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Statement of Department of Transportation and Public Works Training Policy

Miami-Dade County (MDC) is committed to providing a safe, reliable, efficient and effective
public transportation system for the benefit of all Miami-Dade County residents and visitors. In
support of this commitment, the Department of Transportation and Public Works (DTPW) shall
provide training for its employees to enhance their knowledge, skills and work performance.

Training is an important part of the County's career service. A DTPW Training Program has
been established and is implemented for all DTPW employees. DTPW Bus Services Training is
responsible for the administration of the training program plan and all of its related activities.

Qualification procedures have been established and implemented for those employees whose
work performance may affect the safety of DTPW passengers, employees and/or equipment.
Safety is the responsibility of all employees and the department will make every effort to ensure
that all employees are aware that safety is the primary consideration in every action taken.

The plan will be implemented as a dynamic working document; appropriate revisions to the plan
will be made on an on- going basis.
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100 INTRODUCTION

This Manual has been prepared to offer guidance in the many functions that must be
performed by the Transit Operation Supervisor (TOS). There are many procedures that
have been prepared to assist in carrying out these functions and when dealing with
specific situations. However, this Manual cannot possibly anticipate every situation that
a Transit Operations Supervisor will encounter. Much of the TOS’s function will be to
utilize good judgment and common sense “consistent with prudent business practices.
The purpose of this manual is to train new Transit Operation Supervisors and to provide
guidance for existing and future TOS in their daily responsibilities. It is always the
responsibility of all TOS to familiarize themselves with the contents of this manual and
to maintain their skills proficiency.

This manual supersedes all previous versions and is available on DTPW'’s TransitNet. [t
will be reviewed annually and revised as needed.

101 Moving Into Supervision

101.1 Leadership

The TOS is a vital extension of management and DTPW as a whole. The TOS's
leadership is especially important because he or she has direct contact with Bus
Operators. It is imperative that instructions and guidance be provided assertively and
respectfully.

While a Bus Operator is primarily concerned with the operation of his or her own vehicle
and route, the TOS is responsible for many Operators, vehicles, routes, and for making
daily decisions affecting those routes, traffic flow, and passengers. The TOS is also
responsible for the performance of Operators who were once peers and are now
subordinates. A TOS must balance a fine line between being in charge and maintaining
professional working relationships. It is important to show by actions that he or she is
concerned about those being supervised and that everyone is working together toward
a common goal. Leaders must earn the respect and acceptance of employees by being
competent, hard-working, and self-confident when making decisions. A leader also
provides praise for outstanding work and reprimands tactfully, constructively, and
impartially.

#
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102 TOS Role & Responsibilities

Transit Operation Supervisors (TOS) are the first line of supervision. Their duties
require leadership, good judgment, exceptional communication, knowledge, skill, and
discretion. The essence of this job is quality control, through observing the operation of
Metrobus service, correcting deficiencies, and reporting conditions of service and
actions taken to the proper authorities. The TOS must also take a proactive approach
to customer service. Effective supervision results from good communication skills, a
thorough knowledge and understanding of policies and procedures, and a willingness to
understand the problems confronting employees. The objective of the TOS is to ensure
that we provide safe and reliable service. TOS must instill in others a desire to perform
efficient, productive, and set a good example for other employees.

103 TOS Responsibilities:

No matter which of the functions listed below is being performed at any given time, an
individual is performing as a TOS. As such, each TOS can expect to be assigned
interchangeable functions. These functions are not limited to:
* Window Dispatch
Lot Supervision
Field Supervision
Terminal Supervision
¢ Other important functions
TOS responsibilities include but are not limited to:
e Enforcing DTPW Metrobus Operations/Maintenance Rules & Procedures Manual
» Management of manpower and equipment availability
¢ Keeping buses on schedule
¢ Investigating accidents/incidents
¢ Providing customer service
e Ensuring safety

These are all vital components of providing high quality transit service. Each of these
functions, as well as several others outlined throughout this Manual, are the
responsibility of the TOS position.

s e upm———
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The TOS is responsible for direct and/or indirect supervision of Bus Operators. Duties
include coordinating and controlling operations on all bus routes with TOS and other
field units at the direction of Bus Traffic Control; initial and subsequent dispatching of
Operators to assigned vehicles and routes, special assignments, and special events;
observing and supervising operators and bus operations. Assignments may include
disseminating information regarding routes, schedules, and fares to bus customers at
terminal points, major route junctions, park-and-ride locations, and other points in the
system.

The TOS is also responsible for providing information on a variety of factors indicating
the adequacy and efficiency of service; and assisting Bus Operators in loading
passengers and departing the terminal and other loading points in a timely manner.
Other responsibilities include initiating complete reports of damage to vehicles or
injuries to passengers by investigations performed at the scene of an accident or
incident. Work may be performed on unusual work shifts and employees must work
within established departmental rules, regulations, and procedures, while exercising
independent judgment in handling emergency problems in the field. General direction is
received from the TOS Division Superintendent and or the TOS Lead Workers who
reviews work for compliance with departmental procedures.

The major tasks to be performed by the TOS are listed below. Each function is outlined
in greater detail in the following sections of this Manual.

103.1 Window Dispatch Functions

e Plan, assign, and review the work of Bus Operators to assure compliance with
departmental rules and regulations, including ADA (Americans with Disabilities
Act) and the 14-90 rules.

* Assign Bus Operators according to the Collective Bargaining Agreement (CBA),
departmental rules, regulations, and procedures; calculate personne! needs
based on level of service required, and availability of equipment and personnel.

¢ Assure the availability of Operators and equipment for posting work assignments.

¢ Double-check for correct work assignments before giving out work.
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Assign all regular runs and trippers to Bus Operators on assigned shifts.
Assemble and distribute schedule cards, transfers, and other related forms.
Maintain Operator attendance records.

Check Operators reporting for duty on uniform appearance.

Account for transfers disbursed to Bus Operators and assure adequate supply of
all transit operations forms.

Inspect special events reports, defect cards, and other forms upon completion of
Operators’ assignments and place material in the proper location.

Account for all lost-and-found items turned in by Bus Operators.

Maintain close coordination with Maintenance for exchange of defective coaches
and for vehicle availability.

Communicate and coordinate with other TOSs and Bus Traffic Control regarding
vehicle and manpower availability and other issues.

Ensure schedule adherence for Operators upon leaving and returning to the
garage, on the lot, and in the dispatch office.

Ensuring that RANDOM FTA Drug Tests are executed timely

Staying Alert for any Operator appearing to be impaired.

103.2 Lot Supervision Functions

Ensure that all routes go out safely and in a timely manner.

Early in the morning the Lot TOS is responsible for ensuring that all buses are in
their proper location.

Enter all information into the dispatching system in a timely manner.

Ascertain bus availability for all work assignments, turn-around roadcalls, and
additional shuttle services.

Dispatchers must exercise good judgement in deciding the restoration of service
versus pullouts when experiencing bus shortages.

Insert shortages the buses in the dispatching system within 15 minutes before
they are scheduled to leave the garage, so that the automatic log-in will occur.
Supervise Operator activity on the lot; re-check Operators’ uniforms and
appearance; report any suspicious activity on the lot.

Be sure Operators leave in a timely manner and that the proper bus is assigned
to each individual route.
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a
o Coordinate with Bus Maintenance to assure that vehicles are ready for service )
e Assist with other dispatch duties as instructed or assigned by management

e Assist with the Window Dispatch function when needed

103.3 Field Supervision Functions

¢ Provide direct supervision and assistance to Bus Operators in the performance of
their duty in coordination with Bus Traffic Control.

e Provide information to the public pertaining to routes, schedules, transfers,
transfer points, location description, fares, and other information related to transit
operations.

 Respond to a variety of requests for transit information and location of public
buildings, churches, schools, parks, stores, tourist attractions, and special
events.

e Answer and refer inquiries relative to subsidiary transit services, such as lost-
and-found, shuttle, trolley services, and advertising.

¢ Maintain route maps, schedules of departures and arrivals, and detours; estimate
route distances and calculate intermediate arrival times. .

e Assist Bus Traffic Control during Metrorail and Metromover service disruptions at
stations with crowd control and assist customers with general service '
information.

¢ Coordinate the removal and replacement of buses having mechanical difficulty in
the field; supervise the transfer of customers and rescheduling of run to maintain
adequate service.

» Receive phone calls and radio transmissions from Bus Traffic Control.

» Notify Central Control when accidents and/or unusual incidents occur.

e Compile DTPW vehicle accident reports on the scene including photographs,
sketches, and witness statements.

* Resolve any differences between Bus Operators and customers within their
assigned zone and/or wherever they are dispatched.

¢ Coordinate field operations involving special events and emergency service.

o« Cooperate with law enforcement agencies investigating accidents. Request
medical response as needed.
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Recommend an increase or decrease in the number of buses used in special
events based on ridership data.

Contact Bus Operators on assigned runs to give special instructions and render
any assistance that may be required.

Verify proper operations of all on-board communication equipment.

Report Bus Shelters and Bus Stops that need repairs or cleaning.

Check and enforce schedule adherence.

Determine and report causes for buses not adhering to schedule.

Investigate consumer complaints.

Perform terminal supervision duties.

Terminal Supervision Function

Provide information to the public similar to the Field Supervision function.

Assist the public on all inquiries of service related adjustments.

Assist Bus Traffic Control during Metrorail and Metromover service disruptions at
stations with crowd control and assist customers with general service information
(see section on Bus Bridges section for specific instructions.

Have route maps, schedules of departures, arrivals, and detours on person.
Contact Bus Operators on assigned runs to give special instructions and render
any assistance that may be required; check Operators’ appearance and uniform
compliance.

Ensure that instructions given to Operators regarding departure times are clear
and concise.

Verify proper operations of all on-board communication equipment.

Conduct field surveys to determine customer (passenger) load factors, time
interval of runs, adequacy of service, and proper location of bus zones; observe
traffic movements and flow to assist scheduling.

Monitor appearance and cleanliness at DTPW locations centers and report any
problems.,

Monitor and assist with on-time performance.

Check fare media of customers prior to boarding.

Assist Bus Operators by boarding customers as appropriate.

Assist customers in making connections at transfer points.
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103.5 Other Important Functions

« Prepare, coordinate, and supervise Special Event services.

¢ Request and review video footage from on-board the buses at random and in
response to accident/incident investigations, write and submit reports as
appropriate.

e Check farebox activity to ensure Operators are following proper procedures
regarding use of the farebox.

¢ Verify operation of on-board radio/communications equipment.

o Perform related work as required and as assigned by management.

s TOS Supervisors may be assigned to the Miami-Dade Emergency Operations
Center (EOC) to support evacuation or other emergency efforts.

104 Proactive versus Reactive - A Focus on Customer Service

The Transit Operation Supervisors in conjunction with the Bus Traffic Control and a fully
functioning Automatic Vehicle Locator (AVL) system, is in a position to proactively
manage DTPW's bus service, rather than waiting for situations to arise. The Transit
Operation Supervisors must have a high level of energy and a strong sense of personal
accountability for high quality customer service.

The AVL system has allowed Bus Traffic Contro! to be more proactive in monitoring
schedule adherence. While schedule adherence is still an important responsibility of the
TOS, it allows the TOS to spend more time performing other duties where they can be
of assistance to DTPW customers and Bus Operators. For example, having TOS spend
more time at transfer centers (performing the Terminal Supervision function) will allow
them to better control bus service leaving these critical locations in the system. Having
an DTPW representative at the transfer points to provide information, check on the
condition of buses and facilities, assist disabled passengers, and give directions to
tourists is yet another way of “meeting the mobility needs of our customers.”

if the Transit Operation Supervisors do their jobs well, DTPW's on-time performance
and customer focus will improve, helping the agency accomplish its mission of providing
“clean, safe, reliable, and courteous transit service."

e
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104.1 General Courtesy

DTPW has one basic purpose: to provide safe and reliable service for the general
public. Bus Operators and Transit Operation Supervisors are the faces of DTPW. Bus
Operators as well as TOS have more opportunities to build relationships for DTPW
more than anyone else in the organization. DTPW Operators have 300,000
opportunities per day to make a good impression.

Every day DTPW carries customers who have never ridden a bus before. Many of
these new customers will become regular passengers if they like our service. Most will
continue to be passengers only as long as they are satisfied with the quality of service
DTPW provides; in other words, Transit Operation Supervisors must assist Bus
QOperators in being successful representatives of DTPW bus service.

When dealing with DTPW customers and the general public, Transit Operation
Supervisors operating in the field or at terminals should present a professional
appearance; be friendly, helpful, and considerate. Ensure that Bus Operators are
following rules and procedures and use good judgment at all times.

104.2 Handling Difficult Situations

There are techniques that can be used to effectively handle difficult situations with
customers as well as Bus Operators. One of the most important is to acknowledge the
customer's or Operator's situation and feelings. A good way to get results in an
emotional situation is to show that you believe their situation and feelings are
understood and are important. People find it harder to argue or be angry when they get
the message: “What you have to say and what you feel is important!”

Another important aspect of customer relations is to maintain or enhance the
individual's self-esteem. Self-esteem is defined as “having a good opinion of cneself.”
Often the difference between handling a problem successfully and ending up with an
even bigger problem is how well the person’s “good opinion” of himself or herself is
maintained or enhanced. Treating customers, as well as Operators, in a friendly and
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respectful way (especially people with complaints and problems) can do much to reduce
harsh feelings and gain cooperation.

A third technique in dealing with customer complaints and problem situations is for the
TOS to present the position from his or her point of view and offer suggestions (in the
form of questions) for solving the problem. It is important to listen to customers or
others who present problems or complain, but it is just as important that they hear and
understand the TOS's position.

104.3 Listening

When a customer or Operator is speaking, give them undivided attention. Do not let
distractions or preoccupations interfere with giving them the message that what they are
saying is being listened to and is worth listening to. Remember, it is their idea and most
important to them.

¢ Stop Talking: One cannot listen while talking.

¢ Empathize with the Other Person: Imagine the situation from the other person’s
perspective to see what he or she is trying to say.

¢ Ask Questions: Do not be afraid to ask when something is not understood or
needs clarification.

+ Do Not Give Up Too Sogn: Do not interrupt others; give them the time to finish
what they have to say.

¢« Concentrate on What the Speaker is Saying: Actively focus attention on the
speaker's words, ideas, and feelings related to the subject.

e Look at the Other Person: Make eye contact and observe body language; it will
help in understanding and will make the speaker feel you are really listening.
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Leave Emotions Behind: They can interfere with listening and understanding.

Control Anger: Try not to get angry when communicating; it may prevent the
understanding of words or meanings.

Eliminate Distractions: They will take attention from the speaker.

Share Responsibility for Communication: Only part of the responsibility rests
with the speaker. The rest of the responsibility for communication and
understanding lies with the listener. Ask for clarification if necessary.

React to Ideas, Not the Person Speaking Them: Reactions to the person should
not influence the interpretations of what he or she says.

Do Not Arque Mentally: When trying to understand another person, it is a
handicap to argue mentally as he or she is speaking. This sets up a barrier
between the listener and the speaker.

Listen for What is Not Said: Sometimes, as much can be learned by determining
what the other person leaves out or avoids talking about as can be learned by
what he or she actually says.

Do Not Antagonize the Speaker: Arguing, criticizing, taking notes, not taking
notes, asking too many questions, not asking questions at all, etc., can have the
effect of antagonizing the speaker. If someone feeis antagonized, he or she may
conceal ideas, emotions, or attitudes. Try to judge and be aware of the effect on
the other person.

Avoid Jumping to Conclusions: Do not assume that everyone uses words the
same way, assumptions may turn out to be true, but more often they just get in
the way of understanding and reaching agreement or compromise. Wait until all
the facts are in before making judgments.
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o Avoid Classifying the Speaker: It can affect the listener's response to what is
being said. People have the trait of being unpredictable and not fitting in to
various classifications.

104.4 Attitudinal Barriers

Attitudinal barriers are the way one thinks or feels that affects not only oneself, but
others, too. These attitudes can have a negative impact on the relationship with
customers. Some of the barriers of which Transit Operation TOS should be aware are
listed below.

s Prejudice may be defined as a negative opinion or judgment formed beforehand
or without full knowledge or complete understanding of all the facts. It is similar
to bigotry and intolerance. It could show up in the form of irrational hatred or
suspicion of a specific group, race, or religion.

+ Stereotyping is a convenient way of oversimplifying an opinion, conception, or
belief. One believes certain things and attributes certain characteristics to a
person, group, event, or issue. This grouping does not allow for individual
differences and all, therefore, members of a group are treated alike.

« Bigotry is similar to prejudice. [t differs in the fact that one considers one’s own
attitudes and beliefs above all others. One believes that he or she is right and
everyone else is wrong. This can become a fanatical devotion to one’s own
group, religion, race, or political beliefs.

¢ Dislike is a feeling of aversion (intense or definite dislike, avoidance, or distaste).
o Discomfort can be described as mental or physical distress that shows up in the

form of an annoyance or inconvenience that results in making one feel
uncomfortable.

———— X /]
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Remember that body and verbal language will reveal any of the above attitudinal
behaviors, and one might not even be aware that he or she is displaying them. TOSs
should treat everyone with the level of courtesy with which they would like to be treated.

