them at the time of termination.  

 
2.1.3.1 Return of Property: The RTA may loan you property, materials or written 
information to help you do your job. You are responsible for protecting and controlling 
any property we loan you. You must also return any property given to you promptly 
upon request. If you terminate your employment at the RTA, you must return all 
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organization property immediately.  
 
The following are items that may be issued to you (not all employees will receive each 
and every item): 
 
 Badges 
 Keys 
 Cell Phones 
 Protective Equipment 
 Security Passwords 

 Tools 
 Uniforms 
 Credit Card(s) 
 Laptop Computer 

 
If you do not return our property and if the law allows, we may take money from your 
regular or final paycheck to cover the current replacement cost of all unreturned or 
damaged property. We may also take legal action to secure the RTA property. 
 

2.1.4 Re-employment Policy 
 
Employees who left our employment in good standing will be considered for open positions 
along with other applicants.  
 
Section 2.2 Immigration Control and Enforcement Policy 
 
Our policy to fully comply with the regulations of the Immigration Reform and Control Act of 
1986 (as amended) enforced by the Department of Homeland Security. We will hire only 
American citizens and non-citizens who are authorized to work in the United States. 
The law requires the RTA to do five things: 
 

1. All new employees must complete Section 1 of the I-9 form within three business days 
of hire. 

2. Check documents establishing employees’ identity and eligibility to work. 
3. The authorized RTA employee examining the documents must complete Section 2 of the 

I-9 Form and the Certification Section. 
4. Retain the form for at least three years or until one year after the person leaves our 

employment. 
5. Present the form for inspection to the Department of Homeland Security or Department 

of Labor officer upon request. 
 
If an employee is hired for less than three days, Form I-9 still must be completed before the end 
of the employee’s first working day. The I-9 Form contains instructions for completion. The 
employee assigned to this task must follow those instructions completely. I-9 Forms are to be 
kept separate from all other personnel records. 
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Section 2.3  Management Authority 
 
2.3.1 Introduction  
 
The RTA Executive Director is appointed by the RTA Board and is responsible for administration 
of and adherence to the personnel system, and may delegate any such powers and duties to 
any other officer or employee. The RTA Executive Director, or designee, shall have the authority 
to appoint, promote, transfer, discipline and terminate any employee of RTA in accordance 
with the procedures set forth herein. The RTA, acting by and through the RTA Executive 
Director, reserves to itself the exclusive authority to: determine the administrative goals and 
objectives of the agency; set standards of performance; determine the procedures and 
standards of selection for employment and promotion; direct employees; take disciplinary 
action; lay off employees due to lack of work, funding, or other legitimate reasons; maintain the 
efficiency of the RTA’s activities; determine the methods, means, and personnel by which the 
RTA’s activities are to be conducted; determine the content of position classifications; and 
exercise control and discretion over the organization and the equipment and technology 
required to perform its goals and objectives. The RTA Executive Director may report to the 
Board or the Executive Committee of the Board on the status of personnel issues and relations 
within the RTA. 
 
2.3.2 Change in Employment Assignments (refer to CBA for those covered) 
 
The RTA reserves the right to change the job assignment of any employee within their current 
job classification at any time. 
 
2.3.3 Hiring Powers 
 
The RTA Executive Director and any other positions designated by the Board are hired by, and 
serve at the pleasure of, the Board pursuant to Contracts for Employment. All other employees 
of the RTA are hired by the RTA Executive Director and are subject to the policies and 
procedures contained in this Handbook, as well as all other RTA policies, rules, practices and 
procedures. 
 
2.3.4 Reduction in Work Force (Layoff) (reference the CBA for those covered) 
 
Whenever, in the judgment of the RTA Executive Director and/or the RTA Board, it becomes 
necessary to reduce the number of positions, the Board may abolish a position or positions, and 
if necessary reduce personnel by laying off employees.  
 
Determination of which classifications to reduce shall be at the sole discretion of the RTA Board 
or in accordance with contract agreements. 
 

2.3.4.1 Determination of which employees to lay off shall be at the sole discretion of the 
RTA Executive Director, based first on financial, organizational and programmatic needs.  
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2.3.4.2 Written Notice: Written notice of layoff shall be served on affected employees in 
person or by certified letter mailed to the last address on file with the RTA. Notice will 
be served or mailed at least thirty (30) calendar days prior to the effective date of the 
separation. Notice shall be deemed served upon personal service or, in the case of 
certified mail, upon mailing. 

 
Section 2.4  Medical Qualification 
 
2.4.1 Medical Standards Policy 
 
Employees shall meet the medical standards of the position to which they are appointed and 
are required to perform the essential functions of their position with or without reasonable 
accommodation. Application and interpretation of this article shall be subject to the provisions 
of the Americans with Disabilities Act, California Fair Employment and Housing Act, and all 
other related statutes and regulations. 
 
2.4.2 New Employee Medical Qualification 
 
After receiving a conditional offer of employment and prior to starting work, candidates who 
will control the movement of an RTA revenue vehicle shall be required to take and pass a 
qualifying medical examination as a condition of employment. Qualifying medical examinations 
shall be made at the expense of RTA.  
 
2.4.3 Medical Standards 
 
Minimum medical standards for each position shall be maintained in writing by Human 
Resources and kept updated for all job classifications. Positions within a classification may have 
additional standards, which may be identified at the time of a medical evaluation. 
 
2.4.4 Current Employee Medical Examination 
 
Employees whose position entails the movement or control of an RTA revenue vehicle will be 
required to maintain a valid Medical Examiner’s Certificate in order to remain in compliance 
with Commercial Drivers’ License and other requirements. This Certificate will be maintained at 
the RTA’s expense. If a first medical examination results in a medical disqualification, a current 
employee may request that a second qualifying medical examination be performed by a 
different medical examiner at their expense.  
 
In addition, a current RTA employee may be required to submit to a medical examination when 
the RTA Executive Director reasonably believes that a medical or psychological condition is 
affecting an employee’s ability to perform the essential functions of the job, when an employee 
is re-assigned or promoted to a position which has substantially different essential functions 
that warrant a determination of medical qualification, or upon return from a medical leave of 
absence. If upon return from a medical leave of absence, the employee will be on an 
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administrative leave of absence until the initial exam and initial results are provided. Final 
determination regarding medical qualification shall rest with the RTA Executive Director. 
 
2.4.5 Medical Disqualification 
 

2.4.5.1 Candidates for Employment: A candidate for employment who fails to meet the 
medical standards of the position applied for shall be disqualified and their name 
removed from the eligible list for the job. Human Resources shall notify the candidate in 
writing of the disqualification and such notification shall include a general statement 
describing the reason for disqualification. 

 
2.4.5.2 Current Employees: A current employee who fails to meet the medical standards 
of their position as demonstrated during a periodic medical recertification shall be 
placed on an unpaid leave of absence to provide an opportunity to obtain a valid 
medical certificate. If the employee is unable to obtain a valid medical upon the end of 
the leave of absence, the RTA will conduct an Interactive Process to evaluate potential 
reasonable accommodations, if any.  
 
In addition, a current employee whose objective performance or conduct reasonably 
suggests to management that the employee is unable to perform the essential duties of 
his or her position shall be required to complete a fitness for duty examination at the 
RTA’s cost. If the findings from this examination demonstrate a failure to meet the 
medical standards of their position, the employee shall be placed on an unpaid leave of 
absence to provide an opportunity to obtain a valid fitness for duty certification. If the 
employee is unable to obtain a valid fitness for duty certification by the end of the leave 
of absence, the RTA will conduct an Interactive Process to evaluate potential reasonable 
accommodations, if any. An employee who refuses to participate in a fitness for duty 
examination will be disqualified and their employment terminated without fault.  

 
Compliance with the Americans with Disabilities Act and the California Fair Employment 
& Housing Act shall be evaluated prior to any such termination decision. Employees who 
are terminated for medical disqualification shall be issued a Notice of Termination by 
Medical Disqualification, which shall be served upon the employee in-person, by 
certified mail, or by other means confirming delivery. Service of the order shall be 
deemed complete upon personal service or, in the case of certified mail, upon mailing.  

 
2.4.6 Review of Medical Disqualification (refer to the CBA for those covered) 
 
Candidates for employment who fail a qualifying medical examination and are disqualified for 
employment shall have no contractual rights to appeal the final determination. Current at-will 
RTA employees who fail a qualifying medical examination and are terminated due to medical 
disqualification have no rights to appeal the final determination. 
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Section 2.5  Personnel Records 
 
2.5.1 Official Personnel Records 
 
The RTA Executive Director, or his or her designee, shall be responsible for maintaining a paper 
or electronic official personnel file for each employee. 
 

2.5.1.1 Content of Official Personnel File: The file shall include, but not be limited to the 
following information: 

 
a. Original application materials. 
b. Employment contracts, if applicable. 
c. Information regarding change of Employee Status or Classification. 
d. Performance Evaluations. 
e. Payroll withholding authorizations. 
f. W-4 form. 
g. Disciplinary and other performance memoranda. 
h. Letters of appreciation. 
i. Copies of Licensure and Certificates required for employee’s position 

(Training File). 
j. Academic or training certificates related to employee’s position (Training 

File). 
 

2.5.1.2 Excluded Content: The following documents shall not be placed in an employee’s 
official personnel file: 

 
a. I-9 Forms. 
b. Any medical evaluation information, medical notes from a physician or 

documentation regarding an employee’s medical condition or fitness for 
duty. 

c. Any medical information pertaining to leaves of absence, requested or 
approved. 

d. Any documentation with EEO statistics or other protected status information. 
e. Any documentation prohibited from an employee’s file by federal or state 

law. 
 
2.5.2 Confidential Medical File 
 
Medical information must not be placed in an employee’s official personnel file or training file. 
Human Resources shall maintain a confidential medical file for each employee that is kept 
physically separate from the employee’s official personnel file and training file. The confidential 
medical file shall contain the following: 
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a. Family /Medical leave or pregnancy-disability leave request forms if the 
employee has disclosed the nature of his or her illness. 

b. Return to work releases with any information regarding the employee’s 
condition,  prognosis or prescribed medications or specific treatment regimens. 

c. Workers’ compensation records. 
d. Medical information about the employee related to reasonable accommodation 

under the Americans with Disabilities Act or Fair Employment and Housing Act. 
e. Any documentation related to a fitness for duty examination or determination. 
f. Any other medical information. 
 

2.5.2.1 HIPAA and CMIA: The RTA will follow the Health Insurance Portability and 
Accountability Act (HIPAA) and the California Confidentiality of Medical Information Act 
(CMIA) privacy and security provisions which apply to Protected Health Information 
(PHI) maintained by the organization 

 
2.5.3 Employee Review of Personnel File 
 
Employees or their authorized representatives have the right to review the contents of their 
official personnel file by providing Human Resources with a written request. Human Resources 
will provide access to the file within five (5) work days at the RTA Administrative office or other 
appropriate location. Employees or their representatives do not have the right to review the 
contents of the confidential medical file; the RTA will produce confidential medical files sought 
through an administrative or judicial process and with the employee’s express authorization. 
The RTA shall keep a record of inspections of employee records by persons other than the RTA 
Executive Director or his or her authorized designee. Such record shall include employee name, 
date, name and signature of person reviewing the employee file. 
 
2.5.4 Personal Data Changes 
 
It is important that the RTA maintain certain personal information about its employees. 
Employees are responsible to inform Human Resources whenever there is a change in mailing 
address, telephone numbers, marital status, dependents’ information, educational 
accomplishments, and other possibly related information.  
 
The RTA also maintains information about who to contact in case of an emergency. If an 
employee needs to change personal information or has questions about what information is 
required, the employee should contact Human Resources. 
 
2.5.5 Confidentiality of Employee Records 
 
The confidentiality of employee records shall be maintained by designated RTA personnel. 
These records shall only be made available to individuals specifically authorized by this policy or 
by the RTA Executive Director.  
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Personnel files are the property of the RTA and may not be removed from RTA premises 
without written authorization from the RTA Executive Director. 
 
2.5.6 Employment References 
 
It is the policy of the RTA that professional or character references will not be given for current 
and former employees except by the RTA Executive Director or his or her designee. Reference 
requests should be referred to and handled by Human Resources. Responses to requests will 
include dates of employment, title, classification and rate of pay (if accompanied by a signed 
authorization by the former or current employee to release such information) only. 
 
Section 2.6  Work Regulations 
 
2.6.1 Attendance/Punctuality Policy (reference the CBA for those covered) 
 
We expect employees to be reliable and punctual. Employees should report for work on time 
and as scheduled. If an employee cannot report to work as scheduled, the employee must 
notify his or her immediate supervisor as soon as possible. 
 
Unplanned absences can disrupt work, inconvenience other employees, and affect productivity. 
Employees who demonstrated poor attendance record or excessive tardiness may be subject to 
disciplinary action, up to and including termination of employment. Disciplinary action will 
begin with the fourth (4) counted unexcused absence or tardiness within a floating 180-day 
period. This policy will be interpreted and enforced consistently with the Federal Family & 
Medical Leave Act (FMLA), the California Family Rights Act (CFRA), the California Fair 
Employment and Housing Act and pregnancy disability leave provisions, for employees who use 
authorized intermittent leave.  
 
2.6.2 Personal Telephone Calls (reference the CBA for those covered) 
 
Personal telephone calls whether on RTA office phones or personal mobile phones are to be 
limited to essential matters and kept as brief as possible. Under no circumstances may an 
employee use a mobile phone or other personal electronic device while sitting in the driver’s 
seat of a moving vehicle or while a vehicle is stopped in the lane of travel. Continued excessive 
use of phones for personal matters is subject to disciplinary action. 
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2.6.3 Smoking and Use of Tobacco Products 
 
The RTA prohibits the use of tobacco products or the use of smokeless (“vaping”) products in 
the workplace, including without limitation marijuana. Smoking is prohibited within the 
confines of any RTA office and prohibited within 25 feet of RTA buildings, bus stops or vehicles. 
Smoking will be permitted out of doors only in an area designated by the RTA Executive 
Director or City Ordinances. Cigarettes or other smoking devices or materials are to be 
extinguished and properly disposed of prior to entering any RTA office or vehicle. 
 

2.6.3.1 San Luis Obispo Ordinance on Smoking in Public Areas 
San Luis Obispo city ordinance 1545 prohibits smoking in public places where 
nonsmokers are present or reasonably expected to arrive. This includes the Government 
Center and the downtown area of San Luis Obispo. RTA employees are prohibited from 
smoking in a public place within the City of San Luis Obispo limits while on duty. The City 
defines a “Public Place” as: “any place, public or private, open to the general public 
regardless of any fee or age requirement, including, for example, streets, sidewalks, 
parking lots, parking garages, bars, restaurants, clubs, stores, stadiums, parks, 
playgrounds, taxis and buses.” 

 
2.6.4 Dress and Grooming Standards 
 
The RTA considers the presentation of RTA’s image to its clients, customers and the public to be 
extremely important. Accordingly, it is expected that employees will wear apparel provided or 
approved by RTA while on-duty for those covered by the CBA and Operations Supervisors who 
will be interacting with the public. Each employee is expected to be neat and clean in 
appearance, with clean RTA apparel and good personal hygiene. Non-CBA covered employees 
are expected to be in business casual attire with name badges on while at work. 
  
2.6.5 Employment of Relatives 
 
The RTA will require a cooperatively developed supervisory plan with the RTA Executive 
Director or his or her designee for any employee promoted into a supervisorial position that 
oversees a relative, or member of his or her household.  The RTA will not hire someone in a 
position where he or she is directly or indirectly supervised by a relative or member of his or 
her household. “Relatives” are defined as husband, wife, son or daughter (including in-laws and 
step children), father or mother (including in-laws and step parents), brother or sister (including 
in-laws and step siblings), grandchild or grandparents and persons related by marriage or 
domestic partnership.  
 
2.6.6 Use of Technology, Networks and Internet Policy 
 
Employees using RTA computing and information resources are expected to act in a responsible 
and professional manner by complying with all policies, relevant laws, and contractual 
agreements related to computers, RTA-issued mobile devices, networks, software, computer 
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information and data to which an employee has access. Employees shall comply with 
acceptable use technology-related policies adopted by the RTA. 
 
Internet access is provided to individuals based upon business needs that benefit the 
organization through connection to worldwide information resources. Wireless accessibility via 
personal devices (smartphones, tablets etc.) will not be provided to employees unless 
authorized by the RTA Executive Director. Employees have a responsibility to maintain and 
enhance the RTA’s public image while accessing the Internet by following these guidelines: 
 

a. Employees using Internet access via our hardware and software are representing the 
organization. As such, their conduct should be ethical and lawful at all times. 
Channels may be accessed for official organizational business to gain technical or 
analytical information and to establish business contacts. 

b. Internet access should not be used for personal gain or advancement of personal 
views, for solicitation of non-RTA business, or result in the disruption of our 
organizational network operation or interfere with personal productivity at work. 

c. Employees are responsible for the content of text, audio, or images they place or 
send over the Internet. Fraudulent, harassing, or obscene messages are prohibited. 
Messages transmitted for RTA business purposes on the Internet should be 
identified with the employee’s name. Employees may not obscure the origin of 
messages and the information published should not violate or infringe upon the 
rights of others. Abusive, profane or offensive language transmitted through the 
system is strictly prohibited. 

d. Employees may not download software without the express acknowledgement and 
support of the Network Administrator to ensure that proper licenses are obtained 
and viruses are not transmitted. 

e. Employees may not send or upload any copyrighted materials, trade secrets, 
proprietary information, or similar materials to third parties. Employees may not 
violate the copyright laws in regard to receipt/download of materials available on 
the Internet by copying and disseminating information, except for purposes falling 
under the category of “fair use”. 

f. Messages created, sent, or retrieved over the Internet are the property of the RTA 
and should be considered public information. The RTA reserves the right to access 
and monitor  messages and files on the computer system at any time. 
Communications can be disclosed to law enforcement officials or other third parties 
without prior consent of the sender or the receiver. More details are outlined in the 
Public Records Act. 

g. Harassment of any kind is strictly prohibited. Messages with derogatory or 
inflammatory remarks regarding race, religion, national origin or citizenship, sexual 
orientation, gender identity or expression, disability, or other protected attributes 
may not be transmitted.  

 
Violations of this Policy may result in disciplinary action up to and including termination and 
illegal activities may result in prosecution by legal authorities. 
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2.6.6.1 Personal Blogs/Social Networking 
 

a. Employees are not allowed to use organization-owned equipment, including 
computers, organization licensed software or other electronic devices, 
equipment or facilities on organization time to conduct personal blogging or 
social network activities. 

b. Employees may not use the organization logo or trademark on their personal 
blogs or networks. 

c. Employees may not post photographs or videos of other employees or their 
family members, customers, or vendors on personal posts. 

d. Employees are not to link from a personal blog or social network to the 
organization’s internal or external websites. 

e. Employees are responsible for their commentary on blogs and social 
networks. Employees can be held personally liable for comments that are 
slanderous, obscene, defamatory or libelous by any offended party. Posts 
that include illegal content may result in prosecution by legal authorities. 

 
Employees who have any questions regarding the proper use of social 
networking/blogging should contact their supervisor, manager, or director. 
 

2.6.7 Conflicts of Interest 
 
Employees are expected to devote their best efforts and attention to the performance of their 
jobs. Employees are expected to use good judgment, to adhere to high ethical standards, and to 
avoid situations that create an actual or potential conflict between the employee’s personal 
interests and the interests of the RTA. A conflict of interest exists where the employee’s 
loyalties or actions are divided between the RTA’s interests and those of another, such as a 
business, individual or another public agency with which the RTA’s interests may conflict. Both 
the fact and the appearance of a conflict of interest should be avoided. Employees unsure as to 
whether a certain transaction, activity or relationship constitutes a conflict of interest should 
refer to the Conflict of Interest Policy and discuss it with their immediate supervisor or the RTA 
Executive Director for clarification. 
 
While it is not feasible to describe all possible conflicts of interest that could develop, some of 
the more common conflicts, from which employees should refrain, include the following: 
 

a. Accepting personal gifts or entertainment (including meals) from individuals, other 
public agencies, customers, suppliers, or potential suppliers; 

b. Working for any individual, business or entity with which the RTA’s interests may 
conflict, including those listed above; 

c. Having a direct or indirect financial interest in or relationship with any individual, 
business or entity with which the RTA’s interests may conflict, or with whom the RTA 
has a business relationship, including those listed above; 
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d. Engaging in self-employment in competition with the RTA; 
e. Using proprietary or confidential RTA information for personal gain or to the RTA’s 

detriment;  
f. Using RTA assets or labor for personal use;  
g. Acquiring any interest in property or assets of any kind, including a service-related 

business, for the purpose of selling or leasing the property, assets or services to the 
RTA; 

h. Unauthorized commitment of RTA financial or staff resources or other support to 
any outside activity, organization, or person; 

i. Developing a personal relationship with a subordinate employee of the RTA that 
might interfere with the exercise of impartial judgment in decisions affecting the 
RTA or any employees of the RTA. If an employee or someone with whom an 
employee has a close relationship (a family member or close companion) has a 
financial or employment relationship with a supplier, potential supplier, customer, 
business, individual or another public agency, with which the RTA’s interests conflict 
the employee must disclose this fact in writing to the RTA Executive Director. 
Employees should be aware that if they enter into a personal relationship with a 
subordinate employee or with an employee of a supplier, potential supplier, 
customer, business, individual or another public agency, with which the RTA’s 
interests conflict, a conflict of interest may exist which requires full disclosure to the 
RTA. 

 
Employees planning to engage in outside employment must first disclose such employment to 
the RTA Executive Director to ensure it does not pose a conflict of interest or is otherwise 
incompatible with the RTA or its mission. Failure to adhere to this guideline, including failure to 
disclose any conflicts or to seek an exception, will result in discipline, up to and including 
termination of employment. 
 
No employee shall use the authority, information or privileges associated with his or her 
position for personal gain. Evidence of using a position for personal gain may be interpreted as 
a breach of terms of employment and serve as a basis for discipline up to and including 
termination. 
 
2.6.8 Safety 
 
The Occupational Safety and Health Act (OSHA) require all employers to provide a safe and 
healthful workplace for their employees. In this regard, it is important that adequate policies 
and procedures be developed and adhered to in order to ensure safe, efficient operating 
conditions, thereby safeguarding employees and facilities. 
 
Our organization will not knowingly permit unsafe conditions to exist, nor will it permit 
employees to indulge in unsafe acts. In-depth information is outlined in the System Safety 
Program Plan (SSPP). The RTA SSPP includes an Injury and Illness Prevention Plan.  Violations of 
organization rules and regulations will result in disciplinary action. The organization believes 
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that the safety of employees and physical property can best be ensured by a meaningful safety 
program. 
 
2.6.9 Security/Violence in the Workplace 
 
As detailed in the RTA Policy Against Workplace Violence, the RTA will not tolerate violent acts 
or threats of violence, whether verbal, written, or implied, towards employees by other RTA 
employees, customers or members of the public. For purposes of this policy, “violence” 
includes any willful touching of a person in a harmful, threatening or unwanted way. A “threat” 
of violence includes any statement, course of conduct or other action that would cause a 
reasonable person to believe that violence may occur. Any incident of violence or threat of 
violence by any RTA personnel or any other person should be reported promptly to the 
employee’s supervisor, Human Resources or the RTA Executive Director. Supervisors or any 
other employee of the RTA who receive complaints or who observe conduct in violation of this 
policy shall inform Human Resources and the RTA Executive Director immediately. 
 
2.6.10 Drug-Free Workplace Policy 
 
The RTA recognizes that the abuse of alcohol and use of illegal drugs by any employee 
threatens the health and safety of that employee, the employee’s co-workers, and the general 
public. The RTA also recognizes that employees should be able to work in an alcohol and drug-
free environment, and to work with other employees who are alcohol and drug-free. The RTA 
has, therefore, adopted drug and alcohol testing policies for all employees and prospective 
employees. Refer to the RTA Drug & Alcohol Policy, Program and Procedures and the RTA Non-
DOT Drug and Alcohol Policy and Testing Provisions for more information. 
 
2.6.11 Vehicle Collision and Incident Reporting (reference the CBA for those covered) 
 
Every employee shall make one (1) report for each vehicle collision or safety incident occurring 
during the employee’s run or shift, as required by the RTA. Such report shall be made not later 
than the completion of the employee’s run or shift.  
 
The RTA pays 100% of the premium on insurance provided by our Workers’ Compensation 
program. This law was designed to provide employees with benefits for any injury which an 
employee incurs arising out of their employment with the organization. 
 
Under the provisions of the law, if an employee is injured while at work for the organization, 
this injury must be reported immediately to his or her supervisor, no matter how slight it might 
seem. Failure to do so could result in a denial by the insurer of any claim an employee may 
submit for Workers’ Compensation benefits. Even late reported injuries may result in delay or 
denial of Workers’ Compensation benefits.  

 
2.6.11.1 Paid Time to Complete Report: Employees who are required to make a report 
shall be allowed up to twenty (20) minutes of paid time, except that no allowance shall 



  DRAFT Date: May 29, 2018 

Article 2, Page 15 

be granted when said report can be completed in time already being paid on the date 
report is being made. In the event travel is required, the employee shall be paid travel 
time (scheduled running time) and same shall be subject to the overtime provision (if 
applicable). Other reports and interviews required by the RTA shall be paid for at the 
straight time rate. 

 
2.6.11.2 Determination of Preventability: Vehicle collisions and safety incidents will be 
reviewed by the Operations Manager or designated Safety Committee. Where a collision 
or incident is determined to have been preventable, the employee will be notified in 
writing within ten (10) work days from the date of the RTA knowledge of a collision or 
incident (except in rare cases, such as insufficient information for the decision of 
preventability to be made). Discipline may apply if the employee’s conduct that led to 
the collision or incident was found to be improper. Any determination of preventability 
or disciplinary action will be based on the circumstances of the incident but will not 
adversely affect the processing of any Workers’ Compensation claim or industrial injury 
benefits. Determinations of whether or not a claim of industrial injury is compensable 
under applicable workers’ compensation standards will be made by the RTA’s third-
party claims administrator.  

 
 

 
2.6.12 Solicitation Prohibited 
 
Employees are prohibited from soliciting (personally or via electronic mail or text messaging) 
for membership, pledges, subscriptions, the collection of money or for any other unauthorized 
purpose anywhere on RTA property during work time, especially those of a partisan or political 
nature. ”Work time” includes time spent in actual performance of job duties but does not 
include lunch periods or breaks. Non-working employees may not solicit or distribute to 
working employees. Persons who are not employed by the RTA may not solicit or distribute for 
membership, pledges, subscriptions, literature or petitions on the RTA’s premises at any time 
for any reason. Employees are prohibited from distributing, circulating or posting (on non 
general purpose bulletin boards, refrigerators, walls, etc.) literature, petitions or other 
materials at any time for any purpose without the prior approval of the RTA Executive Director 
or his or her designee. 
 
2.6.13 Visitors at Work 
 
Visitors, including an employee’s family members, who wish to see an employee during working 
hours, must first check in at the front office. Visitors may be required to sign in and receive a 
visitor’s badge. If a visit involves an emergency, the employee will be notified immediately, and 
will receive all possible cooperation from management. 
 
Visitors should not disrupt business. Please remind your friends and relatives that unless there 
is an emergency involved, they should not disturb you while you are working. Refer to the 
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Transporting Family and Friends Bulletin if they will be using the RTA as their way of 
transportation. 
 
Section 2.7  Work Week and Work Schedules 
 
2.7.1 Workweek Defined 
 
For the purposes of payroll and the Fair Labor Standards Act salary calculation, the workweek 
shall begin at 12:00 am on Sunday and will end at 11:59 pm on Saturday.  
 
2.7.2 Assignment of Work Schedules (refer to the CBA for those covered) 
 
For at-will employees, the  RTA Executive Director or his or her designee has sole discretion to 
assign the work schedule of all employees working for the RTA. To the extent possible, at least 
24-hours advance notice shall be provided for any short-term or temporary reassignment of 
work schedule; at least 7 days advance notice shall be provided for any long-term reassignment 
of work schedule.  
 
2.7.3 Break and Meal Periods (refer to the CBA for those covered) 
 
The RTA will design shifts to comply with regulations regarding wages, hours and working 
conditions. 
 

2.7.3.1 Break Periods: For all at-will employees, California law states employers need 
only to provide rest breaks, but not ensure that rest breaks are taken. Every employer 
must authorize and permit nonexempt employees to take rest breaks, which if 
practicable should be in the middle of each work period. The rest break must be based 
on the total hours worked daily at the rate of 10 minutes rest time per four hours of 
work. Rest breaks need not be allowed for employees whose total work time is less than 
3 1/2 hours per day.  
 
2.7.3.2 Meal Periods: For all at-will employees, no employee should work more than five 
hours without having a meal period of at least 30 minutes, except when a work period 
of not more than six hours will complete the day’s work the meal period may be waived 
by mutual consent of the employer and the employee in writing. Employees shall be 
relieved from all duties during their meal period. If the employee is not relieved of all 
duty during a meal period, the meal period shall be considered an “on duty” meal 
period and is counted as time worked. On-duty meal periods should be noted on time 
records for the applicable pay period. We encourage all employees to take their meal 
period and be relieved from duty during that period.  
 

