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Approval by Manager:

Issue Date: 03/22/02 Effective Date: 03/22/02 Revision Date: 03/22/07

Overview
Article 22 Section 10.B of the labor agreement with ATU 587 states:

"... A Supervisor may be reimbursed once each calendar year for one pair of
shoes costing up to an amount of six (6) times the top step of Firstline Supervisor
wage. To receive reimbursement the shoes must meet the current standards of
uniform footwear for Supervisors."

With the 3/22/07 policy revision, Transit Firstline Supervisors may purchase one additional pair
of shoes that meet the current standards of uniform footwear for Supervisors as stated above at
the uniform store using uniform voucher clothing allowance funds. The first pair of shoes must
be purchased with an Employee Travel and Expense Account voucher submitted for
reimbursement prior to using the uniform voucher to purchase the second pair of shoes.

- Make all voucher requests to Carol Neff, Service Communications Administrative
Specialist at M/S TCC-TR-0100. A voucher is valid for 30 days from the issue date. If
the voucher is for a shoe purchase, then indicate this on the voucher request.

Conditions of Use

- The voucher must be presented at the time of purchase.

- The person to whom the voucher is issued must make the purchase.

The voucher requires a signature at time of purchase.

Another voucher may be requested only after a 60-day period.

Reimbursement

1. Purchase a pair of shoes, which meet uniform standards, for your own personal use at
work. You may only be reimbursed for one pair of shoes purchased in a calendar year.
The shoes may be any price, but you will be reimbursed only for the price of one pair of
shoes (including tax) or the contractual maximum limit, whichever is the lesser amount.

2. Complete and sign the Reimbursement Request.

3. Bring the original receipt and signed Reimbursement Request to your Administrative
Specialist.

4. Complete and sign a "Employee Travel and Expense Voucher". If you need help filling
out the form, see your Administrative Specialist.

5. Give the original receipt, Reimbursement Request and Expense Voucher to your
Administrative Specialist.

Administrative Specialists:

1. Review the Reimbursement Request and Expense Voucher for completeness and
accuracy.

2. Forward the original receipt, Reimbursement Request and Expense Voucher to Carol
Neff at M/S TCC-TR-0100.




REIMBURSEMENT REQUEST FOR SHOE PURCHASE
(Attach to Employee Travel and Expense Account Voucher form 1242)

The collective bargaining agreement between King County and the Amalgamated Transit Union,
Local 587 has the following provision, Article 22, Section 10.B

“... A Supervisor may be reimbursed once each calendar year for one pair of
shoes costing up to an amount of six (6) times the top step of First-Line
Supervisor wage. To receive reimbursement the shoes must meet the current
standards of uniform footwear for Supervisors.”

The reimbursement limit is:

January 1, 2007 through Dec. 31, 2007 $191.46

Certification
| certify that:

1. The shoes purchased and for which | am seeking reimbursement meet the current
standard of uniform footwear for Supervisors and are for my own personal use.

2. This reimbursement request, when combined with all other requests approved during
this calendar year, does not exceed the yearly amount authorized by the current labor
agreement.

Employee’s signature Date

Approved

Supervisor or designee Date
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In order to improve the communication of payroll-related issues between the Payroll Section and
the front line section leaders, the Payroll Action/Resolution System (PARS) was developed by
Transit HR staff members in early 2000. This policy’s intent is to clarify when and how PARS is
to be used.

Entries should be short, concise and of a non-confidential nature. Always include the date of the
payroll action or event so that the appropriate rate of pay is used.
ISSUES TO ENTER INTO PARS

e Incorrect (leave) accruals related to accrued comp time, sick leave, vacation, HP

e Changing TRC'S (KOTS)

e Employee errors

e Job class overrides (upgrades, detail by project vs. unavailability, overtime, additions &
deletions)

¢ Manual checks (also requires the detail and a signed PAR for auditing purposes)

ISSUES/REQUESTS NOT TO ENTER INTO PARS
e Balance & accruals inquiries (routine, non-urgent requests)
o Confidential matters like garnishment problems or court-ordered collections

e Grievance settlements (You must send a copy of the grievance settlement decision to
the Payroll Supervisor for action.)