104.5 Effective Customer Interactions and Problem Resolution

The following are the steps to be used in all customer interactions, as well as
interactions with Bus Operators that are being supervised:

e Address the individual in a friendly manner: A friendly manner can win
cooperation or, at least, keep emotional situations from getting out of control. By
being friendly and courteous from the start, a positive tone is set for the rest of
the interaction. By doing that, the odds of resclving the situation favorably are
increased.

+ Acknowledge the situation: One of the most basic and effective ways to resolve
a difficult situation is to show the other person an awareness of, and an
understanding of, his or her situation.

o Openly present your position and check for understanding: As important as it is
to acknowledge the other person’s situation, it is just as important that he or she
understands the TOS's position. A customer (or Operator) who is aware of the
importance of a given policy or guideline is much more likely to cooperate in
enforcing it. The person's understanding can be checked by asking questions
such as, “Do you see what | mean?” or, “Do you see my point of view?"

s Ask for cooperation: Demanding cooperation in a difficult emotional situation
usually does not work. In fact, that approach usually just makes the individual
angrier and more defensive. Asking for cooperation is usually much more
effective. One of the best approaches is to offer suggestions in question form
that are acceptable to both parties.
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¢ Thank the person: A final, sincere “thank you" demonstrates to the individual that
his or her cooperation is appreciated. It also ends the interaction on a positive
note.

104.6 Information to Customers

To help customers who request information, TOS should be familiar with all DTPW
operating instructions and the area of their zone. If the answer to a customer’s question
is not known, say so and suggest that the customer call Transit Information at 305-770-
3131 (311) or 305-891-3131 (south of 216" Street). It is best not to guess and provide
information that is not accurate. Under no circumstances should customers given
wrong information. Do not provide Division Dispatch or Bus Traffic Control telephone
numbers to the general public.

105 Team Approach

While Transit Operation Supervisors are expected to perform several functions,
sometimes on an individual basis, they must regard themselves as part of a team. They
must operate in a spirit of shared information. They should seek input from fellow TOS
and others who might have pertinent information when necessary. All TOS shall be
prepared to cover the responsibilities of another TOS if he or she has to focus on other
duties related to a major incident or other reason. The phrase “not my job" does not
apply to the TOS. More than 300,000 Metrobus customers per day are relying on
DTPW to provide service in accordance with published schedules. The job of Transit
Operation Supervisor is to help ensure the highest quality of bus service possible
throughout DTPW'’s system.

A team approach among Transit Operation TOS is required and expected amongst all
TOS. Every Transit Operation Supervisor must share a high sense of purpose in
improving DTPW's service to the public. It is essential that TOSs work well and maintain
a good rapport with other employees and with Bus Operators in particular.  For
example, TOS must always exercise courtesy, patience, and be tact when speaking
with an Operator. TOSs can also improve communications within the agency by
providing Operators with information on agency initiatives and progress, while providing
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planning and scheduling managers with their insights on needs for service adjustments
and improvements.

106 TOS Conduct & Appearance

The Transit Operation Supervisor shall act in a businesslike manner at all times, being
courteous to all with whom contact is made. A TOS shall have a personal interest in
each employee, give clear instructions, and command respect through competence,
firmness, and fairness.

Cleanliness and neatness are required at all times. Hair, mustache, and beard must be
well-groomed. Male TOSs without a mustache or beard must be clean-shaven. The
issued uniform shall always be worn properly and with pride. The TOS sets an
important example in this regard: his or her adherence to the appearance standards set
forth in the Metrobus Operation Rules and Procedures Manual is vital.

107 Work Assighments

Choice of work assignments will be picked by seniority order. Regardless of selection
of work assignments, shifts may be subject to changes of duty as may be indicated by
the Lead TOS or other circumstances. During any natural or civic disturbance, all TOSs
will remain in touch or make themselves available in case they are needed.

TOSs must report on time and remain on duty until the completion of their shift, uniess
otherwise instructed by the Lead TOS. Swapping of shifts must be approved through
superintendent or lead workers. If a relief fails to report on time, the TOS will notify the
Superintendent or Lead TOS for instructions and remain on duty until properly relieved.

Failure to call before two (2) hours of your report may result in an unauthorized leave
status on the PAR. After hours (5:00pm-8:00am) and on the weekends and holidays call
Bus Traffic Control at (305)375-2924 or 26 and then your Superintendent as soon as
possible during normal business hours and once a day for each day of absence.
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108 Equipment

Depending on the assigned function, the Transit Operation Supervisor will be
responsible for various equipment associated with each function. Proper recording of
the use of equipment is required. The TOS is not only responsible for knowing how to
properly use each piece of equipment but is also responsible for maintaining and
reporting any problems with equipment to keep it in working order. Equipment used for
the various TOS functions is outlined in subsequent sections of this Manual that
specifically address each function.

All property issued to the TOS for the performance of his or her duties shall remain the
property of DTPW and shall be surrendered upon request. Loss or damage of any
County property must be immediately reported to the Lead TOS. |t is the TOS's
responsibility for the care and security of all tools and/or equipment issued to him or her.
In the event such tools or equipment are lost, stolen, or broken, and the TOS is found
negligent, he or she will be financially responsible for its replacement cost.

109 Reports, Memos, and Recordkeeping

TOS must have the ability to communicate in writing effectively, not only when filling out
forms, but also when completing various required reports and also when preparing
memos. Such reports and memos are often shared with other departments within
DTPW, including management, and must be clearly and concisely written. All pertinent
information must be included when filling out required reports, and all memos should
include the basic tenets of “Who,” “What,” "When,” "Where,” and “Why." Examples of
when it is appropriate to prepare particular reports and memos are included for each
TOS function in subsequent sections of this Manual.

All recorded information must be complete, clearly written, and only state the facts as
presented to you without prejudice. When performing the Field Supervision function, the
TOS must compile accident reports on the scene including photographs, sketches,
witness statements, etc. In the Field Supervision or Terminal Supervision functions, the
TOS will conduct field surveys to determine customer loads and to assist in scheduling.
The TOS must collect, log, deliver, and account for all lost-and-found articles turned in
by Bus Operators. In addition, Daily Reports and Operator Checks must be submitted.
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The TOS must perform and document periodic checks of Operators’ performance and
their knowledge of operating and safety rules and procedures; informally
counsel/reprimand Operators when rules or procedure violations occur; receive,
organize, and distribute Operator reports for deficits and accidents; and update, correct,
and report environment information in various Operators databases.

110 Collective Bargaining Agreement

The TOS should always have available a copy of the Collective Bargaining Agreement
(Union contract). All working rules and procedures that are not covered in this Manual
will be found in the union contract. If a TOS is unsure of rule interpretation, he or she
should contact the Lead TOS.

TOSs should also have available a copy of the Metrobus Operation Rules and
Procedures Manual, as well as a copy of this Manual.

111 Forms

Because of the wide variety of duties associated with each TOS function, and the need
for timely and appropriate documentation of various issues, the ability to properly fill out
required forms is essential. The TOS must ensure an adequate supply of all transit
Operation forms—make copies before they are all used. Some general forms are
inciuded here, and copies of other necessary forms are included in this manual
according to the corresponding TOS function. When filling out hand written forms, upper
case or block letters must be used. Forms and reports must be double checked for
accuracy.

111.1 Banked Holiday

This form is required when a TOS requests that a holiday be paid. If this form is not
submitted, the holiday will be automatically banked. The request must be received no
later than the week of the holiday being banked.

111.2 Problem and Service Improvement Report

s

December 2019 26



DTPW Transit Operations Supervisor Training Manual

TOS will submit an email or service improvement report (Online) to report the problem
and suggest a solution.

112 Unsafe Driving Practices by Bus Operators

All Transit Operations Supervisors are required to be observant of any of the Unsafe
Driving Practices listed below whether on duty or off duty.

o Failure to secure the bus (put gearshift lever in neutral and set parking brake
when leaving the bus to avoid serious accidents).

s Using a cell phone while operating the bus. Covering driver's side window with
paper.

* Failing to keep proper following distance between the bus, and the vehicle ahead
or following too closely, (#1 Cause for front end collision). Where our vehicle hits
another vehicle in the rear.

e Changing Lanes or preparing for turn without clearing traffic approaching from
the rear or exiting from bus zones without clearing properly.

¢ Failing to slow down and yield to vehicles, or pedestrians (failing to drive
defensively).

e Delayed braking or sudden stopping to avoid hitting other vehicles, pedestrians
and other hazards.

o Speeding (driving faster than posted speed limit or too fast for conditions,
particularly in school zones).

o Accelerating from the bus zone fast. Approaching and entering bus zone too fast,
delayed braking.

» Making turns, either, too wide, too short or over the 5 mph limit (too fast!)

o Making right or left turns on red traffic signals.

¢ Failing to come to a complete stop at railroad crossings and stop signs.

+ Operating bus with defective stoplights or headlights. Improper signal usage of

the turn signal.

¢ Operating the vehicle without wearing the seat belt.

¢ Running over curbs with tires while making a turn. Driving too close to parked
vehicles and hazards
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o Eating, Drinking, or listening to electronic devices or reading newspaper,
magazine, etc., while operating the bus.

e Backing the bus without proper assistance and/or failing to use the homn
appropriately.

 Failing to: 1) use due caution before entering intersections, especially those with
flashing traffic signals. 2) stop for flashing red light, and 3) use due caution at
flashing yellow, and flashing red traffic lights.

» Blocking lane of traffic while making unauthorized stop for personal business.

e Failing to properly curb the bus (bringing the bus to no more than 12 inches from
the curb, when possible).
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200 WINDOW DISPATCH FUNCTION

201 Description

» Plan, assign, and review the work of Bus Operators to assure compliance with
departmental rules/regulations, including ADA (Americans with Disabilities Act).

e Assign Bus Operators according to departmental rules, regulations, and
procedures; calculate personnel needs based on level of service required, and
availability of equipment and personnel.

o Assure the availability of Operators and equipment for posting work assignments.

» Before giving out work, double-check for correct work assignments

» Assign all regular runs and trippers to Bus Operators on assigned shifts.

e Assemble and distribute schedule cards, intercounty tickets (if needed) and other
related forms.

¢ Maintain Operator attendance records.

o Check Operators reporting for duty on uniform regulation compliance.

* When assigning work to an Operator, TOS shall meet with each Operator and
shall not permit or require any driver to drive a bus when his or her ability is
impaired, or likely to be impaired, by fatigue, illness, or other causes, likely to
create an unsafe condition.

¢ Assure adequate supply of all transit operations forms.

* Inspect special events reports, defect cards, and other forms upon completion of
Operators’ assignments and place material in the proper location.

» Properly log and store all lost-and-found items turned in by Bus Operators and
others.

o Keep track of Service CallfYard Duty operators at all time.

» Maintain close coordination with Maintenance for exchange of defective coaches
and for vehicle availability.

e Communicate and coordinate with other TOS and Bus Traffic Control regarding
vehicle and manpower availability and other issues.

e Ensure schedule adherence for Operators upon leaving and returning to the
garage, on the lot, and in the dispatch office.

- S
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The Window Dispatch function completes the process of matching bus schedules to
vehicles to Operators. If_is _the primary responsibility of the Window TOS to
continually ensure that DTPW'’s bus service schedule is met. In this function, it is
necessary to anticipate, on a continual basis, Operator and equipment needs and
changes in supply. The Window TOS should always be able to answer the questions:
“What is the Operator availability?”; “Who is the next Operator?”; and “What is the
status of bus availability?” It must also be remembered that Operator availability is
always governed by the limits imposed by 14-90 on regulated hours.

In addition to ensuring that current bus service is met, the Window TOS must also deal
with service failures, new services/schedules that are added, schedule changes, route
alignment (map) changes, bus assignment changes (route, run, or division), changes in
Operator assignments (such as open run bids and deletions), and prepare for additional
service requests such as special events/services, and emergency variations from
scheduled work (such as evacuation/hurricane procedures and bus bridges for
Metrorail/Metromover breakdowns). When performing this function, the TOS must
always be sure to keep all proper records, enforce all County and DTPW rules and
procedures, and work to prevent favoritism, errors, and misjudgments among
Operators, TOS, and other employees. Finally, the Window TOS must be familiar with
the Trapeze Operations Production System and any other operational system, and

must_remember to make entries/ichanges in_Trapeze as the changes are
occurring, and not at any later time.

Window TOS on duty at all divisions MUST make sure all “exceptions” are entered in
Trapeze, by checking that entries made manually during the operating day in hand-kept
documents are correctly entered into OPS.

202 General Daily Timeline of Responsibilities (Duties specific to the shifis are
outlined in detail on the following pages).

3:00 p.m.  Activate the day for next day’s service
Allocate a.m. extra boards toc open work
Create extra list for the next day (the extra list consists of Operators
exclusively working overtime to supplement boards)
Complete extra list worksheets

Y
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5:00 p.m. Post boards and extra list for Operators (contractual obligation)
Print dispatch sheets

Midnight Secure available bus list for the next day (from Maintenance Shop)
Update assigned buses for the next day by 2:00 a.m.
Print sheets again now including assigned buses

3:30a.m. Usually Operators begin to report for work (subject to change and may
vary by garage)

4:30a.m.  Take names for the P.M. extra list and next day's A.M. extra list

7:45a.m.  All report boards should be assigned for A.M. peak service
Allocate the P.M. extra boards
Create P.M. extra list
Transpose of boards to P.M. dispatch sheet

8:30 a.m. Post P.M. boards and extra list for Operators (contractual obligation)

202 Window Duties All Shifts, All Divisions

202.1 4:00 a.m. — 12:00 p.m. ----------—- 12:00 p.m. — 8:00 p.m.

e Responsible for all dispatch functions.

¢ Dispatch regular runs and trippers.

s Check in Operators assigned to regular work and assign Board Operators to
open work, using the extra list if necessary.

¢ Maintain attendance log and recap {Absence Details Report), and an accurate
recording on work sheets in Trapeze.

o Assignment of Operators and equipment to special events, checking special
events slips for accurate information and recording of special events slip
(location, hours, mileage, passenger count, etc.).

¢ Insert special notices/detour maps in the operators work
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o Record Board Operators and extra list Operator pay.

e Coordinate with the TOS at the lot window for bus changes and assignment of
P.M. pull-outs buses and regular runs.

¢ Obtain all information on calls for reports from Operators involved in accidents or
incidents from Bus Traffic Control. Dispatch needed assistance and following
through with Bus Traffic Control.

e Coordinate with Bus Traffic Control for information needed regarding buses,
Operators, and routes, etc.

o Check overtime slips for accuracy, accident/incident forms for legibility, and make
sure any witness cards and accident kits are attached.

e Receive and record lost-and-found items. Secure and lock all items, including
bikes.

« Relay messages to Operators from Superintendents/Chief.

* Pass out paychecks/stubs when needed.

e Coordinate manpower needs with other divisions and BTC.

e Other duties as required.

O 202.2 Other duties as assigned 4:00a.m. - 12:00 p.m.

¢ Generally responsible for dispatching all A.M. work up to 12:00 p.m. and entering
all information in Trapeze.

e Check in P.M. Operators assigned to regular runs and correct errors in
assignment if needed.

o Keep attendance recap up-to-date, including late and excused information
(Absence Details Report).

e Assign and record special events, secure Operators and buses for special
events.

e Record information regarding cancellation of run due to missfiate trips in
Metrobus Daily Service Report. If Daily Service Report is inaccessible, record
Daily Service Report save in file shared folder.

e Assign and record unscheduled reliefs for Operators who are sick, have court
appointments, and physicals, etc.

e Assign Operators to open pieces of work.

o List Operators that request to be excused or are sick (follow through).

#
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Coordinate with Lot TOS on pull-out buses.

Check in special events; check for proper information and record time.

Dispense and receive overtime slips. Check for correct information.

Dispense and receive accident reports. Have Operator sign a non-driving slip, if
appropriate.

Receive and record lost-and-found items.

Pass out interoffice mail to Operators.

Relay messages from Superintendents/Chiefs,

Pass out Operator paychecks/stubs.

Work with Bus Traffic Control as to information needed on buses, routes, and
Operators.

Coordinate with superintendents for hold downs assignments.

Receive and forward operators choice/bid slips for open runs, hold downs and
line up picking.

Other duties as assigned.

12:00 p.m. — 8:00 p.m.

“
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Generally responsible for all P.M. work reliefs, regular runs, trippers, and control
of P.M. Boards, all second reports for A.M. board and extra list. Enter all
information in TOS as it happens.

Dispatch all P.M. runs, reliefs, and special events, etc.

Dispatch all P.M. unscheduled reliefs and record properly.

List Operators that request to be excused or are sick.

Dispense and receive Operator overtime slips. Check for correct information.
Dispense and receive accident reports. Make sure they are properly fill out
(name route, run, IR#, location, etc., etc.) Have Operator sign a non-driving slip,
if appropriate.

Receive and record lost-and-found items. Lock and secure all items, including
bicycles.

Provide reports for the afternoon/next day (phone calls).

Pass out Operator paychecks/pay stubs.

Relay messages to Operators from Superintendents/Chiefs.

Coordinate flow of buses with the Lot TOS, Yard Duty operator and Maintenance
TOS at each division.
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Assign buses to pull-outs and make lot changes as needed.

Determine the priority of trippers to be cut when necessary because of a
shortage of buses or Operators and inform Shop of shortage prior to need.
TOSs should know the priority routes for each division (same routes/runs should
not be missed each day)

Put away schedule cards.