2.7.4 Work Schedule During a Holiday Week (refer to the CBA for those covered) 
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During any week in which a holiday occurs, all full-time employees shall receive pay for all hours 
worked in addition to Holiday pay (if applicable). 
 
2.7.5 Overtime 
 
Nonexempt status employees shall receive pay calculated at time and one-half (1½) for all 
authorized overtime worked during the pay period. Exempt employees are not eligible for 
overtime pay. 
 

2.7.5.1 Overtime Defined: Overtime and overtime pay shall be defined and calculated 
pursuant to the provisions of the Fair Labor Standards Act. In general, “overtime” means 
the time spent in the performance of work ordered or authorized by the Supervisor 
which is in excess of forty (40) productive hours worked in any work week. Productive 
hours include only regular time worked and does not include holidays, vacation, PTO, 
sick, administrative, personal, or other authorized leave. 

 
2.7.5.2 Prior Authorization: Nonexempt employees may only work overtime that has 
been approved in advance by their Supervisor. In the rare event that overtime must be 
worked and prior approval is not feasible, the employee shall notify their Supervisor as 
soon as reasonable.  

 
2.7.5.3 Travel: Employees traveling to and from locations outside of San Luis Obispo 
County that involve RTA matters in which the employee is required to attend as a 
condition of his or her employment are expected to do so within the hours available 
during a normal 40-hour work week, if feasible and practical. If not feasible or practical, 
and travel time results in greater than 40 hours worked, such time will be compensated 
with paid time off or other pay as specified above. Seminars, conferences and related 
events are generally considered to be a privilege and not a condition of employment, 
unless the employee is expressly directed by a Supervisor to attend or participate. 

 
Employees who wish to attend such events are expected to arrange for transportation 
and travel time during normal RTA working hours to the extent possible, or on their own 
non-compensable time outside of normal working hours. If warranted by circumstances, 
the RTA Executive Director is authorized to approve, in advance, paid time for such 
travel on a case-by-case basis. 
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2.7.6 Miss-Outs and Work Assignment (refer to the CBA for those covered) 
 
A “miss-out” is defined to be: Each failure of any employee to report for duty at the proper time 
and at the proper place at which his or her assigned duties are scheduled to start. An employee 
who fails to report for their assignment at the proper time and place, or who fails to provide 
timely advance notice of for use of authorized intermittent leave, shall be charged with a miss-
out. Disciplinary action up to and including termination is determined and enforced by each 
Department. 
 

2.7.6.1 Waiver: The department manager may waive the imposition of a disciplinary 
penalty for a “miss-out” as hereinabove provided whenever, in his or her opinion, a 
valid reason for such “miss-out” exists. 

 
2.7.7 Emergency Call-Back Minimum Hours (refer to the CBA for those covered) 
 
Whenever an employee has completed a normally scheduled shift and has left the worksite and 
their supervisor or designee calls the employee back to work when not regularly scheduled to 
be on duty, compensation will be for a minimum of half of their regularly scheduled shift. 
 
On an unscheduled emergency, an employee shall receive a minimum of (1) one hour pay at 
the applicable overtime rate (if applicable). 
 
2.7.8 Premium Pay (refer to the CBA for those covered) 
 
A Bus Operator who is assigned by the RTA Supervisor to work with a trainee, fill in as 
Dispatcher or Scheduler or other RTA Executive Director-approved duties will be paid a 
premium, in addition to the employee’s hourly wage rate, while performing these duties. 
 
2.7.9 Driver’s Log 
 
Those employees who obtain and Commercial Driver’s License (CDL) are required to keep a log 
of hours worked per the Federal Motor Carrier laws. A log is required under the following 
conditions.  
 

1. On duty twelve (12) hours or more in a day: When an employee works more than twelve 
(12) hours in a day they fail to meet the exception in CCR Title 13, Div. 2, Chap. 6.5, Art. 
3, Sec. 1212(e) and therefore must complete a log. 

2. Days a CDL employee works two (2) jobs in one day: A log is required in this  case so that 
the CDL employee can demonstrate to each employer AND the CHP that they are not in 
violation. 
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ARTICLE 3  
COMPENSATION, BENEFITS AND LEAVES 
Section 3.1  Compensation 
 
3.1.1 Regulation of Compensation by the RTA Board (refer to the CBA for those covered) 
 
Compensation of all employees of the RTA shall be determined by the RTA Board of Directors 
except as otherwise required by law. Human Resources shall maintain a salary table that 
includes all active classification titles and a corresponding seven step pay scale for each 
classification. A copy of the job classifications is included as Appendix B, which may be updated 
annually during the budget-making process. The RTA Board of Directors shall establish the first 
step for each classification in the table, also known as the salary range. Employees shall be paid 
a base salary, no less than Step 1 and no greater than Step 7 of the salary range approved by 
the RTA Board for the classification to which they are appointed. 
 
3.1.2 Administration of the compensation plan 
 
The RTA Executive Director shall have discretion to set the salary of an employee at any step 
within the salary range approved by the RTA Board for the classification to which the employee 
is appointed, subject to the following conditions: 
 

3.1.2.1 Any employee who is promoted to a classification with a higher salary range shall 
receive a salary increase to a step in the new salary range that is not less than the pay 
previously received. In no case shall the new salary exceed the highest step of the salary 
range. 

 
3.1.2.2 Market adjustments are done on a position-by-position basis based upon market 
data and could result in pay adjustments for the individuals in those positions at 
anytime.  The market adjustment is not intended to compensate employees for general 
inflation or cost of living increases. Market adjustments require approval of the RTA 
Board as part of an amendment to Appendix B. 
 
3.1.2.3 Upon receiving a “Satisfactory” or better performance evaluation, the RTA 
Executive Director may grant an employee a salary increase to the next step in the 
salary range. In no case shall the new salary exceed the highest step of the salary range. 
The performance evaluation may be a regular evaluation or probationary evaluation. 

 
3.1.2.4 Upon receiving an overall “Unsatisfactory” performance evaluation, the RTA 
Executive Director may lock an employee’s salary at his or her current salary until the 
employee’s performance is improved to “Satisfactory” or better. The performance 
evaluation may be a regular evaluation or probationary evaluation. An ensuing 
“Unsatisfactory” performance evaluation shall be subject to the provisions of Article 7 
(Disciplinary Actions) of this policy. 
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3.1.2.5 An employee who voluntarily demotes to avoid layoff or voluntarily demotes 
due to personal reasons may be placed by the RTA Executive Director at any step in the 
salary range of the new classification not to exceed their current step without a 
concurrent performance evaluation. 

 
3.1.3 Compensation – Payment Procedures (refer to the CBA for those covered) 
 
Policies and procedures for payment of compensation can be summarized as follows: 
 

3.1.3.1 Time-Keeping: All employees (exempt and nonexempt) are required to record 
their hours worked. The RTA Executive Director will designate those nonexempt 
employee classifications that are required to clock in and out at the beginning and end 
of their shift and for their lunches. If for any reason an employee is unable to use the 
time clock, the employee must submit an Exception Timesheet with the clock in/out 
times listed. For exempt employees time-keeping is for business purposes unrelated to 
compensation for hours worked, whereas nonexempt are paid only for hours worked. 

 
3.1.3.2 Biweekly Payment: The RTA will make every effort to issue the payroll every 
other Friday starting no later 5:00 AM. In the event a Holiday falls on a Friday, the RTA 
will make every effort to issue the payroll on the previous day. However, should a 
system breakdown occur, the payroll will be issued no later than the following 
Wednesday. No loss in pay will result should this occur. 

 
3.1.4 Direct Deposit 
 
Employees are encouraged to participate in the RTA’s direct deposit of wages program. Human 
Resources will make the arrangement for direct deposit with any credit union or bank that has 
electronic transmission capability. Your entire paycheck, or a specified amount, can be 
deposited. Human Resources will provide the necessary forms upon request. 
 
3.1.5 Final/Termination Paycheck  
 
Final paychecks will be issued as part of the normal payroll cycle. The RTA will attempt to 
accommodate early release of final/termination paychecks, including accrued but unused 
vacation, when it is able. 
 
Section 3.2  Employee Benefits 
 
3.2.1 Vacation Policy (reference the CBA for those covered) 
 
Paid vacation is one of the ways the RTA recognizes length of service and performance. 
Employees covered by a CBA are provided vacation time as outlined in the agreement. 
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Eligible employees earn paid vacation based on length of continuous service, starting with their 
first year and increasing throughout their service in a pre-determined accrual formula. Please 
contact your immediate supervisor for more details. 
 
VACATION ACCRUAL SCHEDULE: 
 

Service Time Days/year Accrual Rate Max Accrual 

first year 10 3.08 160 

second year 11 3.38 176 

third year 12 3.69 192 

fourth year 13 4.00 208 

fifth year 15 4.62 240 

sixth & seventh year 16 4.92 256 

eighth & ninth year 17 5.23 272 

tenth & eleventh year 18 5.54 288 

twelfth & thirteenth year 19 5.85 304 

fourteenth + year 20 6.15 320 

 
Employees shall not carry a vacation balance of more than two times their annual rate from one 
fiscal year to the next. Vacation time may be taken at the request of the employee with the 
prior approval of his or her manager/supervisor. Vacation time may be approved or denied 
based on business needs at the time.  
 
All accrued vacation provided by the policy that has not been taken at the time of termination 
will be paid to the employee. The right to vacation constitutes deferred wages for services 
rendered. Employment contracts and organization policies may not provide for forfeiture of 
vested paid time. 

 
3.2.2.1 Maximum Vacation Accrual: The vacation accrual year will be January to 
December. Employees may accumulate vacation time from one year to the next year up 
to the maximum hours outlined in the table above. Should an employee’s vacation bank 
exceed this amount, they will cease to accrue hours over maximum not taken at the end 
of the calendar year. An employee who has had scheduled vacation canceled due to 
scheduling conflicts will be given an opportunity to schedule the unused vacation in the 
following vacation accrual year. 
 
 

3.2.2 Vacation Usage (refer to the CBA for those covered) 
 

3.2.2.1 Use of Vacation Pay: All requests for scheduled use of vacation pay shall be 
considered and granted at the discretion of the department manager/supervisor. All 
requests for scheduled vacation shall be made in writing. Requests for the scheduled 
use of vacation of one day or less shall be made a minimum of two work days prior to 
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the start of the time-off. Requests for the scheduled use of vacation of two or three 
days shall be made at least one week prior to the start of the employee’s time-off. 
Requests of more than three days shall be made at least twice as many work days prior 
to the vacation days being requested (e.g., one week of vacation must be requested at 
least two weeks in advance). The advance notice requirement may be waived, if 
warranted, at the discretion of the department manager/supervisor on a case-by-case 
basis. To the extent possible, the use of vacation during periods of sick leave shall be 
made with a minimum of two hours’ notice to the department manager/supervisor 
when all sick leave available has been exhausted. 

 
3.2.2.2 Vacation Cash-out: After one year of service with the RTA, employees are eligible 
to cash-out a portion of their vacation time accrued. A vacation balance in excess of 120 
hours may be cashed out during the last pay date of each calendar year. Vacation cash-
out eligible employees are required to inform Human Resources one (1) week prior to 
the last pay date of each calendar year of their request to cash-out and the amount. 

 
3.2.2.3 Vacation Donation: vacation donation allows a qualified employee to voluntarily 
donate vacation to another qualified employee who is unable to work because of an 
extended serious illness or injury. The procedure to initiate this process involves sharing 
the donating employee’s intentions with their supervisor and Human Resources. The 
vacation donation will be limited to 50% of accrued vacation. The RTA will ensure that 
donated vacation pay will only be used for medical sick leave purposes. Donating 
employees may only donate hours from their account when it is in excess of sixty (60) 
hours and only those hours that are in an excess of sixty (60). Donations will be 
calculated based on the donating and recipient’s pay rates. Contact Human Resources 
for more information regarding donating or applying to receive donated vacation leave. 

 
3.2.2.4 Limitation on Vacation Pay Usage: Vacation shall be paid at the employee’s basic 
straight-time rate on a regularly scheduled workday, but not to exceed scheduled hours 
per day. Vacation payments to employees who are covered under California Workers’ 
Compensation or disability insurance will be reduced by the amount of disability 
benefits payable under such plan. In no event will an employee receive pay in excess of 
his or her regular pay. Vacation pay shall not duplicate any other RTA pay.  

 
3.2.2.5 Vacation Pay Cannot Cause Overtime: Vacation time taken cannot be used to put 
an employee into an overtime pay status. 

 
3.2.3 Sick Leave (refer to the CBA for those covered) 
 
The RTA provides paid sick time benefits to eligible employees who are temporarily absent due 
to illness or injury. 
 

3.2.3.1 ELIGIBILITY: All full and part-time employees are eligible. Employees covered by 
a CBA should refer to the agreement. 
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All full-time employees accrue sick time benefits at the rate of 12 days per 
year. Employees shall use paid earned sick time for personal sick time off or FMLA/CFRA 
leave to care for eligible dependents. See section 3.2.10 for more information. 
 
An employees who is unable to report to work because of an illness or injury should 
notify his or her supervisor before the scheduled start of his or her workday, if possible. 
The employee’s supervisor must also be contacted on each additional day of absence. 
Before an employee can return to work after a sick leave absence of 5 calendar days or 
more, you must provide a doctor’s statement releasing to return to full or modified 
duty. 
 
An employee on sick leave for an extended absence because of an illness or injury must 
apply for any other available compensation and benefits, such as workers’ 
compensation and/or disability. Sick leave benefits will be used to supplement any 
payments that an employee is eligible to receive from workers’ compensation or the 
RTA provided disability insurance program(s). The combination of these disability 
payments and sick leave may not exceed normal weekly pay. 
 
Sick time is not eligible for cash out.  

 
3.2.4 Holidays (refer to the CBA for those covered) 
 
The RTA recognizes the following seven holidays: Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day, Day after Thanksgiving Day (admin staff only), Christmas Day, and New Year’s 
Day. 
 

3.2.4.1 Full-Time Employee Eligibility: All eligible full-time employees shall receive eight 
(8) hours at their regular straight time rate of pay for the applicable Holidays outlined 
above, provided such employee completes their work assignment on their last 
scheduled or assigned work day prior to such holiday and their first scheduled or 
assigned work day after such holidays. Those employees who are scheduled to work and 
are late on the day before or the day after the holiday will be paid for the holiday time 
provided the employee reports within one (1) hour of his or her report time and in 
proper uniform. Holiday time shall not be counted when computing overtime pay. 
 
3.2.4.2 Pay Rate for Holidays Worked: If an employee works on an RTA-recognized 
holiday, that employee will be paid eight hours Holiday pay plus the Holiday rate (time 
and a half) applicable for the actual hours worked. 

 
3.2.4.3 Day Shifting: For Administrative staff, in the event one of the holidays mentioned 
in this section falls on a Sunday, the Monday following the Sunday shall be the holiday. 
Should a holiday fall on a Saturday, the preceding Friday shall be the holiday. Fixed date 
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holidays (New Year’s Day, Christmas Day and Independence Day) are exempt from the 
day shifting. Please contact your supervisor to verify eligibility. 
 
3.2.4.4 Floating Holidays: Eligible full-time employees receive six (6) floating holidays 
January 1st of each year. Floating holidays are to be used within the calendar year. If you 
do not use all floating holidays provided, you will lose them by December 31st of each 
year. Floating holidays do not roll over from year to year and are not paid out upon 
termination of employment with the RTA. 

 
3.2.5 Salary Reduction (125) Plan (Pre-Tax Premiums Deductions) 
 
Pre-Tax Premiums is a voluntary program that allows employees to pay the premiums for 
medical, vision and dental benefits with pre-tax dollars. Under Section 125 of the Internal 
Revenue Code, an employee may annually elect to reduce his or her taxable salary by the 
amount paid towards medical, dental and vision premiums. Participation in the salary reduction 
plan can result in an employee paying less federal, state and Medicare taxes. 
 
Because of the tax savings employees receive, the federal government places certain 
restrictions on what an employee can and cannot do under this plan. This is an irrevocable 
choice, meaning that an employee wishing to change a decision to have premiums deducted 
pre-tax, as well as canceling or changing the benefits associated with these deductions, is not 
allowed until the next open enrollment period unless an employee experiences a qualifying 
event as defined in federal law. 
 
3.2.6 Health, Dental, Vision and Life Insurance (refer to the CBA for those covered) 
 
The RTA shall provide the administration of the Group Insurance Plan using Human Resources 
staff resources or contracted third-party resources. 

 
3.2.6.1 Eligibility: Eligible full-time employees shall be any full-time employee as defined 
in Section 2.1.1.  

 
3.2.6.2 Coverage Levels: the RTA will cover a portion or all of the medical plan monthly 
premium offered to each full-time employee for the employee-only option. Unless 
otherwise stated in your offer letter, the RTA will pay for 95% of the monthly premiums 
to provide the base healthcare plan (as of January 1, 2018, this plan is known as the 
“Solutions PPO Plan”) for the employee. The employee will be responsible for the 
remaining 5% through payroll deductions, as well as 100% of the additional monthly 
premiums should the employee choose a richer medical plan. See Human Resources for 
more information. In addition, RTA will cover 100% of the dental plan and vision plans 
for employee-only options unless otherwise stated in your offer letter. Should the 
employee wish to cover their spouse and/or dependents, the employee shall do so 
solely at their expense through payroll deductions. Refer to your offer letter for 
coverage information. 
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For Part-Time Health-Benefited employees, the RTA will pay for 95% of the monthly 
premiums to provide the base healthcare plan for the employee. The employee will be 
responsible for the remaining 5%, as well as 100% of the additional monthly premiums 
should the employee choose a richer medical plan and/or to cover a 
spouse/dependents. 
 
The RTA may change insurance carriers at any time, and will strive to provide a 
comparable level of insurance benefits if a change is necessary. 
 
3.2.6.3 Medical: The medical insurance plan at the RTA offers employees and 
dependents access to medical care insurance benefits. Only Full-Time and Part-Time 
Health Benefited employees are eligible to participate in the medical insurance plan.  
 
Eligible employees may participate in the medical insurance plan subject to the terms 
and conditions of the agreement between the RTA and the insurance carrier. 
 
You will find details of the medical insurance plan in the Summary Plan Description 
(SPD). When you become eligible, you will receive your SPD and rate information prior 
to the enrollment date. For questions about medical insurance, contact Human 
Resources for additional information. 
 
3.2.6.4 Dental: The RTA offers dental coverage for full-time employees. 
 
3.2.6.5 Vision: The RTA offers vision coverage for full-time employees.  
 
3.2.6.6 Incidental Benefit for Opting Out: RTA-designated full-time benefited employees 
who can demonstrate during Open Enrollment that they have Affordable Care Act (ACA) 
qualifying Medical benefits, as well as Dental and Vision Benefits, through another 
means and who do not elect to receive Medical, Dental and Vision Benefits through the 
RTA may “opt out” of these benefits and shall receive an incidental payment of $175 
monthly in lieu of the contribution as defined above.  
 
Full-Time Benefited and/or Part-Time Health-Benefited employees who can 
demonstrate during Open Enrollment that they have ACA-qualifying Medical Benefits 
through another means and who do not elect to receive Medical Benefits through the 
RTA may “opt out” of the medical benefit and shall receive an incidental payment of 
$125 monthly in lieu of the contribution as defined above. 
 
3.2.6.7 Life Insurance: The RTA offers a basic life insurance plan for eligible full-time 
employees. The basic life insurance plan includes Accidental Death and Dismemberment 
(AD&D) insurance. AD&D provides benefits in case an accident causes a serious injury or 
death. Full-time employees may enroll in a supplemental life insurance plan at their own 
cost, subject to provider approval. There are more details about our basic life insurance 
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plan in the Summary Plan Description. If you have questions about our life insurance 
plan, contact the Human Resources for more information. 
 
3.2.6.8 Short Term Disability: The RTA has a short-term disability (STD) benefits program 
for all employees. STD benefits are paid to employees who cannot work because of 
qualifying disability conditions caused by an injury or illness. 
 
Employees may participate in the STD plan subject to the terms and conditions of the 
agreement between the RTA and its insurance carrier. If the disability is based on being 
pregnant or a pregnancy-related illness, it will be treated the same as any other illness 
that prevents an employee from working.  
 
If the disability is covered by workers’ compensation, it will not be covered by the STD 
plan. There are more details in the STD Summary Plan Description, including how much 
can be paid and when, the limits, the restrictions, and what is not covered. If you have 
questions about STD benefits, contact Human Resources for more information. 
 
3.2.6.9 Long Term Disability: The RTA provides long-term disability (LTD) benefits to full-
time employees who have an illness or injury that results in a long-term absence. Our 
LTD plan is designed to ensure a continuing income in the event an eligible employee 
becomes disabled and unable to work. 
 
Eligible employees may participate in the LTD plan subject to the terms and conditions 
of the agreement between the RTA and its insurance carrier.  
 
The LTD benefits will be offset by any amounts you receive under Social Security or 
workers’ compensation for the same time period. You will find details about the LTD 
benefits plan including benefit amounts, limitations, and restrictions in the Summary 
Plan Description. If you have questions, Human Resources can provide more 
information. 

 
3.2.7 457 Savings Plan (refer to the CBA for those covered) 
 
The 457 plan is a type of nonqualified, tax advantaged deferred-compensation retirement plan 
that is available for governmental and certain non-governmental employers in the United 
States. The employer provides the plan and the employee defers compensation into it on a pre-
tax or after-tax (Roth) basis.  Employees elect how much salary to contribute and to direct the 
investment so that each employee can tailor his or her own retirement package to meet his or 
her individual needs. 
 
The RTA has established a 457 plan to provide eligible employees with the potential for 
financial security in their retirement. Employees should refer to their employment offer letter 
for specific information.  
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Employees become eligible for the 457 plan on the first of the month following the employee’s 
full-time hire date. Eligible employees may participate in the 457 plan subject to all terms and 
conditions of the plan. 
 
The RTA may also contribute an additional amount (to be determined each year) to each 
employee’s 457 contribution based on the table below. Complete details of the 457 plan are 
described in the Summary Plan Description, and Human Resources can provide more 
information about the 457 plan. 
 

Service Time 
Employer 

Contribution 

First year* 2.00% 

Second year* 2.20% 

Third year* 2.42% 

Fourth year* 2.66% 

Fifth year* 2.93% 

Sixth year* 3.22% 

Seventh + years* 3.54% 

 *The structure is based on years in the eligible position 
 
3.2.8 Uniform Policy (reference the CBA for those covered) 
 
The RTA allows the supervisors to wear the RTA company provided uniform (shirt and pants) or 
wear business casual attire when not operating an RTA vehicle. Supervisors who wear an 
approved RTA uniform more than 50% of the time will be eligible to receive the RTA company 
provided uniform annually. Supervisors may choose to purchase their own approved pants and 
will receive a $100 annual uniform allowance. 
 
Supervisors who choose to wear business casual attire are not eligible for the $100 annual 
uniform allowance. 
 
3.2.9 Employee Assistance Program (EAP) 
 
The RTA EAP is designed to provide confidential assistance to employees who are having 
personal problems by providing professional consultation, assessment, and referral. The EAP is 
available to all employees and their families on the first day of employment at no charge and 
can assist with most personal problems affecting the quality of life at home and on the job. 
Contact Human Resources for further details. 
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3.2.10 Wellness Program 
 
In accordance with the RTA’s commitment to health and safety, we have established a 
Voluntary Wellness Program for the following purposes:  
 

a. To maintain and enhance employee interest in health and safety issues. 
b. To ensure that managers, supervisors and employees are aware through training 

activities that they are responsible for the prevention of workplace accidents. 
c. To help make health and safety activities an integral part of the organization’s operating 

procedures, culture and programs. 
d. To provide an opportunity for discussion of health and safety problems and possible 

solutions. 
e. To inform and educate employees and supervisors about health and safety issues and 

research findings, etc. 
f. To help reduce the risk of workplace injuries and illness.  
g. To help ensure compliance with federal and state health and safety standards. 

 
For additional information about RTA wellness programs, see Human Resources. 
 
3.2.11 Suggestion Program 
 
We have a suggestion program at the RTA. All employees are eligible to participate in the 
suggestion program. 
 
A suggestion is an idea that will help the RTA solve a problem, reduce costs, improve operations 
or procedures, enhance customer service, eliminate waste or spoilage, or make the RTA a 
better or safer place to work. A suggestion should identify the problem and offer possible ideas 
for solving or improving an issue or provide a possible solution. A suggestion should not focus 
on personal attributes of co-workers or management.  
 
Employees should submit suggestions to a supervisor, manager, or director. After it is reviewed, 
it will be forwarded to the appropriate parties for possible implementation. 
 
3.2.12 Jury Duty (refer to the CBA for those covered) 
 
The RTA encourages employees to fulfill civic responsibilities by serving jury duty when 
required. If an employee receives a jury duty summons, it should be presented to his or her 
immediate supervisor as soon as possible so that arrangements can be made to accommodate 
the employee’s possible absence from work. 
 
Should any full-time employee be required to serve on a jury duty, said employee will be paid 
his or her regular straight time rate of pay on a basis of eight (8) hours per day, less jury duty 
compensation, for a period of time not to exceed one (1) week excluding Saturdays and 
Sundays in a floating one (1) year period. 
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3.2.13 Voting  
 
The RTA encourages employees to fulfill civic responsibilities by voting in elections. Generally, 
the polls are open for several hours in the morning and evening and we expect that employees 
will be able to vote either before or after work hours. If an employee does not have sufficient 
time before or after work, the employee may request up to two hours off without loss of pay 
for the express purpose of voting. This time needs to be requested in advance. 
 
3.2.14 Bereavement (refer to the CBA for those covered) 
 
Bereavement leave is provided to full-time employees in the event of the death of an 
employee’s: Father, Mother, Brother, Sister, Spouse, Child, Step-Father, Step-Mother, Step-
Child, Father-in-law, Mother-in-law, Son-in-law, Daughter-in-law, Brother-in-Law, Sister-in-law, 
Grandchild, Grandparent and domestic partners registered with the State of California.  
 
Paid time off will be given up to a maximum of three (3) eight (8) hour days for full-time employees. 
 
If more than three (3) days are needed, the employee is permitted to take personal days, vacation days, 
or leave without pay, with the approval of the employee’s immediate supervisor. Part-time and 
temporary employees may take unpaid bereavement leave. 
 
3.2.15 Unemployment Insurance 
 
If an employee’s employment is terminated, the employee may be eligible to receive 
unemployment insurance. The terminated employee must file a claim with the local 
Employment Development Department office in order to collect this benefit. If terminated, the 
employee should inquire about unemployment insurance at the time of separation from RTA. 
The full cost of unemployment insurance is paid by RTA.  
 
3.2.16 Social Security/Medicare/Medicaid 
 
The RTA participates in the provisions of the Social Security, Medicare and Medicaid 
programs. Employees’ contributions are deducted from each paycheck and the RTA contributes 
as established by federal law at the applicable wage base. 
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Section 3.3 Leaves of Absences 
 
3.3.1 Family and Medical Leave Act (FMLA) 
 

Under the provisions of the federal Family and Medical Leave Act (FMLA), eligible 
employees are entitled to take 12 weeks of family/medical leave within a rolling 12-month 
period for the following reasons: 
 

 The birth of a child or placement of a child for adoption or foster care; 

 To bond with a child (leave must be taken within 1 year of the child’s birth or 
placement); 

 To care for the employee’s spouse, child, or parent who has a qualifying serious 
health condition; 

 For the employee’s own qualifying serious health condition that makes the 
employee unable to perform the employee’s job; 

 
For qualifying exigencies, as defined in the FMLA, related to the foreign deployment of a 
military member who is the employee’s spouse, child, or parent. 
 

 An eligible employee who is a covered service member’s spouse, child, parent, or 
next of kin may also take up to 26 weeks of FMLA leave in a single 12-month 
period to care for the service member with a serious injury or illness. 

 
The rolling 12-month period is measured backward from the date of the most recent use of 
leave for a covered FMLA event. This means that each time an employee requests a leave 
under the provisions of this policy, the available time for a leave of absence will be the 
balance of the total 12 weeks that has not been used during the 12-month period 
immediately preceding the commencement of leave. 

 
3.3.1.1 Eligibility: To be eligible for leave, an employee must meet following 
requirements: 
 

 Have worked for the employer for at least 12 months (52 weeks, not necessarily 
consecutively); 

 Have at least 1,250 hours of service in the 12 months immediately preceding the 
use of the leave; and 

 Work at a location where the employer has at least 20 employees within 75 
miles of the employee’s worksite. 

 
3.3.1.2 Serious Health Condition: The term ”serious health condition” means an illness, 
injury, impairment or physical or mental condition that involves inpatient care in a 
hospital, hospice or residential medical care facility or continuing treatment by a health 
care provider which prevents an employee from performing the essential functions of 
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his or her job or prevents a close family member from performing the functions of their 
job or attending school. An employee should contact his or her immediate supervisor to 
determine what qualifies as a serious health condition. 
 