e Step increase problems

e Accrual problems (when service dates are incorrect)

e Retro's (requires a PCN and supporting documentation)

e Benefits deduction problems (contact OHRM at x41556)
For these issues, please call or e-mail the payroll staff member directly. Amy Bils (x42082) in
Transit HR is available to assist with research related to correcting service dates and step
increase dates that control accruals and rates of pay. Only Transit HR can correct the service
and payroll date fields in PeopleSoft.
URGENT REQUESTS (To call and log into PARS)

e Missing checks

e Hours underreported (shorted)

o Underpayment that exceeds 8 hours of pay
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The federal Americans with Disabilities Act (ADA) of 1990 prohibits discrimination against
persons with disabilities in providing public transportation services. In addition, state and local
laws ban discrimination based on disability. Transit Operators and First-line Supervisors are
required to comply with all ADA and King County METRO policies and procedures to assist
customers with disabilities.

All Transit Operators and First-line Supervisors will be trained to properly assist individuals with
disabilities and treat them with sensitivity. This includes the use of accessibility equipment and
the accommodation of different types of common mobility aids. Federal regulations require that
King County METRO accommodate mobility aids on the lift/ramp and in the securement area.
See The Book, Section 11 for all procedures and additional information related to Accessible
Services.

Failure to comply with this policy and all applicable policies and/or procedures will result in the
appropriate disciplinary action as outlined in Operations policy 23, 34 and/or Article IV of the
labor agreement.
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Purpose
The purpose of the roving chief position is to back-fill vacancies created by regular base chief
absences.
Selection

Selection of the roving chief will be made by the base supervisors. The opportunity to become
roving chief will be offered first to existing base chiefs. If there are no volunteers, the selection
will be made from the pool of finalist candidates.

Supervision and Performance Evaluations

For purposes of documentation, the roving chief will be permanently assigned to Bellevue Base.
The supervisor of Bellevue Base will be responsible for supervising the roving chief and will
conduct performance evaluations based on input from the supervisors of the bases at which the
roving chief has worked during the year. Obijectives for the roving chief will be chosen with an
eye toward projects that will benefit the division as a whole and that can be handled from any
worksite.

Assignments

The base supervisors will meet quarterly to determine the placement of the roving chief based
on anticipated vacancies for the upcoming three months. Generally, the roving chief will fill the
vacancy of longest expected duration. Consideration also will be given to operator/chief ratios
at each base with a vacancy and the concept of “sharing the wealth”. In the unlikely event that
there is a period of time where there are no vacancies in the system, the roving chief will be
assigned to Bellevue Base.

Transfers

Roving chief is a permanent assignment. The roving chief may request transfer to a permanent
base assignment whenever the transfer option is offered to all base chiefs. If the receiving base
supervisor selects the roving chief to fill the vacancy at his or her base, it must be with the
agreement of the other base supervisors.

Work Hours and Vacation

The roving chief will be required to work hours that best suit the needs of the base to which he
or she is assigned at the time. Vacation will be selected by the roving chief at the beginning of
each year. Selected vacation may not be changed without the roving chief's agreement.
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King County Metro provides an essential public service, and first line supervisors have the
responsibility and obligation to report for work at the scheduled start time for their assignment.
Failure to report for an assignment, reporting to work after the scheduled start time, or failure to
provide medical verification when required will result in a miss being recorded and issued. The
supervisor shall receive written notification/verification of each miss from a chief. This applies
to all scheduled assignments, including overtime.

Definitions of misses:
1. A Late Report is defined as reporting to work from one minute up to one hour after the

2.

3.

supervisor’'s designated report time, with the following exception:

In cases where a supervisor knows that s/he will be late for an assignment, it is possible
to arrange for a supervisor on the prior shift to remain on duty until the late supervisor
arrives. Any such arrangement MUST be cleared through a section chief. When such
arrangement is made at least 30 minutes before the start time of the assignment, no
miss will be issued. When such arrangement is made less than 30 minutes before the
report time of the supervisor’'s assignment, a late report will be given regardless of how
late the supervisor arrives.

An Unexcused Absence is defined as failure to report within one hour of the designated
report time for the assignment. A supervisor who calls his/her immediate supervisor and
requests to be placed on the sick list less than 30 minutes before his/her report time will
be placed on sick status and will also receive an unexcused absence.

An absence is defined as any unexcused absence that has been changed to an absence
by a chief.