Keep attendance recap up-to-date.

Record information regarding cancellation of run due to miss/late trips in
Metrobus Daily Service Report. If Daily Service Report is inaccessible, record
Daily Service Report save in file shared folder.

Received and forward operators choice/bid slips for open runs, hold downs and
line up picking.

Other duties as assigned.

8:00 p.m. — 4.00 a.m.

202.5

Work window: receive schedule cards as operators return to the division.
Enter into TOS Operators that request to be excused (based on manpower
availability) or are sick.

Dispatch late special events or other late services.

Make any schedule and map changes (including detours).

Place schedule cards and detour maps in rack for next day’s runs.

Receive and record late special events.

Receive Operators overtime slips. Check for correct information.

Receive and record any unscheduled reliefs that have been made.

Give report times for next day (phone calis).

Checked all work and correct boards if needed (no 2 hours or 4 hours reports)
Other duties as assigned.

Afternoon Assignment (after 7:45 a.m.)
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Pass: Tt
Nome:

Senioiity:

Telephone;

Wakren

[ Cverride Multi-Piece Assignment

Bl Evproyes Name Message | Assign

Dwision wort tgme Pt

Button Button Name HNote/Description O
» Start Work Starts manual work assignment process
Assignment
o Next Assigns suggested work shown in the Assignment pane and go to the next
employee
1w Previous Assigns suggested work shown in the Assignment pane and go to the previous
employee
& Assign Work Assign open work
& Unassign Work Unassign work
= Auto assign all work  Starts automatic work assignment

PM Allocation
1. Click Task > Daily Lists > Work Assignment Assistant.
2. Click Context (F3).The Context dialog box appears.
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a. Agency - click the agency.
b. Profile - click the profile, The profile specifies rules and priorities for assigning
work.
Note: Boards should be aliocated in this order:
- PM Timesiot
- AM Report Board (PM Report)
- AM Report Board (PM Standby) RXP
¢. Date - enter a date.
d. Click OK. The Work Assignment Assistant screen returns.
3. Click Auto Assign All Work. The system automatically assigns open work to
employees. Assigned work information appears in the pane at the bottom of the
screen.

202.6 Next Day Assignment (after 3:00 p.m.)

Agenty: | Trapaze City Transit
Dvisior: [48C provider - el

Date  g449.45

Elapsed Edkamatid

; Time Message E
|

/]
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Button Button Name Note/Description

4 Undo Day Activation Rollbacks a day activation
i Stop Activation Stops day activation

E Perform Day Activation Starts day activation

To activate a day:
1. Click Task > Dispatch > Activate Day. The Activate Day screen appears.
2. From the Division list, click the division for activating the day.
3. In the Date field, enter the day that you want to activate.
4. Click Perform Day Activation.
To undo a day activation:
1. Click Task > Dispatch > Activate Day. The Activate Day screen appears.
From the Division list, click the division for undoing the day activation.
In the Date field, enter the day for undoing the day activation.
Click Undo Day Activation.
In the Confirm Delete Day Activation dialog box, click Yes.

AW N

AM Allocation
1. Click Task > Daily Lists > Work Assignment Assistant.
2. Click Context (F3).The Context dialog box appears.
e. Agency - click the agency.
f. Profile - click the profile, The profile specifies rules and priorities for assigning
work.
Note: Boards should be allocated in this order:
-  PM Timeslot
- AM Report Board (PM Report)
- AM Report Board (PM Standby) RXP
g. Date - enter a date.
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h. Click OK. The Work Assignment Assistant screen returns.
3. Click Auto Assign All Work. The system automatically assigns open work to
employees. Assigned work information appears in the pane at the bottom of the
screen.

202.7 Mail Distribution

Prepare and forward mail to:
¢ Payroll
¢ Lead TOS office.
+ Division Superintendent
» Instructors

To Payroll:
o “First Page Only" (Green sheet), of Operator's overtime slips, unscheduled relief
slips, extra work, etc. (in “blue bag”)

O To Dispatch Office:
e “Copy” of original hand kept dispatch sheets.
e “Original” hand kept board and extra list sheets.
s Any other pertinent correspondence, memos, notifications, special events slips,
Window TOS'’s sign in sheets, lot changes, roadcall Operator reports, etc.

To Division Superintendent (Lead Dispatcher):

Instructors:
* “Original” Operator's accident/incident reports. (Make sure it is completely filled
out before accepting it from the bus Operator). Any other pertinent
correspondence.

203 Evaluation and Management of Manpower

R
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Availability of Operators is critical for the Window TOS to know at all times. Operator
needs should be checked according to a designated buffer (for each Division) that has
been developed by management. The buffer will help ensure that missed service is
kept at an absolute minimum, with a goal of zero. Any extra Operators remaining after
all needs are met at a given Division can be used to cover shortages at other Divisions.

Checking on Operators and handing them work is the simple part of the Window
Dispatch function. The more challenging tasks for the Window TOS involve evaluating
manpower, creating the extra list, distributing extra list report times as evenly as
possible to avoid high volumes of Operators reporting at the same times, and managing
the list so that Operators are sent home at the appropriate time.

If, despite the best preparations, manpower has been underestimated and a shortage
will soon occur, the TOS can call for volunteers. A fully appropriate use of the PA
system is to alert everyone in the room that a manpower shortage is anticipated: “need
a volunteer,” or “in a couple of hours we’ll be running out of Operators” are possible
announcements. Those in the room might be able to inform colleagues who are off
work that day. Sometimes, Operators come in and say, “do you need anybody today,
John Smith wants to work.” If necessary, the TOS shouid call other divisions to transfer
work.

When a shortage of Operators occurs, the following steps should be followed by
contacting (in order):

o Dispatch at other Divisions

o Division Superintendent

¢ Division Chief

¢ Bus Traffic Contro!

e |ead Workers

o Lot TOS will be notified as to what service will be cut back, based on guidelines

(hierarchy) from management.

It is appropriate and absolutely essential for the Window TOS to, upon reporting to work
at the window, whether in the morning or when relieving another, to evaluate
manpower. Manpower must be continually monitored and evaluated throughout the
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shift and into the next shift. The TOS must always keep in mind, as the day progresses,
the changing manpower needs. An example of a situation to avoid is when a TOS
reports to work at 4:00 p.m. and doesn’'t count or evaluate the manpower and, suddenly,
at 6:45 p.m., there is a problem. That same problem should have been evident at
midnight the previous day and should have been reported to him or her by the previous
TOS at 4:00 p.m. when the relief was made. It is always the responsibility of the
TOS to make him- or herself aware of any potential manpower problems and to
immediately take the necessary steps to prevent or correct those problems.

The effective TOS takes a proactive approach to the evaluation and management of
manpower, and also looks beyond his or her division to the whole of Metrobus
Operations. If a TOS has a surplus of Operators at one division, he or she shall
contact the other divisions to see what their manpower situations are and
coordinate to ensure that all manpower needs are met throughout the system.
Rather than pay the surplus Operators and send them home, the TOS shall be sure
they are not needed at another division first. A less effective TOS might say, “Well, if
they need people, they should call.” While this may be true, it does NOT excuse the
TOS from taking the initiative to call the other divisions prior to sending surplus
Operators home.

204 Relationship with Bus Traffic Control

In general, Bus Traffic Controller {BTC) is responsible for all occurring bus activity. A
TOS is responsible for all activity at his or her garage. Bus Traffic Control has the
responsibility to make requests based on bus needs and has the expectation that any
request will be heeded by the Window TOS. For example, The Window TOS in the
Dispatch Office must treat every call from Bus Traffic Control regarding Metrorail or
Metromover interruptions as valid and must respond immediately, being prepared to
provide up to 25 buses in the peak and 15-20 buses in the off-peak, along with the
appropriate number of Operators.

Bus Traffic Controllers can set priorities for the TOS in cases of equipment and
manpower shortages, i.e., the BTC can direct the TOS to assign buses and Operators.
The TOS, on the other hand, must inform BTC of service failures on the lot or shortages
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of equipment or manpower as or before they happen. As always, communication is
key. Communication must always occur and be as clear, concise, and thorough as
possible.

205 General Information

205.1_Upon Reporting for Duty

When getting relieved or relieving someone else, the immediate expectation is that all
relevant information will be shared, especially relating to manpower, vehicle avaiiability
and requirements.

Trapeze reports report board, time slot operators, and extra list should be printed and
Operators counted. Count scheduled work on Daily Activity Screen or print Open Work
report to determine already scheduled and potentially open work. This information
should be quantified and described (i.e., saying its “good” is not sufficient). All pertinent
information should be printed out and/or written down so it does not have to be
recounted again when needed. Likewise, all important information should be written
down—it can be easy to forget during a busy shift.

205.2 Operator Check-in (Pull-Outs)

Operators are required to check in directly with the Window TOS and record the check-
in electronically with the Sign-In-Terminal. Failure of an Operator to tap his or her
badge or failure of the Sign-In-Terminal to register a successful check-on must be
recorded and reported. This electronic check-in must be done with every report to the
window (not just the first report of the day, but every report). It also must be done even
when Operators report late to the window with a reasonable explanation. !t does not
matter whether they missed the bus and are late for an extra list assignment, whether
they were out on the lot talking with the Superintendent, or whether someone was
ahead of them talking at the window, the Operator must ALWAYS tap his or her badge.
If the Operator did indeed miss his bus, then the TOS can give that Operator a green
slip (delay time) and change the report. When the TOS had to pass what would have
been that Operator's report (thus changing the sequence of the assignment of work),
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then the TOS must address that report for the person whose time was passed, change
the report, and justify the adjustment.

When the Operator reports to the dispatch window for work, the Window TOS should
check to see that the Operator is dressed in proper uniform according to DTPW rules
(proper uniform information is contained in the Metrobus Operation Rules and
Procedures Manual). When assigning work to an Operator, TOS shall meet with each
Operator and “shall not permit or require any driver to drive a bus when his or her ability
is impaired, or likely to be impaired, by fatigue, illness, or other causes, likely to create
an unsafe condition” (quoted section is from 14-90). The TOS should distribute to the
Operator schedule cards, transfers, detour maps, and other related forms, as
appropriate for the piece of work.

205.3 Mail Notices for Operators

if an Operator has mail, the TOS should enter "Employee Message” in Daily Activity and
highlight the column in yellow to alert the Window TOS that the Operator has mail
waiting. Use “See SUP” comment in the Employee Message if the mail is something
that the Operator will need to get directly from the Superintendent.

The TOS must determine what to do with the mail that arrives (usually a secretary
separates the mail and brings it down—it is normally held in an area near the window).
There are different categories of mail or notices that may be sent to Operators, such as
regular mail, persconal information, or county-related mail. Specific examples of such
mail might include insurance forms, dismissal ietters, items requiring a signature,
internal and external mail, commendations, etc., or other documents for Bus Operators.
In any case, it is the TOS's responsibility to distribute whatever mail or notices are
delivered for the Operators, or to assign someone to distribute the items (if they are
batch documents that everyone receives).

Creating Employee Messages

You can create individual or mass messages from the Daily Activity screen.

Creating an Employee Message to an Individual
To create an employee message:
1. Click Task > Dispatch > Daily Activity. The Daily Activity screen appears.
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2. Set the Context (F3).

w

Click the name of the employee for creating a message.

4. Click Daily Activity > Employee Messages. The Employee Message dialog box
appears.
5. In the Employee Message dialog box, fill in the information:

a.
b. To Date - enter the last possible date for the message to print.

c.

d. Prevent Sign In - To prevent the operator from signing in during the

From Date - enter the first possible date for the message to print.
Msg Text - enter the message.

message date range, select the check box.
Click the empty row at the bottom of the list to save the message.

Creating an Employee Message to Muitiple Employees
To send a mass message:
1. Click Task > Dispatch > Daily Activity. The Daily Activity screen appears. Click
2. Send Mass Message. The Send a Message to Multiple Employees dialog box
will appear.
3. Inthe Send a Message to Multiple Employees dialog box, fill in the information:

a.
b.
C.

J @

December 2019

Divisions — select the division(s) of the recipients.

Employee Types — select the employee type(s) of the recipients.

From - enter start date for the range of when the recipients receive the
message.

. To — enter the end date for the range of when the recipients receive the

message.

Select Additional Employees — if you would like to include an additional

email recipient, find the employee and then click Add.

Recipients

i. To add an employee as a recipient: Click on the employee on the
left list, and then click the > button.

ii. To remove an employee as a recipient: Click on the employee on
the right list, and then click the < button.

Message - in the text box, type the mass message.

Prevent Sign-in - if you want to stop the recipient from signing in, select

the checkbox.

Click Send Message.
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4. Click Close.

205.4 Late Operators

The PA system must be used to call the Operator three times before marking him or her
as late. An Operator is LATE when he or she can no longer check-on at the report time
(i.e., if the report time is 6:01:00, the Operator has until 6:01:59 to check-on and will be
late at 6:02:00). If the TOS completes calling for the Operator for the third time and the
Operator has not swiped his or her badge at the window, then the Operator is to be
marked late.

Regular Operators who are late for their reports and report within two (2) hours MUST
be placed at the bottom of the report board and shall be required to take work as
assigned. These Operators can be held until all a.m. or p.m. work is sent out but they
cannot be forced to make a second report (late Operators can catch a split piece or a
combination with two reports, but cannot just be given a second report without their
acceptance). The same applies to report board Operators. Operators making such
penalty reports will be paid only for work actually performed; provided, however, that if
the TOS places the Operator on stand-by before work is assigned, he or she will be
compensated at the applicable rate for all stand-by time.

Even if the TOS believes there is sufficient manpower and the late Operators will not be
needed, they cannot be allowed to go home. The contract states that these Operators
must be placed at the bottom of the report board. The TOS does not have the
discretion to refuse to allow the Operator reporting late to go on the clock and begin
accruing stand-by time. The Operator must stay until he or she catches work or until it
is his or her turn to go home—the Operator must be used last; any report board or time-
slot Operator who reports will go in front of the late Operator.

Time-slot Operators who are late can be required to make two reports. When a time-
slot Operator is late, he or she becomes a report board Operator.

Trapeze: Creating Late Absence and Late Standby
LATE REGULAR (FULL TIME) OPERATOR (L)
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When an operator is late, the dispatcher on duty must remove the operator from
his/her work.
» (Mouse) Right click over operator who is late.
* Click “open work”
« Under open work, click on “open this and any subsequent piece which is
currently assigned”
* Under "absence type” drop down to “L — L Late”
* Under Employee Profile change the end time once the operator reports.
*  When the operator reports, add him/her to the “Daily Employee List”
« Click context and make sure the date is today’s date.
» Check for division and click on “Extra Board”
» Extra Board Type should be “AM Report Extraboard — Div."

» Add Extra Board
» Click on Extra Board
. Make sure the Extraboard Type is AM Report Extraboard”
. Go back to Daily Activity.
C Open “Quick Extra Work"
. Understand By the Work Name should be “L1234" L for late and the FULL
TIME operator's badge number.
. Work Sub Type should be AM Report Board.

. Enter report time and two (2) hours (sign on and sign off)

. Assign operator. (Make sure the Assign Type is “Daily Extraboard”

. Assign operator to open work as you would a regular Extraboard
Operator.

. For a second report, assign operator manually to a “Stand by". (No need
to add operator to the daily list again)

. If the operator is NOT needed when he or she reports for work, the

dispatcher will close the time with at least one (1) minute stand by.

NOTE: for full time operators the work name will begin with an L and the badge
number.

LATE PART TIME OPERATOR (LR)
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When a part time operator is late, the dispatcher on duty must remove the
operator from his/her work.
» (Mouse) right click over operator who is late.
» Click “open work”
* Under open work, click on “open current piece only”
» Under “absence type” drop down, click on “L — Late”
» When the operator reports:
¢ Do not add part time operator to “daily list”
e Create a quick "Extra Work”
¢ Extra Work Type: Stand-by
e Work Name: LR1234 (LR + Badge Number)
+ Work Sub-Type: Late Report
s Sign-On Time: actual time operator reports
¢ Sign-Off Time: 2 (two) hours (to end 2 hours later)
» If the operator is NOT needed when he or she reports for work, the
dispatcher will close the time with one (1) minute stand by.

NOTE: For part time operators, the work name will begin with LR and the badge
number

LATE TO UNAUTHORIZED LEAVE-No Call.

If a late operator fails to report for duty within two (2) hours of their schedule
report, the dispatcher on duty must change the absence code from L (late) to UN
(Unauthorized Leave).

REPORT BOARD OPERATORS SECOND REPORT.
When a report board operator reports for his/her second report and the

dispatcher on duty knows they're not needed, the dispatcher will release the operator
and will close the absence with one (1) minute stand by.
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205.6 Run Leaving Late

Split work in OPS Yard Management. Make appropriate entries in Daily Activity to
record the reason for the run leaving late. Record relevant data on window log and
verify Daily Service Report for accuracy. Finally, contact Bus Traffic Contro! and inform
those regarding runs that will be late and missed. .

205.7 Sick or Excused Request

An Operator requesting to be excused or placed on the sick list must call at least 45
minutes prior to his or her scheduled report time. Failure to call within the required 45
minutes must be reported to the Superintendent for disciplinary action.