3.3.1.3 Notice Requirements: An employee requesting a leave of absence under this 
policy should see his or her supervisor and complete the proper leave request form. 
Where the need for leave is known in advance, the request must be submitted at least 
thirty (30) days prior to the desired beginning of the leave of absence. Failure to give at 
least thirty (30) days’ notice of foreseeable need for a leave of absence may delay the 
start of such leave until thirty (30) days after the date the notice is received by the 
organization. If the request is less than thirty (30) days, the employee may be required 
to give an explanation of why advance notice was not feasible. If timely notice is not 
given, the period of delay counts as a non-FMLA absence.  
 
If the need for a leave is not foreseeable or is an emergency situation, the employee 
must provide at least verbal notification to his or her immediate supervisor as soon as 
possible and must follow our call-in procedures. Employees must supply sufficient 
information to enable the RTA to determine if the leave qualifies for FMLA, as well as 
the duration and timing of the leave.  
 
3.3.1.4 Certification of the Need for Leave: Any employee who needs to have an FMLA-
covered medical leave of absence must present certification completed by the 
employee’s health care provider verifying the need for a leave of absence along with the 
leave request form. This certification must be provided within fifteen (15) days of the 
request unless it is not feasible under the circumstances. Human Resources has 
certification forms available for an employee to have completed by his or her health 
care provider. Failure to provide certification may result in the employee’s leave being 
delayed, denied, or revoked. Note: The RTA reserves the right to a second or third 
medical certification at our expense. 
 
The RTA also reserves the right to require recertification of the continuance of a serious 
health condition every six (6) months. Recertification may also be required if:  
 

1. An employee requests an extension of leave; 
2. Circumstances described by the original certification have changed significantly; 
3. We receive information that casts doubt upon the continuing validity of the 

certification; or 
4. An employee is unable to return to work because of the continuation, 

recurrence, or on-set of a serious health condition. 
 
3.3.1.5 Intermittent Leave: Generally, FMLA leave must be taken in a single block. Under 
certain circumstances, however, FMLA leave may be taken on a reduced work schedule 
basis if the employee and the organization can agree on the schedule requested by the 
employee.  
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If intermittent leave is considered medically necessary for the employee or seriously ill 
family member, the requesting employee produces the required certification by a health 
care provider that there is a medical need for a leave of absence and that the medical 
need is best accommodated through an intermittent leave or reduced work schedule. 
The RTA reserves the right to require a second or third medical opinion in appropriate 
cases where authorized to do so by the FMLA. 
 
If medical leave is requested on an intermittent or reduced work schedule basis, the RTA 
may, at the discretion of the RTA Executive Director, transfer the employee temporarily 
to an available alternative position for which the employee is qualified and which better 
accommodates recurring periods of leave than does the employee’s regular position. 
Any such transfer will be to a job that offers pay and benefits that are equivalent to 
those available in the employee’s regular job. Employees on authorized intermittent 
leave with episodic or unforeseeable intermittent absences will not be required to 
transfer to an alternative job. 
 
A fitness for duty certification can be required every thirty (30) days in the case of 
intermittent or reduced schedule leaves if reasonable safety concerns exist. The 
employee has fifteen (15) days to provide this certification.  
 
3.3.1.6 FMLA Leave is Unpaid Leave: Employees on approved FMLA leave of absence will 
be required to use any earned, unused vacation days during the approved leave of 
absence unless the leave is for the employee’s own serious health condition. Employees 
must follow the same terms and conditions of RTA’s leave policy as those employees not 
on FMLA. The RTA and employee may mutually agree to supplement worker’s 
compensation or other disability benefits with any other form of paid time off benefits 
the employee may be entitled to, if state law permits. 
 
3.3.1.7 Spouse Aggregation: In the case where both an employee and his or her spouse 
are employed by the RTA, the aggregate number of weeks to which both employees are 
entitled because of the birth or placement of a child or to care for a parent with a 
serious health condition will be limited to twelve (12) workweeks during any twelve (12) 
month period. This limitation does not apply in instances where leave is taken because 
of an employee’s own serious health condition or to care for a spouse or child with a 
serious health condition.  
 
3.3.1.8 Health Insurance: FMLA is benefit protected leave and the RTA will continue to 
pay its customary portion of group medical insurance coverage. An employee away from 
work due to FMLA leave may continue medical insurance coverage while on leave by 
timely payment of his or her portion of the monthly insurance premium on the same 
day such payment would be required if payment were made by payroll deduction. 
Where the need for family leave of absence is foreseeable, the employee will be asked 
to sign an agreement before the leave of absence begins that: 
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 Discloses the amount that the employee must remit on a timely basis to retain 
the coverage; and  

 Indicates that the employee understands his or her insurance premium payment 
obligations. 

 
If the FMLA leave is not foreseeable, this agreement must be signed as soon as possible 
after the leave begins. An employee’s failure to pay premiums within thirty days of the 
due date for such premiums will result in the loss of his or her insurance coverage. If an 
employee does not return to work at the end of an approved FMLA leave, he or she may 
be required to repay the organization for the insurance premiums it paid. 
 
3.3.1.9 Health Insurance Continuation – COBRA: The federal Consolidated Omnibus 
Budget Reconciliation Act (COBRA) was enacted to ensure that employees and their 
dependents can continue their health insurance once they are no longer eligible under 
our health plan. 
 
If an employee continues insurance under COBRA, the employee will pay the full cost of 
the insurance at the RTA’s group rates plus an administration fee. When an employee is 
eligible for RTA’s health insurance plan, the employee will receive a written notice 
describing COBRA rights, applicable deadlines, and what to do if to take continuation 
coverage under COBRA. As such, it is important that the employee read it carefully and 
maintain it with insurance documents/records. Employees should contact your Human 
Resources with any questions regarding COBRA. 

 
3.3.1.10 Benefits During Leave: Employees on a FMLA-related leave do not accrue 
benefits, including holiday pay, while on unpaid leave. Employees will not accrue 
vacation and sick pay while on unpaid leave. Vacation and sick pay will begin accruing 
when the employee returns to work. 

 
3.3.2 California Family Rights Act (CFRA) 
 

Under the provisions of the California Family Rights Act (CFRA), eligible employees are 
entitled to take 12 weeks of family leave within a rolling 12-month period for the 
following reasons: 
 

 The birth of a child or placement of a child for adoption or foster care; 

 To bond with a child (leave must be taken within 1 year of the child’s birth or 
placement); 

 To care for the employee’s spouse, domestic partner, child, or parent who has a 
qualifying serious health condition; 

 For the employee’s own qualifying serious health condition that makes the 
employee unable to perform the employee’s job; 
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The rolling 12-month period is measured backward from the date of the most recent use of 
leave for a covered CFRA event. This means that each time an employee requests a leave 
under the provisions of this policy, the available time for a leave of absence will be the 
balance of the total 12 weeks that has not been used during the 12-month period 
immediately preceding the commencement of leave. 

 
3.3.2.1 Eligibility: To be eligible for leave, an employee must meet following 
requirements: 
 

 Have worked for the employer for at least 12 months (52 weeks, not necessarily 
consecutively); 

 Have at least 1,250 hours of service in the 12 months immediately preceding the 
beginning of the leave; and 

 Work at a location where the employer has at least 20 employees within 75 
miles of the employee’s worksite. 

 
3.3.2.2 Serious Health Condition: The term “serious health condition” means an illness, 
injury, impairment or physical or mental condition that involves continuing treatment by 
a health care provider which prevents an employee from performing the functions of his 
or her job or prevents the family member from performing the functions of his or her 
job or attending school. Employees should contact his or her immediate supervisor with 
any questions regarding what qualifies as a serious health condition. 
 
3.3.2.3 Notice Requirements: An employee requesting a leave of absence under this 
policy should see his or her supervisor and complete the proper leave request form. 
Where the need for leave is known in advance, the request must be submitted at least 
thirty (30) days prior to the desired beginning of the leave of absence. Failure to give at 
least thirty (30) days’ notice of foreseeable need for a leave of absence may delay the 
start of such leave until thirty (30) days after the date the notice is received by the 
organization. If the request is less than thirty (30) days, the employee may be required 
to give an explanation of why advance notice was not feasible. If timely notice is not 
given, the period of delay counts as a non-CFRA absence.  
 
If the need for a leave is not foreseeable or is an emergency situation or providing 
notice is not practicable, the employee must provide at least verbal notification to their 
immediate supervisor as soon as possible and must follow our call-in procedures. 
Employees must supply sufficient information to enable the RTA to determine if the 
leave qualifies for FMLA and the duration and timing of the leave.  
 
3.3.2.4 Certification of the Need for Leave: Any employee who needs to have an CFRA-
covered medical leave of absence must present certification by a health care provider of 
the need for a leave of absence along with the leave request form. This certification 
must be provided within fifteen (15) days of the request unless it is not feasible under 
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the circumstances. Human Resources has forms available for an employee to have 
completed by their health care provider. Failure to provide certification may result in 
the employee’s leave being delayed, denied, or revoked. Note: We reserve the right to a 
second or third medical certification at our expense. 
 
We also reserve the right to require recertification of the continuance of a serious 
health condition every six (6) months. Recertification may also be required if:  
 

 The duration for the leave, as stated on the certification has expired and the 
employee requests an extension of leave; 
or 

 An employee is unable to return to work because of the continuation, 
recurrence, or on-set of a serious health condition. 

 
3.3.2.5 Intermittent Leave: Generally, CFRA leave must be taken in a single block. Under 
certain circumstances, however, CFRA leave may be taken on a reduced work schedule 
basis if the employee and the organization can agree on the schedule requested by the 
employee.  
 
If intermittent leave is considered medically necessary for self or seriously ill family 
member, the requesting employee produces the required certification that there is a 
medical need for a leave of absence and that the medical need is best accommodated 
through an intermittent leave or reduced work schedule, intermittent leave will be 
approved. The RTA reserves the right to require a second or third medical opinion in 
appropriate cases where authorized to do so by the CFRA, including circumstances 
where the RTA has an objective, good faith reason to question the validity of the 
certification. 
 
If medical leave is requested on an intermittent or reduced work schedule basis, the 
organization may, at the discretion of management, transfer the employee temporarily 
to an available alternative position for which the employee is qualified and which better 
accommodates recurring periods of leave than does the employee’s regular position. 
Any such transfer will be to a job that offers pay and benefits that are equivalent to 
those available in the employee’s regular job. Employees on unforeseeable intermittent 
leave will not be required to transfer to an alternative job. 
 
A fitness for duty certification can be required every thirty (30) days in the case of 
intermittent or reduced schedule leaves if reasonable safety concerns exist. The 
employee has fifteen (15) days to provide this certification.  
 
3.3.2.6 CFRA Leave is Unpaid Leave: Employees on approved CFRA leave of absence will 
be required to use any earned, unused PTO/vacation and/or sick days during the 
approved leave of absence unless the leave is for the employee’s own serious health 
condition. If the employee is receiving partial wage replacement other than industrial 
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injury benefits from a third-party source (private disability insurance), the employee 
may mutually agree with RTA to apply paid leave accruals. Employees must follow the 
same terms and conditions of our leave policy as those employees not on CFRA. The RTA 
and the employee may mutually agree to supplement worker’s compensation or other 
disability benefits with any other form of paid time off benefits the employee may be 
entitled to, if state law permits. 
 
3.3.2.7 Parent Aggregation: In the case where both parents are employed by the RTA, 
the aggregate number of weeks to which both employees are entitled because of the 
birth or placement of a child or to care for a parent with a serious health condition will 
be limited to twelve (12) workweeks during any twelve (12) month period. This 
limitation does not apply in instances where leave is taken because of an employee’s 
own serious health condition or to care for a spouse, registered domestic partner, or 
child with a serious health condition.  
 
3.3.2.8 Health Insurance: CFRA is benefit-protected leave and the RTA will continue to 
make its customary payment for the employee’s group benefits. Employees remain 
responsible to cover their customary personal contributions in order to keep their 
benefits in effect. An employee away from work due to CFRA leave may continue 
medical insurance coverage while on leave by timely payment of his or her portion of 
the monthly insurance premium on the same day such payment would be required if 
payment were made by payroll deduction. Where the need for family leave of absence 
is foreseeable, the employee will be asked to sign an agreement before the leave of 
absence begins that: 
 

 Discloses the amount that the employee must remit on a timely basis to retain 
the coverage; and  

 Indicates that the employee understands his or her insurance premium payment 
obligations. 

 
If the CFRA leave is not foreseeable, this agreement must be signed as soon as possible 
after the leave begins. An employee’s failure to pay premiums within thirty days of the 
due date for such premiums will result in the loss of his or her insurance coverage. If an 
employee does not return to work at the end of an approved CFRA leave, he or she may 
be required to repay the organization for the insurance premiums it paid. 
 
3.3.2.9 Health Insurance Continuation – COBRA: The federal Consolidated Omnibus 
Budget Reconciliation Act (COBRA) was enacted to ensure that employees and their 
dependents can continue their health insurance once they are no longer eligible under 
our health plan. 
 
If you continue your insurance under COBRA, you will pay the full cost of the insurance 
at our group rates plus an administration fee. When you are eligible for our health 
insurance plan, you will receive a written notice describing your COBRA rights. This 
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notice contains important information about your rights, strict deadlines to elect 
continuation coverage, and what to do if you need COBRA so it is important that you 
read it carefully and maintain it with your insurance documents. If you have any 
questions regarding COBRA, please contact your Human Resources. 

 
3.3.2.10 Benefits During Leave: Employees on a CFRA-related leave do not accrue 
benefits, including holiday pay, while on unpaid leave. Employees will not accrue 
PTO/vacation and sick pay while on unpaid leave. PTO/Vacation and sick pay will begin 
accruing when the employee returns to work. 

 
3.3.3 Pregnancy Disability Leave (PDL) 
 
A pregnancy disability is a physical or mental condition related to pregnancy or childbirth that 
prevents you from performing essential duties of your job, or if your job would cause undue risk 
to you or your pregnancy’s successful completion. Your health care provider should determine 
whether or not you have a pregnancy disability.  
 
Pregnancy-related disability leave (“PDL”), as part of the California Fair Employment and 
Housing Act, may be taken for the duration of the disability up to four months (17.3 weeks) for 
each pregnancy. PDL may be used in a continuous block of leave, or applied intermittently 
when the need for intermittent or reduced schedule leave is medically verified by the 
employee’s health care provider. This assumes that the employee is disabled by childbirth or 
related medical conditions for four months.  Pregnancy-related disability leave is counted 
towards an employee’s FMLA entitlement and the RTA will always apply PDL and FMLA 
concurrently.  When an employee is no longer eligible for PDL, there is continued leave 
available for “Baby Bonding” under CFRA.   

 
3.3.3.1 Eligibility: All employees who experience disabilities relating to pregnancy, 
childbirth or related medical conditions (meaning a physical or mental condition intrinsic 
to pregnancy or childbirth) may request leave or a reasonable accommodation under 
this policy. 
 
3.3.3.3 Transfer and accommodation: The RTA also provides reasonable 
accommodations, to the extent required by law, for conditions related to pregnancy, 
childbirth or related medical conditions. In addition, a transfer to a less strenuous or 
hazardous position or duties may be available pursuant to an employee’s request, if 
such a transfer is medically advisable. Employees requesting a leave or reasonable 
accommodation should promptly notify human resources 
 
3.3.3.3 Notice Requirements: Anyone requesting a leave of absence under this policy 
should see his or her supervisor and complete the proper leave request form. Where 
the need for leave is known in advance, the request must be submitted at least thirty 
(30) days prior to the desired beginning of the leave of absence. Failure to give at least 
thirty (30) days’ notice of foreseeable need for a leave of absence may delay the start of 
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such leave until thirty (30) days after the date the notice is received by the organization. 
If the request is less than thirty (30) days, the employee may be required to give an 
explanation of why advance notice was not feasible.  
 
If the need for a leave is not foreseeable, is an emergency situation or is not practicable, 
the employee must provide at least verbal notification to their immediate supervisor as 
soon as possible and must follow our call-in procedures. Employees must supply 
sufficient information to enable The RTA to determine if the leave qualifies for FMLA 
and the duration and timing of the leave.  
 
3.3.3.4 Certification of the Need for Leave: Any employee who needs to have a PDL-
covered medical leave of absence must present certification of the need for a leave of 
absence along with the leave request form. This certification must be provided within 
fifteen (15) days of the request unless it is not feasible under the circumstances. Human 
Resources has forms available for an employee to have completed by their health care 
provider. Failure to provide certification may result in the employee’s leave being 
delayed, denied, or revoked. Note: We reserve the right to a second or third medical 
certification at our expense. 
 
3.3.3.5 PDL Leave is Unpaid Leave: Pregnancy-related disability leaves are unpaid. An 
employee who is granted a pregnancy-related disability leave may elect to use any 
accrued but unused paid time off benefits (i.e. vacation or sick leave) during the period 
of the leave. Any portion of a leave that occurs after all paid time off benefits have been 
exhausted is without pay. Any unpaid or paid portions of this leave policy shall be added 
together and will not extend the 4-month (17.3 weeks) total leave period limitation 
allowed under this pregnancy-related disability leave policy. Employees may mutually 
agree to supplement disability benefits with any other form of paid time off benefits the 
employee may be entitled to, if state law permits. 
 
3.3.3.6 Health Insurance: PDL is benefit-protected leave. The RTA will continue to pay its 
customary premium payments for the employee’s health insurance benefit for a 
maximum of four months of PDL, and a maximum of 12 weeks of CFRA child bonding 
leave. Employees are responsible for their customary personal premium payment for 
their own or family coverage, including any additional premium due to adding a new 
child to the employee’s family plan. An employee away from work due to PDL leave, and 
any CFRA child bonding leave that is taken consecutively to PDL, may continue medical 
insurance coverage while on leave by timely payment of his or her portion of the 
monthly insurance premium on the same day such payment would be required if 
payment were made by payroll deduction. Where the need for family leave of absence 
is foreseeable, the employee will be asked to sign an agreement before the leave of 
absence begins that: 
 

 Discloses the amount that the employee must remit on a timely basis to retain 
the coverage; and  
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 Indicates that the employee understands his or her insurance premium payment 
obligations. 

 
If the PDL leave is not foreseeable, this agreement must be signed as soon as possible 
after the leave begins. An employee’s failure to pay premiums within thirty days of the 
due date for such premiums will result in the loss of his or her insurance coverage. If an 
employee does not return to work at the end of an approved PDL leave, he or she may 
be required to repay the organization for the insurance premiums it paid. 
 
3.3.3.7 Health Insurance Continuation – COBRA: The federal Consolidated Omnibus 
Budget Reconciliation Act (COBRA) was enacted to ensure that employees and their 
dependents can continue their health insurance once they are no longer eligible under 
our health plan. 
 
If you continue your insurance under COBRA, you will pay the full cost of the insurance 
at our group rates plus an administration fee. When you are eligible for our health 
insurance plan, you will receive a written notice describing your COBRA rights. This 
notice contains important information about your rights, strict deadlines to elect 
continuation coverage, and what to do if you need COBRA so it is important that you 
read it carefully and maintain it with your insurance documents. If you have any 
questions regarding COBRA, please contact your Human Resources. 
 
3.3.3.8 Benefits During Leave: Employees on a pregnancy-related disability leave do not 
accrue benefits, including holiday pay, while on unpaid leave. Employees will not accrue 
PTO/vacation and sick pay while on unpaid leave. PTO/vacation and sick pay will begin 
accruing when the employee returns to work. 
 
3.3.3.9 Lactation Policy: We will accommodate employees who desire to express breast 
milk during working hours by providing a reasonable amount of break time to be used 
for this purpose and provide a room for a mother who desires to express milk in private. 
In the event that an employee requires additional time, other than the scheduled rest or 
meal periods, additional unpaid time off will be provided for this purpose. 

 

3.3.4 Worker’s Compensation 
 
The RTA carries workers’ compensation insurance coverage as required by law to protect 
employees who are injured on the job. This insurance provides medical, surgical, and hospital 
treatment in addition to disability payments, as provided by law, for work-related injuries. 
Compensation payments begin from the first day of an employee’s hospitalization or after the 
third day following injury if an employee is not hospitalized. The cost of this coverage is paid 
completely by the RTA. 
 

3.3.4.1 Duty to Report: If an employee is injured while working, he or she must report it 
immediately to his or her supervisor, regardless of how minor the injury may appear to 



  DRAFT Date: April 13, 2018 

Article 3, Page 22 

be. Failure to immediately report an on-the-job injury may result in disciplinary action 
up to and including termination. 

 
3.3.4.2 Limit of Liability: The RTA and its worker’s compensation insurance carrier are 
not liable for the payment of any benefits for an injury that arises out of an employee’s 
voluntary participation in any off-duty recreational, social, or athletic activity which is 
not a part of the employee’s work-related duties. The workers’ compensation insurance 
carrier determines whether the claim is covered under worker’s compensation. 

 
3.3.5 Personal Leave of Absence Without Pay (refer to the CBA for those covered) 
 
A Personal Leave of Absence (LOA) is an unpaid absence of five (5) or more consecutive days. 
The general intent of the RTA’s LOA policy is to provide extended time off for illnesses and 
other reasonable conditions that prevent an employee from reporting to work. With the 
exception of FMLA, CFRA and PDL, in no case shall a personal LOA be granted for more than 30 
days. An important point to remember about a LOA is that, with certain exceptions such as 
leaves for military duty or jury duty purposes, the RTA provides no assurances or guarantees 
that a job will be held open until an employee returns.  
 

3.3.5.1 Request for LOA: The granting of an LOA shall be at the sole discretion of the RTA 
Executive Director. All requests for LOA shall be in writing and shall include a description 
of the reason for the request. The advance timing of the request shall follow the 
protocol required for scheduled use of PTO/vacation leave, unless the request is for a 
medical or emergency purpose. 

 
3.3.5.2 Impact on Health Insurance: Full-time employees who have RTA-funded health 
and other insurance must make financial arrangements with Human Resources if he or 
she wishes to maintain insurance coverage during an LOA that extends beyond 
authorized job protected leave, such as FMLA, CFRA and PDL. . During periods when no 
wages are earned, a personal premium payment plan can be worked out to keep the 
insurance coverage in force. Unless special arrangements are made, insurance coverage 
will be canceled on the last day of any month where there is no income and no personal 
payment is made. 

 
3.3.5.3 Return to Work: When an employee is on an LOA for greater than 30 days, the 
employee must complete a retraining regimen approved by the Manager, Safety and 
Training.  
 
3.3.5.4 Gainful Occupation: An employee, who accepts gainful occupation while on a 
leave of absence or sick leave, terminates his or her employment with the RTA unless 
otherwise mutually agreed to between the RTA and the employee. 
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3.3.6 Kin Care 
 
Under California Labor Code Section 233, Kin Care is a right granted to eligible employees under 
the California Labor Code. Kin Care authorizes employees to use up to one-half of the sick leave 
that they accrue annually to take time off to care for a sick family member. Kin Care is a 
protected leave.  
 
A portion of the employee’s current sick leave (up to 50%) may be applied as Kin Care for family 
care leave for a close family member. 

 
Up to half an employee’s annual accrual of sick leave may be used for care of children, siblings, 
parents (be they natural, adoptive, step, foster of the employee or their current spouse, if the 
employee is married), and spouse in a 12-month period beginning January 1st and ending 
December 31st. 
 
3.3.7 Military Service Leave (USERRA) and California Military & Veterans Code 

 
The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) and 
other federal and state laws provide for certain LOA rights if an employee is called to active 
duty military service. In accordance with federal and state laws, this leave allows for five years 
of leave time and reinstatement rights. Under USERRA, employees returning from military 
service will be placed in the position they would have attained had they remained continuously 
employed, or a comparable position depending upon the length of military service. This leave is 
unpaid, but job protected and benefit protected.  

Leave may also be available under the California Military & Veterans Code, if an employee is 
ordered to military service, including temporary military duty ordered for purposes of active 
military training, inactive duty training, encampment, naval cruises, special exercises, or similar 
activities. The leave is unpaid, but job protected and benefit protected, with full reinstatement 
rights. In certain situations, public employees may be eligible for civilian pay, based upon 
specific eligibility requirements. Employees ordered to active or reserve service should consult 
Human Resources about eligibility and leave options. 

An employee who is a member of the reserve corps of the armed forces, of the National Guard 
or the Naval Militia and who has one full year of continuous service immediately preceding the 
leave, and who takes temporary military leave of 180 days or less (including ordered travel 
time) shall be maintained in his or her position. Upon the employee’s return to duty after the 
prescribed period of temporary leave, the employee shall receive all vacation, sick leave and 
benefits arising from seniority in the RTA and in the class which he or she would have accrued 
had he or she not been absent on military leave. 

An employee who has satisfactorily completed six months of continuous service immediately 
prior to taking ordered military leave shall receive payment equal to one-half month’s 
compensation the employee would otherwise have received for the first one-half month of the 
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military leave and an employee who has one full year of continuous service immediately prior 
to taking ordered military leave shall receive a payment equal to a full month’s salary that 
would otherwise have been received for the first full month of military leave upon submitting 
satisfactory evidence of military service.  

3.3.8 Military Spouse Leave 
 
The California Military and Veterans Code Section 394.5 applies to employees whose spouses 
are members of the United States Armed Forces, National Guard or the Reserves, and who have 
been deployed during a period of military conflict. The RTA will provide any eligible employee 
under this policy an unpaid leave of absence during their spouse’s leave from deployment for 
up to 10 days. To be eligible for leave under this policy, employees must work an average of at 
least 20 hours per week. Employees must notify his or her supervisor of the intent to take leave 
as far in advance as possible, but no later than two business days after receiving official notice 
that the spouse will be on leave from deployment. The RTA may ask for written documentation 
certifying that the spouse will be on a qualifying leave from deployment. This leave is unpaid, 
but an employee may choose to use accrued vacation leave.  

3.3.9 Rehabilitation Leave 
 
The RTA is committed to providing assistance to employees to overcome substance abuse 
problems. The RTA will reasonably accommodate any employee who wishes to voluntarily 
enter and participate in an alcohol or drug rehabilitation program as defined in the RTA Drug 
and Alcohol Policy. This accommodation may include unpaid time off for up to 30 calendar days, 
or an adjusted work schedule, provided the accommodation does not impose an undue 
hardship on business operations. Leave is unpaid but an employee may choose to apply accrued 
unused vacation.  

In certain circumstances, and with a Health Care Provider’s Certification, substance abuse may 
be a serious health condition under the CFRA. If properly certified and authorized as CFRA 
leave, an employee must use Sick Leave in accordance with the terms and conditions of CFRA 
leave described in this Handbook. 

3.3.10 School Appearance Leave 
 
Under California Labor Code Section 230.7, employees may need to appear at his or her child’s 
or grandchild’s school in connection with disciplinary action by the school. This is an unpaid 
leave, although employees can choose to use available vacation leave. Documentation from the 
school noting the date and time of the employee’s visit is required. 

3.3.11 School and Child Care Activities Leave and Child Care Emergencies Leave 
 
Under California Labor Code Section 230.8, parents, guardians, or grandparents of a child in 
kindergarten, grades 1-12, or a licensed day care center may wish to take time off without pay 
to visit his or her child’s school or day care center for a school activity. The time off must not be 
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more than eight hours each calendar month (up to a maximum of 40 hours each calendar year), 
provided reasonable notice is given for the planned absence.  

This is an unpaid leave, and employees can choose to use available vacation leave. For 
scheduled events, employees should provide reasonable advance notice. In emergencies, the 
RTA asks that employees provide at least one day notice or call before the beginning of the 
work day. 

Child Care Emergencies Leave is available if an employee’s child cannot remain in school or with 
a child care provider.  An employee (parent, step parent, legal guardian or person who stands in 
loco parentis to a child) may use unpaid time off for a “child care emergency,” which is defined 
as: 

 The school or child care provider has requested that the child be picked up or 
has an attendance policy excluding planned holidays, that prohibits the child 
from attending or requires the child to be picked up from the school or child 
care provider; 

 Behavior or discipline problems; 

 Closure or unexpected unavailability of the school or child care provider, 
excluding planned holidays; or 

 Natural disaster, including but not limited to fire, earthquake, or flood. 

All time off for child care emergencies is unpaid. An employee can choose to use accrued 
unused vacation leave. 

3.3.12 Volunteer Civil Service / Emergency Responder Leave 
 
Under California Labor Code Sections 230.3 and 230.4, time off to perform emergency duty as a 
volunteer firefighter, peace officer, or emergency rescue personnel (an officer, employee, or 
member of a fire department, fire protection, or firefighting of the federal government, state of 
California, or other local governments, or other special districts; an officer of a sheriff’s 
department, police department, or private fire department).  

A total of 14 days per calendar year, to engage in fire, law enforcement or emergency rescue 
training is also allowed. 

All time off to serve is unpaid. An employee can choose to use accrued unused vacation leave. 

3.3.13 Volunteer Civil Air Patrol 
 
Under California Military and Veterans Code 395.10, a volunteer member of the California Wing 
of the civilian auxiliary of the U.S. Air Force Civil Air Patrol, responding to an emergency 
operation mission is entitled up to 10 days of leave per year. However, the leave for a single 
emergency mission cannot exceed 3 days, unless the emergency is extended by the entity in 
charge of the operation.  
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All time off to serve is unpaid, and an employee can choose to use accrued unused vacation 
leave. 

3.3.14 English Literacy Programs 
 
If you identify an English literacy challenge, for which you are enrolling in an English literacy 
course, we will seek to accommodate your work schedule (subject to make-up or alternate 
work schedules as allowed by law) as long as it does not unduly burden the workplace or RTA 
operations.  