If a first line supervisor receives a miss, the following guidelines shall apply:

e At Metro’s discretion, the supervisor may be assigned to work the remainder of
his/her shift(s) or assignments, or any other duties for which the supervisor is
qualified. Metro may also, at its discretion, release the supervisor for the day, or for
an assignment later in the day. The supervisor cannot be required to work longer
than one hour past his/her original quit time for the day. The supervisor will be paid
for actual time worked, in six-minute increments.

e The supervisor may submit a written or e-mail request that a miss be changed to an
absence, or excused absence. Such request must be presented to a chief within five
workdays of the date of the miss.

e A supervisor who is given an unexcused absence for calling in sick less than 30
minutes before the start of his/her shift may submit a written or e-mail request to
his/her chief asking to change the miss to an absence or excused absence. The
chief shall determine whether the circumstances warrant a change from an
unexcused absence. However, the unexcused absence will be excused in all cases
where the supervisor received medical treatment and was unable to report the
absence as required.

Other applicable language can be found in the current labor agreement.
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Calling off the sick leave or industrial leave list

A Supervisor on the sick leave or on industrial injury can reclaim his or her work assignment for
the next day by notifying either a chief from his/her work unit or the on-call chief for his/her
classification that the Supervisor is able to work his/her shift. The notification must be done at
least eight hours before the start of the shift and must be either in person or via phone.

Changing a VL, PH or A/C day

A Supervisor with a scheduled single vacation day, personal holiday or A/C day can cancel the
time off and reclaim his or her regular assignment by notifying either a chief from his/her work
unit or the on-call chief for his/her classification that he or she is canceling the time off and will
be working their shift. The notification must be made no later than 2 PM the day before and
must be either in person or via phone. However, if the Supervisor’s shift extends past midnight,
the Supervisor may reclaim his/her shift by making the required notification before 10 a.m. of the

same day.

When a change in unavailability provided for above results in double assignments

A When a Relief Supervisor is double assigned at straight time on his or her regularly
scheduled day to work, these conditions apply:

1 If the Supervisor is contacted at least 12 hours before the start of the shift, the
Supervisor will be assigned an alternative assignment determined by Metro.

2 If the Supervisor is contacted less than 12 hours before the start of the shift, he
or she will be assigned an extra assignment with the same hours as his or her
original assignment; Metro and the Supervisor may mutually agree to alternative
work hours.

B If a Supervisor is double assigned at overtime on his or her regularly scheduled day to

work, the Supervisor will be released from the assignment and will be paid only for
actual time worked on the assignment prior to being released from the double
assignment. The un-worked scheduled overtime hours will be removed from his or her
overtime balance. Metro will attempt to contact the Supervisor to notify him/her of the
assignment change as soon as feasible.

C If a Supervisor is double assigned on his or her RDO, the following will apply:

1 If the Supervisor is contacted (by phone or in person) at least 4 hours before the
start of the shift, then the Supervisor will not work the assignment. The scheduled
overtime hours will be removed from his or her balance.

2 If the Supervisor is contacted less than four hours before the start of the shift,
then the Supervisor will choose from the following options:

a. The Supervisor may work a minimum of four hours at duties prescribed
by Metro, with the actual hours worked credited to his or her overtime
total, or

b. The Supervisor may be released from the overtime obligation and the

previously scheduled hours removed from his or her overtime total.
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Description

Supervisor of the Sign-Up: This program is designed to recognize and honor one Firstline
Supervisor per sign-up who has demonstrated dedication to superior customer service,
exhibited a commitment to providing safe, responsible support to operators and co-workers and
who promotes team work, job satisfaction, respect, and personal growth.

Purpose:

e To encourage Firstline Supervisors to perform at a high level of professionalism and to
instill pride in their position and their job duties.

e To promote greater awareness among Firstline Supervisors of the high level of
performance that is expected of them.

e To recognize Firstline Supervisors for their outstanding efforts and achievements while
carrying out the duties required of the position.
Selection Criteria:
e Safety: No preventable accidents in the previous 12 months.
o Attendance: No misses in the previous 12 months.
e Sick Leave: No more than three incidents of sick leave usage in the previous 12 months.

e Customer/Operator Complaints: No valid customer/operator complaints in the previous
12 months.

o Consistently displays professional behavior.

e Has demonstrated leadership and collaboration in their work, provided innovative
problem solving, and/or made a significant contribution to the improvement of the work
environment.