205.8 Excused QOperalors

TOS shall instruct Operators to first make requests to be excused to the
Superintendent, with proper documentation. In an emergency situation, a TOS may
grant an operator (1) Unanticipated Annual. TOS may not excuse Operators with any
other time than an Unanticipated Annual. The TOS may grant such an excuse only
after giving consideration to manpower availability issues.

TOS may not grant funeral, annual, or administrative leave. Requests to be excused for
medical appointments, personal court, house closings, etc., which are normally
scheduled in advance, shall not be granted by the TOS. Such appointments should be
made through the Superintendent.

When an Operator requests to be excused and the excuse is denied, being sick is not
then a secondary option (i.e., if the request to be excused is denied, the Operator
cannot then be listed as sick). Never allow the Operator to ask how they should be
absent.

205.9 Sick Operators

Regular Operators:
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If due in to work, Open Daily Activity and check the next day's work to be sure
the Operator absence is close. Write “sick” by the Operator's name on the
dispatch sheet(s).

Board Operators:

Same as a regular Operator, in between the name and badge number on the
board list, write “sick.” Scratch work assignment and report. When Operators
call in sick or excused, listen to what they have to say, analyze the importance of
the problem, and then make a determination.

205.10 Place on Superintendent List

If an Operator is sick for reasons including chest pain, high blood pressure,
conjunctivitis (pink-eye), or dizziness, Create "SUPS” absence and leave the from time
open. The TOS does not have authority to approve in this situation; only the
Superintendent can approve it and close the absence. Ensure that the absence is
created for correct Operator. On weekends and after hours, do not hesitate to call the
Superintendent at home so that appropriate adjustments may be made.

205.11 Relief Sick

Give a relief Operator an unscheduled relief form (“green sheet’) to sign. The Operator
getting relieved must also sign the form and then turn it in. On the open line below the
hole number of the Operator getting relieved, record the Operator name (and badge
number) who finished the work and the hours of actual platform time.

205.12 Off-Sick List

The TOS must check to see the current status of the Operator in the employee profile
(the reason for being sick) when he or she calls, before giving the approval to return to
work. The TOS may not give the okay and then check; he or she must keep the
Operator on hold while checking the computer to look and see what the issues are. It is
possible that the TOS may be no longer authorized to remove that individual from the
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sick list—the Operator's status may have changed due to other information, such as
changing from sick to OJl {on-the-job injury), and a TOS cannot clear an Operator in
that situation.

If an operator has been out sick more than 10 workdays, the operator must be placed
on the SUPS list beginning the 11% day. The TOS is not authorized to remove the
operator to return to work. The operator must be advised to see their superintendent to
be removed from the SUPS. TOS cannot remove operator from SUP List and neither
will a TOS alter any absences unless given authorization from superintendent(s), l.ead
Dispatcher, or higher level of management.

If authorized to clear the Operator, go to the absence and give the absence type an end
from time. The Operator will then be ready for work for the next day, as long as he or
she called prior to 3:00 p.m. If the work has already been created for the next day,
when inputting an end time, the system shall prompt you to reassign the operator to
his/her original assignment.

205.13 Jury Duty

An Operator with a P.M. shift may request to be relieved by 10:00 p.m. if he or she is
scheduled for jury duty the next day. For additional information related to jury duty, see
the Collective Bargaining Agreement.

205.14 Transporiation fo Relief Point

If an Operator calls that transportation (bus) to his or her relief point did not show up,
send a road-call Operator with a patrol car (P-Car) to transport the relief to the relief
point, or contact the appropriate Field TOS. TOS shall not allow service to be disrupted.

If an Operator misses his relief bus, having him or her relieve the bus late is not an
appropriate response to the problem. The TOS must do everything to ensure that the
Operator is transported to the relief on time. If the TOS suspects that the Operator did
not make every effort to make the relief on time, he or she must be dealt with on a
disciplinary level; however, TOS shall not allow service to be disrupted.
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205.15 Request for Qvertime Slip

When an Operator's daily work is not completed as scheduled, this slip may be
requested. Overtime may be granted for a number of issues including: Operators
having been delayed due to traffic, rain, accidents, train, bridges, or other occurrence
beyond their control. In addition to normal delay time, there is additional time created
by an Operator having done additional work such as making a bus change, having run
an extra trip, or having a breakdown.

If overtime is granted, make sure the slip is properly filled out with the Operator's name
and badge number, date, route/run, bus number, hours, and the TOS’s signature, etc.
Give the Operator the white copy. The blue copy is for the Superintendent and the
green copy is for payroll. All of the proper information pertaining to the reason for the
overtime must be clearly described. Use the following codes when adding EXTRA PAY
depending on the situation:

o DT (delayed time) — for those miscellaneous factors that kept the Operator from
getting back on time.

¢ ET (extra trip) — when the Operator needed to make an extra trip.

e BC (bus change) — when the Operator needed to change his or her bus with
another Operator. Information on the bus being brought back to the garage and
the reason must also be recorded. (If an Operator comes back to the window
after completing work and the TOS asks him or her to go out again with a good
bus to facilitate the exchange of another bus, it is not a “BC" but is a service call
(“SC") — see below).

e SC (service call) — when the Operator has been placed on service call duty for a
short duration of time to perform a number of specific tasks. (This code is usually
with multiple events or tasks.)

o BD (breakdown) — when a bus breaks down. Information on the bus
experiencing a breakdown and the reason must also be recorded.

e TRAV (travel) — for issues such as missed buses, unscheduled reliefs, or
needing to be transported in a P-car. Comments should include details as to why
the travel occurred.

e S ——
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Especially when an Operator is called upon to perform a series of tasks that require
overtime, it is essential that the TOS report all of the information, so that there is an
accurate record of the actual events. Such a record is useful for determining if and
when Operators are taking advantage of situations to obtain additional overtime pay
(such as by taking longer to conduct particular tasks than necessary). Operators can, at
the discretion of the TOS, be questioned if it is suspected that they took too long to
return to the garage after performing an assigned task(s).

To view and record extra pay:
1. Click Task > Dispatch > Daily Activity. The Daily Activity screen appears.

2. Set the screen context (F3).

3. In the work list pane, click a piece of work for adding extra pay.

4. Click Daily Activity > Extra Pay. The Extra Pay dialog box appears.

5. In the Extra Pay dialog box, fill in the information:

a. Extra Pay Type - click the extra pay type.

b. The From Time and To Time fields fill in with default values, depending on the
extra pay type.

c. From Time - enter the time at which the extra pay begins.

d. To Time - enter the time at which the extra pay ends.

e. Job Class - enter the job class.

f. Extra Pay Reason - click the reason for the extra pay.

g. The Pay Time field fills in with the difference of the From and To times.

6. If you want, you may edit the Pay Time field value. You might want to do this
because the Pay Time value might not be the difference of the From and To
Times, you can record what is actually to be paid according to the rules of your
site (e.g., times may be rounded up).

7. Click the next blank line to save the new record.

“If you close the Extra Pay dialog box without moving to the next blank record,
the new record will not be saved.”

8. If the Assignment Violations dialog box lists one or more work assignment rule
violations, click OK. If a yellow symbol appears in the dialog box, the message is

“
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a warning and the extra pay can be added. If a red symbol appears in the dialog
box, the message is an error and the extra pay can only be added if you create a
waiver. If the Create Waivers dialog box appears, click OK to add the extra pay
despite work assignment rule violations.

9. If you want to specify labor cost allocations for the extra pay, click Cost
Allocation.

10. Enter information in the Cost Allocation dialog box.

11.Click Close. A green dollar sign appears in the Attributes column of the record to
which pay was added.

205,16 Lost and Found Procedures
Follow the current S.0.P for Lost and Found

206 Extra List

The Extra List is a list of Operators and report times scheduled for overtime pay, used to
supplement the report boards to achieve the anticipated manpower needs of the day.
Operators may volunteer to be placed on the extra list throughout the day; however,
every moming at 4:30 a.m., the TOS takes names of volunteers for the afternoon of that
day and the morning of the next day (p.m. and a.m. extra lists). Operators may
volunteer until the list, or the period being requested, is completed. Names may NOT
be taken earlier than 4:30 a.m.

The process of taking the names of volunteers consists of first taking the first three (3)
people in line at the window, and then the next three (3) people from the callers on the
phone. The TOS will continue alternating between the next three (3) people in line and
the next (3) people on the phone. The principle is first-come first-served, not a seniority
basis. Operators receiving work before 4:30 a.m. cannot stay at the window to be
added to the extra list.

Care must be taken to start this process only after it is officially 4:30 a.m. Operators on
the phone may NOT be placed on hold to await the turn of 4:30 a.m.; they must be
informed as to what the current time is. The phone must continue to be answered in the
minutes preceding 4:30 a.m. as it is at any other time of the day. There will be calls
about going sick, excused, or for reports to the dispatch office of accidents or other

e
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incidents. Many things may be going on in the minutes before 4:30 a.m., and so the
phone cannot be ignored during this time.

When the time is officially 4:30 a.m., the TOS shall announce the time over the PA
system and begin taking the names. An Operator may state, “This is John Smith, 830,
give me today and tomorrow.” It is most effective to only record badge numbers and
then at a later time take the list of names from the official form that is set up with a
column for the p.m. of that day and a column for the a.m. for the next day.

The TOS shall continue to take names throughout the day. Even if it is clear that there
are plenty of volunteers, the TOS MUST always take the name if requested by an
Operator, until the list is created.

The TOS creates work at 3:00 p.m., evaluates the manpower, and creates the extra list.
Once the extra list is created and posted, the TOS is no longer required to take names
for the rest of the day. The TOS shall post the p.m. extra list by 9:00 a.m. of that day
(there is no need to take names for the p.m. after 9:00 a.m., unless there is a manpower
shortage, then names should be taken as needed). The extra list for the next day shall
be posted by 5:00 p.m. by the TOS.

206.1 Calculation of Extra List

There is a form that assists with the calculation of the extra list. The need for the extra
list is determined by the anticipated use of manpower for open work, start runs, reliefs,
and any special service versus the manpower available from the extra boards. When
anticipated manpower needs are compared with available manpower on the boards, the
TOS can determine the appropriate size of the extra list. Based upon past experience,
the extra list is divided into three periods that accommodate the schedule of work at all
divisions:

* A.M. — from start of day until a.m. peak service is in place (approximately 3:45
a.m. to 7:30 a.m.).

¢ Midday — starts with the first reports after the a.m. peak (approximately 8:00 a.m.
to 11:59 a.m.). There is an informal division of the a.m. and midday extra lists;

— ———————————————  ——————————————————————  ——
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both are posted by 5:00 p.m. for the next day, but the requirements of each need
to be calculated separately.
¢ P.M. — starts after 12:00 p.m.

The TOS shall use a calculated buffer to cover what can traditionally be expected to be
lost over and above the actual numbers. For example, when a list is made for a
particular day, all anticipated needs are counted, and all anticipated Operators are
counted. Even if those numbers match, the TOS should realize that, between 5:00 p.m.
and 7:30 a.m. the next moring, some work will be missed. Therefore, a buffer is
needed. Buffer requirements change based on the day of the week. Current weekday
buffer requirements are listed below:

¢ Monday - 17
e Tuesday - 12
o Wednesday — 12
¢ Thursday— 14
¢ Friday — 20

Based on these numbers, for a Monday, if there are 20 open pieces of work and there
are 25 available Operators, there are +5 Operators. However, with a buffer of 17, there

needs to be 12 Operators for the extra list (17 — 5 = 12).

206.2 Management of the Extra List

Operators on the extra list will report to work but may not be needed. Those Operators
whose names are posted on the extra list, and who report, are paid a minimum of two
(2) hours (that is a minimum two-hours’ pay if they report and work up to one hour and
20 minutes, due to the time-and-a-half rate). Sometimes, Operators just need to come
in and check to see if they will be needed, and then are sent home. They may accrue
one minute of stand-by time but will still be paid the two-hour minimum.

The TOS shall manage the list properly according to the principle of first-come first-
served, which dictates that the first person in line gets the first available piece of work.
That piece of work may not be considered “desirable” if, for example, it is only a tripper
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of a few hours. However, if the Operator refuses the piece of work offered, he or she
must be placed on the penalty list. Individuals on the penalty list cannot be placed on
the extra list for a period of thirty (30) days.

It is important to note that, if the Operator reports but refuses the piece of work, it
is the law that he or she MUST still be paid the two-hour minimum. If an Operator
goes on the penalty list, but then after thirty days comes back on the list and continues
to refuse work, then he or she should be written up to the Superintendent, but the
Operator will still be paid. If an Operator initially accepts a piece of work, goes out and
prepares the bus, but after a few minutes comes back to say that he or she no longer
wants the work, then the Operator will be written up for disciplinary action, but will still
be paid the two-hour minimum.

To View and access the Daily Employee List:
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Button Button Name

A Employee Activities

(b Add Volunteer

=p Employee List Hours Adjustment
] Volunteer Usage Adjustment

S Volunteer Stamp

Note/Description

View select employee's activity

Only when viewing volunteer list.

Adjusts Extraboard or Volunteer hours

Adjusts Volunteer Usage

Adds modified by date information

1. Click Task > Daily Lists > Daily Employee List. The Daily Employee List screen

appears.

2. Click context (F3). The Context dialog box appears.
3. In the Context Dialog box, fill in the information:

a. Date - enter the date that you would like to view. The default is the current

date.

b. Agency - click the agency you want to view.
¢. Division - click the division you would like to view.

d. Select the Volunteers option.

e. Type - select the volunteer operators to view.

f. Click OK.

To quickly create and activate Extralist Standby:
1. Click Task > Dispatch > Daily Activity. The Daily Activity screen appears.

2. Set the Context (F3).

3. Click Quick Extra Work. The Extra Work dialog box appears.

4. Select Stand-by.
5. Complete the following fields:

e Work Sub Type - click the sub-type for the extra work.
e Division - click the division for the extra work.
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» Work Name - enter a name for the extra work (EX. XL1234).

« Comments - If applicable, enter a comment about the extra work.

¢ Sign-On Time - enter the time when the operator reports for the extra work.
« Sign-Off Time - enter the time when the operator finishes the extra work.

s Click OK.

207 Assignments of Bus Operators

There are several categories of Operators including time-slot Operators, report board
Operators, extra list Operators, walk-in Operators, and part-time Operators.

207.1 Time-Slot Operalors and Report Board Operators

Time-slot Operators receive priority for pieces of work eight (8) hours or more and get
one report. An assignment that requires a time-slot Operator to report to the window
more than once is an inappropriate assignment. Time-slot Operators may be assigned
splits, so long as they do not include a combination of pull-ins and pull-outs. In other
words, they may be assigned a piece of work that reports at the window, is relieved on
the street, and makes another relief on the street—they may NOT be assigned to work
wherein they pull out, get relieved, and return to the window for another piece of work,
such as a second pull-out on a second piece of work. A time-slot Operator is also
exempt from assignments wherein the first pull-out of a split is scheduled to return to the
garage, and then he or she makes a relief on the street (these types of assignments go
to report board Operators).

If a time-slot Operator has a 12-hour spread, he or she may not be assigned to work
more than 12 hours, which begins when the Operator first begins on the clock to when
he or she leaves the clock (the duration of the working day). For example, if an
Operator has a 12:00 p.m. report, he or she may not be required to be on duty more
than 12 hours from that report time. If the Operator reports at 12:00 p.m., stands by and
catches a piece of work that gets him relieved at 11:30 pm., but is not due back in the
garage until 12:03 a.m., then that is a violation because it keeps the Operator on the
clock more than 12 hours. The Operator MUST be scheduled and into the garage and
off the clock within the 12-hour spread.
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The spread time for report-board Operators is 14 hours, and the same considerations
are involved, i.e., they must be scheduled in the garage and off the clock before the
expiration of the 14-hour spread. The TOS can, however, assign time-slot Operators
and report-board Operators pieces of work where the work is scheduled past the spread
time, as long as the Operator is relieved and enough time is allowed for travel back to
the garage before the expiration of the spread time.

An Operator can work no more than 10 hours of platform time unless he or she requests
otherwise. Stand-by time does not count toward the 10 hours of platform time.

207.2 Assignment of Work

Assignment of work is first-come, first-served, based on the position dictated by the time
on the board (time is secondary to position on the board). In the case of report-board
Operators who are on their second report of the day, the first Operator available is the
Operator whose position on the board is highest, not the Operator with the first time.
For example, the first Operator on the board may have had a piece of work that was
finished at 1:30 p.m., and the second report is 2:00 p.m., while the second Operator on
the board may have caught a short tripper and has a 12:15 p.m. report. If there is a
piece of work due out at 2:05 p.m., the TOS MUST, according to the contract, use the
Operator with the 2:00 p.m. report before the Operator with the 12:15 p.m. report, even
if it means that the Operator with the 12:15 p.m. report will not be needed and will have
to be paid anyway. A Window TOS is able to change the assignment for that last
Operator on the board and should work to use the Operator where he or she will be
needed at an appropriate time.