All time off needed for literacy programs is unpaid. Employees, however, may use accrued 
vacation leave during the period of work missed to attend literacy classes.  

3.3.15 Domestic Violence, Sexual Assault and Stalking Leave 
 
Under California Labor Code Section 230, employees who are victims of domestic violence, 
sexual assault, or stalking are eligible for unpaid leave. Leave may be requested for judicial 
action, such as obtaining restraining orders, appearing in court to obtain relief to ensure your 
health, safety, or welfare, or that of your child, or for medical treatment or psychological 
counseling related to an experience covered by this policy. The RTA will, to the extent allowed 
by law, maintain the confidentiality of an employee requesting leave under this provision.  

This is an unpaid leave, and employees can choose to use available sick leave or vacation leave. 
Domestic violence, sexual assault and stalking victims’ leave for medical treatment or 
counseling services will run concurrently with FMLA-CFRA, allowing for 12 weeks in a 12-month 
period, less any previous FMLA-CFRA time taken. 

The RTA provides reasonable accommodations, to the extent required by law, for employees 
under circumstances where domestic violence or talking requires security measures or time off 
to obtain resources or services. Reasonable accommodations may include a temporary transfer, 
modified schedule, changed work telephone or email, installed lock, assistance in documenting 
domestic violence or stalking that occurs in the workplace or other safety procedures. The RTA 
will implement reasonable accommodations that do not create an undue hardship. The RTA will 
also take all necessary and appropriate steps to prevent any form of actual or threatened 
retaliation against an employee who takes time off or requests other reasonable 
accommodations under this policy. An employee who believes that reasonable 
accommodations are required should contact Human Resources. 

3.3.16 Crime Victims’ Leave 
 
Under California Labor Code Section 230.2, any employee who has been a victim of a serious or 
violent crime, may take time off work to attend judicial proceedings related to the crime. Such 
crimes may include any of the following: vehicular manslaughter while intoxicated; felony child 
abuse likely to produce great bodily harm or a death; assault resulting in the death of a child 
under eight years of age; felony domestic violence; felony physical abuse of an elder or 
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dependent adult; felony stalking; solicitation for murder; a serious felony; hit-and-run causing 
death or injury; felony driving under the influence causing injury; and sexual assault. Judicial 
proceedings for purposes of this policy also include any court proceeding where the victim’s 
rights are in issue, including a delinquency proceeding involving a post-arrest release decision, 
plea, sentencing or post-conviction release decision. 

Employees may also take time off if an immediate family member, domestic partner or 
domestic partner’s child has been a victim of such crimes and needs to attend judicial 
proceedings related to the crime. Immediate family member is defined as spouse, child, 
stepchild, registered domestic partner or child of domestic partner, brother, stepbrother, sister, 
stepsister, mother, stepmother, father, or stepfather.  

Employees must give Human Resources reasonable advance notice of the need to take time off, 
unless advance notice is “not feasible.” If an unscheduled absence occurs, no adverse action 
may be taken or threatened if the employee provides a certification to the employer regarding 
the absence. A certification shall be deemed sufficient if it is one of the following: (1) a police 
report indicating the employee was a victim of a specified offense; (2) a court order protecting 
or separating the employee from the perpetrator or other evidence from the court or 
prosecutor that the employee appeared in court; OR (3) documentation from a health care 
provider, domestic violence or sexual assault victim’s advocate, or other counsel showing that 
the employee was undergoing treatment related to being a victim of an offense as specified 
above.  

Employees may elect to use accrued paid vacation time, paid sick leave time, or other paid time 
off for the absence. If the employee does not elect to use paid time off, the absence will be 
unpaid. However, exempt employees will be paid their full salary for any workweek interrupted 
by the need for time off under this policy. Unpaid leave for documented purposes under this 
provision will authorized and such leave is both job-protected and benefit-protected. 

3.3.17 Witness Duty (refer to the CBA for those covered) 
 
If you are summoned to be a witness for the RTA or if we ask you to testify, we will give you 
time off with pay. 
 
Any regular full-time or regular part-time employee who is required to act as a witness in a non-
work related legal proceeding will be required to use vacation or leave without pay to attend 
court. Employees who need to be a witness in their domestic violence proceeding or as a victim 
of specified crimes for self or close family will be allowed to use up to 3 days/24 hours of sick 
leave for this purpose. Documentation may be requested. 
 
If you need time off to be a witness for the RTA or non-work related reasons, show the 
subpoena, police report, letter from prosecutor, etc. to your immediate supervisor as soon as 
you receive it. We expect you to report for work whenever you are not needed in court. 
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Section 3.4 Policy Against Retaliation Regarding Leaves 
 
No employee will be subject to, and the RTA prohibits, any form of discipline or retaliation for 
reporting in good faith incidents of unlawful discrimination, pursuing any such claim, or 
cooperating in any way in the investigation of such reports. The RTA does not condone and will 
not tolerate retaliation against any employee for cooperating in an investigation, for making a 
truthful complaint of a violation of this policy in good faith, for opposing perceived violations of 
this policy, or for filing an administrative claim with the California Department of Fair 
Employment and Housing (DFEH) and/or the Equal Employment Opportunity Commission 
(EEOC), even if the allegations are not substantiated by the RTA’s investigation. Any employee 
who feels he or she has experienced or witnessed any conduct which he or she believes to be 
retaliatory in nature, should follow the reporting procedures described above.  

 
RTA will not discriminate against any employee in the following situations: 
 

a. For taking time off to perform emergency duty as a volunteer firefighter, a reserve 
peace officer, or emergency rescue personnel 

b. For taking time off to serve on a jury or appearing as a witness in court.  
c. An employee who is a victim of domestic violence and/or a victim of sexual assault for 

taking time off from work to obtain relief or attempt to obtain relief to help ensure his 
or her health, safety, or welfare, or that of his or her children 

d. For using, or attempting to exercise the right to use sick leave to attend to the illness 
of a child, parent, spouse, domestic partner, or child of the domestic partner of the 
employee. 

e. For any other conduct that is protected by public policy. 
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ARTICLE 4 
EQUAL OPPORTUNITY, DISCRIMINATION AND HARASSMENT  
Section 4.1  Policy 
 
The RTA Board maintains a strong commitment to support equal employment opportunity and 
to prohibit and prevent discrimination, harassment and retaliation in employment. The RTA 
sets forth this procedure for reporting, investigating and resolving internal complaints related 
to discrimination, harassment and retaliation. All covered individuals are encouraged to report, 
as soon as possible, any conduct that is believed to violate this policy. Such conduct need not 
rise to the level of a violation of law to violate this policy. Conduct which may lead to 
discrimination, harassment or retaliation is in violation of this policy and will not be tolerated. 
Violation of this policy by any officer, employee, agent, or volunteer shall be grounds for 
discipline or other appropriate sanctions. In support of this policy, all employees of the RTA 
shall receive discrimination and harassment prevention training upon hire. 
 
4.1.2 American with Disabilities Act (ADA) and Fair Employment and Housing Act (FEHA) 
Policy 
 

Reasonable accommodation is available to an employee with a disability when the disability 
affects the performance of job functions. The RTA makes employment decisions based on the 
qualifications in accordance with defined criteria, not the disability of the individual. 
 
Qualified individuals with disabilities are entitled to equal pay and other forms of compensation 
(or changes in compensation) as well as job assignments, classifications, organizational 
structures, position descriptions, lines of progression, and seniority lists.  
 
We follow all state or local laws that give more protection to a person with a disability than the 
ADA gives, including without limitation the California Fair Employment & Housing Act. The RTA 
will provide reasonable accommodations, where appropriate and necessary, and we have an 
established process for evaluating requests for accommodations. 
 
The RTA is committed to taking all other actions that are necessary to ensure equal 
employment opportunity for persons with disabilities in accordance with the ADA and any 
other applicable federal, state, and local laws. 
 
Section 4.2  Equal Employment Opportunity 
 
The RTA maintains and promotes a policy of equal employment opportunity. The RTA is 
committed to maintaining a work environment that is merit based, and free from illegal 
discrimination, which includes harassment and retaliation. 
 
The Board of Directors, its managers, employees, agents, and volunteers will not discriminate 
against any applicant for employment, employee, intern, volunteer, contractor, subcontractor, 
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vendor, or client because of age, ancestry, color, creed, marital status, medical condition 
(cancer or genetic characteristics), national origin, citizenship, physical or mental disability, 
political affiliation or belief, pregnancy, race, religion, sex, sexual orientation, gender identity or 
expression, or any other legally protected characteristic or status. 
 
This policy shall apply to all employment actions including, but not limited to: recruitment, 
testing, hiring, training, promotion, demotion, transfer, layoff, performance evaluation, 
discipline, salary and benefits administration, terms and conditions of employment, and 
participation or appointment to all boards and commissions. All employment decisions shall be 
made on the basis of individual qualifications, bona fide occupational qualifications for the job 
in question, and the feasibility of any necessary job accommodations. 
 
This policy shall apply to all RTA worksites, and to the conduct of all individuals who interact 
with RTA employees, including contractors, vendors, suppliers, business partners, visitors that 
are discriminatory toward RTA employees or creates a hostile, offensive, intimidating or 
abusive work environment for any RTA employee. 
 
4.2.1 Policy Against Discriminatory Harassment 
 
It is the policy of the RTA that all employees shall have a working environment free of unlawful 
discrimination. A businesslike workplace helps to ensure courteous treatment for both 
employees and the public we serve. Harassment of an applicant or employee by any employee 
or officer on the basis of age, ancestry, color, creed, marital status, medical condition (cancer or 
genetic characteristics), national origin, physical or mental disability, political affiliation or 
belief, pregnancy, race, religion, sex, sexual orientation, gender identity or expression, or any 
other legally protected status is employee misconduct that constitutes illegal discrimination 
and is grounds for disciplinary action up to and including termination. The RTA requires that all 
employees and officers treat the public and other employees with courtesy and respect. 
 
Discriminatory harassment includes unwelcome derogatory comments, physical acts, written or 
visual insults which are made on the basis of an employee’s protected status (race, religion, 
etc.). In order for the harassing conduct to be considered discriminatory harassment, it must 
unreasonably interfere with an employee’s work performance by creating an intimidating, 
hostile or offensive working environment. 
 
Because the RTA seeks to prevent any form of illegal harassment, behavior such as unnecessary 
touching, sexual or discriminatory remarks or joking, which may lead to illegal harassment, will 
not be tolerated and shall be the basis for immediate and appropriate corrective action, 
including discipline or termination. 

4.2.1.1 Abusive Conduct: In addition to harassment based on a protected characteristic, 
the RTA prohibits acts of bullying or abusive conduct, whether by words, gestures, 
written or electronic communications. A safe and civil environment is necessary for 
employees to achieve the high standards we expect. Demonstration of appropriate 
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behavior, treating others with civility and respect, and refusing to tolerate harassment 
and bullying are expected of all employees.  

Under California law effective January 1, 2015, abusive conduct is defined as “conduct 
of an employer or employee in the workplace, with malice, that a reasonable person 
would find hostile, offensive, and unrelated to an employer’s legitimate business 
interests.” 

4.2.1.2 Bullying: In addition to harassment based on a protected characteristic, or 
membership in a protected class, the RTA prohibits acts of bullying, whether by words, 
gestures, written or electronic communications. A safe and civil environment is 
necessary for employees to achieve the high standards we expect. Demonstration of 
appropriate behavior, treating others with civility and respect, and refusing to tolerate 
harassment and bullying are expected of all employees. Bullying is repeated, health-
harming mistreatment of another employee. Examples of prohibited bullying include, 
but aren’t limited to: screaming; swearing; name calling; stealing; giving dangerous work 
assignments; using threatening, intimidating, or cruel behaviors; deliberately 
humiliating a person; denying advancement; and stealing work credit.  

Generally, bullying involves: (1) written, verbal, graphic or physical acts (including 
electronically transmitted content, such as using the Internet, a cell phone, a personal 
digital assistant (PDA), or a wireless handheld device); (2) behavior that substantially 
interferes with work, opportunities, and benefits of one or more employees, sometimes 
through actual sabotaging of work; (3) behavior that adversely affects an employee’s 
ability to function at work by placing the employee in reasonable fear of physical harm 
or by causing emotional distress.  

Because bystander support can encourage bullying, the RTA also prohibits both active 
and passive support for acts of bullying. Employees should either walk away from these 
acts when they see them or attempt to stop them. In either case, employees should 
report incidents to a manager or supervisor, or to Human Resources. Those who engage 
in bullying or retaliation for complaints about bullying will be subject to appropriate 
discipline up to and including termination of employment. 

 
4.2.2 Policy Against Sexual Harassment 
 
It is the policy of the RTA that all employees shall have a working environment free of sexual 
harassment. A businesslike workplace helps to ensure courteous treatment for both employees 
and the public we serve. Sexual harassment of an applicant or employee by any employee or 
officer is employee misconduct that constitutes illegal discrimination and is grounds for 
disciplinary action up to and including termination. The RTA requires that all employees treat 
the public and other employees with courtesy and respect. 
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Sexual harassment includes unwelcome sexual overtures by any officer, employee, supervisor 
or manager, whether written, physical, visual or verbal (may include sexual innuendo, graphic or 

explicit jokes, suggestive sounds, or stories of a sexual nature), where submission is made a term or 
condition of employment or the basis of an employment decision. Sexually harassing conduct 
unreasonably interferes with an individual’s work performance or creates an intimidating, 
hostile or offensive working environment.  
 
Some of the basic forms of sexual harassment include: 
 

a. Unwelcome sexual advances, where submission to the conduct is an explicit or implicit 
term or condition of employment. 

b. Unwelcome sexual advances, where submission to, or rejection of, the conduct is used 
as the basis for an employment decision. 

c. The conduct had the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile, or offensive working 
environment.  

d. Sexual harassment includes behavior by women directed at men, by men directed at 
women, same-sex harassment, and harassment based on sexual orientation. 

e. Under California law, the conduct does not have to be motivated by sexual desire in 
order to constitute illegal harassment. 

 
Because the RTA seeks to prevent any form of illegal harassment, behavior such as unnecessary 
touching, sexual or discriminatory remarks or joking, which may lead to illegal harassment, will 
not be tolerated. 
 
Section 4.3  Reporting Discrimination or Harassment 
 
Any incident of harassment, including work-related harassment by any RTA personnel or any 
other person, should be reported promptly to the employee’s supervisor, Human Resources, or 
the RTA Executive Director, or to the County of San Luis Obispo Human Resources (which 
provides third party contractor providing human resource services to the RTA). Supervisors who 
receive complaints or who observe harassing conduct are required to inform the RTA Executive 
Director immediately. 
 
The RTA emphasizes that an employee is not required to complain first to his or her supervisor 
if that supervisor is the individual who is harassing the employee; rather a complaint about the 
employee’s supervisor should be made to the RTA Executive Director, or to the County Human 
Resources department. 
 
Upon receipt of a complaint, the RTA will conduct a timely investigation to determine the facts 
and any appropriate corrective action. The investigation is a neutral fact-finding inquiry by a 
qualified investigator. Should the RTA determine that the individual circumstances require an 
independent investigator to ensure impartiality, the RTA will take appropriate steps to engage a 
qualified investigator. All individuals who participate in the investigation, whether as the person 
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making the complaint, the person(s) whose behavior is being investigated, or individual 
witnesses will be treated with respect and will be afforded due process. 
 
The RTA will ensure that statements of the complainant, alleged offender and all witnesses are 
documented thoroughly and that the investigation is conducted in a thorough, objective and 
neutral manner, and is considerate of the rights and emotions of all the parties involved. After 
all evidence and information is collected and evaluated, the RTA will reach prompt and 
reasonable conclusions. 
 

In addition to notifying the RTA about harassment or retaliation complaints, affected 
employees may also direct their complaints to the DFEH and/or the EEOC, which has the 
authority to conduct investigations of the facts. Employees can contact the nearest DFEH office 
at the locations listed on the RTA’s DFEH poster or by checking the state government listings in 
the local telephone directory. 
 
Disciplinary action for a violation of the policies described herein can range from verbal or 
written warnings up to and including immediate termination, depending upon the 
circumstances. 
 
This policy applies to all areas of employment including recruitment, hiring, training, promotion, 
compensation, benefits, transfer, imposition of discipline, and social and recreational programs. 
It is the responsibility of all RTA personnel to conscientiously follow this policy. Any employee 
having any questions regarding this policy should discuss them with his or her immediate 
supervisor, the RTA Executive Director, or to the County Human Resources department. 
 
Section 4.4  Policy Against Retaliation 
 
The RTA prohibits any adverse employment action, including threats of reprisals against those 
who in good faith report, or supports someone who reports violations of RTA policy or State / 
Federal law, or engages in other legally protected activity. The RTA further prohibits retaliation 
against anyone who participates (as witnesses or accused) in investigations into complaints of 
alleged misconduct. Disciplinary action, up to and including termination, will be taken against 
an employee or officer who is found to have violated this policy. Any consultant or contractor 
who violates this policy will be subject to appropriate sanctions. This policy applies to all RTA 
officers, employees, volunteers, interns, consultants, contractors and vendors, and prohibits 
retaliation because of any of the protected activity as defined herein. 
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ARTICLE 5 
RECRUITMENT, SELECTION AND CLASSIFICATION 
Section 5.1 Policy (refer to the CBA for those covered) 
 
All employee selections and promotions shall be made according to merit, qualifications, and 
the job requirements. The policies and procedures outlined below are consistent with policies 
regarding Equal Opportunity Employment laws as enforced by the Department of Labor. 
 
Section 5.2 Job Descriptions 
 
The RTA strives to develop and maintain accurate job descriptions for all job classifications. A 
job description includes the following sections: 
 

 Job information; 
 Job summary (gives a general overview of the job’s purpose); 
 Essential duties and responsibilities; 
 Qualifications (includes education and/or experience, language skills, mathematical 

skills, reasoning ability, and any certification required); 
 Physical demands; and 
 Work environment. 

 
The RTA uses job descriptions to identify the requirements of a job, set up the hiring criteria, 
set standards for employee performance evaluations, and establish a basis for making 
reasonable accommodations for individuals with disabilities. 
 
In cooperation with the lead supervisor, manager or director of your department, Human 
Resources will prepare a job description when a new job is created. Human Resources reviews 
existing job descriptions and update them when a job changes. A job description does not 
necessarily cover every task or duty that an employee might be assigned; an employee may be 
assigned additional responsibilities as necessary. If an employee has questions or concerns 
about his or her job description, the employee should discuss those concerns with his or her 
immediate supervisor. 
 
Section 5.3  Recruitment (refer to the CBA for those covered) 
 
Whenever a position vacancy occurs, it may be filled in one of the following three ways as 
determined by each department manager: 
 

 Open/On-going Recruitment – A competitive process in which all interested persons are 
eligible to apply for a vacant position. 
 

 Internal Recruitment – A competitive process in which only current RTA employees are 
eligible to apply for a vacant position. 
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 Direct Appointment – Upon approval of the RTA Board, a position may be filled through 
direct appointment. 

 
5.3.1 Duration of Recruitments 
 
All open/on-going recruitments must be announced to the general public for a minimum of five 
(5) work days. All internal recruitments must be announced to RTA employees for a minimum 
of ten (10) work days. The RTA Executive Director may authorize extending a previously 
established final filing date. 
 
5.3.2 Recruitment Announcement 
 
All open external recruitments shall, at a minimum, be announced through an online 
“Employment Opportunities” page and be available to the public upon request. Announcement 
of all internal recruitments shall be posted on a bulletin board accessible by all RTA employees. 
The recruitment announcement shall, at a minimum, include the title of the position, the salary 
range, the minimum qualifications for admission to the recruitment process, and the final filing 
date. 
 
5.3.3 Applications 
 
Persons interested in employment or promotion with the RTA must submit an application for 
employment or promotion using the systems and methods included in the recruitment 
announcement. Applications shall be accepted until 11:59 pm (external) and 4:30 PM (internal) 
of the final filing date. False information on an application may be considered grounds for 
removal from the recruitment or, if already employed, may be considered grounds for 
termination of employment. 
 
5.3.4 Minimum Qualifications 
 
All employees shall meet the minimum qualifications of the position to which they are assigned, 
and shall possess and maintain licensure as required in the job specifications. Only applicants 
who meet the minimum qualifications for the job (as described in the job specifications) may 
compete in the selection process. Applicants who do not meet the minimum qualifications shall 
be notified as such and shall have five (5) work days from the date of the notice to provide 
additional information to be considered in the minimum qualifications determination. 
 
5.3.5 Employee Referral Program 
 
Employees who know of someone who is interested in working for the RTA should refer him or 
her to Human Resources. 
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For each applicant that an existing RTA employee refers that is hired will receive a monetary 
reward after the new employee has completed his or her probationary period. 
 
Section 5.4  Selection (refer to the CBA for those covered) 
 
Except for a direct appointment approved by the RTA Board, selection and promotion of 
employees by department managers and Human Resources shall be by a competitive selection 
process. 
 
5.4.1 Selection Process 
 
Applicants that meet the minimum qualifications of the job and are eligible to compete in the 
selection process shall be considered to be “candidates.” All open recruitments or internal 
recruitments must include one or more competitive selection elements. These elements may 
include, but are not limited to: oral interview, competitive application rating, written test, 
practical performance test, or any other valid and reliable selection method. All selection 
elements shall be job related and based on merit principles. At the conclusion of the 
recruitment process, all candidates shall be placed on an eligible list in rank order based on his 
or her final evaluation, including Veteran’s preference. An eligible list shall remain in effect for 
no less than six (6) months. 
 

5.4.1.1 Selection Notification: Candidates shall be notified of their results in any element 
of a selection element in which they participated. Such notification shall, at a minimum, 
include whether they passed or failed that element of the selection process.  

 
5.4.1.2 Selection Records: Records of a competitive selection shall be maintained for a 
period of not less than one year. Selection materials are confidential and are not subject 
to direct review by candidates. 

 
5.4.1.3 Veterans Preference: A candidate who competes in an open recruitment and has 
a valid Veterans Certificate on file with the San Luis Obispo County Veterans Services 
office or the U.S. Veterans Administration shall be given preference amongst all other 
applicants, provided the Veteran can perform the essential duties of the position. 

 
5.4.2 Interview of Certified Candidates 
 
Upon establishment of the eligible list and prior to filling a position, the department manager 
and Human Resources shall at a minimum invite the top three ranked candidates on the eligible 
list to be interviewed. Subsequent ranks may be invited for an interview, however in no 
instance may ranks be skipped. Failure of a candidate to respond to an invitation for an 
interview shall be considered a decline to interview. 
 
  



  DRAFT Date: April 13, 2018 

Article 5, Page 4 

5.4.3 Background and Reference Checks 
 
To ensure that individuals who join the RTA meet our standard qualifications and have a strong 
potential to be productive and successful, it is our policy to check the employment references 
and criminal background checks of all applicants after a conditional offer of employment is 
provided. For some positions, such as management, or positions requiring access to financial, 
confidential data or other positions of trust, the RTA also requires a credit check in accordance 
with the applicable federal and state standards. 
 
In addition to checking references of applicants, we will respond in writing only to those 
reference check inquiries that are submitted in writing on former employees. Responses to 
such inquiries will be limited to factual information that can be substantiated by our records. 
The RTA will only provide dates of employment, title and rehire status without written consent. 
Wage information will be provided upon written authorization and release signed by the 
individual who is the subject of the inquiry. 
 
5.4.4 Licensing 
 
The following provides a summary of licensing and medical certification required for the Bus 
Operator position and other RTA positions that control the movement of an RTA revenue 
vehicle: 
 

5.4.4.1 DMV License: It is the employee’s responsibility to cover the costs of obtaining a 
Commercial Driver’s License (CDL) and any renewals.  

 
5.4.4.2 Medical Certificate for Safety Sensitive Position for New Hires: the RTA will 
provide to each candidate with a list of authorized examining doctors that will complete 
the US DOT required physical examination at no cost to the employee.  

 
5.4.4.3 Medical Certificate for Existing Employees: the RTA shall post a list of employees 
who are due to renew their medical certificate on the first day of each month. If the 
employee chooses to use a doctor that is not on the RTA-provided list, the employee 
will be solely responsible for the costs of the physical examination. 

 
5.4.4.4 Unpaid Time to Obtain/Maintain Licensing: Candidates for new safety sensitive 
positions and existing employees shall obtain or maintain commercial driver’s licenses 
and/or medical certificates on their own time, with the exception of RTA-provided 
Verification of Transit Training paid time. In no case shall the RTA be liable for pay or 
other benefits while the candidate or employee is conducting such off-site licensing 
business. 
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Section 5.5  Recruitment and Selection Services 
 
The RTA may contract with third party providers of recruitment and selection services. The 
third party service provider shall have broad discretion in interpretation of RTA policies related 
to recruitment and selection in order to ensure adherence to merit principles and equal 
opportunity in employment. The provisions of this article shall be interpreted to allow for 
conformance with the third-party systems and processes. Applicants and candidates shall use 
the systems and comply with the requirements of the third party service provider authorized by 
the RTA Board. 
 
Section 5.6  Classification 
 
The RTA shall prepare and maintain written job specifications for each classification approved 
by the RTA Board. All positions shall be assigned to an approved classification. See Appendix B 
for details on RTA job classifications. 
 
5.6.1 Approval of Job Specifications 
 
Job Specifications for newly created classifications or revisions to job specifications for existing 
classifications must be submitted to and approved by the RTA Board. 
 
5.6.2 Upward Reclassification of Positions (refer to the CBA for those covered) 
 
At the sole discretion of the RTA Executive Director, a position that has been assigned to a 
classification series may be reassigned to a higher level classification within that series. Such 
reassignment of classification is known as a career series promotion. A career series promotion 
is a non-competitive promotion. 
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ARTICLE 6 
EMPLOYEE PERFORMANCE EVALUATION 
Section 6.1 Background and Scope (refer to the CBA for those covered) 
 
The RTA Executive Director shall establish, implement and maintain an effective system for 
periodic evaluation of the performance and conduct of employees at the RTA. The objective of 
this system shall be to record the performance of employees during the past evaluation period, 
assist supervisors and their employees in measuring progress toward work goals, identify 
employee development needs and establish a basis for personnel decisions. 
 
Section 6.2  Evaluation Procedure (refer to the CBA for those covered) 
 
In accordance with RTA procedures and on forms approved by the RTA Executive Director, 
managers/supervisors shall evaluate, record and report the performance of their direct-report 
employees. Performance evaluations shall be one of the following: 
 

a. Regular Evaluation: Employees shall receive an annual performance evaluation in July of 
each year, unless hired in the three months prior. 

b. Special Evaluation/Performance Improvement Plan: The RTA Executive Director may, at 
his or her discretion, issue an evaluation. All evaluations shall be created and 
administered in accordance with the provisions of this Rule. 

 
Each evaluation shall be discussed with the employee by their supervisor and the employee 
shall be given a copy of the evaluation report following the discussion. The employee shall sign 
the report last as an acknowledgement that the report was discussed with him/her. The 
employee shall have the right to review the performance evaluation report with the RTA 
Executive Director or designated representative. The evaluation report shall be maintained in 
the employee’s official personnel record. 
 
Our objectives are to: 
 

a. Motivate and guide employees toward improved work performance, professional 
growth and development by discussing significant strengths and areas needing 
improvement in a positive, constructive manner. 

b. To promote communication between you and your supervisor to work-related matters. 
c. To provide a uniform process for supervisors to assess employee performance in 

relation to performance requirements. Additionally, supervisors can use performance 
appraisals to recommend merit increases. Therefore, no employee should expect to 
receive a salary increase based solely on the passage of time. 

d. To provide a method of evaluating employee suitability for continuation of employment, 
job transfers and/or promotions. 

e. To provide a record of employee progress. 
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This program is not a guarantee of advancement. The RTA Board of Directors and economic 

forces affecting the budget are the ultimate consideration regarding salaries. 
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ARTICLE 7 
PERSONAL CONDUCT 
 
Section 7.1  Personal Conduct (refer to the CBA for those covered) 
 
The orderly and efficient operation of RTA facilities and work sites requires that all employees 
maintain certain standards of job performance and good conduct. When performance or 
conduct do not meet RTA standards, the RTA will endeavor when it deems appropriate to 
provide all employees a reasonable opportunity to correct the deficiency. If, however, you fail 
to make the correction, you will be subject to discipline, including termination of employment. 
 
Section 7.2  Job Performance (refer to the CBA for those covered) 
 
All RTA employees are expected to observe professional standards of job performance and 
conduct in support of the mission and vision of the RTA, and to show courtesy and respect to 
co-workers and the public we serve. 
 
When performance or conduct does not meet the standards and expectations of RTA, 
employees should be given an opportunity, when appropriate, to correct the deficiency. If, 
however, the employee fails to make the correction, he or she will be subject to discipline. 
 
It is not possible to provide employees a complete list of every possible type of action which 
may result in discipline or termination. Management reserves the right to establish standards of 
conduct as it deems necessary. However, in order to provide employees some guidance 
concerning unacceptable behavior, the following are considered impermissible. Employees who 
engage in misconduct or whose performance is unsatisfactory may be subject to disciplinary 
action, up to and possibly including termination. The list below is intended simply to provide 
some examples of disciplinary offenses. 
 