¢ Minimum 3 years experience as a Firstline Supervisor.

The selection committee will include Transit Base Supervisors and the Supervisors of the
following Sections: Training, Service Communications and Service Quality. Each section will
forward one nominee. The Base Supervisors will agree on one nominee to represent all of the
Bases. The Manager of Operations will make the final decision. The program will be
administered by Terri Lewis. At the end of each sign-up, the program administrator will forward
the names of eligible supervisors to the Transit Operations Supervisors who will identify one for
each section.
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Awards include:
e A commemorative plaque
e Letter of commendation signed by the Manager of Operations.
o Areserved parking spot for the next sign-up at the employee’s work location.
¢ One paid day off
e Announcement in the Tops in Ops Bulletin
e Supervisor of the sign-up patch
e Recognition in King County publications

e The award will be presented at a recognition ceremony, e.g. operator of the month
luncheon
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Several jurisdictions within the King County Metro Transit service area have a photo
enforcement program in effect to reduce the number of infractions. Examples of infractions
include, but are not limited to, running a red light and exceeding the posted speed limit. This
policy is to clarify that vehicle parking, moving violation and photo enforcement infractions while
operating a King County owned vehicle are the responsibility of the vehicle operator “per King
County Administrative Policy FES 12-1 (AP).”

The following procedures apply whenever King County Metro Transit receives notice of a photo
enforcement program infraction:

The Notice of Infraction will be sent to the employee’s worksite. The employee will be identified
through worksite records. The Chief of Supervisor will inform Operators or First Line
Supervisors that they are responsible for challenging the violation in court and/or paying the
fine. Employees are responsible for prompt payment of any fines related to the infraction. The
employee is also responsible for any late fees unless there is a delay in the County’s notification
to the employee of the infraction.

e For ATU 587 members, a Performance Report (PR) will be issued for a minor infraction in
Category 17 - Traffic Code Violations. Specific codes for the PR will depend on the nature of
the photo enforcement infraction. If the employee challenges the infraction in court and it is
dismissed, the PR would be voided. The PR can also be challenged through the grievance
process.

¢ If the employee does not pay the fine and the infraction is not dismissed, a second
Performance Report (PR) will be issued. Progressive discipline would apply. Under most
instances this would be a minor infraction in Category 19 — Failure to Follow Procedures and
Directives. King County Metro Transit retains the right to make it a serious infraction if the
circumstances warrant a determination that this was misconduct.
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The Control Center will notify each Operation’s worksite when Safety has issued a heat stress
alert. During the alert, each worksite will have water for operators and first-line supervisors to
take with them and consume while on duty. They will be encouraged to drink at least one quart
of water every 30 to 60 minutes (each hour) to prevent dehydration. Water bottles will be
available at the uniform store.

Employee awareness training will cover the following:

Environmental factors that contribute to the risk of heat-related illness.

General awareness of personal factors that may increase susceptibility to heat-related
illness.

Removing heat-retaining personal protective equipment such as nonbreathable chemical
resistant clothing during all breaks.

The importance of frequent consumption of small quantities of drinking water or other
acceptable beverages.

How to acclimate to different heat temperatures.

The different types of heat-related illness, common signs and symptoms of heat-related
illness (e.qg. fatigue, weakness, dizziness, faintness. nausea, headache, then in increasing
severity: irritability disorientation, confusion)

Reporting signs or symptoms of heat-related illness in either themselves or in co-workers to
the person in charge, and the procedures the employee must follow including appropriate
emergency response procedures.

Supervisors and chiefs will be provided annual training on the above topics as well as these
Heat Stress condition procedures:

When an employee displays a heat stress condition, do the following:

Move the employee into a cooler environment (shade or air-conditioning) and provide them
fluids.

Monitor their condition and do not leave them alone.

Call 911 and notify the control center if the employee is disoriented, convulsing, showing
signs of confusion/disorientation, or feels hot to the touch. These symptoms are consistent
with a possible heat-related illness; perform appropriate emergency response procedures;
and procedures for moving or transporting an employee(s) to a place where they can be
reached by an emergency medical service provider.

If you have questions go to http://www.Ini.wa.gov/rules/AO06/40/0640Adoption.pdf