Because time-slot Operators receive priority for pieces of work eight (8) hours or more,
if there is no eight-hour piece available to give the time-slot Operator priority over the
report-board Operator, the priority for the next piece of work is determined by the
position on the board, if the boards were combined. For example, if there is a 4:30 p.m.
time-slot Operator and a 5:00 p.m. report-board Operator, and the next piece of work is
three hours, it cannot be given to the report-board Operator just because it's a short
piece—it must be given to the Operator whose position on the board is highest which, in
this example, is the 4:30 p.m. time-slot Operator. According to the contract, lacking an
eight-hour piece of work, the priority reverts to the position on the board. TOSs do have

s
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the discretion to assign the extra list to pieces of work three (3) hours or less in length,
in front of time-slot or report-board Operators (the extra list is guaranteed 40 hours per
week but may not work all of it).

The Operator who has the highest position on the board dictates that the next piece of
work goes to him or her. However, if that piece of work exceeds the time spread, he or
she MUST still be offered that piece of work and allowed fo, at his or her discretion,
waive the protection of the 12- or 14-hour spread time limitation. Some Operators will
agree to working beyond the spread, but others will not want to work one minute over.

Therefore, the Operators must be offered the work if it exceeds their spread time. If
they refuse it, then they can be passed and the work given to the next Operator. If,
however, no one accepts it, or no one is available, then the TOS may, for report-board
Operators, give them the first portion of the work or a combination, or give it to them and
have them scheduled to be relieved. For example, if the TOS asks the Operator, “Do
you want the whole piece of work?”, and the Operator declines, then the TOS shall try
to find someone who is willing to work it. If the TOS cannot find anyone to work it, then
the original Operator can be given the work and be scheduled to get relieved. These
issues relate to the TWU contract, not Chapter 14-90 (selections of which are shown on
pages 51-52 and in Appendix E). To avoid the possibility of protests, under normal
operations, the TOS should give the work to the report-board Operator and have him or
her relieved at the appropriate time (instead of offering the work to an extra-list
Operator). In the case of a report-board Operator in the p.m., if there is not an extra list
Operator available to make the relief, the report-board Operator will be given the work
that exceeds the spread and will be required to work it (in the contract). He or she will
be paid the additional premium (pay-rate increase) that occurs after the spread time is
exceeded.

In assigning work, the TOS does have some discretion. One of the discretionary issues
involves change of assignment. When there is manpower shortages, and after having
exhausted the report board, time-slot, and extra list (and called for volunteers or walk-
ins with no response), the TOS can then use the change of assignment to move
scheduled Operators up the list.
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When spread limits require that an Operator be relieved, he or she need not be relieved
in the final hour (of the spread). The relief needs to be scheduled for a time when
Operators will be available to make that relief, meaning that the TOS must do what is
appropriate according to the schedules and available manpower. The TOS must not let
so much time go by that the Operator gets paid longer and then there may not be a
relief available. There are many options on how to make the reliefs; however, the
interests of the agency should dictate what the options are at a given time, and
not the preferences of the Operators. The TOS has this discretion in scheduling the
reliefs and must use good judgment when doing so. The TOS must always be aware of
changing manpower issues and availability throughout the day.

207.3 Part-Time Operators

Part-time Operators should not be assigned anything other than their scheduled work,
except when there are no other full-time Operators available. When a particular piece
of work is initiated, the TOS should not be required to make any modification of it. The
TOS should make a reasonable effort to cover work at straight-time costs.

207.4_Chapter 14-90, Florida Administrative Code

The assignment of Bus Operators to pieces of work must be done according to
departmental rules, regulations, and procedures. This is accomplished by following
Chapter 14.90 of the Florida Administrative Code related to when one can or cannot
operate a vehicle. Excerpts from Chapter 14-90 are presented below.

Equipment and Operational Safety Standards Governing Public Sector Bus Transit
Systems, Chapter 14-90 of the Florida Administrative Code.

a. “The driver of a bus shall not be permitted or required to drive more than 12
hours in any one 24-hour period..." This pertains to platform (actual behind
the wheel) hours. All Operators must be checked off before completing 12
platform hours.

b. “...or drive after having been on duty for 16 hours in any one 24 hour
period,...” “On duty” includes stand-by time, wait and travel time, bus
preparation time, accident report preparation time, time required to see the

0 —
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Superintendent, court and jury duty time, instructional class time, medical Q

examination time, and platform time.

c. “...or drive more than 70 hours in any period of seven consecutive calendar
days.” Any Operator who works his or her statutory limit of 12 driving
(platform) hours within the 24-hour period daily will reach his or her 70-hour
limit on the sixth day, and that Operator will need to be limited to a 10-hour
maximum. This clause forces the seventh day off. There could be several
variations of this example.

Note that the wording states, “any period of seven consecutive calendar
days.” This means that the seven-day period always floats. It can be
Sunday through Saturday, Tuesday through Monday, etc.

d. “A driver who has reached the maximum 12 driving hours or 16 hours on
duty time shall be required to have a minimum of eight consecutive hours off
duty time within any one 24-hour period.”

e. “A driver's work period shall begin from the time a driver first reports for duty
for his or her employer.”

The 24-hour period shall begin with the first report for each Operator each
operating day. The 24-hour period in most cases will span two calendar
days; for example, from 05:55 on Tuesday through 05:54 on Wednesday.

f. “A driver may be permitted to drive for more than the regulated hours if the
hours are necessitated by adverse conditions resulting from weather, road
or traffic conditions, or emergencies resulting from an accident, medical
reasons or disaster.”

9. "The driver of a bus may be permitted to exceed his or her regulated hours in
order lo reach a regularly established relief point, provided the additional
driving time does not exceed one hour.”

h. Bus transit systems shall not permit or require any driver to drive a bus
when his or her ability is impaired, or likely to be impaired, by fatigue,
iliness, or other causes, likely to create an unsafe condition.

207.5 Collective Bargaining Agreement
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Always have available the Collective Bargaining Agreement (union contract) for
reference to working procedures for Bus Operators. All working rules not covered
herein are contained in the union contract. If unsure of a rule interpretation, contact the
Lead TOS.

It should be noted here that interpreting and negotiating the meaning of the contract
with Operators is NOT an activity that the TOS should be engaged in while on duty. If
an Operator protests about his or her work or vehicle assignment at the window, the
TOS wili listen, make an instant decision, and enforce that decision. If the TOS realizes
immediately there is a mistake, he or she can correct it. If not, the TOS will clearly
instruct the Operator to take the work and the vehicle and run the assignment. The
TOS will tell the Operator to take the protest or complaint to the Shop Steward or
Superintendent after the work is completed and compensation will be taken care of, if
necessary. The window is never the time or place for such a discussion. The work
must be run and must leave the garage on time.

208 Special Event List

With regard to football park-and-ride events, DTPW will post a notice requesting
Operators to sign up for these services. Each division will then post this list in seniority
order, which will apply for the first event. After the first event, the list will rotate on an
established basis. The Shuttle Service for these events will also be operated from this
list. Lists for high school football, as well as for the Orange Bowl Parade, Marlins
games, and Thanksgiving, are separate from the football list.

An attempt shall be made to secure a sufficient number of Operators to fill such needs
on a voluntary basis; however, back-to-back football park-and-ride events will be treated
as a single event and the list rotated after the last event involved. If, within 48 hours of
the event, DTPW has not secured sufficient Operators, DTPW has the right to call in
Operators scheduled to be off-duty on that day in reverse seniority order.

DTPW will make a reasonable effort to equitably distribute extra work such as special
events, park-and-ride, and picked trippers among the Bus Operators of each Operating
Division.
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The assignment of shuttle work shall be governed by the following procedures (except
as indicated above):

¢ Special events of a short duration (four hours or less) when determined by the
TOS shall be tied in with other work so as to coordinate the starting time and
location of special events with the availability of Operators and buses.

¢ Shuttle work may be assigned to Regular Operators on their regular work days
only when Extra Board Operators are not available. On their days off, Regular
and Extra Board Operators will be treated equally as to shuttle assignments on a
first-come first-served basis.

To quickly create and activate Shuttle:
1. Click Task > Dispatch > Daily Activity. The Daily Activity screen appears.
2. Set the Context (F3).
3. Click Quick Extra Work. The Extra Work dialog box appears.
4. Select the type: Specials.
5. Complete the following fields:
e Work Sub Type - click the sub-type for the extra work.
« Division - click the division for the extra work.
« Work Name - enter a name for the extra work.
e Comments - If applicable, enter a comment about the extra work.
« Sign-On Time - enter the time when the operator reports for the extra work.
« From Time - enter the actual start time for the extra work.
¢ To Time- enter the actual end time for the exira work.
» Sign-Off Time - enter the time when the operator finishes the extra work.
6. Click OK.

209 Preparing for Schedule Line-Ups

DTPW will provide for at least one (1) general line-up each year. This line-up shall be
effective in November. The general line-up shall determine facility locations and
vacation schedules as well as work assignments. DTPW will provide for at least two (2)
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more line-ups per year. Unless necessitated by service adjustments and/or other
operational requirements, these line-ups will be divisional line-ups. One will be effective
in April; the other will be effective in July. Additional line-ups may be scheduled as
deemed necessary by DTPW. For additional information, refer to the Collective
Bargaining Agreement (Article V1.2).

It is the TOS’s responsibility to provide Operators with bid slips for the line-up, to
schedule reliefs for Operators requesting reliefs when it is their tumn to pick, and to
manage manpower to ensure a proper supply of Operators to make timely reliefs.

Every request for relief must be logged on the appropriate form, completing all portions
of the form. Care must be taken with the logging of the Operators requests for relief, as
those logs are used by the staff conducting the pick. The pick is stopped when a
particular Operator's position is reached, and if he or she is not present, then the reason
why the Operator is not present must be determined. If the Operator was unable to be
relieved as requested, the pick will wait until he or she arrives. Therefore, this
emphasizes the necessity of logging the Operator's request for relief properly so that
others will know when he or she is supposed to get relieved.

It is the TOS’s responsibility to ensure that the Operators receive the appropriate bid
slips. Bid slips are available for open runs, hold downs, and line-ups. Bid slips for open
runs must not be available during a line-up—do not post open runs once the line-up is
posted. Any obsolete bid slips must be destroyed (not simply discarded). Every TOS
should be held accountable for determining the Operator's need and providing him or
her with the appropriate bid slip. TOSs must also not accept a slip that does not identify
the bidding Operator—a TOS must not sign a bid slip (thus accepting it) with no
Operator name on it.

The TOS must fax all the bid slips and logs of requested reliefs to the bidding site. By
5:00 p.m. A roadcall Operator will deliver the originals. The bidding site has
traditionally been at Central Division.

¢ [f the nearest fax machine is not working, another fax machine should be found
and used—hand-delivery alone is not an option.
« The fax should be followed with a telephone call to confirm the receipt of the fax.
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o |If any problems occur with the steps outlined above, the Lead TOS must be
contacted.

The TOS is responsible for ensuring that the line-up is properly posted. He or she
should immediately report any problems with the posting of the line-up. The TOS must
be aware of what is posted for the Operators at his or her worksite, and be certain that
the information is current. The TOS should go and look at what is posted in the drivers’
room and if something is posted that he or she does not understand, or something is
posted that should not be, he or she needs to see to it that it is corrected.

When new Schedule Cards are made available by the Scheduling Department, TOSs at
each division should:

o Make sure the hole number on each Schedule Card matches the corresponding
number on the Dispatch Sheet.

¢ Make sure that each split and combination run has an Instruction Card (second
piece of work) attached to it.

¢ Include all necessary attachments to each Schedule Card (ADA announcements,
voice annunciation codes, etc.).

¢ Replace the old spares (Schedule Cards and Maps) with a new set of Schedule
Cards and Maps.

o Replace the old Rotary with the new one.

210 Missed Service Priorities

Of course, the ultimate goal is to have no missed service, or roadcalls, etc. However, in
looking at the equipment supply for a particular day, if it looks like some service will
have to be missed, there is a priority list. There is some service that is not allowed to
fail. For example, more frequent service will be allowed to fail before a route that has
one-hour frequency. Also, first and last trips are typically not allowed to fail. The TOS
must understand which the priority buses are.

Overall, Routes that are deemed priority routes will not have any missed service and it
is the TOS’s responsibility to be sure none of these are missed.
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Special events must not be missed. Special events have an exclusive clientele and,
if their bus does not show, there is not another bus that can take them to their
destination. As such, if a shuttle has a breakdown, resources must be allocated to
restore that service before others.

Another issue is past failures. If, for example, the same trip on a particular route broke
down two days in a row, the TOS must ensure that it is not missed for a third day. With
these types of issues, coordination with Bus Traffic Control, Maintenance and the Lot
TOS is essential, and they must determine together, with the TOS, what has been lost
over the week to be sure that the losses are not impacting one group of customers
excessively.

211 Office/Workstation Equipment for the Window Dispatch Function

The Window TOS is responsible for the following pieces of equipment. The functioning
of the equipment, hardware and software, is the responsibility of the TOS on duty. The
TOS must report if repairs are needed (on his or her shift) and follow-up to ensure that
any problems are fixed.

o Working telephone

e Computer workstation

o Working fax machine

» Working copy machine
¢ Electronic badge reader
¢ Hand-held radio

e P.A system

212 Forms for the Window Dispatch Function

The following is a selection of the most important forms used by the TOS in the Window
Dispatch Function. Copies of each form follow the descriptions.

212.1_Bus Operator Leave and Attendance Report
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This form (405.01-102) (printed on green paper) is used to record leave taken by Bus
Operators. Information on the type of leave is to be included. Categories include
breakdown, accident, unscheduled relief, leave usage (vacation, etc.), non-operating
time, recap correction, light duty, special duty, and training.

212.2 Metrobus Operator’s Pre-Trip Inspection

This card (405.01-24) is to be handed out to Operators upon checking in at the Window.
The Operators fill out the card at their vehicle before leaving the lot.

TOS Reviews and verifies Metrobus Operator's Pre-Trip Inspection form periodically or
as needed. A replacement bus is assigned as needed.

212.3 Reasonable Suspicion Observation Form

This form is used when a bus operator meets at least one of the different behaviors
listed on the form to show reasonable suspicion of using alcohol or controlled
substances. If reasonable suspicion exists, the Operator shall be taken immediately for
a reasonable suspicion drug/alcohol screen in accordance with County procedures.

Criteria on the form include observations on the Operator's appearance, body
coordination, general attitude, mood, speech, and general behavior. The TOS can

provide additional comments on the form, as well.

212.4 Metrobus Operator’'s Defective Coach Report

This form (405.01-152) is for the Operator to fill out when there is a problem with his or
her vehicle. TOS makes this form readily available when needed.

212.5 Roadcall Operator Form

This form (Form # PR-BS-051-003) is used to log assignments of a Roadcall operators
over the course of a day.

212.6 _P-Car Loaner Form (Dispatch Vehicle Log Form)
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The Pool Car (P-Car) Loaner (Form # PR-BS-051-004) lists the date, P-Car
number, beginning and ending mileage, driver's name, time out and back in, and
the destination. The TOS’s responsibility includes:

o Making sure all operators sign the Key Log.

o Making sure keys are not transferred from operator to operator.

e Having the Road Call Operator fuel the P-Cars daily at the end of his/her shift.

¢ Being accountable for all keys at the end of the Window TOS's shift.

+ Having knowledge of the whereabouts of P-Cars and the expected return time of
P-Cars.

o Keeping gas cards with the TOS (Dispatcher) or Lead’'s TOS Office.

¢ Making sure that mileage is recorded daily.

» Reporting any damage to P-Car(s) immediately.

o Making sure that P-Cars are used for business purposes only!

212.7 Lost and Found Daily Log

This form (FRM C53) is used to record information pertaining to lost and found articles
feft by customers on transit vehicles or at stops/stations.

212.8 Lost and Found Claim Form

This form (FRM-EZLF-003) is used to record information pertaining to lost and found
articles being retrieved by customers on transit vehicles or at stops/stations.

212.9 Miami Dade Transit Lost and Found Article Check

This ticket (405.01-232 4/08) is used to record and track information pertaining to lost
and found articles being retrieved by customers on transit vehicles or at stops/stations.
This Ticket is only used for large articles (Back packs, Bicycle, etc.).

212.10 Extra List Worksheets

These sheets (Form # PR-BS-051-005) assist the TOS in calculating the extra list for a
particular day.
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212.11 Extra Work Penalty List

This form (Form # PR-BS-051-006) lists the Operators who fail to report for their
scheduled extra list duty. Operators remain on this list for seven days and during that
time are ineligible for the extra list.

212.12 Hold Down Bid Slip

This form (Form # PR-BS-051-007) is used for a Board (Standby) Operator requesting a
Hold Down, the assignment of an operator that will be out for a period of time.

212.13 Extra List Sign Up

This form is to be used for documenting operator's that signs up for extra work
assignments.

212.14 FTA Refusal Form

This form is to be used when an employee fails to meet FTA testing criteria's
(Reference County Drug and Alcohol Policy Online).

212.15 Pre-Trip Audit Form

This form is to be used by the service call operator(s) to document pre-trip inspection
cards that were not completed correctly. This form is to be submitted to Division
Superintendents.

L ——,———_—_—_—_—_—_—,———,—,,—,—— — —— — —— —— ————  —————————————|
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300 LOT SUPERVISION FUNCTION
301 Description

o The primary responsibility is to make sure that all the routes go out safely and in
a timely manner.