Employees may be disciplined or terminated for poor performance including, but not limited to, 
the following: 
 

1. Below-average work quality or quantity as set forth in job description and 
compensation plan, or as determined by executive or division managers. 

2. Poor attitude (for example, discourtesy, rudeness or lack of cooperation) or failure 
to follow the instructions of a supervisor or manager. 

3.  Excessive absenteeism, tardiness or abuse of break and lunch privileges.  
4.  A demonstrated pattern of erratic or poor attendance that is not part of an 

authorized leave of absence or other reasonable accommodation established by the 
RTA. 

5. Failure to follow instructions or RTA procedures.  
6. Failure to follow established safety regulations, policies, procedures or hazard 

communication training. 
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7. Reporting to work or attempting to work when physically or mentally unfit for 
reasons such as: illness, injury, lack of sleep, influence of stimulants, depressants, 
liquor or drugs, emotional strain or other unfit condition. 

8. Creating or contributing to unhealthful, unsanitary or unsafe conditions, including 
littering, graffiti or failure to properly dispose of debris, expired food items or other 
trash in proper areas. 

9. Loafing, wasting time or sleeping during working hours. 
10. Failure to meet a reasonable measure of efficiency or to follow business-related 

instructions from a manager or supervisor. 
11. Failure to be at work position at start of shift or end of lunch period and/or failure to 

remain at work position up to start of lunch period or end of shift. 
12. Repeated refusal of overtime work assignments without satisfactory reasons or 

authorized reasonable accommodations. 
13. Inattention, carelessness or negligence (willful or otherwise) which causes or could 

cause injury to other employees or damage to RTA property. 
14. Horseplay or mischief which endangers the safety of others or creates the possibility 

of damage to RTA property. 
15. Repetitive violation of industrial safety rules and/or regulations. 
 

Section 7.3  Misconduct That May Result in Discipline or Termination (refer to the CBA for 
those covered) 
 

1. Theft, abuse or defacing of any property belonging to the RTA or fellow workers, 
including stealing from customers’ property. 

2. Falsification or forgery of or making a material omission on forms, records, or 
reports, including time cards, applications for employment, customer records or 
checks, entertainment receipts, or RTA credit cards. 

3. Lying to any supervisor or manager or submitting false or misleading documentation 
to support any requested benefit, including use of sick leave or other leaves of 
absence. 

4. Actual or threatened physical violence towards another employee or subcontractor 
of the RTA. 

5. Possessing or bringing firearms, knives, weapons, or chemicals on or to RTA 
property. 

6. Insubordination, refusing to follow a supervisor’s directions, or other disrespectful 
conduct to a supervisor. 

7. Use of abusive language, verbal or visual, to any other person on RTA premises. Loud 
screaming, laughing or disruptive behavior. 

8. Destroying or damaging property, records or other materials owned or leased by the 
RTA or any employee or subcontractor performing work pursuant to an agreement 
with the RTA. 

9. Violating safety or health rules or practices or engaging in conduct that creates a 
safety or health hazard. 
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10. Using, possessing or being under the influence of alcohol or unlawful drugs while on 
duty, while on RTA’s property, or while operating an RTA owned or leased vehicle. 

11. Sexual harassment or other unlawful harassment bullying or abusive conducted 
directed toward another employee. 

12. Misappropriation or theft of the RTA’s funds, including unauthorized use of RTA 
funds, RTA credit cards and charge accounts for personal use.  

13. All employees must arrive at work in condition to work. You will be subject to 
disciplinary action and termination if you arrive “hung over” or under the influence 
of drugs or alcohol. No use of drugs or alcohol is permitted during or after working 
hours on any part of RTA or customer premises. 

14. Copying of any confidential information or records for known or unknown use by 
others outside the RTA. 

15. Bringing to work or displaying any writings, posters, pictures or literature on RTA 
premises unless authorized in writing by management. 

16. Solicitation to customers or other employees for sale of products including 
cosmetics, kitchenware or other items during business hours. Employees are urged 
to limit this type of activity to after hours.  

17. Violation of RTA policies including breaches of security or trade secret disclosure. 
18. Tampering with or in any way falsifying a document or record submitted to the RTA 

to support any request for benefits, including sick leave, other leaves of absence, or 
compensation.  

19. Tampering with, destroying or in any way falsifying an RTA business record. 
20. Any behavior that brings discredit to the RTA. 

 
Section 7.4  Investigation of Employees for Misconduct 
 

The RTA may occasionally find it necessary to investigate employees, where behavior or other 
relevant circumstances raise questions concerning work performance, reliability, honesty, 
trustworthiness, or potential threat to the safety of coworkers or others. Employee 
investigations may, where appropriate, include credit reports and investigations of criminal 
records (including appropriate inquiries about any arrest for a crime of dishonesty, theft, drugs 
or violence) and for which the employee is out on bail or awaiting trial. Employees subject to an 
investigation are required to cooperate with the RTA’s lawful efforts to obtain relevant 
information. 

 

The purpose of the investigation is to discover the underlying reasons for the problem so that 
management can take corrective action. Investigations are a tool for management to use in 
analyzing the reasons for problems or gathering data to make management decisions. 

7.4.1 Reports or Complaints of Misconduct:  

The RTA will also investigate any possible fraudulent or dishonest use or misuse of RTA 
resources or property by management or employees, or other misconduct. Anyone found to 
have engaged in a fraudulent or dishonest conduct is subject to disciplinary action by the RTA 
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up to and including termination of employment. The RTA also may pursue civil or criminal 
prosecution when warranted.  

7.4.2 Policy Against Retaliation for Reporting:  

The RTA will not retaliate against any employee who makes a report or complaint in good faith, 
believing the allegations to be true, whether or not the ultimate investigation substantiates the 
perceived misconduct.  

7.4.3 Duties of Employees Participating in Investigations:  

Any employee who participates in an official RTA investigation, whether as 
reporting/complaining party or as independent witness, is required to provide truthful, good 
faith information that is within your personal knowledge. Violations of this policy may result in 
discipline, up to and including termination. Providing false information, when substantiated, 
will result in automatic termination. 

7.4.4 Policy Against Baseless Allegations:  

Any employee who makes allegations with reckless disregard for their truth or falsity, as 
determined by a neutral investigation, may be subject to disciplinary action and /or legal claims 
by individuals accused of misconduct.  

7.4.5 Compliance with Policies and Procedures 
 
RTA employees shall be in compliance with all rules, regulations, policies and procedures, 
orders, bulletins, and instructions provided by the RTA. Ignorance on the aforementioned will 
not be accepted as a valid reason for failing to comply. 
 
Section 7.5  Grounds for Immediate Termination 
 
Violation of any of the following rules, because of their seriousness, may result in immediate 
termination of employment without a warning: 
 

1. Obtaining employment based on false or misleading information or falsifying 
information or making material omissions in any documents or records. 

2. Bringing or possessing firearms, weapons or any other hazardous or dangerous devices 
on RTA property or during on-duty time. 

3. Absence of two or more days without authorization. 
4. Possession, distribution, sale or use of alcohol or any unlawful drug while on duty or 

while on RTA premises or reporting to work or operating an RTA vehicle under the 
influence of alcohol or any unlawful drug. 

5. Failure to pass a drug test administered pursuant to the established RTA drug testing 
policy. 
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6. Punching another employee’s time card. 
 

Section 7.6  Notice of Change in Employment Status 
 
When there is a change of employment status, whether termination, leave of absence, or 
switching from an employee to independent contractor relationship, the RTA will provide you 
with a written notice on RTA letterhead providing (a) your name, (b) the type of change in 
employment status, and (c) the effective date of the change. The RTA is not required to specify 
the reason for the employment status change. 
 
If the change in status is because the RTA has terminated, laid off, or placed an employee on a 
leave of absence, then the RTA shall provide to the employee a copy of the Employment 
Development Department pamphlet DE 2320, “For Your Benefit, California’s Program for the 
Unemployed”. 
 
Section 7.7  Exit Interview 
 
Upon separation from the RTA, every employee will participate in an exit interview. This gives 
both the employee and the RTA an opportunity to discuss the reasons the employee is leaving 
and the employment relationship. Management is always anxious to receive constructive 
comments on its business operations and the satisfaction of employees. The exit interview 
provides this opportunity.  
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EMPLOYEE ACKNOWLEDGEMENT 
 
 
I have received my copy of the RTA Employee Policies and Procedures Handbook. I understand 
and agree that it is my responsibility to read and familiarize myself with the policies and 
procedures including the Harassment Policy contained in the Handbook.  
 
I understand that, any and all policies or practices can be changed at any time by the RTA. The 
RTA reserves the right to change my hours, wages, and working conditions at any time. I 
understand and agree that other than the RTA Executive Director, no manager, supervisor, or 
representative of the RTA has the authority to enter into any agreement, express or implied, for 
employment for any specific period of time, or to make any agreement for employment other 
than at-will; only the RTA Executive Director has the authority to make any such agreement and 
then only in writing, signed by the RTA Executive Director. 
 
I understand and agree that nothing in the Handbook creates or is intended to create a promise 
or representation of continued employment and that employment at the RTA is employment 
at-will: employment may be terminated at the will of either the RTA or myself. My signature 
certifies that I understand that the foregoing agreement on at-will status is the sole and entire 
agreement between the RTA and myself concerning the duration of my employment and the 
circumstances under which my employment may be terminated. It supersedes all prior 
agreements, understandings, and representations concerning my employment with the RTA. 
 
Any information that I learn about the RTA or its representatives as a result of working for the 
RTA that is not otherwise publicly available constitutes confidential information. I may not 
disclose confidential information to anyone who is not employed by the RTA or to other 
persons employed by the RTA who do not need to know such information to assist in rendering 
services. The disclosure, distribution, electronic transmission or copying of the RTA’s 
confidential information is prohibited. Any employee who discloses confidential RTA 
information will be subject to disciplinary action (including possible termination), even if he or 
she does not actually benefit from the disclosure of such information. I understand the above 
policy and pledge not to disclose confidential information. 
 
 
_____________________________   ______________________ 
Employee’s Signature     Date 
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:   Accounting Technician 
DEPARTMENT:   Finance and Administration 

Maintenance 
REPORTS TO:    Deputy Director/CFO 

Manager, Maintenance and Facilities 
FLSA STATUS:  Non-Exempt 
 
 

JOB SUMMARY 
Under the direction of the CFO/Director of Administration and Manager, Maintenance and 
Facilities, perform a variety of accounting duties related to General Accounting including: 1) 
Accounts Payable processing; 2) Accounts Receivable processing; 3) Journal entry processing; 4) 
Journal entry posting; 5) Fixed Asset accounting; 6) Vehicle maintenance work order entry and 
filing; 7) Vehicle maintenance software reporting and upkeep; and 8) back-up of other accounting 
staff. The duties and responsibilities include the application of both manual and computerized 
accounting procedures and reconcilement functions and oral and written communication skills.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Demonstrated customer service experience requiring a very high level of diplomacy and 
professionalism.  

 Ability to use tact and diplomacy to effectively handle a broad range of high level and 
sensitive interpersonal situations with diverse personalities, and to respond 
appropriately to conflicts and problems.  

 Must have ability to clearly answer routine questions and to be able to analyze and 
reconcile a variety of accounts and resolve operating and procedural problems.  

 Excellent computer skills and proficiency with a variety of computer applications 
including word-processing, spreadsheets, databases, on-line systems, Internet as well as 
online calendaring and email.  

 Must operate a 10-key calculator by touch.  

 Knowledge and understanding of: basic arithmetic; financial record-keeping methods, 
procedures, and practices; and general office procedures.  

 Familiarity with, or ability to learn, governmental financial record-keeping methods.  

 Must work independently and perform financial or statistical work of moderate 
difficulty rapidly and accurately.  

 Experience in an enterprise financial management or maintenance work order 
computerized environment including the processing of journal entries, establishing new 
accounts, and extensive reconciliation is required.  

 Ability to review financial documents for accuracy, completeness, validity, and 
adherence to standards.  
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 Ability to interpret, communicate, and apply policies and procedures.  

 Demonstrated ability to maintain a high degree of confidentiality. Ability to exercise 
discretion and judgment in carrying out responsibilities.  

 Ability to initiate, establish, and foster communication and teamwork by maintaining a 
positive, cooperative, productive work atmosphere in and outside a public agency with 
the ability to establish and maintain effective working relationships within a diverse 
population and with those from various cultural backgrounds  

 Excellent organizational and time management skills with the ability to set own 
priorities to coordinate multiple assignments with fluctuating and time-sensitive 
deadlines.  

 Working knowledge of or ability to quickly learn infrastructure, policies and procedures.  

 Excellent communication skills; ability to effectively communicate information in a clear 
and understandable manner, both verbally and in writing.  

 Thorough knowledge of English grammar, spelling and punctuation   
 
QUALIFICATIONS 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

 Methods, procedures and terminology used in professional accounting work  

 Financial and statistical record-keeping techniques  

 Budgeting practices regarding preparation monitoring and control  

 Financial analysis and projection techniques  

 Operation of a computer and assigned software  

 Effective oral and written communication and interpersonal skills 
 
EDUCATION and/or EXPERIENCE 

 Associates Degree in Accounting is preferred.  

 The equivalent of five years of progressively responsible experience in maintaining or 
reviewing general accounting records.  

 Familiarity with accounting principles and accounting systems.  

 Demonstrated skills in an institutional environment utilizing a customer-oriented and 
service-centered attitude.   

 
Physical Demands: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to 
fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently 
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required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee 
must regularly lift and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds 
and occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job 
include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust 
focus.  
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Administrative Assistant - Finance 
DEPARTMENT: Administration/Finance 
REPORTS TO:  Grants and Financial Manager 
FLSA STATUS:  Non-exempt 
 
 
JOB SUMMARY 
Under the direction of the Finance and Administration Department reporting to the Grants and 
Financial Manager, performs various accounting, administrative, clerical and customer relations 
duties to support the RTA staff and board. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties may be assigned. 
 

 Posts and balances source documents to journals, subsidiary ledgers, and general 
ledgers  

 Prepares and verifies financial input data with accounting detail and summary reports 

 Accounts Payable, verifies accounting documents for correct coding and computations, 
payments of bills. Warrant input into the County SAP Accounting System. Vendor 
Maintenance and Setup.  

 Assists in compiling and summarizing statistics and records used in the preparation of 
financial reports 

 Computes and processes bills 

 Accepts payments and writes receipts and deposit slips 

 Performs related routine cashiering duties 

 Answers questions from the public and other employees 

 Performs general clerical  

 Keeps and maintains records and office files 

 May verify, evaluate, compute and code statistical data for computer analysis, (ridership 
analysis, Quarterly & monthly reports, 

 Collect Human Resource request and forward to HR personnel when absent. 

 Backup Front Receptionist Desk when absent. 

 Oversee all Revenue Monies and reconciliations. 

 Assist in Company Security Program. 

 Update GFI-Genfare for Service Changes and Reporting purposes 

 Outreach to all Pass Sales Outlets and collect and deposit revenue. 

 Attend training, conferences and workshops as directed by supervisor for improving 
budgeting strategies and techniques. 
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QUALIFICATIONS 
 

 Principles of office administration 

 Principles of report writing 

 Basic fiscal accounting methods practices and terminology 

 Analytical methods and techniques used for data gathering and analysis 

 Good customer relations skills 

 Use and maintain office equipment 

 Perform mathematical calculations with speed and accuracy  

 Verify and post entries to proper accounts 
 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
EDUCATION and/or EXPERIENCE 
 

 AA Degree or an equivalent combination of education and experience in office 
administration, general administration, or customer relations in a public or non for 
profit organization or entity for a minimum of three years, including the keeping of fiscal 
records is required. (Successful completion of a basic bookkeeping course or its 
equivalent may be substituted for the required experience.) 

 Understanding of basic office administration. 

 Understanding of office equipment and technology 
 

PHYSICAL DEMANDS: 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to fingers, 
handle, or feel; reach with hands and arms and talk or hear. The employee is frequently required to 
stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee must regularly lift 
and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds and occasionally lift and/or 
move up to 10 pounds. Specific vision abilities required by this job include Close vision, Distance vision, 
Peripheral vision, Depth perception and Ability to adjust focus.  
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:   Administrative Assistant 
DEPARTMENT:   Administration 
REPORTS TO:    Deputy Director/CFO 
FLSA STATUS:  Non-Exempt 
 

JOB SUMMARY 
 
Under the direction of the Deputy Director/CFO, performs various administrative, clerical and 
Board administrative duties to support RTA staff, the RTA Board, and the South County Transit 
Board, including office administration, preparation of Board packets and materials, 
correspondence, senior staff scheduling, meeting minutes, customer/community relations 
activities supporting the organization. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Prepare, distribute, and post agendas and related materials for Board and various 

committees both in paper and electronic forms. 

 Schedule staff and Board appointments and meetings including confirmation of 

quorums. 

 Transcribe minutes for Board and various committee meetings. 

 Perform clerical or technical administrative duties 

 Screens and routes telephone calls to Executive Director, department head or 

appropriate staff member. 

 Compose various statistical reports, correspondence and documents. 

 Coordinates the distribution of materials for all major procurements including 

RFPs/IFBs for various projects. 

 Relieve department head of routine administrative tasks such as compiling statistical 

information. 

 Maintain a wide variety of office equipment.   

 Finalize resolutions and contracts signed by the Board and/or Executive Director. 

 Answer and direct customer questions regarding bus routes as well as other transit 

options. 

 Maintain/update eligibility list for various passes and pass discounts. 

 Assist with ADA Paratransit application intake and scheduling process.  

 Prepare invoices and receipts for bus pass sales. 

 Record customer comments. 

 Assist with marketing, outreach and other activities as needed.  



 2 

 Coordinate Form 700s, Statement of Facts, Brown Act compliance and other 

regulatory processes. 

QUALIFICATIONS 
 

 Principles of office administration 

 Principles of report writing 

 Analytical methods and techniques used for data gathering and analysis 

 Principles of project management 

 Good customer relations skills 

 Use and maintain office equipment 
 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
EDUCATION and/or EXPERIENCE 
 

 AA Degree or an equivalent combination of education and experience in office 
administration, general administration, or customer relations in a public or nonprofit 
organization or entity for a minimum of three years. 

 Experience in developing, organizing and coordinating the preparation of Board 
materials, reports, correspondence for Board of Directors meetings, and committee 
meetings for a multi-faceted public and or private entity. 

 Understanding of basic office administration. 

 Understanding of office equipment and technology. 

 Familiarity with the Brown Act preferred. 
 
PHYSIACL DEMANDS: 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to 
fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently 
required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee 
must regularly lift and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds 
and occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job 
include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust 
focus.  



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Apprentice 

DEPARTMENT: Maintenance 

REPORTS TO:  Manager, Maintenance and Facilities 

FLSA STATUS:  Non-exempt 

JOB SUMMARY 
 
Under immediate supervision, performs work of routine difficulty in repairing Mechanized 
equipment; performs related work as required.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES (Other duties may be assigned) 
 

 In a learning capacity, participates in the repair of a variety of RTA-owned vehicles 
including automobiles, trucks, vans and buses; participates in tune-ups and complete 
overhauls of gasoline and diesel engines, manual and automatic transmissions, 
differentials, drive lines, universal joints, air, electric and hydraulic brake systems, air 
conditioning systems, frames, suspensions and alignments, diesel and gasoline fuel 
systems and carburetors, generators and alternators, and power and manual steering 
gear systems. 

 In a learning capacity, participates in preventive maintenance, repair and modification 
work on specialized accessories and equipment, including hydraulic systems and 
emergency lighting systems, specialized RTA-owned equipment and vehicles, and other 
on-site special vehicles and equipment.  

 In a learning capacity, performs gas and arc-welding functions for minor vehicle 
operational repairs.  

 In a learning capacity, utilizes testing equipment, electronic and standard ignition testers, 
and analyzing scopes in trouble shooting, maintenance and repair work.  

 In a learning capacity, participates in the modification of general fleet vehicles.  
 In a learning capacity, performs minor body work on vehicles.  
 In a learning capacity, performs emergency field repairs on all RTA-owned vehicles and 

equipment.  
 In a learning capacity, participates in the training of Equipment Mechanic Assistants in the 

repair and maintenance of mechanized equipment.  

QUALIFICATIONS 

 

 Knowledge of tools and equipment used in servicing and maintaining automotive 

equipment and motorcycles.  

 Knowledge of methods and materials used in cleaning automotive equipment.  



 Knowledge of safety practices and procedures to be observed in work.  

 Skill in using mechanic's tools and lubricating equipment.  

 Ability to follow oral and written instructions.  

 Ability to recognize conditions in automotive equipment which need repair adjustment 

or replacement.  

 Ability to keep required records, and to schedule equipment for servicing.  

 Ability to demonstrate a high degree of mechanical aptitude. 

 

PHYSICAL DEMANDS: 
 
The essential functions of this job are performed in both a shop environment and outside in 
various weather conditions, including extreme heat and cold. Work is performed on ladders, 
around moving vehicles, equipment and machinery with moving parts, under wet and slippery 
conditions and, occasionally, with hands in water. Incumbents are exposed on a daily basis to a 
dry atmosphere, intermittent loud noise and vibrations, dust, silica, fumes, smoke, gases, grease, 
oils, electrical energy, and toxic and/or caustic chemicals. 
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, 
kneel, crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms 
and use upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp 
tools and controls and/or to feel the attributes of objects; to lift, and carry objects weighing up 
to 50 pounds; to push and pull objects weighing up to 150 pounds; to hear and talk to receive 
and communicate instructions and other information; to rotate neck left and right and bend neck 
forward and backward; to bend and twist torso; to read and see objects clearly within one foot 
to arms length, and occasionally to twenty feet, requiring a full field of vision and good depth 
perception with the ability to adjust focus and distinguish basic colors and shades of color; and 
to operate vehicles and equipment requiring the use of both feet and hands 

 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Bus Operator 
DEPARTMENT: Operations  
REPORTS TO:  Lead Operations Supervisor 
FLSA STATUS:  Non-exempt 
 
 
JOB SUMMARY:    
 
The position of Bus Operator is responsible for the safe, dependable, and professional 
operation of RTA Buses, Paratransit Vehicles, and Trolleys in order to provide the highest 
quality of service to RTA customers and communities.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  (Other duties may be assigned) 
 

 Operates assigned RTA equipment in a safe, reliable, professional and courteous 
manner 

 Maintains a valid Commercial Driver’s License (CDL) with all necessary endorsements. 

 Ability to operate all vehicles within the company’s service operations fleet 

 Provides the highest quality of customer service to passengers and the general public 

 Keeps scheduled time points per the printed run sheets and adheres to running time 
between time points 

 Ensures customers pay appropriate fare or possess appropriate fare media 

 Ensures vehicle has necessary schedules and customer information.  Provides 
information to customers and the general public on RTA services as well as other 
services in the County. 

 Ensures that vehicles are inspected before use and are safe.  Inspects radio, farebox, 
and all onboard equipment to ensure that it is operable.  When turning over the bus, 
trolley or paratransit vehicle to another operator, provides any information relevant on 
the vehicle condition 

 Notifies dispatch of any accident, incident, equipment failure, or when there is an 
operating issue that would require a detour or that is out of the ordinary 

 Follows all RTA operating policies and procedures  
 
QUALIFICATIONS: 
 
Education/Experience: High School diploma/GED or job experience necessary to provide the 
knowledge and skills to perform the duties of Bus Operator.   
 
Certificates and Licenses:  Must maintain an active California CDL with appropriate 
endorsements throughout employment; must pass a DOT physical and drug/alcohol screen 
prior to acceptance and annual/random drug/alcohol screens for the duration of employment 
with RTA. 
  
 



 
OTHER EMPLOYMENT STANDARDS: 
 

 Good driving record with no Driving While Intoxicated (DWI), Driving Under the 
Influence (DUI) or similar charges; reckless driving, railroad crossing violations, failures 
to appear (FTA) or leaving the scene of an accident offenses.  (Consideration may be 
given after ten (10) years) 

 No more than a total of two (2) moving violations or accidents within the last three (3) 
years. 

 No suspended or revoked licenses within the past 10 years for moving violations or 
violations of criminal laws. 

 Any combination of violations, unfavorable road observations or accidents that indicates 
a pattern of unsafe vehicle operation behavior, whether on or off the job. 

 Minimum of five years driving experience.  

 Ability to perform simple math and write basic reports and learn and understand motor 
vehicle regulations. 

 Reasonable knowledge of the service area and ability to read basic maps. 

 A background and reference check will be conducted. 
 
WORK ENVIRONMENT:   
 
This position may be required to work shifts, weekends and holidays.  While performing the 
duties of this job, the employee will be sitting for long periods while driving and is frequently 
exposed to work near moving mechanical parts and fumes or airborne particles. The employee 
is occasionally exposed to toxic or caustic chemicals; outdoor weather conditions and risk of 
electrical shock. The noise level in the work environment is usually moderate to loud.   
 
PHYSICAL DEMANDS: 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. While performing the 
duties of this job, the employee is regularly required to sit; use of hands and fingers, handle or 
feet reach with hands and arms; and talk or hear. Position requires ability to lift, push, pull, 
assist and secure wheelchair passengers and minimum 50 lbs.  Visual acuity to determine color, 
depth and field of vision. 
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Deputy Director/Chief Financial Officer (CFO) 
DEPARTMENT:  Finance and Administration 
REPORTS TO:   Executive Director 
FLSA STATUS:  Exempt 
 
 
JOB SUMMARY 
 
Provides leadership and directs the Authority’s financial, human resources, marketing and 
administrative functions while supporting the goals and objectives of the RTA.  Responsible to 
the Executive Director for the planning, execution, oversight and direction of RTA’s finance, 
accounting, budget and administrative programs and projects.  Also responsible for the 
Authority’s marketing and customer relations, and safety and training programs and 
department functions.   
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Prepare, analyze and monitor annual operating and capital programs.  Monitor, 
evaluate and reconcile accounts related to assigned budget funds and prepare income 
and expenditure projections for budget preparation. 

 Analyze, audit, monitor and maintain financial records and reports in support of funds 
and budgets. Maintain/compile all related data to assure accuracy of data, establishes 
policies and procedures that are compatible with generally accepted accounting 
principles 

 Prepare grants and related quarterly reports for reimbursement 

 Prepare data and reports for other reporting requirements including LGFA, NTD, etc. 

 Supervise, train and evaluate Grants Administrator, Administrative Services Officer, 
Marketing and Community Relations Manger, Safety and Training Manager,  
Administrative Analyst and other personnel assigned to department 

 Responsible for managing and administration of the RTA’s human resource function 
including the development of all HR policies and procedures, recruitment, staff 
development, development and administration of employee benefits program and the 
training and development program for all RTA employees and new employees. 

 Responsible for managing the administration of the RTA’s marketing   

 Process payroll, audit payroll transactions and maintain various software applications 
for accounting software, payroll and other applications 

 Calculate, post, audit and adjust journal entries, update accounts to reflect revenue and 
expenditures, prepare monthly financial reports 

 Oversee purchasing policies and procedures to ensure that proper procurement 
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procedures are being followed by RTA staff and guidelines 

 Other duties as assigned by the Executive Director 

 Serves as the Chief Executive Officer for the organization in the absence of the Executive 
Director. 

 
QUALIFICATIONS 
 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
Must have knowledge of: 
 

 Methods, procedures and terminology used in professional accounting work  

 Organize projects, collect relevant information, and provide oral reports on principles 
and practices of governmental accounting (including GAAP) 

 Analysis of complex financial statements and reports  

 Financial and statistical record-keeping techniques  

 Preparation of financial statements and comprehensive accounting reports  

 Budgeting practices regarding preparation monitoring and control  

 Financial analysis and projection techniques  

 Applicable laws, codes, regulations, policies and procedures  

 Operation of a computer and assigned software  

 Effective oral and written communication and interpersonal skills 

 Basic principles and practices of equal employment opportunity 
 
EDUCATION and/or EXPERIENCE 
 

 A Bachelor of Arts degree in Business Administration or Public Administration with an 
emphasis in Accounting, Finance or Economics, and a minimum of five years of 
progressively responsible experience in accounting, finance and/or administration that 
would demonstrate the requisite knowledge, skill and abilities to manage a finance 
department.  A CPA if preferred. 

 Must have experience in public sector accounting and finance as well as experience in 
the administration of grants.  

 Must have experience preparing annual reports, operating and multi-year capital 
programs.  Ability to speak and give presentations in public forums.   

 Must have experience in the administration and oversight of employee benefit plans 
and the development and administration of workplace rules, policies and procedures 
including all applicable federal and state workplace safety and security 
rules/regulations. 
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PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this position, the employee is regularly required to use hands to 
finger, handle, or feel, reach with hands and arms, and talk or hear. The employee is frequently 
required to stand for prolonged periods of time, walk, sit, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds, and 
occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this position 
include normal visual range with or without correction; close vision, distance vision, peripheral 
vision, depth perception, and ability to adjust focus. Specific hearing abilities required are 
normal audio range with or without correction. 
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Grants and Financial Manager 
DEPARTMENT:  Administration and Finance 
REPORTS TO:   Deputy Director/CFO 
FLSA STATUS:  Exempt 
 

 

JOB SUMMARY 
 
Under the direction of the Deputy Director/CFO performs professional and technical work 
related to the administration of grants including the preparation of performance data for 
federal, state and local partners, preparation and filing grants and developing quarterly reports.  
Also assists in the oversight and administration of accounting functions, budget preparation 
and contract management oversight 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Administration of Federal Transit Administration (FTA) 5307 Funds  

o Submit quarterly financial and budgetary data to FTA in accordance with their 

requirements through TEAM. 

o Make timely requests to FTA for reimbursement of expenditures made by 

Transit Operators 

o Undertake close out activities on behalf of each Transit Operator in accordance 

with FTA requirements. 

o Do yearly site visit to subrecipients as required by FTA 

o Lead the organization through the triennial review process.  

o Write or update various RTA plans/programs as required by FTA for receiving 

federal funding for review by supervisor and further approval by RTA Board of 

Directors.  

 Administer grant application, reimbursement, and reporting progress of grants as 

required by the respective grants. Included but not limited to: 

o FTA 5307 from Santa Maria Area Transit and SLO Transit 

o FTA 5309 State of Good Repair SGR  

o FTA 5311 and 5311(F) 

o FTA 5316 Job Access and Reverse Commute 

o FTA 5317 New Freedom  

o Rural Transit Fund Grant  

o MOVER  Grant – APCD 
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o Prop 1 B 

 Administer NTD reporting requirements. 

 Attend training, conferences, and workshops as directed by supervisor for improving 

grants management and budgeting strategies and techniques. 

 Make sure all staff adheres to the procurement policy, specifically when it pertains to 

FTA grants. Also assist in writing RFP/contracts for procurements. 

 Accounts Payables – occasionally review and process invoices for payment using SAP 

accounting software. 

 Supervise Administrative Assistant    

 Other duties as assigned by CFO/ Director of Finance and Administration or Executive 

Director 

 Administer GFI Genfare software  

 Assist with the implementation of Intelligent Transportation Systems (ITS) projects 

 Accounts Receivable bank deposits 

QUALIFICATIONS 
 

 Principles of accounting and finance 

 Principles of grant preparation and administration 

 Principles of report writing 

 Analytical methods and techniques for data gathering and analysis for budget 
preparation and contract oversight 

 Basic governmental functions related to grants administration and public transportation 

 Knowledge of federal, state and local transportation laws, policies, funding mechanisms 
and legislation related to grants administration and preparation 

 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
EDUCATION and/or EXPERIENCE 
 

 A Bachelor of Art degree in accounting, finance, public or business administration or 
related field and three to five years experience in a public sector organization or entity. 

 Experience in the preparation and administration of federal and state transportation 
grants. 

 Experience in the oversight of a contract management firm 

 Experience in the development and oversight of operating budgets 

 Experience in optimizing grant funding and knowledge of  federal and state funding 
mechanisms 
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 Understanding of federal, state and local laws, requirements, and mandates related to 
the preparation and administration of grants. 

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this position, the employee is regularly required to use hands to 
finger, handle, or feel, reach with hands and arms, and talk or hear. The employee is frequently 
required to stand for prolonged periods of time, walk, sit, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds, and 
occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this position 
include normal visual range with or without correction; close vision, distance vision, peripheral 
vision, depth perception, and ability to adjust focus. Specific hearing abilities required are 
normal audio range with or without correction. 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Human Resources Officer 
DEPARTMENT:  Administration and Finance 
REPORTS TO:   Deputy Director/CFO 
FLSA STATUS:  Exempt 
 
 
JOB SUMMARY 
 
Under the direction of the Chief Financial Officer/Director of Administration, performs a variety 
of activities involved in personnel management activities; performs a wide variety of 
administrative and analytical services in the risk management program, including employee-
related insurance, employee safety, workers' compensation and employee benefit programs; 
and perform other related work as required.  This position reports to the Chief Financial 
Officer/Director of Administration. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Works on all types of employee insurance coverage including health insurance, disability 
insurance, life insurance, unemployment insurance and worker's compensation 
insurance; act as RTA’s liaison with third party administrators;  

 Organizes employee recruitment and retention programs, including conducting interviews 
and hiring employees, and recommending disciplinary actions;  

 Assists with employee counseling concerning disciplinary issues, personnel problems, 
grievances and appeals in both a collective bargaining environment and a non-organized 
labor environment;  

 Manages employee leave program including the management of FMLA and the disability 
interactive process; 

 Manages the payroll process and prepares management reports;  

 Investigates complaints of discrimination and harassment;  

 May assist in the training and development of administrative staff members; 
 Ensures human resources activities comply with established standards, policies, 

procedures, legal and legislative requirements; 
 Ensures proper and timely resolution of office, personnel, and business issues, conflicts 

and discrepancies; 
 Assists in the formulation and development of human resources policies, procedures 

and programs;  
 Participates in the preparation and maintenance of a variety statistics, records, reports 

and files; and 



 Communicates with other departments, businesses, governmental agencies and the 
employee union to exchange information, coordinate activities and resolve issues or 
concerns related to the human resources activities of the agency.  

 
DISTINGUISHING CHARACTERISTICS  
 
Factors affecting the position allocation include: level and complexity of work, independence of 
action and decision making, and supervision received and exercised. Incumbents, under general 
supervision, perform or assist in the performance of a wide range of duties including: insurance 
claims monitoring and benefits administration; making preliminary recommendations on 
insurance benefits, workers’ compensation, and risk management programs; recruitment, wage 
and salary administration.  
 
EMPLOYMENT STANDARDS 
 
Knowledge of basic principles of risk management; principles and practices of personnel 
administration; effective interviewing practices; recruitment, selection and retention processes. 
 
Ability to coordinate, evaluate and promote a wide variety of benefit programs; interpret laws 
and regulations; accumulate and analyze data and complete comprehensive reports; 
understand, interpret and apply personnel laws, rules, regulations, standards and procedures; 
collect data, analyze its objectivity, present it clearly and prepare sound recommendations and 
reports; establish effective working relationships; communicate effectively both orally and in 
writing.  

 
EDUCATION/EXPERIENCE  
 
Graduation from an accredited four-year college or university with a degree in business 
administration, personnel administration, safety or industrial engineering, human development 
or a closely related field, and two years of experience at a professional level performing a wide 
variety of administrative and business management activities. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this position, the employee is regularly required to use hands to 
finger, handle, or feel, reach with hands and arms, and talk or hear. The employee is frequently 
required to stand for prolonged periods of time, walk, sit, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds, and 
occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this position 



include normal visual range with or without correction; close vision, distance vision, peripheral 
vision, depth perception, and ability to adjust focus. Specific hearing abilities required are 
normal audio range with or without correction. 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Lead Operations Supervisor 
DEPARTMENT:  Operations 
REPORTS TO:   Operations Manager 
FLSA STATUS:  Exempt 
 
JOB SUMMARY 
 
Provides leadership of and directs the dispatch and supervisory functions for the Operations 
Division to ensure the safe and efficient delivery of RTA and SCT Fixed Route,  Trolley, County 
Dial-a-Ride and Runabout services to RTA and SCT customers and the communities that we 
serve .  This position reports to the Manager, Operations. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES   Other duties may be assigned.   
 

 Plans, organizes, schedules, and assigns the Scheduling Supervisor and Operation 
Supervisor teamsto ensure that all RTA and SCT Fixed Route, Runabout, Trolley and Dial-
a-Ride work runs, schedules and pieces of work are assigned to ensure that daily service 
delivery meets or exceeds RTA and SCT standards  

 Maintains a class B CDL with passenger and air brake endorsements for backup bus 
operation as needed 

 Responsible for the daily opening of the dispatch center 

 Provides the same level of dispatch and supervisory support and communication to the 
SCT operations to ensure that daily service delivery meets or exceeds standards 

 Coordinates vehicle usage requirements with the Maintenance Division and 
Safety/training Department and/or outside vendors 

 Develops all operating and standard operating procedures for dispatch and supervisory 
function 

 Develops communication protocol and standard operating procedures to ensure that 
the scheduling and operations supervisors consistently respond and initiate radio (and 
any telephonic or cellular) communication with RTA and SCT bus operators in an 
effective and efficient manner 

 Develop and analyze data and reports to ensure effective delivery of Fixed Route, 
Runabout, Trolley and Dial-a-Ride service.  Provide appropriate and timely reports to 
Manager and to Administration for monthly, quarterly and productivity reports 
generated for the RTA and SCT Boards, and other reports mandated by agencies 

 Ensures that the quality of daily service delivery meets or exceeds RTA’s and SCT’s  
performance standards   

 Sets up detours and adjusts schedules based on field observations made by Road 
Supervisors and scheduled events.  Provides Manager and all other department heads 



appropriate information on service disruptions and ensures dissemination of pertinent 
information to RTA and SCT customers and communities where appropriate 

 Investigates and responds to customer comments regarding scheduling of trips, on-time 
performance of system or related service quality customer feedback and input 

 
QUALIFICATIONS 
 
To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
Must have knowledge of: 

 Federal, state and local transportation laws, policies, funding options and legislative 
processes; 

 Basic governmental functions related to public transit; 

 Principles of transit operations and scheduling of fixed route and ADA paratransit 
service and work runs; 

 Principles of report writing; 

 Principles of budget preparation and control; 

 Principles of supervision and motivation; 

 Principles of contract administration; 

 Analytical methods and techniques used for cost and price analysis; 

 Windows computer working environment, proficient use of RouteMatch ADA 
Paratransit Scheduling/Dispatch Software or Equivalent, MS Word, MS Excel, Page 
Maker, Illustrator, Photoshop etc.; 

 
EDUCATION AND EXPERIENCE 
 

 A Bachelordegree in transportation, public or business administration, planning or 
related field, and a minimum of five years’ experience in transit operations are required. 
Actual equivalent experience (on a year to year basis) in the administration of a public 
or private transportation system of similar size/scope may be considered as an 
acceptable substitute for a degree. 

 Must have experience in supervising personnel. 

 Must have experience administering and managing a workforce with a Collective 
Bargaining Agreement 

 Experience in automated scheduling and operator management software, CAD/AVL 
radio system  

 Scope of experience must include modern managerial techniques necessary for 
organizing, implementing and executing operating plans, and effective motivation and 
communication methods 



 Understanding of federal and state laws, requirements and mandates regarding 
training/safety, drug and alcohol testing, operating procedures and protocol, and labor 
relations  

 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently exposed to work near 
moving mechanical parts and fumes or airborne particles. The employee is occasionally exposed 
to toxic or caustic chemicals; outdoor weather conditions and risk of electrical shock. The noise 
level in the work environment is usually moderate to loud. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to 
fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently 
required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee 
must regularly lift and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds 
and occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job 
include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust 
focus.  
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Maintenance Supervisor 
DEPARTMENT:  Maintenance 
REPORTS TO:   Manager, Maintenance and Facilities 
FLSA STATUS:  Exempt 
 
 
JOB SUMMARY 
 
Under the supervision of the Manager, Maintenance and Facilities, supervises and schedules all 
work for all mechanics. Maintains a good working relationship with others and understand the 
importance of preventative maintenance and how it effects vehicles, drivers and passengers.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Knowledge of the principles and techniques of automotive design and mechanical repair  

 Knowledge of the methods, materials and tools required to operate an automotive shop. 

 Knowledge of occupational hazards in a work environment, and Maintenance shop safety 

requirements. 

 The ability to foresee maintenance issues and plan accordingly. 

 Coordinates outside vender repairs. Assures safe shop safety practices. 

 Generates work orders; schedules and prioritizes daily work. 

 Makes determination if repair can be done now or must remain in shop. 

 Checks work orders for completion. 

 Prints and reviews PM schedule. 

 Calls, using department to schedule repairs or PMs. 

 Orders stock parts. 

 Assigns priority based on type of equipment. 

 Spot-checks completed work to insure correctness. 

 Contacts dispatch upon completion of service. 

 Reviews parts usage and inventory. Receives stock parts. Follows up with vendors 
regarding parts and repairs.  

 Closes out work orders daily.  

 Keeps office and shop clean and uncluttered. 

 Manage facility maintenance program including bus shelter/stop maintenance. 

 Inputs parts into computer. 

 Performs related work as required. 
 
QUALIFICATIONS  
 

 Graduation from High School or possession of an acceptable equivalency diploma. 
Considerable 
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 Experience as a journeyman mechanic in automotive, heavy equipment and diesel repair 
and electrical, hydraulic, and pneumatic systems.  

 Experience in the supervision of mechanics and any related field. 

 ASE Certification highly recommended. 

 A comparable amount of training and experience may be substituted for the minimum 
qualifications. 

 
License and/or Certifications:  
Possession of a valid, appropriate (Class B) driver’s license and an acceptable driving record. 
 
PHYSICAL AND MENTAL REQUIREMENTS 
 
The essential functions of this job are performed in both a shop environment and outside in various 
weather conditions, including extreme heat and cold. Work is performed on ladders, around moving 
vehicles, equipment and machinery with moving parts, under wet and slippery conditions and, 
occasionally, with hands in water. Employees may be exposed on a daily basis to excessive humidity, 
a dry atmosphere, intermittent loud noise and vibrations, dust, silica, fumes, smoke, gases, grease, 
oils, electrical energy, high pressure clean natural gas and toxic and/or caustic chemicals.  
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, kneel, 
crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms and use 
upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp tools and 
controls and/or to feel the attributes of objects; to lift, and carry objects weighing up to 50 pounds; 
to push and pull objects weighing up to 150 pounds; to hear and talk to receive and communicate 
instructions and other information; to rotate neck left and right and bend neck forward and 
backward; to bend and twist torso; to read and see objects clearly within one foot to arms length, 
and occasionally to twenty feet, requiring a full field of vision and good depth perception with the 
ability to adjust focus and distinguish basic colors and shades of color; and to operate vehicles and 
equipment requiring the use of both feet and hands. 
 



 

San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Manager, Maintenance and Facilities 
DEPARTMENT:  Maintenance 
REPORTS TO:   Executive Director 
FLSA STATUS:  Exempt 
 

JOB SUMMARY 
 
Manages the daily operation of the vehicle maintenance staff in inspecting, maintaining, 
and repairing all RTA vehicles, vehicle equipment and facilities.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be 
assigned.   
 

 Plans, organizes, schedules, and assigns work for vehicle maintenance staff; 
ensures standard operating and safety procedures are observed; reviews repair 
documents and records for completeness and accuracy; prepares reports as 
required; coordinates vehicle usage requirements with operations and 
safety/training departments and/or outside vendors/ contractors; maintains 
security of, and supervises the repair/maintenance of revenue handling 
equipment; supervises all levels of vehicle maintenance staff. 

 

 Plans and provides training for maintenance staff.; develops selection criteria for 
hiring vehicle maintenance staff; aids in determining appropriate staffing levels 
and Maintenance Department budget; determines warranty coverage for 
contractor repaired/rebuilt vehicle components and negotiates with applicable 
contractor; coordinates in-house or contracted out vehicle accident repairs; 
performs vehicle acceptance inspections on new and/or refurbished vehicles; 
performs related duties as required. 

 

 Coordinates all vehicle, maintenance and equipment related to the development 
of technical scopes for procurement of vehicles and equipment including 
conducting research and testing programs on automotive equipment considered 
for acquisition based on such factors as operational performance, costs of 
operation and maintenance, operational safety, and compliance with 
environmental laws and regulations.  

 

 Coordinates automotive repair and maintenance services to obtain maximum 
utilization of automotive equipment and prevent operational delays in other 
departments. 

 



QUALIFICATIONS  
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE 
Associate's degree (A. A.) or equivalent from two-year college or technical school; or 
three years related experience and/or training; or equivalent combination of education 
and experience. 
 
Must be familiar with all state, federal and local laws, rules and regulations governing 
vehicles, equipment and facilities including but not limited to CHP, DMV, EPA, DOE.  
 
Language Ability: 
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and 
correspondence.   
 
Math Ability: 
Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, percentages, area, circumference, and volume. Ability to apply concepts of 
basic algebra and geometry. 
 
Reasoning Ability:  
Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form. 
 
Computer Skills:  
To perform this job successfully, an individual should have knowledge of Word 
Processing software; Spreadsheet software; Inventory software; Internet software and 
Database software. 
 
Certificates and Licenses:  
Obtain and maintain an active California Class B drivers license with appropriate 
endorsements.  Pass a DOT physical that includes drug/alcohol screen.  Must be ASE 
certified. 
 
SUPERVISORY RESPONSIBILITES 
 
Directly supervises employees in the Maintenance Department. Carries out supervisory 
responsibilities in accordance with the organization's policies and applicable laws. 



Responsibilities include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance; rewarding and disciplining 
employees; addressing complaints and resolving problems. 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is frequently exposed to work 
near moving mechanical parts and fumes or airborne particles. The employee is 
occasionally exposed to toxic or caustic chemicals; outdoor weather conditions and risk 
of electrical shock. The noise level in the work environment is usually moderate to loud. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands 
to fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is 
frequently required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or 
crawl. The employee must regularly lift and /or move up to 25 pounds, frequently lift 
and/or move up to 50 pounds and occasionally lift and/or move up to 10 pounds. 
Specific vision abilities required by this job include Close vision, Distance vision, 
Peripheral vision, Depth perception and Ability to adjust focus. 
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San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Manager, Marketing and Community Relations 
DEPARTMENT:  Administration and Finance 
REPORTS TO:   Deputy Director/CFO 
FLSA STATUS:  Exempt 
 

JOB SUMMARY 
 
This position is responsible for the planning and execution of all marketing, customer services and 
community relations programs for the RTA.  This position reports to the Deputy Director/CFO. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 

 Prepares annual marketing plan, developing specific goals and objectives and strategy plans to 
achieve same; responsible for attainment of annual and long range goals and objectives. 

 Develops, administers and monitors Marketing division budget based on the annual marketing 
plan referenced above. 

 Manages all company marketing and customer services operations, customer relations and 
community outreach efforts, ensuring that RTA objectives in these areas are achieved. 

 Under daily, time-sensitive deadlines, prepares printed, taped, videotaped, filmed multimedia 
and oral presentations of RTA plans, activities and programs; disseminates information to the 
news media and general public through announcements, press releases, multimedia 
productions, web-based productions or public speaking engagements. 

 Communicates with media regarding RTA positions, policies, and current events; participates 
in interviews with print, internet and electronic media representatives often with limited 
preparation time. 

 Under critical daily deadlines, prepares resolutions, letters, messages, trade magazine articles, 
press releases, passenger bulletins, radio and video scripts, talking points and other printed 
materials for use by the Executive Director and the news media.  

 Coordinates media events; participates in planning events with other RTA staff; develops media 
kits and handouts; contacts media in order to ensure participation; attends events and provides 
staff support; works with the various community groups in the county to provide information 
on RTA services and support community events in which RTA participates. 

 Directs development of and ensures accuracy of all consumer information materials, including 
brochures, timetables and signage. 

 Establish and develops relationships with representatives at communities that RTA serves; 
provide information on RTA services; promote the system and our products. 

 Works closely with other departments and other transit agencies on joint projects and tasks. 
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MINIMUM QUALIFICATIONS 
 
To perform this job successfully, the incumbent must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations will be made to enable individuals with disabilities 
to perform the essential functions. 

 
Knowledge of: Graphics-design, and writing formats and techniques; current internet-based 
social media tools; the publication process including the steps involved in editorial, graphics and 
print production; the principles, practices and methods of governmental and community 
relations, public affairs, and the dissemination of public information; budget preparation and 
administration; commonly used computer equipment and current office software; modern office 
procedures; local community demographics and facts; and pertinent RTA regulations, policies, 
and procedures.  
 
Ability to: Develop and implement creative and innovative marketing, public information, and 
community outreach concepts; plan, organize, develop and implement marketing campaigns, 
publications, and information displays; supervise assigned college-intern staff and provide 
motivation, training, work direction and advice; collect and analyze data on complex problems, 
evaluate alternatives and make recommendations; effectively represent RTA and make 
presentations to inter-departmental functions, governmental agencies, public and private 
meetings, and other forums; develop, interpret and administer budgets; exercise sound and 
independent judgment within policy guidelines and budget constraints; use currently available 
office software for word processing, spreadsheets, data analysis, graphic arts development, and 
presentations; communicate effectively both orally and in writing; and establish and maintain 
effective and collaborative working relationships with RTA staff and members of the public using 
principles of good customer service. 
 
EDUCATION and/or EXPERIENCE 
 
Equivalent to a Bachelor’s Degree from an accredited college or university with major 
coursework in communications, public administration, marketing, journalism, or a related field. 
Equivalent to at least two (2) years of increasingly responsible professional level experience 
developing and implementing marketing, public information, or community relations programs 
with an emphasis on public service and community outreach. Experience in a public transit 
setting is desirable. 
 
SPECIAL REQUIREMENTS 
 
The ability to transport oneself efficiently, and in a timely manner to all public, private, and 
governmental functions throughout the RTA service area, as required by the job. 
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PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to 
fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently 
required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee 
must regularly lift and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds 
and occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job 
include Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust 
focus.  
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Manager, Safety and Training 
DEPARTMENT:  Operations 
REPORTS TO:   Operations Manager 
FLSA STATUS:  Exempt 
 

JOB SUMMARY 
 
Develops and administers the system safety program and plan, leads the RTA 
recruitment and retention program, develop and conduct bus operator and employee 
training programs, conducts facility safety audits, investigates and grades all accidents 
and incidents 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be 
assigned.   
 

 Plans and conducts orientation for new employee s, and refresher safety and 
security training for all RTA employees. 

 

 Responsible for RTA’s safety program and compliance with OSHA, State of 
California and all local requirements. 

 

 Conducts, reports, and coordinates internal and external incident investigations. 
 

 Schedules, trains, supervises Bus Operator trainers and Bus Operator trainees, 
and other RTA employees as directed. Conducts all refresher training and annual 
defensive driving refresher training to ensure that all employees receive all 
policies, rules, regulations and training materials in a consistent and concise 
manner. 

 

 Trains supervisors in incident investigation procedures; reviews and coordinates 
DMV pull notices to conform to CHP inspections. Maintain all employee training 
and refresher training files and any files related to CHP inspection. 

 

 Compiles all record-keeping and reporting requirements; tabulates FTA bus 
incident information for reporting monthly and annual safety statistics, and 
complies/maintains all material safety data sheets for all shop chemicals and 
materials . 

 
 
 



QUALIFICATIONS  
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE 
 
Bachelor’s of Arts Degree (BA) in business administration, public administration or 
transportation management/planning or education and experience equivalent to 
completion of two years of college-level courses and three years of transit experience or 
any equivalent combination of education and experience. 
 
Language Ability: 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations.  Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general 
public. 
 
Math Ability: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent 
and to draw and interpret bar graphs. 
 
Reasoning Ability:  
Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form. Ability to deal with problems involving several concrete 
variables in standardized situations. 
 
Computer Skills:  
To perform this job successfully, an individual should have knowledge of Word 
Processing software; Spreadsheet software; Internet software and Database software. 
 
Certificates and Licenses:  
Obtain and maintain California Class B drivers license with appropriate endorsements; 
must pass a DOT physical examination that includes drug/alcohol screen. 
 
Supervisory Responsibilities:  
Directly supervises Behind the Wheel Trainers, bus operators and employees in training.  
Carries out supervisory responsibilities in accordance with the organization's policies 
and applicable laws. Responsibilities include interviewing and training employees; 
planning, assigning, and directing work; addressing complaints and resolving problems. 



 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is occasionally exposed to work 
near moving mechanical parts and fumes or airborne particles. The noise level in the 
work environment is usually quiet. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this Job, the employee is regularly required to sit; use 
hands to finger, handle, or feel and talk or hear. The employee is occasionally required 
to stand; walk; reach with hands and arms and stoop, kneel, crouch, or crawl. The 
employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities 
required by this job include Close vision and Ability to adjust focus. 
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Mechanic A 

DEPARTMENT: Maintenance 

REPORTS TO:  Manager, Maintenance and Facilities 

FLSA STATUS:  Non-exempt 

 
JOB SUMMARY 

Effectively uses a variety of hand, power and computer diagnostic tools and testing instruments 
to independently perform varied and complex inspection, diagnostic, overhaul and repair 
functions required for the maintenance of RTA revenue and nonrevenue vehicles and 
equipment; including gas, diesel and hybrid powered coaches, trucks, cars, fare boxes, fare 
collection equipment, small shop machinery, power tools, and other support equipment; 
performs off-site and/or emergency repairs; serves as a team leader for assigned projects; may 
serve as Lead Mechanic during absence of supervisor; practices safe work processes and 
contributes to the creation and maintenance of a safe working environment for self and others; 
and performs other related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS 
 
This is the highly-skilled journey level classification within the Mechanic job series. Employees 
in this classification are distinguished from lower level Mechanic classifications by the 
independent performance of a wide range of complex inspection, testing, diagnostic and repair 
functions required to maintain all RTA revenue and nonrevenue vehicles and related 
equipment. Employees in this classification must be able to learn and transfer new and 
expanded mechanical and electronic knowledge and skills as diagnostic systems and 
mechanical/electronic components are modified and updated. 
 
SUPERVISION RECEIVED 
 
Receives limited supervision within a framework of standard operating policies and procedures. 
 
SUPERVISION EXERCISED 
 
Provides technical and/or functional supervision to lower level positions as assigned. May act in 
a lead capacity to others during assigned supervisor’s absence. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Inspects, tests. troubleshoots, diagnoses, builds, rebuilds, overhauls and maintains all 
pneumatic, mechanical and electronic-related systems and components on RTA revenue and 



non-revenue vehicles and equipment, including gas, diesel, propane and hybrid powered 
coaches, trucks, cars, fare boxes, fare collection equipment, small shop machinery power tools, 
and other support equipment; reads blueprints, schematics, job orders and wire numbers; 
makes road calls to service disabled vehicles; safely operates RTA coaches and other vehicles in 
the course of performing assigned duties; ability to perform advanced auto body work as 
assigned and needed; performs essential functions of all classifications within the Mechanic job 
series as required; may be assigned to instruct and/or assist other Mechanics; schedule shop 
daily assignments without supervision upon assignment; and performs other related duties as 
assigned. 
 
REQUIRED KNOWLEDGE 
 

 Methods, materials, lubricants, tools, and equipment used in servicing, diagnosis, 
preventive maintenance, overhaul and repair of RTA vehicles and equipment. 

 Mechanical principles for gas, diesel, and/or hybrid powered engines, fluid systems, 
electrical systems, power train and chassis. 

 Mechanical principles of braking, heating, air conditioning, pneumatic and hydraulic 
systems and transmissions. 

 
REQUIRED ABILITY TO 
 

 Obtain and maintain a valid California Class B driver’s license issued by the Department of 
Motor Vehicles with proper endorsements and current medical certificate. 

 Comply with drug and alcohol testing provisions for safety-sensitive employees as required 
by the FTA, Department of Transportation (49 CFR, Parts 40 and 655).  

 Troubleshoot, diagnose, repair and/or overhaul electronic, electrical and mechanical 
systems for RTA coaches, vehicles and support equipment.  

 Inspect, test, repair, replace, rebuild, and overhaul vehicle equipment, assemblies, sub-
assemblies, and support equipment, machinery and tools.  

 Demonstrate the correct use of hand tools common to the trade.  

 Safely operate RTA equipment and vehicles.  

 Write work orders and routine reports in a clear and concise manner.  

 Read and understand schematics, operations, and service and safety manuals, including 
schematic symbols, electrical drawings, pulse and logic circuits and operations 
microprocessors. 

 Understand and effectively follow written and oral instructions. 

 Prioritize workload to ensure successful job performance for self and others. 

 Exercise good judgment and effectively solve practical problems 

 Maintain attention to detail in a work environment of frequent interruptions. 

 Work independently in the absence of supervision. 

 Understand and follow guidelines for safe handling of toxic and/or caustic chemicals and 
other hazardous materials. 

 Learn and effectively apply RTA policies and procedures. 



 Establish and maintain effective working relationships with those contacted in the 
performance of required duties. 

 Perform essential functions of the job without causing harm to self or others. 
 
 
REQUIRED COMPUTER SKILLS 
 

 Personal Computers and Windows applications. 

 Ability to learn and effectively utilize multiple and designated computer based diagnostic 
tools. 

 
PHYSICAL AND MENTAL REQUIREMENTS 
 
The essential functions of this job are performed in both a shop environment and outside in 
various weather conditions, including extreme heat and cold. Work is performed on ladders, 
around moving vehicles, equipment and machinery with moving parts, under wet and slippery 
conditions and, occasionally, with hands in water. Employees may be exposed on a daily basis 
to excessive humidity, a dry atmosphere, intermittent loud noise and vibrations, dust, silica, 
fumes, smoke, gases, grease, oils, electrical energy, high pressure clean natural gas and toxic 
and/or caustic chemicals.  
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, 
kneel, crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms 
and use upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp 
tools and controls and/or to feel the attributes of objects; to lift, and carry objects weighing up 
to 50 pounds; to push and pull objects weighing up to 150 pounds; to hear and talk to receive 
and communicate instructions and other information; to rotate neck left and right and bend 
neck forward and backward; to bend and twist torso; to read and see objects clearly within one 
foot to arms length, and occasionally to twenty feet, requiring a full field of vision and good 
depth perception with the ability to adjust focus and distinguish basic colors and shades of 
color; and to operate vehicles and equipment requiring the use of both feet and hands. 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Mechanic B 

DEPARTMENT: Maintenance 

REPORTS TO:  Manager, Maintenance and Facilities 

FLSA STATUS:  Non-exempt 

 
JOB SUMMARY 

Using a variety of hand and power tools common to the trade, performs a variety of 
preventative maintenance and specific repair functions, such as brake and transmission 
inspections and repairs, on RTA coaches, related equipment and other related vehicles; assists 
more experienced mechanics performing inspection, diagnosis and major repair functions; as 
assigned, provides functional training and assistance to employees in lower level classifications; 
makes road calls to service disabled vehicles; practices safe work processes and contributes to 
the creation and maintenance of a safe working environment for self and others; and performs 
related duties as assigned. 
 