¢ Early in the morning the Lot TOS is responsible for ensuring that all buses are
aligned in their proper location; this task is accomplished with the help of
Operators who are assigned to work on the lot.

e Ascertain bus availability for all work assignments, turn-around roadcalls, special
services, and shuttle services.

e Responsible for making sure that all road calls coming in are immediately sent
out. Buses will not be reserved for schedule routes with the exception of
important trippers and runs such as the 95, 97, 51, and 38.

¢ Insert the buses in TOS U42 within 15 minutes before they are scheduled to
leave the garage, so that the automatic log-in will occur.

¢ Supervise Operator activity on the lot; re-check Operators’ uniforms and
appearance; report any suspicious activity on the lot.

¢ Be sure Operators leave in a timely manner and that the proper bus is assigned
to each individua! route {especially wheelchair-accessible routes).

+ Provide a direct link with Maintenance to assure that vehicles are ready for
service; coordinate with Maintenance Yard TOS for exchange of defective
coaches and for vehicle availability.

¢ Assist with other dispatch duties as instructed or assigned by management; may
need to assist with the Window Dispatch function.

The Lot Supervision function at DTPW is undergoing change: this will soon be a 24-
hour position. In general, Lot TOSs supervise all activities by Operators on the lot.
They also must be aware of and ascertain bus availability. Organization and
communication are essential to this function. Responsibilities include all bus
assignments, turn-around roadcall buses, special services, special events, and
communicating with Maintenance about the availability of buses.

e ————————————————————— e e
— ]
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302 Bus Assignments

The Lot TOS is in charge of all buses in the lot. No bus can be moved without the
permission of the Lot TOS. Due to the increase in DTPW's fleet size, the Lot TOS will
need to deal with buses that are “stacked” or “nested.” Buses will be stacked in lines
according to the type of equipment. There will also be a line for spares and a
maintenance line (dead line). The Lot TOS will need to be aware of exactly where each
different type of bus is located (for example, articulated buses, low-floor buses,
minibuses, etc.) in order to effectively coordinate service pull-outs. A form will be
created for the TOS in this function to use in keeping track of where buses are in the
stacked lines.

The Lot TOS is also responsible for where the buses are parked when they pull-in. At
the end of the day, fuelers (bus hostlers) and the Maintenance Yard TOS instruct the

Operator as to where to go and park the bus based on the next A.M. pull-out.

302.1 Bus Shortages

Bus shortages should never be considered as normal or acceptable situations.
When bus shortages occur, the Lot TOS is responsible for cutting back service. The Lot
TOS should notify Bus Traffic Control and Field TOSs over the main radio channel as to
what service is missing. Management has provided guidelines as to what trips get
delayed, what pieces of work are held back, etc., according to a hierarchy. For
example, a run on a route with more frequent service will be held back before a route
with a 60-minute headway, or a last trip. Manage a loss so as not to inconvenience the
same customers repeatedly.

Bus shortages at one division may be resolved by using spare buses from other
divisions. The Lot TOS at the division experiencing the bus shortage should coordinate
with Lot TOS at the other divisions (and Window Dispatch) and work to borrow
equipment, if possible. Be proactive—do not wait until there are no more buses before
calling others for help.

As soon as the Lot TOS anticipates a bus shortage, the following should be contacted:
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e Shop TOS

o Maintenance TOS

¢ Lead Workers (Dispatch)
¢ Division Chief

302.2 Operator Shortages

When a shortage of Operators occurs, Window Dispatch will notify the Lot TOS as to
what service will be cut back, based on guidelines (hierarchy)} from management.

303 Operator Supervision

The Lot TOS should check the activity of the Operators on the lot to be sure that they
head straight from the drivers’ room to their bus without lingering unproductively in the
area. In addition, Operators should get checked for uniform compliance before leaving
the garage twice: once at the Dispatch Window and once on the lot. This will
discourage the Operator from un-tucking a shirt, putting on a non-compliant head
covering, etc., after he or she leaves the Window and heads for the bus.

The Lot TOS also provides a link between the Window TOS and the buses on the lot.
Depending on the situation, an Operator will not always need to go back to the Window
TOS to get an assignment for a new vehicle, etc. Everything will be taken care of on
the lot.

The Lot TOS should also look out for and report any suspicious activity on the lot (there
is security personnel roving on the lots).

The Lot TOS is also responsible for the Operators assisting on the lot. See the Yard
Duty Bid Assignment Form, which lists Yard Duty assignments. Those on Yard Duty
can be given other assignments such as picking up and securing items such as vans,
security cones, umbrellas, raincoats, etc. The pre-trip inspections (see form) will
include:

¢ Farebox check

¢ Fire extinguisher, safety triangle kit check

—_________________________________________________________________________]
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o Destination sign check
o Brake lights, taillights, and headlights check
¢ Wheelchair lift and hook (for low-floor buses) check.

The responsibility of assigning Operators for lot assistance duties belongs to the TOS
performing the Window Dispatch function. Yard Detail (two per division) is now a TWU
pick; however, Service Call Operators can be assigned to help with these tasks if
needed.

304 Coordination with Maintenance

Lot TOSs provide a direct link with Maintenance and work closely with the Maintenance
Yard TOS. The Lot TOS will get information as to when a bus is ready for service; he or
she can then physically see that the bus is ready and in the proper location. With the
Lot TOS supplying this link, Window Dispatch will not have to be concerned that
information about a vehicle being ready for service is incorrect. The Lot TOSs have
total control of the lot and can visually confirm that a bus is where it should be.

Constant communication with maintenance is always important, especially if the Lot
TOS anticipates a bus shortage. This task cannot be overlooked if DTPW's mission is
to be properly achieved.

304.1 Bus Defects

When a bus comes back to the lot as the result of a breakdown, the Lot TOS will send
the bus over to Maintenance, where the defect will be investigated. The Lot TOS will
then need to deal with a turn-around bus to restore the service.

Coordination with Bus Traffic Control is important; the Lot TOS should be notified when
a bus is coming out of service (where, when, using RTG—return to garage—code).
Therefore, the Lot TOS should know when to expect the bus. Likewise, the Lot TOS
must inform Bus Traffic Control when and where a bus is put back into service, as well
as the new bus number and the direction it is going.
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If a bus pulls in with a defect at the end of the day, the Lot TOS will ensure that a Defect
Card is placed on the window and that the bus is isolated. The Maintenance Foreman
will look through all the defects and prioritize them.

The Lot TOS should ensure that regular schedule Operators do not take their buses to
the hot line. If there is a problem with the bus, another bus will be assigned to the
Operator to be sure the run leaves on time. An Operator assisting on the lot will be
responsible for moving such a bus to the hot line.

304.2 Roadcalls

At times, a bus experiencing a problem will not necessarily be able to make it back to its
home division. In such a case, Bus Traffic Control will assign a “foreign” bus to another
division. Then, the Lot TOS must restore the service and find a way to get the bus back
“home” when it is ready.

It is at the Lot TOS's discretion to prioritize among restoring roadcall service and
managing pull-outs. Management will typically recommend that service is restored first,
before new pull-outs occur.

The Lot TOS should be aware of Operators who bring in a roadcall bus hoping to be
assigned a “"better” bus. It should be understood that, when bringing in a roadcall bus,
the Operator will “trade down," not “trade up,” as far as equipment type. An Operator
coming in with a newer bus will go back out with an older bus. This policy discourages
Operators from bringing in buses just to get a chance to drive a newer, nicer bus.

305 Silent Alarms for Vehicles on the Lot

All buses in DTPW'’s fleet are equipped with silent alarms. The silent alarm is to be
activated by a Bus Operator only when the Operator's life or the lives of customers are
in danger and it is not safe to use regular radio procedures. When an Operator
activates a silent alarm, an audible alarm as well as a red “alert” box are activated by
the AVL systems to warn the Bus Traffic Controllers of the situation. Bus Traffic Control
is instructed to respond to all silent alarms immediately.
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If the vehicle with the silent alarm is determined to be in a DTPW garage yard, Bus "
Traffic Control will acknowledge and clear the alarm immediately. The CAD/AVL
system does not allow Bus Traffic Control to send voice calls or text messages to a
vehicle in Silent Alarm Mode until it is cleared. Once the alarm is cleared, a Bus Traffic
Controller will attempt to contact the vehicle via radio. Division Dispatch will be notified,

and the Lot TOS will be advised of the vehicle’s location and instructed to check on the
vehicle and make sure that there is no emergency. [f necessary, another TOS or
mechanic may be dispatched to assess and/or stabilize the situation.

306 Shifts

Lot Management has three shifts:

e 4:00 a.m. to 12:00 p.m. — Responsible for the A.M. roll-out, service disruptions,
turn-arounds, etc.

e 12:00 p.m. to 8:00 p.m. — Responsible for the P.M. roll-out, service disruptions,
turn-arounds, etc.

e 8:00 p.m. to 4:00 a.m. — Responsible for owl pull-outs and preparation for the
next A.M. roll-out.

307 Forms for the Lot TOS

307.1 Lot Change and Roadcall Window Log

This form (Form # PR-BS-051-002) records the lot change and roadcall information for
vehicles at a given division.

307.2 Daily Gate Checks

This form (Form # PR-BS-051-017) keeps track of bus pull-outs and records information
on early and late departures, etc.
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400 FIELD SUPERVISION FUNCTION

401 Description

Provide direct supervision and assistance to Bus Operators in the performance of
their duty in coordination with Bus Traffic Control.

Provide information to the public pertaining to routes, schedules, transfers,
transfer points, location description, fares, and other information related to transit
operations; respond to a variety of requests for transit information and location of
public buildings, churches, schools, parks, stores, tourist attractions, and special
events.

Answer and refer inquiries relative to subsidiary transit services, such as lost-
and-found, shuttle services, and advertising.

Maintain route maps, schedules of departures and arrivals, and detours; estimate
route distances and calculate intermediate arrival times.

Assist Bus Traffic Control during Metrorail and Metromover service disruptions at
stations with crowd control and assist customers with general service
information.

Coordinate the removal and replacement of buses having mechanical difficulty in
the field; supervise the transfer of customers and rescheduling of run to maintain
adequate service.

Receive phone calls and radio transmissions from Bus Traffic Control in the field;
notify additional TOS, maintenance, and security units as appropriate; notify the
Bus Traffic Control when accidents and/or unusual incidents occur; instruct Bus
Operators in proper procedures.

Compile accident reports on the scene including photographs, sketches, and
witness statements.

Assist the public at major route junctions or in the operation of shuttle, and other
high-density special service runs.

Resolve any differences between Bus Operators and customers within their
assigned zone and/or wherever they are dispatched.

Coordinate field operations involving special events and emergency service.
Cooperate with law enforcement agencies investigating accidents.

e —
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e Recommend an increase or decrease in the number of buses used in special O
events based on ridership data.

o Contact Bus Operators on assigned runs to give special instructions and render
any assistance that may be required.

+ Verify proper operations of all on-board communication equipment.

¢ Perform minor maintenance when possible at bus shelters, etc., and report the
need for any other repairs.

¢ Check schedule adherence.

s Determine and report causes for buses not adhering to schedule, if possible.

¢ Investigate consumer complaints.

¢ Can perform terminal supervision duties.

When circumstances dictate that an appropriate action is to transport a customer in a P-

Car, it can be done. Call Bus Traffic Control and advise them of the pick-up and drop-

off location and take down the mileage. The customer should be dropped off at a
“reasonable” location, either a bus stop or a nearby destination. Under no
circumstances should a TOS transport a passenger without the knowledge of Bus
Traffic Control. Appropriate circumstances for transporting a customer in a P-Car might .
include if a bus breaks down or is on its last trip and there are only one or two
customers, or in response to an issue between an Operator and a customer, among
others. Never transport a customer who complains of a physical injury.

Field Supervision provides the “eyes” to help Bus Traffic Control make decisions and
keep Metrobus service running smoothly. This function is responsible for directly
supervising the Bus Operators on their routes to be sure they are following proper and
safe driving procedures, and that they are appropriately using equipment on the bus
and that it is in working order. The Field Supervision function also entails aiding Bus
Traffic Control with schedule adherence and management, and for responding to
accidents, incidents, and other emergency situations. Finally, the TOS in the field can
assist DTPW customers and the general public with information about Metrobus and
other DTPW transit operations.

402 Supervision of Bus Operators
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The Field Supervision function involves patrolling a given zone in an assigned P-Car
(patrol car). The TOS should be visible to the Operators to keep them on their toes and
to provide assistance when needed. Operator conduct, driving performance, and
appearance should be monitored.

Between calls, when there are no specific problems to respond to or assignments to fill,
the TOSs should patrol their assigned zone, and ensure that their whereabouts are
unpredictable to the Operators. This way, the Operators will never know if a TOS might
be near, ready to detect if they are driving recklessly, cutting runs short, or otherwise
not following rules and procedures. Randomly patrolling areas within zones also
provides opportunities for TOS to check detours, take note of physical conditions
affecting bus routes such as low tree limbs, worn pavement at bus stops, broken
shelters or benches, or graffiti.

Supervision is not only accomplished from the P-Car; it is essential for the TOS to exit
the patrol car to speak with Operators, associate with customers at transit centers and
enter buses to give customers extra feelings of safety and security. Spending some
time with the Operators will help foster the idea that both TOSs and Operators are
working toward the common goal of providing superior transit service to the public and
will also foster communication and good relations between them. It is very important for
the Operators to know that TOSs and Managers genuinely care about their well-being.

Operator contacts during the shift shall be noted on the TOS's Daily Report, which is
used to keep track of all calls received during the day and is turned in at the end of the
shift. The back of the Report is where the TOS keeps track of the Operator contacts,
indicating when write-ups were issued and when they were not (non-write-ups). See
the section on “Forms” for more information on the reports and memos that are used in
this function.

403 Schedule Adherence and Management

With the use of DTPW's Automatic Vehicle Location (AVL) system, the function of
keeping Metrobus service operating on schedule is now primarily the responsibility of
the Bus Traffic Controllers at Bus Traffic Control.  Similarly, while TOS is patrolling
their zone and or when they’re at a terminal, TOS can monitor buses through their
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tablets and make schedule adjustments. If there are conditions such as road work, an
accident, adverse weather, flooding, or other conditions beyond the control of the
Operator, there may be little that can be done to immediately correct the schedule
adherence for that bus. With this capability, BTC and TOS will at least know what
conditions are affecting schedule adherence along the route and will be able to share
information with TOS and other Operators along the route. TOS will be able to make
adjustments for other buses on that route.

Likewise, it is important to remember that the TOS also act as the “eyes” for Bus Traffic
Control, and it is beneficial for them to be aware of such conditions and keep Central
Control informed. As part of a team that manages Metrobus service, the TOS should
know these conditions and share this information with Bus Operations managers and
schedulers who can take steps of a more permanent nature to address these conditions
in a manner that will result in better on-time performance in the future.

404 Shifts and Zones

All TOS must check their emails daily for possible assignments and information
regarding their zone and bus operation. The following are important daily duties of the
Field TOS.

The TOS must:

o Take code 09 (in service — see Appendix C for radio codes) within 15 minutes
after the shift begins and give P-Car number. If unable to take code 09 within 15
minutes, advise Central Control to be put on a code 10 and give the reason.

e Take code 05 (to your station) before leaving the zone to return to the division.

s Take code 10 {(out of service) after reaching the division. Don’t forget to log
ending mileage at the end of the shift.

+ Report to work on time as scheduled.

¢ Do not leave work before the shift ends.

s Leave all P-Car keys on the key rack in the TOS’s room for other TOSs.
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. ¢ Give the location he or she is in route to/from when given a call by Central

Control.

¢ Notify Lead Worker via memorandum when P-Car is within 600 miles of its next
Preventative Maintenance (P.M.), so as to make an appointment with GSA.

¢ Make a minimum of ten (6) Operator contacts daily and they must be listed on
the TOS Daily Report form.

¢ Check and report missing or damaged bus stop signs, benches, and shelters.

¢ Fill out all forms and reports correctly and completely (see section 409).
TOS’s reports are very important, especially the FTA, Random Test, Write-
Ups, and Bus Investigation Reports. Proof reports for accuracy; read it
twice.

Current zones are shown on the following pages.

]}
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405 Incident Call Responses

A significant part of the Field TOS function entails responding to incidents in his or her
zone. When patrolling their zone, it is also important for the TOS to stay aware of
conditions in neighboring zones by listening carefully to their radios and responding to
incidents in the neighboring zone if that zone’s TOS is committed to another ongoing
incident.

When an incident is reported in his or her zone, the TOS should confirm the location of
the incident. Upon arriving at the scene of the incident, appropriate actions should be
taken, given the situation. These actions can range from assisting the Operator with a
situation involving a customer, helping the Operator troubleshoot malfunctioning
equipment in order to keep the bus in service, assisting customers involved in an
accident, or escorting a buses that needs to be towed to the Division, among other
actions. Certain incidents may require interaction with DTPW Office of Safety and
Security (OSS) staff to ensure the agency's regulatory reporting requirements are met.
TOS should work with DTPW OSS to ensure compliance. Additionally, when
responding to an incident, TOS should identify themselves, and cooperate with Fire
Rescue and Police staff who may also be on scene.

The initial call to the TOS from Bus Traffic Control should be made over the Main
Operations radio channel. Once contact has been made, the TOS should be instructed
to switch the radio to an alternate radio channel. All subsequent communication should
take place over the alternate radio channel, rather than the Main Operations radio
channel. The TOS will be instructed to change the radio back to the Main Operations
channel after an “all clear” has been given by Bus Traffic Control.