DISTINGUISHING CHARACTERISTICS  
 
This is the second level classification within the mechanic job series. This classification is 
distinguished from the journey level Mechanic A classification by the performance of routine 
assignments and duties specific to preventive maintenance, brake and transmission repairs, and 
removal and replacement of component parts. This job classification is distinguished from the 
entry level Mechanic C classification by the level of independence exercised in performing more 
difficult and varied inspection, repair and maintenance assignments. 
 
SUPERVISION RECEIVED 
 
Employees receive general supervision within a framework of standard operating policies and 
procedures. 
 
SUPERVISION EXERCISED 
 
Employees in this classification do not generally supervise other employees but may provide 
functional training and assistance to employees’ assigned to lower level classifications. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Removes and replaces component parts such as radius rods, bushings, air bags, starters, and 
radiators; performs engine assemblies, brake inspections and brake repairs associated with 
inspections, such as brake adjustments and brake relines; repairs transmissions; repairs 



wheelchair lifts; performs minor body repairs; performs road calls to service disabled coaches; 
safely operates RTA coaches and other vehicles in the course of performing assigned duties; 
assists more experienced mechanics, perform inspection, diagnosis, and major repair functions; 
ability to perform moderate auto body work as assigned and needed; may be assigned to train 
or assist positions of equal or lower level classifications; schedule shop daily assignments under 
supervision and upon assignment; and performs other related duties as assigned. May be 
required to Inspect, diagnose, repair or rebuild under supervision. 
 
REQUIRED KNOWLEDGE 
 

 Methods, materials, lubricants, tools, and equipment used in servicing, diagnosis, 
preventive maintenance and repair of vehicles and equipment.  

 Mechanical principles for gas, diesel and Hybrid engines, fluid systems, electrical, power 
train and chassis. 

 Mechanical principles of braking, heating, air conditioning, pneumatic and hydraulic 
systems and transmissions. 

 General preventive maintenance applications. 

 Standard shop safety practices. 
 
REQUIRED ABILITIES 
 

 Obtain and maintain a valid California Class B California driver’s license issued by the 
Department of Motor Vehicles with proper endorsements and current medical certificate. 

 Comply with drug and alcohol testing provisions for safety-sensitive employees as required 
by the FTA, Department of Transportation (49 CFR, Parts 40 and 655). 

 Learn and effectively apply the RTA’s policies and procedures 

 Demonstrate the correct use of hand tools common to the trade. 

 Safely operate RTA equipment and vehicles. 

 Read and understand schematics, operation, service and safety manuals 

 Exercise good judgment and effectively solve practical problems 

 Maintain attention to detail in a work environment of frequent interruptions. 

 Work independently in the absence of supervision. 

 Understand and effectively follow written and oral instructions. 

 Understand and follow guidelines for safe handling of toxic and/or caustic chemicals and 
other hazardous materials. 

 Establish and maintain effective working relationships with those contacted in the 
performance of required duties. 

 Perform essential functions of the job without causing harm to self or others 
 
REQUIRED COMPUTER SKILLS 
 

 Personal computers and Windows applications. 

 Ability to learn and effectively utilize designated computer based diagnostic tools. 



 
PHYSICAL AND MENTAL REQUIREMENTS 
 
The essential functions of this job are performed in both a shop environment and outside in 
various weather conditions, including extreme heat and cold. Work is performed on ladders, 
around moving vehicles, equipment and machinery with moving parts, under wet and slippery 
conditions and, occasionally, with hands in water. Incumbents are exposed on a daily basis to a 
dry atmosphere, intermittent loud noise and vibrations, dust, silica, fumes, smoke, gases, 
grease, oils, electrical energy, and toxic and/or caustic chemicals. 
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, 
kneel, crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms 
and use upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp 
tools and controls and/or to feel the attributes of objects; to lift, and carry objects weighing up 
to 50 pounds; to push and pull objects weighing up to 150 pounds; to hear and talk to receive 
and communicate instructions and other information; to rotate neck left and right and bend 
neck forward and backward; to bend and twist torso; to read and see objects clearly within one 
foot to arms length, and occasionally to twenty feet, requiring a full field of vision and good 
depth perception with the ability to adjust focus and distinguish basic colors and shades of 
color; and to operate vehicles and equipment requiring the use of both feet and hands 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Mechanic C 

DEPARTMENT: Maintenance 

REPORTS TO:  Manager, Maintenance and Facilities 

FLSA STATUS:  Non-exempt 

 
JOB SUMMARY 

Using a variety of hand and power tools, performs defined inspections and assigned preventive 
maintenance functions and assists more experienced mechanics in the performance of general 
inspections, electronic analysis, mechanical repair and preventive maintenance of RTA buses, 
related equipment, and other vehicles; makes road calls taking corrective action as identified 
on defect reports; practices safe work processes and contributes to the creation and 
maintenance of a safe working environment for self and others; performs related duties as 
assigned. 
 
DISTINGUISHING CHARACTERISTICS  
 
This is the entry level to the mechanic job classification series. Employees learn and apply basic 
mechanical knowledge and skill to the performance of defined inspections and related 
preventive maintenance and repair functions and assist more experienced mechanics in the 
inspection, analysis, preventive maintenance and mechanical repair of 
RTA coaches, related equipment and other vehicles. Problem solving is limited to standard 
operating procedures; alternative actions and decision making are referred to the appropriate 
authority. 
 
SUPERVISION RECEIVED 
 
New employees receive close supervision within a framework of well-defined policies and 
procedures. Once proficiency is attained, assignments become more varied and are performed 
under general supervision within a framework of well-defined policies and procedures. 
 
SUPERVISION EXERCISED 
 
Employees in this classification do not exercise supervision over others. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Employees may perform general inspections in the presence of A and B mechanics. Performs 
specific inspections and makes related repairs, such as brake adjustments and replacement of 
engine fluids and fuel lines; replaces brake diaphragms, slack adjusters and window glass; 



assists in pullout operations; makes road calls; assists more experienced mechanics in the 
performance of general inspections, electronic analysis, mechanical repairs, preventive 
maintenance and the removal and replacement of component parts, such as radius rod 
bushings, air bags, starters and radiators; maintains and repairs fare boxes; performs 
maintenance checks on fire suppression systems; safely operates RTA coaches and other 
vehicles in the course of performing assigned duties; and performs other related duties as 
assigned. 
 
LICENSES and/or CERTIFICATIONS 
 

 Ability to obtain a Class B California Driver’s License 

 A satisfactory driving record 

 Required to obtain the tools for the Mechanic C by the end of the probationary period. 
 
REQUIRED KNOWLEDGE 
 

 Methods, materials, lubricants, tools, and equipment used in servicing, routine 
maintenance and repair of automotive equipment. 

 Standard shop safety practices. 
 
REQUIRED ABILITIES 
 

 Obtain and maintain a valid Class B California driver’s license issued by the Department of 
Motor Vehicles with proper endorsements and current medical certificate. 

 Comply with drug and alcohol testing provisions for safety-sensitive employees as required 
by the FTA, Department of Transportation (49 CFR, Parts 40 and 655). 

 Learn and effectively apply the RTA’s policies and procedures 

 Understand and effectively follow written and oral instructions. 

 Perform repetitive tasks in an accurate and timely manner. 

 Maintain attention to detail in a work environment of frequent interruptions. 

 Recognize and detect equipment malfunctions. 

 Learn proper methods of diagnosing and repairing mechanical problems of internal 
combustion engines. 

 Learn the mechanics of hydraulic and air brake systems. 

 Demonstrate the correct use of standard hand tools 

 Safely operate RTA equipment and vehicles 

 Read and understand schematics, service, operations and safety manuals. 

 Understand and follow guidelines for safe handling of toxic and/or caustic chemicals and 
other hazardous materials. 

 Establish and maintain effective working relationships with those contacted in the 
performance of required duties. 

 Perform essential functions of the job without causing harm to self or others 
 



REQUIRED COMPUTER SKILLS 
 

 Basic literacy with personal computers and Windows applications. 
 
PHYSICAL AND MENTAL REQUIREMENTS 
 
The essential functions of this job are performed in both a shop environment and outside in 
various weather conditions, including extreme heat and cold. Work is performed on ladders, 
around moving vehicles, equipment and machinery with moving parts, under wet and slippery 
conditions and, occasionally, with hands in water. Incumbents are exposed on a daily basis to a 
dry atmosphere, intermittent loud noise and vibrations, dust, silica, fumes, smoke, gases, 
grease, oils, electrical energy, and toxic and/or caustic chemicals. 
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, 
kneel, crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms 
and use upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp 
tools and controls and/or to feel the attributes of objects; to lift, and carry objects weighing up 
to 50 pounds; to push and pull objects weighing up to 150 pounds; to hear and talk to receive 
and communicate instructions and other information; to rotate neck left and right and bend 
neck forward and backward; to bend and twist torso; to read and see objects clearly within one 
foot to arms length, and occasionally to twenty feet, requiring a full field of vision and good 
depth perception with the ability to adjust focus and distinguish basic colors and shades of 
color; and to operate vehicles and equipment requiring the use of both feet and hands. 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Mobility Specialist 
DEPARTMENT: Operations  
REPORTS TO:  Manger, Safety and Training 
FLSA STATUS:  Non-exempt 
 
JOB SUMMARY 
 
Assist individuals with physical and/or cognitive disabilities to travel safely and independently 
within the County by using pedestrian and public transportation skills. This will be accomplished 
by a combination of education, training, and community liaison. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

 Perform interviews and observations to determine needed mobility skills. 
 

 Ability to engage and communicate with persons exhibiting developmental, physical 
and/or cognitive disabilities. 

 

 Ability to make presentations to groups of up to 25 persons regarding the use of public 
transit and options RTA provides for individualized mobility training. 
 

 Provide mobility skill instruction to include (not all inclusive): 
o Reading routes and schedules 
o Identifying safe and secure locations for assistance when needed 
o Interaction skills including telephone use, handling money, self-identification, 

and other forms of electronic communication as the client may have the ability 
to perform. 

 

 Write periodic assessment, progress and summary reports regarding mobility trainees. 
 

 Communicate with families and caregivers when appropriate to keep them apprised of 
their traveler's progress and to state how they can support them. 

 

 Assist Marketing to establish collaborative relationships with other professionals in the 
community by conducting travel training at outside locations such as social service 
agencies, home health care organizations, adult service agencies, etc. 

 

 Other duties as assigned. 
 
 



QUALIFICATIONS: 
 

 Designs work flows and processes. 

 Gathers and analyzes information  

 Develops innovative approaches and suggesting for improving work. 

 Exhibits sound and accurate judgment; Supports and explains reasoning for decisions 
including appropriate parties 

 Observes safety and security procedures. 
 

To perform this job successfully, must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
EDUCATION AND/OR EXPERIENCE 
 

 Graduation from high school or GED 

 One to two (1 – 2) years of experience working in commercial vehicle behind the wheel 
training or in a specialized transit training department. 

 Valid Class B Commercial Driver License (CDL) with passenger endorsement and no air 
brake restriction required 

 TSI certification preferred 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this position it is in a standard office setting; travel from site to 
site; the employee is frequently exposed to work near moving mechanical parts and fumes or 
airborne particles. The employee is occasionally exposed to toxic or caustic chemicals, outdoor 
weather conditions and risk of electrical shock. The noise level in the work environment is 
usually moderate to loud. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this position, the employee is regularly required to use hands to 



finger, handle, or feel, reach with hands and arms, and talk or hear. The employee is frequently 
required to stand for prolonged periods of time, walk, sit, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds, and 
occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this position 
include normal visual range with or without correction; close vision, distance vision, peripheral 
vision, depth perception, and ability to adjust focus. Specific hearing abilities required are 
normal audio range with or without correction. 
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Operations Manager 
DEPARTMENT:  Operations 
REPORTS TO:   Executive Director 
FLSA STATUS:  Exempt 
 

JOB SUMMARY 
 
Provides department level management and leadership to the Operations Division while 
supporting the goals and objectives of the RTA.  Responsible for the supervision of all 
operations division staff, performing administrative tasks, developing and managing 
programs, policies and procedures to ensure that RTA consistently provides high quality 
customer service in the provision of RTA fixed route, Runabout, Dial-a-Ride and trolley 
service.  This position reports to the Executive Director. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Provide leadership to operations division employees to ensure that daily service 
delivery meets/exceeds RTA service standards. 

 Manages department work load, staffing levels, scheduling runs and work shifts 
for bus operators and operations supervisors to ensure shifts and work is filled 
with appropriate personnel. 

 Develop, analyze and evaluate existing and proposed transit policies and 
procedures to ensure that RTA and its contractor are in compliance with all 
federal, state and local regulations, laws and mandates.   

 Prepare reports, documents and correspondence.   

 Assist in the development of RTA operating and capital budgets to ensure that 
service is provided in the most effective and efficient manner possible.   Assist in 
writing grant applications for federal, state and local funding sources to expand, 
improve or maintain transit services and capital infrastructure to support service. 

 Assist in the development of Request for Proposals (RFPs) for various technical 
projects and programs, and review subsequent proposals submitted by vendors.  
Prepare specifications for equipment, vehicles and capital items and assist in the 
project management and oversight of said procurements.   

 Responsible for overall operations planning function including the design and 
development of schedules, blocks, runs and paddles, route maps and 
development of  public timetables for internal and external use.   

 Represent the San Luis Obispo Regional Transit Authority (RTA) at various 
meetings and committees throughout the area. 

 Provides training, development and mentoring of operations division staff. 



 Responsible for labor relations for all division employees.  Ensures that supervisors 
understand all provisions in the CBA as well as employee policies, rules and 
regulations for bargaining unit employees.  Trains and develops staff in the 
administration of CBA.  

 Prepare SCAT Board Agendas and reports and assist in the preparation of RTA 
Board agendas and reports.   

 Administer Contractor and SCAT DOT Alcohol and Substance Abuse reporting and 
overall program compliance. 

 Develop and implement action programs and plans to improve resources, 
professional performance of staff, safety, service efficiency, and operations 
budget.   

 Other duties as assigned by the Executive Director. 
 
QUALIFICATIONS 
 
To perform this job successfully, must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, 
and/or ability required. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
Must have knowledge of: 

 Federal, state and local transportation laws, policies, funding options and 
legislative processes; 

 Basic governmental functions related to public transit; 

 Principles of transit operations and maintenance; 

 Principles of report writing; 

 Principles of budget preparation and control; 

 Principles of supervision and motivation; 

 Principles of contract administration; 

 Analytical methods and techniques used for cost and price analysis; 

 Windows computer working environment, proficient use of MS Word, MS Excel, 
Adobe Acrobat; 

 
EDUCATION AND EXPERIENCE 
 

 A Bachelor degree in transportation, public or business administration, planning 
or related field, and a minimum of five years experience in transit operations are 
required. Actual equivalent experience (on a year to year basis) in the 
administration of a public or private transportation system of similar size/scope 
may be considered as an acceptable substitute for a degree. 

 Must have experience in supervising personnel. 

 Must have experience administering and managing a contract operator for 
provision of fixed route and paratransit operations 



 Experience in automated scheduling and operator management software, 
CAD/AVL radio system  

 Scope of experience must include modern managerial techniques necessary for 
organizing, implementing and executing operating plans, and effective motivation 
and communication methods 

 Understanding of federal and state laws, requirements and mandates regarding 
training/safety, drug and alcohol testing, operating procedures and protocol, and 
labor relations  

 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands 
to fingers, handle, or feel; reach with hands and arms and talk or hear. The employee is 
frequently required to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. 
The employee must regularly lift and /or move up to 25 pounds, frequently lift and/or 
move up to 50 pounds and occasionally lift and/or move up to 10 pounds. Specific vision 
abilities required by this job include Close vision, Distance vision, Peripheral vision, Depth 
perception and Ability to adjust focus. 
 



 

 San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Operations Supervisor 
DEPARTMENT:  Operations 
REPORTS TO:   Lead Operations Supervisor 
FLSA STATUS:  Non-exempt 

 
JOB SUMMARY 
 

Under the direction of the Lead Operations Supervisor, Operations, this position is responsible for 
the safe and efficient delivery of RTA/SCT Fixed Route, Trolley, County Dial-a-Ride and Runabout 
services to RTA/SCT customers and the communities that we serve.  This position combines 
responsibility for the dispatch, road supervision, and operations support functions.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Plans, organizes, schedules, and assigns work for daily service delivery; ensures standard 
operating and safety procedures are observed;  coordinates vehicle usage requirements 
with maintenance and safety/training departments and/or outside vendors/contractors; 
maintains Class B CDL with passenger and air brake endorsements for backup bus 
operation as needed; 

 Conducts field investigation for all accidents and incidents and works with the Manager of 
Safety and Training on accident/incident investigation and follow-up with bus operators; 
follow company accident investigation and reporting protocol 

 Ensures that the quality of daily service delivery meets or exceeds RTA/SCT’s performance 
standards; Conducts field observation of service and ensures that service quality exceeds 
RTA/SCT service standards. Ensures that all work rules, policies and operating bulletins are 
enforced;  Sets up detours based on field observations and scheduled events and works 
with dispatch on appropriate detours and schedule adjustments and dissemination of 
pertinent information to RTA/SCT customers; 

 Investigates and responds to customer comments; responsible for addressing customer 
inquiries in the field and the resolution of customer comments and issues that arise during 
the course of field observations. 

 
QUALIFICATIONS  
 
To perform this job successfully, a candidate must be able to perform each essential duty 
satisfactorily. The requirements listed are representative of the knowledge, skills, and/or abilities 
required. Reasonable accommodations may be made to enable qualified individuals with 
disabilities to perform the essential functions.  
 

 Analytical - Uses intuition and experience to complement data; Designs work flows and 
procedures. Design - Generates creative solutions.  

 Problem Solving - Identifies and resolves problems in a timely manner; Develops 
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alternative solutions; Works well in group problem solving situations. 

 Technical Skills - Assesses own strengths and weaknesses; Pursues training and 
development opportunities; Strives to continuously build knowledge and skills; Shares 
expertise with others. Customer Service - Responds to requests for service and assistance. 

 Versed in all aspects of RTA/SCT operations and other area transit agencies;  

 Oral Communication - Speaks clearly and persuasively; Listens and gets clarification; 
Responds well to questions.  

 Team Work - Balances team and individual responsibilities; Gives and welcomes feedback; 
Contributes to building a positive team spirit; Puts success of team above own interests; 
Able to build morale and group commitments to goals and objectives.  

 Written Communication - Writes clearly and informatively; Fosters good relations with and 
encourages collaboration and mutual respect; Able to read and interpret written 
information. 

 Leadership - Exhibits confidence in self and others; Inspires and motivates others to 
perform well; Gives appropriate recognition to others.  

 Managing People - Makes self available to staff; Provides regular performance feedback; 
Develops subordinates' skills and encourages growth; Improves processes, products and 
services. 

 Quality Management - Looks for ways to improve and promote quality; Demonstrates 
accuracy and thoroughness.  

 Visionary Leadership - Inspires respect and trust.  

 Cost Consciousness - Works within approved budget and minimizes overtime; Develops 
and implements cost saving measures; Conserves organizational resources. 

 Diversity - Shows respect and sensitivity for cultural differences;  

 Ethics - Works with integrity and ethically; Upholds organizational values.  

 Organizational Support - Follows policies and procedures; Supports organization's goals 
and values.  

 Adaptability - Able to deal with frequent change, delays, or unexpected events.  

 Dependability - Commits to long hours of work when necessary to reach goals; schedule 
may include working early morning/late evenings and weekends;  Completes tasks on time 
or notifies appropriate person with an alternate plan. Innovation  

 Innovation - Develops innovative approaches and ideas. Judgment - Exhibits sound and 
accurate judgment; Makes timely decisions. 

 Planning/Organizing - Organizes or schedules other people and their tasks. Professionalism 
- Reacts well under pressure; Treats others with respect and consideration regardless of 
their status or position. 

 Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Applies feedback to improve performance. 

 Safety and Security - Observes safety and security procedures; Determines appropriate 
action beyond guidelines; Reports potentially unsafe conditions; Uses equipment and 
materials properly. 
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EDUCATION and/or EXPERIENCE  
 

 Associate Degree (A.A.) or equivalent from a two-year college or technical school preferred.  

 Transit Safety Institute certifications in instruction and/or accident investigation preferred. 

 Three years related experience and/or training. 

 Equivalent combination of education and experience. 
 
Language Ability:  
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and correspondence.   
 
Math Ability:  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and 
geometry. 
Reasoning Ability:   
Ability to solve practical problems and deal with a variety of concrete variables in situations where 
only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, diagram, or schedule form. 
 
Computer Skills:   
To perform this job successfully, an individual should have knowledge of Word Processing 
software; Spreadsheet software; Inventory software; Internet software and Database software. 
 
Certificates and Licenses:   
Must obtain an active California Class B driver’s license with appropriate endorsements within 6 
months of appointment and maintain licensure throughout employment; Must pass a DOT 
physical and drug alcohol screen. 
 
Supervisory Responsibilities:   
Directly supervises RTA/SCT Fixed Route, Trolley and Runabout Operators; Carries out supervisory 
responsibilities in accordance with the organization's vision policies and applicable laws. 
Responsibilities include supervising and counseling employees; planning, assigning, and directing 
work; appraising performance; rewarding and disciplining employees; addressing complaints and 
resolving problems. 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently exposed to work near moving 
mechanical parts and fumes or airborne particles. The employee is occasionally exposed to toxic or 
caustic chemicals; outdoor weather conditions and risk of electrical shock. The noise level in the 
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work environment is usually moderate to loud. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to fingers, 
handle, or feel; reach with hands and arms and talk or hear. The employee is frequently required 
to stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee must 
regularly lift and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds and 
occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include 
Close vision, Distance vision, Peripheral vision, Depth perception and Ability to adjust focus.  
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Scheduling Supervisor 
DEPARTMENT:  Operations 
REPORTS TO:   Lead Operations Supervisor 
FLSA STATUS:  Non-exempt 
 
SUMMARY 
 
Under the direction of the Lead Supervisor, this position is responsible for the safe and efficient delivery 
of RTA County Dial-a-Ride and Runabout services to RTA customers and the communities that we serve.  
This position combines responsibility for the dispatch, road supervision, and operations support 
functions. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties may be assigned. 
 

 Plans, organizes, schedules, and assigns work for daily service delivery; ensures standard 
operating and safety procedures are observed; coordinates vehicle usage requirements with 
maintenance and safety/training departments and/or outside vendors/contractors;  

 Ensures that the quality of daily service delivery meets or exceeds RTA’s performance standards; 
Ensures that all work rules, policies and operating bulletins are enforced;   

 Processes Runabout and Dial-a-Ride payroll insuring that all RTA policies and procedures are 
followed to gain efficient and productive fiscal results; 

 Processes ADA applications upon approval; 

 Produce reports on performance regarding Runabout and Dial-a-Ride services; 

 Fully understands and implements the union agreement as negotiated. 
 
QUALIFICATIONS 
  
To perform this job successfully, a candidate must be able to perform each essential duty satisfactorily. 
The requirements listed are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable qualified individuals with disabilities to perform the essential 
functions.  
 

 Analytical - Uses intuition and experience to complement data; Designs work flows and 
procedures. Design - Generates creative solutions. Problem Solving - Identifies and resolves 
problems in a timely manner; Develops alternative solutions; Works well in group problem 
solving situations. 

 Technical Skills - Assesses own strengths and weaknesses; Pursues training and development 
opportunities; Strives to continuously build knowledge and skills; Shares expertise with others. 
Customer Service - Responds to requests for service and assistance. 

 Versed in all aspects of RTA operations and other area transit agencies; Oral Communication - 
Speaks clearly and persuasively; Listens and gets clarification; Responds well to questions. Team 
Work - Balances team and individual responsibilities; Gives and welcomes feedback; Contributes 
to building a positive team spirit; Puts success of team above own interests; Able to build morale 
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and group commitments to goals and objectives. Written Communication - Writes clearly and 
informatively; Fosters good relations with and encourages collaboration and mutual respect; 
Able to read and interpret written information. 

 Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; 
Gives appropriate recognition to others. Improves processes, products and services. 

 Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy 
and thoroughness. Visionary Leadership - Inspires respect and trust. Cost Consciousness - Works 
within approved budget and minimizes overtime; Develops and implements cost saving 
measures; Conserves organizational resources. 

 Diversity - Shows respect and sensitivity for cultural differences; .Ethics - Works with integrity 
and ethically; Upholds organizational values. Organizational Support - Follows policies and 
procedures; Supports organization's goals and values.  

 Adaptability - Able to deal with frequent change, delays, or unexpected events.  

 Dependability - Commits to long hours of work when necessary to reach goals; schedule may 
include working early morning/late evenings and weekends; Completes tasks on time or notifies 
appropriate person with an alternate plan. Innovation  

 Innovation - Develops innovative approaches and ideas. Judgment - Exhibits sound and accurate 
judgment; Makes timely decisions. 

 Planning/Organizing - Organizes or schedules other people and their tasks.  

 Professionalism - Reacts well under pressure; Treats others with respect and consideration 
regardless of their status or position. 

 Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote 
quality; Applies feedback to improve performance. 

 Safety and Security - Observes safety and security procedures; Determines appropriate action 
beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials 
properly.     

 
EDUCATION and/or EXPERIENCE  
 

 Associate Degree (A.A.) or equivalent from a two-year college or technical school preferred.  

 Three years related experience and/or training. 

 Equivalent combination of education and experience. 
 
Language Ability:  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 
and procedure manuals.  Ability to write routine reports and correspondence.   
Math Ability:  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry. 
Reasoning Ability:   
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 
diagram, or schedule form. 
Computer Skills:   
To perform this job successfully, an individual should have knowledge of Word Processing software; 
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Spreadsheet software; Inventory software; Internet software and Database software. 
 

WORK ENVIRONMENT 
  
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently exposed to work near moving 
mechanical parts and fumes or airborne particles. The employee is occasionally exposed to toxic or 
caustic chemicals; outdoor weather conditions and risk of electrical shock. The noise level in the work 
environment is usually moderate to loud. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to fingers, 
handle, or feel; reach with hands and arms and talk or hear. The employee is frequently required to 
stand; walk; sit; climb or balance and stoop, kneel, crouch, or crawl. The employee must regularly lift 
and /or move up to 25 pounds, frequently lift and/or move up to 50 pounds and occasionally lift and/or 
move up to 10 pounds. Specific vision abilities required by this job include Close vision, Distance vision, 
Peripheral vision, Depth perception and Ability to adjust focus.  
 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Transit Training Instructor 
DEPARTMENT:  Operations 
REPORTS TO:   Manager, Safety and Training 
FLSA STATUS:  Non-exempt 
 
 
JOB SUMMARY 
 
The position reports to the Manager, Safety and Training and conducts on-the-job training for new 
and existing Bus Operators, Operations and Maintenance employees, with a focus on safety, 
customer service, courtesy, reliability, and the safe operation of all fleet vehicles. Instruction will be 
conducted in a classroom setting and in the field. Evaluates and documents student performance 
and progress, collision/incident prevention and updating the Safety and Training Manager on 
performance and progress of students. Reads and interprets documents such as safety rules, 
operating and maintenance instructions, and procedure manuals.  
 
Has the ability to deal with frequent change, delays, or unexpected events and reacts well under 
pressure. Commits to occasionally working overtime when instructed by the Safety and Training 
Manager to reach goals; Schedule may include working early morning/late evenings and weekends; 
Completes tasks on time or notifies Safety and Training Manager with an alternate plan; Ability to 
write routine reports and correspondence. Organizes or schedules other people and their tasks. 
Exhibits sound and accurate judgment. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
The requirements listed are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable qualified individuals with disabilities to 
perform the essential functions.  
 

 Works according to schedule developed by the Safety and Training Manager;  

 Conserves organizational resources;  

 Applies feedback to improve performance; 

 Instruct the operation of commercial vehicles and equipment;  

 Evaluates, coaches, documents and reports work performance of trainees and existing 
employees; 

 Reviews training progress with trainees/employees keeping students on task. Coaches and 
counsels trainees/employees who do not perform to standards;  

 Makes recommendations for completion of training or additional training; 

 Instructs employees who assist in behind-the-wheel and classroom training of new 
trainees; 

 Write clear and concise letters, memos and proof correspondence;  

 Able to read and interpret written information; 
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 Maintain confidentiality, communicate effectively and interact through mutual respect with 
trainees, subordinates, peers, co-workers, supervisors, and managers. Listens and gets 
clarification, responds well to questions; 

 Shows respect and sensitivity for cultural differences;  

 Works with integrity and ethically; 

 Balances team and individual responsibilities;  

 Gives and welcomes feedback;  

 Contributes to building a positive team spirit;  

 Puts success of team above own interests;  

 Able to build morale and attain group commitments to achieve goals and objectives.  