405.1 Non-Emergency Incidents

These types of incidents primarily deal with vehicle equipment problems. If a Bus
Operator experiences a vehicle problem, he or she will contact Bus Traffic Control
using the RTT (Request to Talk) function over the radio. The Bus Traffic Controller will
determine what action should to be taken. The bus will either need to be stopped
immediately, or it may be able to continue on its route until assistance can be provided.
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The Bus Traffic Controller can decide to send a replacement vehicle, a service truck,
and/or a Field TOS to the scene.

Over time, by observing the roadcall mechanics, an effective TOS will learn how to
solve some of the more simple problems such as those with wheelchair lifts and
destination signs, etc. Knowing how to resolve these types of problems will save time
and keep Metrobus service running efficiently.

If a service truck is dispatched to the scene, it is important to remember that the
maintenance personnel are in complete charge of the disabled bus from the time of their
arrival until they release the bus and state that the trouble has been corrected.

If the bus and/or Operator must be removed from service, Bus Traffic Control and the
TOS must work closely with Division Dispatch and the Lot TOS to determine the status
of spare buses and whether a replacement bus or cut-out is available. [If no
replacement bus is available, it is permissible to call the bus division closest in proximity
to the problem bus in order to minimize customer delay.

if a replacement bus or cut-out bus is available, the TOS will confer with Bus Traffic
Control to determine where the bus will go back into service based on the least
inconvenience to the customers and on the schedule and current bus spacing, indicated
by the AVL system. If no replacement or cut-out bus is available, the bus should be
sent to the garage.

Similarly, if an Operator must be replaced, a replacement Operator will be requested
from Division Dispatch, and the Field TOS on the scene will confer with Bus Traffic
Control regarding where the bus will go back into service based on the schedule and
current bus spacing (indicated by the AVL system) and based on the least
inconvenience to the customers.

The transfer of passengers to another bus can only be done by instruction from the TOS
or a police officer.

405.2 Extensive Vehicle Delays
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If extensive delays affecting DTPW buses are expected due to major traffic accidents,
street hazards, or any other incident affecting vehicle movement, Bus Traffic Control will
locate the affected bus(es) using the AVL system. Bus Traffic Control will then locate
and dispatch an available Field TOS to the scene. The TOS will be directed to assess
the situation in order to implement alternate routes for affected buses as an effort to
minimize delays to customers. After conferring with the TOS on the scene, Bus Traffic
Contro! will make a group call to all affected buses advising of delays and providing
instructions regarding the alternate routes. Division Dispatch should be notified of
actions taken to re-establish bus service outside areas experiencing traffic delays.

405.3 Bus Bridge for Metrorail/Metromover Service Interruptions

DTPW Metrobus has the responsibility to provide a "bus bridge” between rail stations
due to Metrorail service interruptions. Metrobus also has the responsibility to provide
shuttle service when segments of Metromover become inoperable. Metrorail and
Metromover personnel will determine the need and location for the bus bridge or shuttle
service. Bus Bridges for Metrorail are known as Route 100 and Metromover loops
maps are included with other route maps in the P-Car.

In the event such service is required, Bus Traffic Control will locate an available Field
TOS and dispatch that TOS to the scene of the requested Bus Bridge/Shuttle Service
(BBSS) to coordinate the bus bridge field operation. The TOS will communicate to Bus
Traffic Control where to have the Bus Operators report. This information must be
communicated to each Bus Bridge Operator by Bus Traffic Control at the time the
Operators call to receive cut-in information for the temporary Bus Bridge service. Bus
Traffic Control will notify the TOS on the scene as to what actions have been taken to
secure Operators and buses for the Bus Bridge. The Window TOS in the Dispatch
Office must treat every call from Bus Traffic Control regarding Metrorail or Metromover
interruptions as valid and must respond immediately and must be prepared to provide
up to 25 buses in the peak and 15-20 buses in the off-peak, along with the appropriate
number of Operators.

Stations with the highest traffic will get available Field TOSs first. Ideally, a TOS will be
dispatched to every station, with two at major stations or terminals (one for boarding
and one for discharge). Also, two TOSs will be present at the end points of the bus

]
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bridge. Along with their other equipment, TOSs at the scene of a bus bridge must be O
sure to have their safety vest and bullhorn.

At the scene, TOSs need to be able to deal with unhappy customers. One-to-one
communication with the customers is essential, as is keeping them engaged and “busy”
while they are waiting, so from their perspective the time will seem to pass more quickly.
The TOSs must communicate the situation to the customers as quickly and clearly as
possible. For example, “We are sorry for the inconvenience, but Metrorail (or
Metromover) service has been temporarily interrupted. We have procedures in place to
get you to your station. Metrobus is on the way and will be here in minutes.
Thank you very much for your patience.”

If at all possible, the TOS should take a bus to the scene, so customers can begin to be
transported immediately. The TOS should also remember that it is appropriate to
suggest or offer alternate means of transportation, if available, such as ride share
service or other Metrobus routes that serve the area. The most important thing to
remember is that the goal is to get customers where they need to go as quickly as
possible, while keeping them as satisfied as possible.

The TOS must consider variations in ridership depending on the time of day (AM vs. PM
peak, for example) and determine which direction the most customers will be traveling.
TOS must also determine if any stations along the line are closed due to the service
interruption and must be aware of any stations with out-of-service elevators (in the case
of customers that need to use elevators).

It is most efficient, especially when customer loads are high, to set up two different
locations for discharge and boarding. This way, when boarding customers for the bus
bridge, both front and rear doors of the bus should be used to expedite the process.
For wheelchair customers (or others with strollers, etc.), the TOS should try to find a
separate place to board them (such as at the discharge location) so they are already on
board when the bus pulls around to load the other customers.

During operation of the bus bridge, the TOS should use discretion on how to send the
buses depending on the time of day and volume of customers. It is usually best to send
the first loaded bus directly to the end of the line (express), and have the next bus make
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ali stops. Then, approximately every third bus can express to the end of the line. More
than four (4) buses should not be held at one end of the bridge without advising Bus
Traffic Control. If in doubt, send overflow buses to the other end.

If a Metrorail or Metromover train is spotted moving along the guideway, do not assume
that the service has been restored. Often, the train makes a sweep before service is
officially restored. Wait until Bus Traffic Control confirms that the service has been
restored before beginning to close down the bus bridge. Work with Bus Traffic Control
to get the bus bridge Operators back to running their work. Operators MUST do as
instructed in this regard.

406 Supervision from the Legal Perspective

In responding to accidents and incidents involving DTPW vehicles and property, the
TOS has an important role to play in ensuring proper procedures are followed and all
information is accurately and comprehensively recorded. By following procedures and
recording all information correctly, DTPW's interests will be protected in any legal action
that might follow.

406.1 Reports

The report is the first thing the Legal Department reads. A heavy reliance is placed on it
and if it lacks accuracy or detail, the Legal Department's decisions will be adversely
affected. Reports should be done for every incident or accident except for a code 13
(mechanical issue). All information recorded in reports and memos should be clearly
written and only state the facts as presented to you without prejudice.

A few suggestions on these reports:

¢ There are a large number of unpublished/unlisted phone numbers in the area.
Some customers may have no phone numbers at all. Getting the phone contacts,
or other contacts, of the plaintiffs and witnesses is very critical.

o If a witness or plaintiff speaks poor English or none at all, this needs to be noted.

¢ When in doubt, too much information is better than not enough information on the
report.
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Include personal observations, such as the demeanor of the plaintiff; the attitude
of the witnesses; and the attitude and behavior of the Operator. Make note of
any comment that may be useful in the future; for example, “This is the second
time I've been hurt on a bus.”

Share instinct, or “gut feeling.” Some examples: “He cannot ook me in the face
when he tells me about the accident.” “She claimed foreign debris, but my
observation was that it is her 4-inch heels she is unable to walk on.” “She
appears feeble; the Operator should have waited for her to sit down.”

406.2 Photos

If applicable, request bus data pack. [n addition, the camera available to the TOS is
one of the best for the purpose of visually recording the scene of accidents or incidents.
The camera takes pictures under very adverse conditions. Some of the photos taken in
the rain or at night have a dramatic quality that is very effective in the case of a trial.
Some remarks:

The photographs are the most effective evidence there is. In addition, the TOS
has the “once and only” position of being able to record a bit of history.

Never be hesitant about taking additional pictures: more is better than less.

Record the “big picture." Back up one-half to one full block and take photos of
the intersection from all four corners. Include the buildings, trees, any shrubbery,
the traffic signals and devices, all of which can change before the case goes to
trial. The scene should be recorded in its condition at the time the accident or
incident occurred.

Consider taking a series of scene photos from left to right so they can be overlaid
and will give more of a feel for the location.

In addition to recording the “big picture,” take close-up photos of any damage or
anything else that might be pertinent in an investigation. Be certain there are
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identification photos that include the number of the bus and/or the license tag of
the car or other vehicles involved. Many times decisions are made on the basis
of damage severity as revealed in the photos.

» Do not hesitate to take photos in the rain or other inclement weather. It not only
produces dramatic photos, but it sets the scene and the atmosphere more
effectively than any spoken testimony.

e Do not get too focused on looking for something that must have caused the
accident. Do not get discouraged when there seems to be nothing to take photos
of. Take the photos:

-When the steps are clean;
-When the stop is perfect;
-When there's nothing where the passenger fell on level and clean ground.

» Take a photo of the claimant when possible for identification purposes.

o Try to keep the Operator out of any photos to avoid any potential bias against

O him or her.

¢ Take photos even if the vehicles have been moved. Also take photos of the
location of the accident or incident.

e Take photos as close to the ground as possible when attempting to show
markings such as skid marks. Also try to include the fade marks that precede the
skids.

« |f there is any chance of doing so, do not hesitate to go into a building and take
photos of the scene from a high floor or even the roof. Overhead shots can be
among the most effective.

s iPads should not be used at night due to low quality of light. Digital cameras
should be used at night because they are equipped with flash.

¢ Be sure to review photos before leaving the scene of incident or accident.

]
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406.3

Make sure that pictures are downloaded before the end of your shift or as soon
as possible.

Comments at the Scene

Do not make any comments at the scene that can be used by a potential
claimant.

Do not speculate on the cause of the accident.

Do not let the Operator make any comments about any possible malfunctioning
equipment when attempting to explain his or her innocence. Even if the Operator
is mistaken about the malfunction, if the plaintiff hears the remark, the
inconsistency could be an issue at a trial.

Do not comment about any potential liability on the part of DTPW. Reserve such
information for the written report. The known injured persons may be out of
earshot, but there may be potential claimants or witnesses who will be
encouraged by such knowledge.

If liability if clearly on the part of the DTPW, then be extra gracious in your
handling of the situation. Assure any injured persons that DTPW will do what it
can to help them. Do not get too specific; assure that injured parties are taken
care of by appropriate rescue personnel.

Again, if liability is DTPW's, accept it graciously, be helpful and if the Operator
has antagonized the customers, try to keep the Operator from antagonizing
anyone further. Seek medical treatment if necessary, and contact Risk
Management.

Never offer transportation in a P-Car. Let rescue take care of such a situation.
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. + Safety Department is only to be notified for fatalities (otherwise, try to get the bus
moved out of the area as soon as safely possible).

* Be aware of any media on the scene and their camera locations and report their
presence on the scene to BTC. Be aware that some microphones can pick up
conversations from great distances. Defer any media questions to the Police or
the DTPW PIO.

406.4 Effective Interview Techniques

TOS personnel should not, under any circumstances, talk with the news media.
Representatives of the news media should be advised to contact Public Information
Officer.

The following are aids to effective interviewing:
+ Always display courtesy and patience.
o Anger causes brain shut-down.
o No profanity.

¢ Take notes when possible.

For written statements:
o Assist the witness with the statement format.
¢ Don't provide the witness with technical data.
¢ Watch for “missing link" information.

Who is interviewed:
¢ Operators
+ Passengers and eyewitnesses
¢ Local Police
» Emergency crews
¢ Residents or businesses near the scene
» Technical specialists
e Walk-ins
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Interview arrangemenis:
» Best at the scene, or later contact by phone or in person.
s |dentify yourself and state your purpose, etc.
¢ Make contact soon.
¢ Use a positive approach.
¢ Select a good location.
e Avoid group interviews.
o Seek a neutral location for hostile withesses.

Factors that affect witness reporting:
o Perception versus what really happened
» Emotion/exaggeration
¢ Intelligence
¢ Quantitative or blanket statements
+ Transportation: sequence of events out of order
o Post-accident loss of memory
o Frightening or traumatic -~
o Subconscious response
e Credibility assessment
¢ General demeanor
o Prejudicial statements
o Tendency towards drama
o Easily swayed
e Environment
o Vision obstructions or impairments
o Noise
o Weather conditions
¢ Physiological factors
o Hearing or vision
o Drugs or alcohol
o Health: fatigue, stress, illness
» Psychological factors
o Judgment
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o Revenge or retaliation
o Rationalization
o Incrimination
e Personalities
o Witness
o Yourself

It takes practice, patience and empathy to be an effective interviewer.
407 Other Duties

407.1 Response to 311 Complaints and Service Improvement Reports

A large part of the Field TOS day will be checking service complaints and service
improvement reports between incident calls. The Lead TOS will pull them and assign
them to Field TOS. Complaints can range from a bus being early, late, or a no-show, to
issues with Operator driving habits and problems with bus stop amenities. Service
Improvement Reports that are received from operators can provide better service for
our customers.

407.2 Report Problems at Bus Stops/Stations

Whether as a result of a service complaint or the result of a problem being spotted
during the routine patrolling of a zone, the TOS is responsible for reporting problems at
bus stops and terminals. Problems can be with bus stop signs, shelters, benches,
lighting, or other amenities, and can involve broken parts, a lack of cleanliness, graffiti,
etc. The TOS can record the proper information on the Signage Field Report.

407.3 Information to Customers

The Field TOS must also act as an information source to customers, both on vehicles
and at terminals. When speaking with customers, always be courteous, friendly, and
helpful. Remember that, to the customer, the TOS is representative of DTPW as a
whole.

|

December 2019 94



DTPW Transit Operations Supervisor Training Manual

To help customers who request information, TOSs should be familiar with all DTPW
operating instructions and not only the area of their assigned zone, but they should be
familiar with all of DTPW'’s service area in Miami-Dade County. If the answer to a
customer’'s question is not known, say so and suggest that the customer call Transit
Information at 305-770-3131 (311) or 305-891-3131 (south of 216" Street). Under no
circumstances, of course, should customers be knowingly given wrong information.

When the TOS is interacting with customers and providing information at terminals, in
most cases he or she will be acting in the Terminal Supervision function (see section on
TERMINAL SUPERVISION FUNCTION).

408 Equipment for the Field TOS

All TOS in the field will, of course, be equipped with a radio for communications. Their
assigned P-Car also contains several pieces of equipment, all of which the TOS is
responsible for. The equipment includes:

Digital
o List of Operator names and badge numbers along with seniority and priority list
» Most recent Operator pick list;
e Hurricane Evacuation Manual (from Operations) and Annual Hurricane Manual
(issued by Safety and Security);
¢ Updated rotary;
e Current DTPW system map;
e Copy of Transit Operations TOS Manual.
¢ Destination sign codes;
Hard Copy
o Copies of all forms;
e Bus Operation Rules and Procedure Manual
o List of detours;
o Copies of all routes, maps, schedules;
o Collective Bargaining Agreement;
e Terminal route check sheets;

Equipment
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o Computer Tablet

+ Digital camera

¢ First-aid kit;

o Basic tools, including pliers, screwdrivers, 8-inch adjustable wrench, and %
socket with drives;

o Charged fire extinguisher;

¢ Mega-phone;

¢ Reflectors;

409 Forms for the Field TOS

Information on the many forms used by the Field TOS is provided in this section.
Copies of the forms follow the brief descriptions.

409.1 P-Car Mileage Form

The P-Car Mileage form (Form # PR-BS-051-008) is to be completed when using a
TOS vehicle. The destination for the trip, odometer mileage, vehicle condition and driver
information are to be filled out by the driver prior to returning the vehicle.

409.2 Transit TOS Daily Equipment Check List

The TOS Daily Equipment Check List (Form # PR-BS-051-009) is to be completed by
the Field TOSs to ensure that all equipment is accounted for in the Pool car (P-Car).
The TOS records his or her name, the date, time on, time off, the zone, and the P-Car
number. Then, the TOS checks yes (Y) or no (N) for each piece of equipment, and also
must check yes (Y) or no (N) as to whether the car interior is clean, the roof lights are in
working order, the car's maintenance condition is good, and whether the AVL system is
in working order. Other information is also recorded including the car's mileage, gas
levels, the condition of the car's exterior, and the handheld radio DC number.

409.3 Detour Information
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A Detour form (Form # PR-BS-051-010) is used for illustrating alternate routes when a
regular route must be adjusted due to road construction, special events, etc. Blank
space is allotted on the form for a drawn diagram of the alternate route. If a handwritten
diagram is submitted, the Lead TOS will recreate the diagram on applicable software to
distribute electronically to appropriate department(s), divisions, and personnel.