 Exhibits confidence in self and others;  

 Inspires and motivates others to perform well;  

 Gives appropriate recognition to others;  

 Share knowledge both internally and externally related to training; 

 Assist with the development and design of classroom training that incorporates adult 
training methods and learning principles; 

 Looks for ways to improve and promote quality;  

 Demonstrates accuracy and thoroughness. 

 Analyzes and resolves problems in a timely manner, generates creative solutions;  

 Works well in group problem solving situations;  

 Develops innovative approaches and ideas;  

 Makes timely decisions;  

 Looks for ways to improve and promote quality; 

 Pursues personal training and development opportunities;  

 Strives to continuously build Bus Operator instructor knowledge and skills;  

 Observes safety and security procedures; 

 Determines appropriate action beyond guidelines;  

 Reports potentially unsafe conditions;  

 Possesses the ability to understand the On Board Camera system and have the ability to 
review incidents on the bus and make recommendations as warranted; 

 Seeks training opportunities for personal professional development in support of the 
Training Department. 

 
The above statements are intended to indicate the general description and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive list of all duties, responsibilities, skills, and qualifications required of 
employees assigned to this position, other duties may be assigned.  
 
QUALIFICATIONS  
 

 Must pass a DOT physical and drug/alcohol screen; 

 Associate of Arts Degree (A.A.) or equivalent from a two-year college or technical school 
preferred. Equivalent combination of education and experience can be demonstrated in 
lieu of A.A. degree. 
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 Must possess a high school diploma or equivalent GED; 

 Possess and maintain a valid commercial driver license for transit vehicles (minimum of five 
years preferred) (Class A or B with passenger endorsement and air brake endorsements);  

 Possess and maintain current medical card and Verification of Transit Training certificate; 

 Possess and maintain a Department of Transportation Safety Institute Certification, 
Instructor's Course for Transit Trainer’s Bus Operations; 

 English usage, grammar, punctuation, and spelling; 

 Minimum of two years of experience as a fixed route and demand response Bus Operator 
preferred; 

 Minimum three years clean driving record;  

 Minimum of three years of experience conducting training or related experience and/or 
training; 

 Knowledge of paratransit vehicles and procedures; 

 Knowledge of policies, procedures, and specific rules of transit operations; 

 Knowledge of Commercial vehicles and auxiliary equipment; 

 Knowledge of record keeping techniques and procedures; 

 Understand, interpret, and apply laws, rules, regulations, policies, procedures, and Bus 
Operator Collective Bargaining Agreement; 

 Knowledge of Motor Vehicle Code, Code of Federal Regulations, California Code of 
Regulations, Americans with Disability Act,  Occupational Safety and Health Administration 
related to public transportation; 

 Department of Motor Vehicles Employer Testing Program examiner experience preferred; 

 Collision/Incident Investigation Certification preferred; 

 Uses equipment and materials properly. 
 
OFFICE MACHINES/TOOLS/EQUIPTMENT 
 
Possess the ability to operate standard office equipment such as; personal computer, fax machine, 
copy machine, and telephone. Applicant has the ability to operate a personal computer utilizing 
Microsoft Word and Outlook software preferred and use of training aids such as: video tapes, DVD, 
Internet software programs with the ability to learn Excel spreadsheets and Power Point.   
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this position. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this position it is in a standard office setting; travel from site to 
site; the employee is frequently exposed to work near moving mechanical parts and fumes or 
airborne particles. The employee is occasionally exposed to toxic or caustic chemicals, outdoor 
weather conditions and risk of electrical shock. The noise level in the work environment is usually 
moderate to loud. 
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PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this position. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this position, the employee is regularly required to use hands to 
finger, handle, or feel, reach with hands and arms, and talk or hear. The employee is frequently 
required to stand for prolonged periods of time, walk, sit, climb or balance, and stoop, kneel, 
crouch, or crawl. The employee must regularly lift and /or move up to 25 pounds, and occasionally 
lift and/or move up to 50 pounds. Specific vision abilities required by this position include normal 
visual range with or without correction; close vision, distance vision, peripheral vision, depth 
perception, and ability to adjust focus. Specific hearing abilities required are normal audio range 
with or without correction. 



San Luis Obispo Regional Transit Authority 
Job Description 

 
JOB TITLE:  Utility Worker 
DEPARTMENT: Maintenance 
REPORTS TO:  Manager, Maintenance and Facilities 
FLSA STATUS:  Non-exempt 
 
JOB SUMMARY 
 
Under general supervision, and to a schedule and detailed checklist, cleans the interior and 
exterior of buses, vans, and facilities, including bus stops and related passenger amenities, and 
other related work as required. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES other duties as assigned 
 
Sweeps, dusts and cleans the interior and exterior of all RTA vehicles; replaces notices and 
advertisements as necessary on buses and at bus stops; use sound judgment; keeps schedule 
racks stocked; removes graffiti and notifies supervisor of any un-reported damage or needed 
repairs; cleans bus stops and related equipment; services bus stop waste containers; performs 
minor repairs on bus stop fixtures, trims tree branches, shrubs and weeds; performs general 
grounds keeping and facility cleaning/upkeep duties; may include operating RTA non-
commercial vehicles on public roadways and commercial vehicles in the RTA yard.  Hours of 
work will vary and may include evening and/or weekend work.  
 
QUALIFICATIONS  
 
Education/Experience:  Graduation from high school or a GED certificate; demonstrated ability 
or ability to learn to operate commercial vehicles as necessary in the RTA yard; experience 
working cooperatively with others; experience in the use of the methods, equipment and tools 
required in the cleaning and upkeep of transit-related equipment including but not limited to 
common hand and power tools, mop/bucket, window cleaning equipment, weed trimmer, leaf 
blower, pressure washer and upholstery cleaner.  Experience working in positions that 
demonstrated the ability to stand for long periods of time; lift and move heavy objects; bend or 
stoop repeatedly; perform other physical demands of vehicle cleaning, grounds keeping and 
facility cleaning/upkeep. Must pass a DOT physical and drug/alcohol screen. 
 
Licenses: 
A valid California driver’s license is required at the time of application.  
 
PHYSICAL AND MENTAL REQUIREMENTS 
 
The essential functions of this job are performed in both a shop environment and outside in 
various weather conditions, including extreme heat and cold. Work is performed on ladders, 
around moving vehicles, equipment and machinery with moving parts, under wet and slippery 
conditions and, occasionally, with hands in water. Incumbents are exposed on a daily basis to a 
dry atmosphere, intermittent loud noise and vibrations, dust, silica, fumes, smoke, gases, 



grease, oils, electrical energy, and toxic and/or caustic chemicals. 
 
On a daily basis, the essential functions of the job require employees to climb ladders, stoop, 
kneel, crouch, stand, and walk and occasionally to crawl into confined spaces; to extend arms 
and use upper extremities, finger dexterity and hand strength to reach, pick, pinch and grasp 
tools and controls and/or to feel the attributes of objects; to lift, and carry objects weighing up 
to 50 pounds; to push and pull objects weighing up to 150 pounds; to hear and talk to receive 
and communicate instructions and other information; to rotate neck left and right and bend 
neck forward and backward; to bend and twist torso; to read and see objects clearly within one 
foot to arms length, and occasionally to twenty feet, requiring a full field of vision and good 
depth perception with the ability to adjust focus and distinguish basic colors and shades of 
color; and to operate vehicles and equipment requiring the use of both feet and hands. 
 



SAN LUIS OBISPO REGIONAL TRANSIT AUTHORITY 
NON-DOT DRUG AND ALCOHOL POLICY AND TESTING PROVISIONS POLICY 

 
The San Luis Obispo Regional Transit Authority (“RTA”) recognizes that the abuse of alcohol and use of 
illegal drugs by any employee threatens the health and safety of that employee, the employee’s co-
workers, and the general public. The RTA also recognizes that employees should be able to work in an 
alcohol and drug-free environment, and to work with other employees who are alcohol and drug-free. 
The RTA has, therefore, adopted this drug and alcohol testing policy for all employees who are not 
covered by U.S. Department of Transportation (DOT) regulations. Employees covered under DOT 
regulations are covered by a separate DOT Drug and Alcohol Policy and Testing Provisions Policy. 
 
Nothing in this Non-DOT Drug and Alcohol Policy and Testing Provisions Policy  is intended, nor should it 
be construed by the employee, to alter the employment relationship between the RTA and its 
employees. Either the RTA or the Non-DOT employee may terminate the employment relationship with 
or without cause, and with or without notice, at any time. The RTA also reserves the right to modify or 
terminate the provisions of this testing policy at any time, with or without prior notice.  
 
I. DEFINITIONS  
 
The following terms, when used in the Non-DOT Drug and Alcohol Policy and Testing Provisions Policy, 
are defined as follows:  
 

A. “Drug” – A substance considered a controlled substance and included in schedule I, II, III, IV, or V 
under the federal Controlled Substances Act, 21 U.S.C. § 801, et. Seq.  

B. “Non-DOT Employee” – For purposes of this Non-DOT Drug and Alcohol Policy and Testing 
Provisions Policy only, employee is a person employed by the RTA whose job does not require a 
commercial driver’s license and who is not subject to drug and alcohol testing under federal 
Department of Transportation regulations.  

C. “Prospective employee” – A person who applies, whether orally or in writing, for employment 
with the RTA for a job that does not require a commercial driver’s license and would not subject 
the prospective employee to drug and alcohol testing under federal DOT regulations.  

D. “Reasonable suspicion drug and alcohol testing” – Testing based upon evidence that an 
employee is using or has used alcohol and/or drugs in violation of this policy drawn from specific 
objective and articulable facts and reasonable inferences drawn from those facts in light of 
experience. For purposes of this policy, facts and inferences may be based upon, but are not 
limited to, any of the following:  

i. observable phenomena while at work such as direct observation of drug use or alcohol 
abuse or of the physical symptoms or manifestations of being impaired due to alcohol or 
drug use; 

ii. abnormal conduct or erratic behavior while at work or a significant deterioration in 
work performance;  

iii. a report of alcohol or drug use provided by a reliable and credible source;  
iv. evidence that an individual has tampered with any alcohol or drug test during the 

individual’s employment with the current employer;  
v. evidence that an employee has caused an incident or collision while at work which 

resulted in an injury to a person that, if suffered by an employee, a record or report 
could be required by CalOSHA, or resulted in damage to property, including to 



equipment, in an amount reasonably estimated at the time of the accident to exceed 
one thousand ($1,000) dollars;  

vi. evidence that an employee has manufactured, sold, distributed, solicited, possessed, 
used, or transferred drugs while working or while on the employer’s premises or while 
operating any of the employer’s vehicles, machinery, or equipment.  

E. “Sample” – A sample from the human body capable of revealing the presence of alcohol and/or 
drugs or their metabolites. “Sample” does not include blood, except in circumstances where a 
blood test was administered by or at the direction of a person providing treatment to an 
employee involved in a workplace incident or collision. A blood sample cannot be administered 
at the request or suggestion of the employer.  

F. “Legal drug” – A prescription medication prescribed for the employee consuming the 
medication, and being taken in the amount prescribed by the employee’s treating physician, and 
in accordance with the prescribed directions, or over-the-counter medication being taken and 
used for its intended purpose and in accordance with any applicable directions.  

G. “Under the influence of alcohol” – Being under the influence of alcohol shall mean having an 
alcohol concentration level of .04 grams of alcohol, or greater, per two hundred ten liters of 
breath, or its equivalent.  

 
II. PROHIBITED CONDUCT  
 
The RTA strictly prohibits the use, possession, consumption, sale, solicitation, transfer (or any attempt to 
sell, solicit, or transfer) of alcohol or any illegal or unauthorized drug including any “look alike” 
substance, or being under the influence of alcohol or any illegal or unauthorized drug, during work time, 
while conducting any type of business on the RTA’s behalf, or while on the RTA’s premises or property. 
Any employee engaging in such activity shall be subject to discipline up to and including the immediate 
termination of their employment with the RTA pursuant to the terms of applicable state law.  
 
An employee may use, possess, and be under the influence of a legal drug while on the RTA’s premises 
or property or during working time provided the prescription or over-the-counter drug will not impair 
the employee’s work performance or present a safety risk to the employee, others or property. The RTA 
reserves the right to take appropriate action (including relieving the employee from his/her work duties) 
if an employee’s use of legal drugs either impairs or is likely to impair the employee’s ability to perform 
his or her work assignments.  
 
Failure to submit to any drug or alcohol testing under this policy including, but not necessarily limited to, 
an employee’s failure to report in a timely manner to a collection site, sign any required consent form or 
otherwise fully cooperate in the collection of any authorized sample, is strictly prohibited, and will result 
in termination.  
 
Any action taken against an employee or prospective employee pursuant to this policy based on a drug 
or alcohol test will be based only on the results of that test or the employee’s refusal to submit to the 
test.  
 



III. WHEN DRUG OR ALCOHOL TESTING MAY BE CONDUCTED  
 
The RTA reserves the right to conduct any form of drug or alcohol testing permitted under State and 
Federal law. The testing methods the RTA uses to test employees for drug or alcohol use include, but are 
not necessarily limited to, the following methods:  
 

A. Pre-Employment Drug Testing 
Prospective employees, who are determined to be minimally qualified and who have passed at 
least the first round of applicant screening, or to whom a conditional offer of employment has 
been made, may be required to submit to pre-employment drug testing. If drug testing is 
required as part of the hiring process, prospective employees must obtain a negative test result 
to be considered qualified for employment with the RTA.  
If drug testing is required, the testing shall screen for the presence of the following substances 
or similar substances:  

 Cocaine  

 Amphetamines  

 Marijuana  

 Opiates  

 Phencyclidine (PCP)

 
Prospective employees will be given an opportunity to provide any information which may be 
considered relevant to the test, including identifying prescription or non-prescription drugs 
currently or recently used, or other relevant medical information.  
 
A prospective employee who receives a confirmed positive drug test result will not be 
considered qualified for employment at the RTA and will not be allowed to re-apply or be 
considered for a position with the RTA or any of its affiliates for a period of two years. A 
prospective employee's refusal to submit to drug testing shall be viewed as a confirmed positive 
drug test. A prospective employee's negative dilute test will be deemed as a negative drug test. 
A past employee rehired within two years will not need to complete another pre-employment 
drug test. 
 

B. Post-Incident/Collision Drug and Alcohol Testing  
The RTA may conduct drug and alcohol testing when investigating any incident in the work place, 
provided the incident results in an injury to any employee (including the employee causing the 
incident), or causes damage to property or equipment in an amount reasonably estimated at the 
time of the incident to exceed one thousand dollars ($1,000). For purposes of this policy, the term  
“injury”is an abnormal condition or disorder. Injuries include cases such as, but not limited to, a cut, 
fracture, sprain or amputation as noted by the Occupational Safety and Health Administration 
(OSHA) [29 CFR 1904.46].  
 
A test result indicating an alcohol concentration level of greater than .04 grams of alcohol per two 
hundred ten liters of breath, or its equivalent, shall be considered a positive test result within the 
meaning of this policy. Any employee who refuses to submit to testing under this provision will be 
deemed to have received a confirmed positive drug test. Reasonable suspicion testing is defined in 
Section I(D) of this policy.  
 

  



If drug testing is required, the testing shall screen for the presence of the following substances or 
similar substances:  

 Cocaine  

 Amphetamines  

 Marijuana  

 Opiates  

 Phencyclidine (PCP)

 
Employees will be given an opportunity to provide any information which may be considered 
relevant to the test, including identifying prescription or non-prescription drugs currently or recently 
used, or other relevant medical information. 
 
Alcohol breath tests shall be conducted pursuant to the requirements governing evidential breath 
testing devices, alcohol screening devices and the qualifications for personnel administering the 
initial confirmatory test consistent with regulations adopted as of January 1, 1999 by the United 
States Department of Transportation governing alcohol testing required to be conducted pursuant 
to the Federal Omnibus Transportation Employee Testing Act of 1993. If the RTA elects to use a 
breath test for purposes of determining the presence of alcohol, it will not provide for a split 
specimen at the time the sample is collected and it will not be reviewed by the Medical Review 
Officer.  
 
If the employee being tested holds a position involving duties which could subject the employee, 
others, or property to injury or damage, the employee will be removed from his or her normal work 
duties and may be placed in a job (if available) that will not subject the employee, others, or 
property to injury or damage until the results of the reasonable suspicion drug test are received. If 
the employee's reasonable suspicion drug test is confirmed positive in violation of this policy, the 
employee will be discharged immediately. 
 
C. Reasonable Suspicion Drug and Alcohol Testing  
Any employee for whom a reasonable suspicion exists that the employee is under the influence of 
alcohol or an illegal or unauthorized substance will be subject to alcohol or drug testing using the 
same testing procedures described in the Post-Incident/Collision Drug and Alcohol Testing section 
above.  
 
D. Rehabilitation Testing  
Pursuant only to Section VII of this Policy, the RTA may conduct drug or alcohol testing of employees 
during, and after completion of, drug or alcohol rehabilitation.  
 

IV. DISCIPLINARY ACTION  
 

A. Positive Drug Test 
Use of non-prescribed legal or illegal drugs on RTA time will result in termination from the RTA. 
 
B. Positive Alcohol Test  
If a test of any employee results in an alcohol concentration of 0.04 or greater, the employee will be 
suspended for the remainder of his/her shift, and referred to an appropriate substance abuse 
professional for assessment and enrollment in a treatment and rehabilitation program, and may be 
terminated. 
 
Consumption of alcohol on RTA time will result in termination from the RTA. 



 
V. TREATMENT AND REHABILITATION PROGRAM 

 
A. Employees referred to the treatment and rehabilitation program as a result of Medical Review 

Officer (MRO) verified positive drug test or breath test showing an alcohol concentration of 0.04 
or greater, must immediately cease any substance abuse, must be subject to testing before 
returning to duty, must subject themselves to periodic unannounced testing for a period of not 
to exceed sixty months with at least six periodic unannounced tests in the first 12 months 
following the return to duty, and must comply with all other conditions of the treatment and 
counseling program recommended by the substance abuse professional.  

B. An employee required to take time off in order to participate in a rehabilitation program will be 
permitted to use accrued sick leave, vacation time, and/or unpaid leave as provided under the 
Family and Medical Leave Act.  

C. Participation in or seeking substance abuse treatment and rehabilitation will not result in 
disciplinary action; other than those actions outlined in this policy, however, non-covered duties 
may be assigned at the discretion of the RTA Executive Director until it is determined that the 
employee may return to duty. Successful completion of the prescribed treatment and 
rehabilitation program will be required for the employee to continue employment with the RTA.  

D. If an employee had a positive test for drugs or alcohol and is undergoing substance abuse 
treatment and counseling or has returned to duty upon successfully completing such treatment 
and rehabilitation, and a second test is verified by the MRO as positive, the employee will be 
terminated from the RTA.  

E. Any employee who refuses to report for assessment, evaluation, and/or referral for treatment 
with a substance abuse professional will be terminated from the RTA.  

F. Any employee who, after assessment by a substance abuse professional, is referred for 
rehabilitation and the employee refuses to enter or successfully complete such a rehabilitation 
program will be terminated by the RTA.  

G. Any employee who refuses to provide an adequate breath volume for alcohol testing or refuses 
to provide an adequate urine sample without a valid medical explanation after he/she received 
notice of the requirement to be tested, or who engages in conduct that clearly obstructs the 
testing procedure, will be terminated from the RTA.  

H. Employees who undergo substance abuse treatment and counseling under this policy and who 
continue to work must meet all established standards of conduct and job performance.  

 
VI. EMPLOYEE ASSISTANCE PROGRAM 
 
The RTA maintains an employee assistance program to assist employees with personal or behavior 
problems.  See Human Resources for additional resources available.  
 
VII. CONFIDENTIALITY  
 
The RTA shall regard as confidential all communications it receives that pertain to the drug or alcohol 
test results of an employee or prospective employee, or any information the RTA otherwise receives 
through its drug and alcohol testing program. The RTA, however, reserves the right to disclose the 
results of a drug or alcohol test, or other related information, under the following circumstances:  

A. In an administrative RTA or judicial proceeding under workers’ compensation laws, or 
unemployment compensation laws, or under common or statutory laws where any action taken 



by the RTA based on a positive test result as defined by this policy is either relevant or 
challenged.  

B. To any federal RTA or other unit of the federal government as required under federal law, 
regulation, or order, or in accordance with compliance requirements of a federal government 
contract.  

C. To any state RTA authorized to license individuals if the employee tested is licensed by that RTA 
and the rules of that RTA require such disclosure.  

D. To a substance abuse evaluation or treatment facility or professional for the purpose of 
evaluation or treatment of the employee.  

 
VIII. ACCESS TO RECORDS  
 
Employees or prospective employees who are subject to a drug or alcohol test pursuant to this policy, 
and for whom a positive test result is obtained, shall be given access to any records relating to the 
employee’s drug or alcohol test, including records of the laboratory where the testing was conducted, 
and any records relating to the medical review officer selected by the RTA to interpret the test result.  
 
Notwithstanding the above, a prospective employee shall be entitled to records under this section only 
if the prospective employee requests the records within fifteen calendar days from the date the RTA 
provides the prospective employee with written notice of his or her test result as required by state or 
federal law. The RTA shall not release any records concerning a positive test result obtained by a 
prospective employee unless the records are requested within that fifteen-day period.  
All requests for drug or alcohol testing records shall be made in writing and addressed to the attention 
of the RTA Human Resources Department. 
  



NON-DOT ALCOHOL AND DRUG TESTING POLICY ACKNOWLEDGMENT 
 
By my signature below, I acknowledge that I have received and understand that I must review the Non-
DOT Drug and Alcohol Policy and Testing Provisions Policy and that I voluntarily agree to comply with 
this policy as a condition of employment or selection for employment. I understand that my compliance 
with this policy is a continuing condition of my employment.  
 
All employees of the RTA subject to the Non-DOT Drug and Alcohol Policy and Testing Provisions Policy 
are employed “at will.” “At will” Employees have the right to terminate their employment at any time 
for any reason and the San Luis Obispo Regional Transit Authority retains a similar right to terminate the 
employment relationship at any time with or without cause. All statements contained in this policy shall 
be interpreted consistent with this termination policy and no officer or employee has any authority to 
modify this statement in any way.  
 
I recognize that either the RTA or I may terminate the employment relationship at any time for any 
reason.  
 
_____________________________________________  
Print Name  
 
_____________________________________________  
Employee Signature  
 
_____________________________________________  
Date  
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San Luis Obispo Regional Transit Authority 

Executive Committee Meeting 

Draft Minutes 2/14/2018 

C‐1 
 

Members Present:    Lynn Compton, Past President  

        Tom O’Malley, President 

 

Members Absent:    Dan Rivoire, Vice President 

 

Staff Present:      Geoff Straw, Executive Director  

        Tania Arnold, Deputy Director and CFO 

Shelby Walker, Administrative Assistant 

        Tim McNulty, County Counsel 

         

Also Present:      Pete Rodgers, SLOCOG 

        Eric Greening 

         

       

             

1. Call to Order and Roll Call: 

President Tom O’Malley called the meeting to order at 10:03 a.m. Silent Roll Call was taken and 

a quorum was present.  

 

2. Public Comments: 

Mr. Eric Greening, stated the unmet transit needs request should be submitted today. He 

mentioned that the bus operators should have access to restroom facilities in the county or city 

buildings so they do not have to use local company restrooms, for example at restaurants or 

coffee shops. President O’Malley stated he agreed with Mr. Greening and said we should follow 

up on the issue.  

 

3. Information Items: 

A‐1 Executive Director’s Report 

Mr. Straw stated the Paso Robles bus parking yard construction project officially broke ground 

on November 6, 2017, and paving should be completed by February 12th. Installation of the 
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modular office unit is slated for completion by the end of February. A detailed mitigations report 

will be provided at the March 2018 Board meeting. President O’Malley asked if there will be a 

ribbon cutting at the yard. Mr. Straw stated that there will be no ribbon cutting but the 

Employee of the Quarter BBQ will be held there in April.  

 

Staff has sent a draft revised RTA Joint Powers Agreement to each City Manager and officials at 

the County for review and comment. In essence, a new South County Transit Committee would 

be established in the JPA, and its primary role would be to deliberate over service levels and 

budget for services provided exclusively within the Arroyo Grande – Grover Beach Urbanized 

Area. In addition, South County Transit would be abolished as a separate agency, and all 

assets/liabilities would be transferred to the RTA. All comments from the City Managers will be 

incorporated into a final draft RTA JPA, which will be presented at the March Board meeting and 

subsequently presented to each JPA jurisdiction’s legislative body. 

 

The Employee of the Quarter event was held in conjunction with an annual dinner on January 

21st at the Pismo Beach Moose Lodge. RTA Bus Operator Ms. Michelle Whitten was selected as 

employee of the quarter, and RTA Supervisor Mr. Mike Buehre was selected for an Outstanding 

Achievement award. Also acknowledged was Mr. Rod Gill, long time RTA Bus Operator, who 

retired in January 2018 after 14 years with the RTA and predecessor contractors. Michelle and 

Rod will attend at the March RTA Board meeting.   

 

Staff has not received any recommended changes to the draft Strategic Business Plan that was 

presented at the January 2018 Board meeting and distributed to each City Manager and County 

Public Works. As such, we will present the plan for final adoption at the March 2018 RTA Board 

Meeting. 

 

In order to ensure a quorum for Action and Consent agenda items, staff moved onto those items 

and returned to item A‐1.  

 

4. Action Items 

B‐1 FY18‐19 Budget Assumptions 

Ms. Tania Arnold stated that RTA is developing a two‐year operating budget and five‐year 

capital budget. As in past years, only the first year would be financially‐constrained, while the 

out‐years should be considered advisory. The key thing will be the SoCo Transit consolidation. 

The consolidation would have both positive and negative financial impacts on the budget.  

 

Ms. Arnold concluded her report. 

 

Mr. Greening asked if there a more detailed report on the financial impacts of the SoCo Transit 

consolidation. Ms. Arnold stated that we did discuss it related to the management contract that 

RTA has for services provided to SoCo Transit. 
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President O’Malley moved approval of action item B‐1 and seconded by Board Member 

Compton. The motion carried on a voice vote. 

 

5. Consent Agenda Items 

 

C‐1   Executive Committee Meeting Minutes of December 13, 2017  

 

President O’Malley moved approval of consent agenda and seconded by Board Member 

Compton. The motion carried on a voice vote. 

 

Board Member Compton left at 10:12 a.m. 

 

Continued A‐1 

Mr. Straw continued by stating that staff is finalizing the RTA Bus Garage Design and 

Engineering grant and procurement documents. We anticipate completing the FTA grant 

process in spring, and advertising the procurement in late‐spring/early‐summer. The 

procurement will include a financial planning element and development of a transportation 

electrification readiness plan. This design/engineering project is being funded with FTA Section 

5307 funds, with local match provided by the new SB‐1 funds. Ms. Arnold stated that she has 

been talking to Gold Coast Transit about how they did certificates of participation instead of 

bonds. Also have been talking with local banks about financing options for construction.  

 

Mr. Straw discussed the Clean Innovative Bus Program for the zero emissions buses. He stated 

that it is something that we will have to look into in the future when building our new facility 

and purchasing vehicles.  He stated that Governor Brown released his proposed FY18‐19 budget. 

The FY18‐19 Governor’s Budget represent the first full year of new revenues from SB‐1. Transit 

and intercity rail will receive $7.6 billion in additional funding, and local governments will have 

access to $1 billion for active transportation projects. RTA staff will work with our SLOCOG 

partners to optimize the use of these new funds, including vital bus replacement and facility 

construction projects. The STA piece of the that, which is from the sales tax on diesel fuel, will 

bring in over $70 million statewide. He then went over the table on A‐1‐5.  

 

In terms of overall non‐capital expenses, we are slightly below budget. RTA core fixed‐route 

ridership totaled down 5.0%. Runabout ridership is down 10.5% lower than the total from the 

first six months of the previous year. Ms. Arnold stated that for Runabout, staff budgeted for a 

decrease due to the transition of Tri‐Counties Regional Center riders. 

 

Mr. Straw concluded his report. 
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President O’Malley mentioned that he has been hearing about the restroom issues for the bus 

operators. Mr. Straw stated that it is something that staff is working on. Further discussion 

ensued about possible solutions. 

 

6. Agenda Review:  

Mr. Straw reviewed RTA Board Agenda items for the March 7, 2018 meeting. He stated that 

there may be some items added and that item B‐2 would be moved to the consent agenda. 

Board Member O’Malley suggested moving the video camera policy to the action agenda so the 

Board may discuss it in a little more detail at the meeting.  

 

7. Adjournment: President O’Malley adjourned RTA Executive Committee meeting at 10:47 a.m. 

 

Respectfully Submitted,       Acknowledged by, 

 

 

__________________________     __________________________ 

Shelby Walker          Tom O’Malley 

Administrative Assistant      RTA President 2018 
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