408.4 TOS Daily Service Check

Field TOSs are assigned service checks within their zone. The TOS Daily Service
Check form (Form # PR-BS-051-011) is to be used to document all pertinent
information. Items to record include the bus number, route, and run observed, as well
as the number of customers on board, the time observed, and how many minutes late
or early the bus was, if applicable. The direction and location of the bus is also to be
noted. At the bottom of the form, the number of buses logged are totaled, and the
number of early, late, and no-show buses are totaled.

408.5 Signage Field Report

The Signage Field Report form is to be used to report problems with bus stop signs,
other DTPW signage, benches, and other amenities at bus stops. Information to be
recorded includes the bus stop and sign type and location; not just on what street or
intersection, but where along the street the stop is located. The TOS can indicate the
type of work needed, such as to install new signage, re-install, remove, repair, relocate,
etc. There is also space on the form for a diagram of the location detail.

409.6 Service Improvement Report

The Service Improvement Report form is to be used by TOS to share recommendations
or concerns. The Field TOS is in the position to closely observe the operation of DTPW
bus services on a daily basis. TOSs may have recommendations or concerns that
should be considered by DTPW management. Information might include comments on
running time, recovery time, signal problems, bus stop problems, transfer abuse, etc.

409.7 Operator Write-Up
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The Operator Write-Up memo (Form # PR-BS-051-012) is to be used by TOSs to issue
a write-up to an Operator who is in violation of any rules or procedures. The memo can
also be used for purposes other than a write-up, such as a warning, etc. A separate
memo is used for American with Disabilities Act (ADA) non-compliance violations, such
as failing to announce stops.

An Operator shall be notified of a TOS’s intent to issue a write-up before it is actually
issued. Information on the Operator and the violation(s) must be included, and ample
space is provided for remarks on the situation. The TOS issuing the write-up should be
sure to provide only the facts; opinions must not be included. Similarly, the write-up
should not contain persuasive language or an appeal for action. If the TOS feels very
strongly about a situation, he or she may write a separate memo to relay those feelings.

The Operator's statement regarding the write-up is also to be included in the memo and
is very important. Finally, the TOS's instructions to the Operator are also to be
recorded. The violation must be written, and the written remarks must be clear,
thorough, and complete with enough information for the Superintendent to be able to
follow up with any disciplinary action.

409.8 FTA/DTPW Drug and Alcohol Test Notification Form

The FTA/DTPW Drug and Alcohol Test Notification form is to be used when a Bus
Operator is to be notified of a drug/alcohol test. Part of the form must be filled out by
the TOS, and part is filled out by the appropriate testing facility. Immediately upon
completion, the TOS must email the form to the DTPW Medical Unit. Instructions for the
FTA Drug and Alcohol testing are included on the back of the form.

409.9 Bus Investigation Electronic Report (Bus Investigation Report (Online)

The Bus Investigation Report is to be used when a TOS in the field is dispatched to the
scene of an accident or incident. He or she should analyze the situation, brief Bus
Central Control, and then fill out the Bus Investigation Report.

The first part of the form is for infformation on the accident itself (type, time, date,
location). The next part relates to the bus involved (type, Operator, number of
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customers on board, etc.). The next two sections address what the bus was doing at
the time of the accident (“action”), with information such as direction of travel, etc., and
what happened afterwards (“sub action”), including point of impact, Operator action,
violations, etc. Similar information must be completed for other vehicles involved in the
accident (an extra page is provided if more than one additional vehicle was involved).

Other sections of this form address the environment at the time of the accident (such as
the weather, time of day, road and stop material and condition, etc.), police information
(investigating officer, arrests/citations), injuries, and witnesses. The last page of the
report contains space for the TOS to write his or her own notes describing the situation.

As with all forms and reports, it is essential that the TOS fill out all of the appropriate
pieces of information in this form clearly, concisely, and truthfully. The information
provided in the Bus Investigation Report will be used by others internally and externally.
Because of that reason, TOS must present a comprehensive and accurate recording of
the accident/incident.

1. Creation of Accident Reports in Incident Management

1. First, go to the Transinet portal (intra.miamidade.gov/transinet), under applications
tab click on Clever Incident Management Webpage

L |
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< C 0O ®no az::ur.:l hU'a.miamidade.govftransimeUI

| intra.miamidade cov
TransitNet

Employes Applications

» 311 TSR

» Abscence Monitoring Reponiing

» Active Strategy Enterprise (ASE) Scorecard
» Bus Accidents/incidents System (BAIS) ' o Cuslomer Sarvices

Mission Statement To meet the needs of the public for §
transit service sale rellable, efficient and courieous

applications

Employes Services  Market

» Bus Operations Daily Service Log If

» Bus Operations Dally Service Report |

+'Bus Routs ¥ehicis Managemie System _ TransitNet Head

ZRCUS SKEManaTe(EEM) | BusMaintenance

» CIN

e { Bus Operations Message from thi
I » Claverincident Management Wabpage | | Rall Malntenance

» Clever Repors _

» Daily Log System Rail Operalions

» EAMS | Civil Rights & Labor Relations

2. Use your Windows credentials for username and password. For Transit Domain select
Metrobus and then click on Log On

Incident Management

Clever Devices
3. Once you logon you’ll see the Incident Management homepage shown below. At the top
of each column you’ll find a search box, this helps filter IR’s based on the criteria you
enter on the search boxes. For example if an IR has been assigned to you, just enter the
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IR# on the search box for Incident ID (see red square below) and the system will display
the IR ’s that meet your search criteria.

«& " Clever Devices Incident Management

4 Incidents section

Show | 20 ¥ entries Craate [nchkient Include Archived incidents
Incident 1D; fEtate Department incadent Typs :_r:u'n .Tm-. Craated by Cwner
=
Incident S i 2 - - N
D =  State & | Department 3 Incident Type ~ Added DTS hd Closed DTS e Croated by $ O
243079 Open Maintenance ENG7 - Engine Oil Leak B21/2018 10:28:30 AM ELMER . FLOYD CONTROI
243078 Open Maintenance AIR1 - Low Air Pressure 8£21/2018 10:27:25 AM FERNANDO , FZQUIERDO FERNAND
243077 Closed Operations SCHCHK - Schedue Adherence Check 8/21/2018 10:21:05 AM 8/21/2018 10:31:47 AM LENORA T. MATHIS LENORA 1
243076 Closed  Maintenance TIRZ - Tire Flat 8/21/2018 10:16:29 AW 8/21/2018 10:20:39 Ak JOSE . PENABAD JOSE . PE
243075 Open Maintenance FUE1 - Accelerater /No Power 8/21/2018 10:16:23 Al ELMER . FLOYD CONTROL
243074 Open Radio SIGN - Destination Sign 8421/2018 10:12:43 AM LENGRA T. MATHIS FESM Mai
243073 Closed Maintenance ELE3 - Horn B/21/2018 10:08:36 AM 8/21/2018 10:16:53 AM ROBERT D. LEVISOM ROBERT C
4. Double-click anywhere on the line corresponding to the IR you searched for
153271' Open accident Inadent Type T:jm :_r:m Craated by Qurigr rpar st
'"°:‘:f"'t ¢ State ¢ Department ¢ Incident Type Added DTS+ C'g;‘s’d & C"’b’;"’ s Cwner 4 TPerEk
l 168271 Open Accident ACCA - Accident, Bus/Auto 172772018 12:38: 18 PM LIZENA . DAVIS Central Meintenancel iy

Showing 1 to 1 of 1 entries

5. Once the IR opens, click on Edit so that you can start entering information in the form.

Incident: 74 (Current Revision # 28, 8/16/2018 2:18:17 PM) e in | 5 Bt | 301
Form: Accident Report

4 incident Status

Statui; Open

+ neldent Detally

Vehicle: 501 - HABl 1999-2002 415 Oeparyment: Administration Rewme;
sontracted Vehicla: acident Type: Bus Exchangad Direction:
Route: Fendavous: oir: Tty e ation:
ontracied Serv, Rours: njuries: Polize: Flra/Farcug.
Funt Actlon:
Fouta Diraction; Notes:
Errployee Badge: Late:
Employae: Revenue Mlles Last:
Depet; Ravanue Tima Lost {min): il
‘eplacement Vahilcls thaintznance YWO# Trips Lost:
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G 6. There’re some sections that can be duplicated. For instance, in case of a bus to bus
accident the Bus section can be duplicated by clicking the + sign on the top right of the
section

.+ Bus -

Bus
ncident#: 168327 Vehicle 1 #: 2130 - NABI 1999-2002 418
imp. Badge: 6630 Emp. Name: TEVARIS D, SMITH
fehicle Type: Vehicle (Bus) #: of:

7. After the information has been entered, the data can be saved at any time by clicking
Save & Return, changes can be dismissed by clicking on Cancel.

Incldent: 168271 (Current Revision # 7, 8/21/2013 10:37:44 AM) I""- B i ¥ e gl @l I
Form: Accident Report
« Arccident
Accident
Incident #: 168271 Vehicle 1 #: 4191 - NAB! 3100-4100 416
Emp. Badge: 7031 Emp. Name: CHARLES N. COLEY
Time Notified : * Zone': Code @ ’
Supervisor Information
O Emnlrrao M Comondrnre Momar h

8. Once the street supervisor has completed the form, he needs to go to the “Incident
Status” section located at the very top of the form, click on Status and select Review
then click on Owned By and type in CONTROLE CONSOLE (to give ownership back

to BTC)
Form: Accident Report
Incident Status
Status’ : Open Owned By : i
+ erdenne Cancelled
venicle Closed 418 - Department”: Administration
Contracted Vel Open 4 Incldent Type" : Bus Exchanged
Route s Rendevous: Dir:

Contracted Ser: Pended = Injuries: *  Police: FirgiRs

r| Review M Action: -
Route Diraction: - Notes:

9. A message will pop up indicating the IR will be demoted to Read-Only mode, click OK
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Sy

- 16.10.34.111 says H pace (| ﬂfffrrd

3/16/201

J.. = n =

10. If all data has been entered correctly the IR will be saved and its status will be updated
accordingly (in our case it’ll display Review). If any of the required fields has not been
filled in you’ll see a message in red indicating so and all the missing required fields will
be highlighted.

Incident: 74 {Current Revislon # 28, 8/16/2018 2:18:17 PMJ[ & tectuns e ured Hesse ashe ot o coqirud htds hore boen srbored ey s _| 115
Form: Accident Report

Accident
IR#; 74 Vehicle #: 501 - NAB| 1999-2002 416
Employee Name: Employee Badge:
Time Notified : | * Zone': | Code':
Supervisor Information
Employee |D: Supervisor's Name: -
Arrival Time™ : 9 Date Report Was Submitted : ")

Data Pack Removal Requested’ : |

Accident  Date/Time :
Weekdav : )

11. After all required fields have been filled in you can click on Save again and the form will
be saved and its status will be updated to Review, after this point the street supervisor
will be done with this report and now BTC can continue working on it. If you’re not
done with the report you can save it even if data in the required fields is missing but [R
status needs to be Open in order to do so

Note: Is mandatory that once the report is completed, its status needs to be changed to Review

Note: Street supervisor can modify only IR’s that are currently assigned to them, they cannot
modify other’s IR’s. Lead street supervisors can modify other’s accident report.

2. Attaching pictures to an Accident Report

O

v, B Pk i

e,
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- Incident Management has the ability to attach pictures automatically to the IR ’s, the
folders and the pictures need to follow a specific format so that they can be recognized by
the system. The pictures need to be copied at the file share located at:

Vecsfs 'DTPWSYS\Cleverlncidents
The folder and pictures name need to follow the format below:
Folder Name = IR#
Picture Names = IR# General PicName
Example: If you’re working on IR# 154896,
Create a folder at the location specified above and name it as 154896
154896 8/17/20182:18PM  File Folder
In this example all files inside this folder should be named as
154896_General_picl
154896 General pic2
| 154896_General_picl (Z) 8/2{2017 9:04 PM JPEG image 183 KB
= 1546896 _General_picl 8/13/2018 8:03 PM JPEG image 212 KB

- The system will look for new pictures every 2 mins (this time is configurable) and will
attach them to its corresponding IR as long as the folder and file names meet the format
specified above and the IR status is Open.

409.10 Accident Damage Survey (Online)

The Accident Damage Survey form will be used to document vehicle damage and will
consist of vehicle diagrams on which the TOS can illustrate where damage has
occurred as the result of an accident or incident. Drawings of the vehicles are shown
from the left side, right side, front, and back, and there is space to record the bus
number, route, run, accident location, time, date, and other descriptive details about the
damage.

409.11 _Accident Diagrams Form)

Accident diagram form (Form # PR-BS-051-014) consists of an outline map of the
location and symbols showing the direction and movement of vehicles and pedestrians
involved in accidents. If stationary objects are important in accidents, they are included
in the diagram. Each diagram should include:

. Indication of North Arrow
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. Drawing of intersection.
. Traffic Control Signs.
. Identification of streets.

Plots of accidents to include:
. Direction of travel.
. Date of accident.

409.12 Additional Injuries (Online)

The Additional Injuries form provides space for information on up to two vehicles.
Questions include the injured person's name and contact information, age, gender,
ethnicity, type of injury, what action was taken, any physical defects, and, if a
pedestrian, what the person was doing at the time of the accident. If there are
additional injuries, applicable information should be entered into the system.

409.13 Accident Witness List{Online)

The Accident Witness List is to be added on the Bus Investigation Report when there
are additional witnesses. Be sure to fill in all known information, and be especially
vigilant about obtaining correct contact information, including telephone contact
information.

409.14 Vehicle Information Tags and Registration Form

The Vehicle Information Tag form (Form # PR-BS-051-013) is to be completed by a
TOS to give to the police officers to assist them in writing their reports.

409.15 Brake Hold Order

The Brake Hold Order form is to be completed immediately or as soon as possible after
the occurrence of any accident where the brake system (including door interlock) may
be a factor. A “Brake Hold Order” shall be issued for any accident that involves a DTPW
vehicle striking the rear of another vehicle. The bus must be removed from the scene
and sent back to the garage. Upon arrival, the bus will be designated “out of service”

December 2019 105



DTPW Transit Operations Supervisor Training Manual

and must remain so until it has been properly tested and repaired. The investigating
TOS shall coordinate with Bus Central Control (and the Lot TOS at the appropriate
division) for a replacement bus. Copies of the Brake Hold Order must go to
Maintenance, TOS and Transit Instructor Lead Worker. A signature from the
maintenance supervisor should be on the form.

Before the out-of-service bus is released for service, the “Brake Hold Order” must be
completed. The TOS indicates the request for a brake test, the Maintenance Supervisor
issues the hold order, and a test driver will complete the Brake Test. Finally, a
Transportation Representative will include observations, and a Maintenance
Superintendent or Division TOS will provide findings.

409.16 FTA Post-Accident Report

A separate Federal Transit Administration (FTA) Post-Accident Report must be
completed for each Operator tested (for alcohol and drugs) after the occurrence of an
accident. The TOS should fill out the report as completely and accurately as possible.
The report lists FTA criteria for the test, and the TOS should check all that apply
(including fatalities, any time an injured person requires transport to a medical facility,
damage, etc.). The reverse side of the report has additional information and definitions
related to “Disabling Damage” to the bus involved and “Employee Discounted,” which is
when the Operator can be completely discounted as a contributing factor to the accident
and therefore does not need to be taken for testing. If a TOS determines that a Drug
and Alcohol test must be conducted after an accident of a Non-Revenue Vehicle,
County must be checked on the FTA document.

It is important to note that alcohol testing should be conducted within two (2) hours from
the time of the accident, but not more than eight (8) hours from the time of the accident.
Drug tests must be conducted within thirty-two {32) hours from the time of the accident.
Explanation is required if these time limits cannot be met.

TOS transports employee to testing site and returns employee to workplace.

Supervisor provides description of accident and provides proper details to conduct a
post-accident test or not to conduct a post-accident test.
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Supervisor completes necessary documentation and ensures post-accident reports and
Supervisor Accident Investigation Report have all required information and submits to
Human Resources (HR) Medical Unit via fax or email.

409.17 FTA Testing — Two Hours Limit Exceeded

The FTA Testing — Two Hours Limit Exceeded form is to be completed by TOS when
the Operator cannot be taken for testing within two {2) hours from the time the accident
occurred. TOS must provide a thorough explanation and all information on the form
should be filled out completely and accurately.

409.18 Citation Memo

The Citation Memo (Form # PR-BS-051-022) is to be used if, as a result of an accident,
an Operator is issued a citation by police. After receiving the Operator Citation Memo,
the lead supervisor will forward the “Citation Memo”, and the citation to County
Attorney's Office.

409.19 Supervisors Daily Report

The Supervisors Daily Report (Form # PR-BS-051-021 or 405.01-40 5/05) is to be used
to track all radio calls received during the day. For each call, information is recorded
including the code, time received, location, the time the TOS arrived on the scene, the
bus number, route, run, a brief description of the reported trouble, the Operator
identification, the amount of time lost in service, and the time the bus was put back in
service (if applicable). Ample space is provided for the TOS to provide his or her
remarks on any situations of the day.

The reverse side of the Supervisor Daily Report is for recording Operator contacts.
Operator contacts that did not result in a write-up are listed separately from contacts
that included write-ups. Again, space is provided for the TOS to include any remarks
that might help clarify any of the recorded information.
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409.20 TOS’s Daily Tasks Accomplished — Summary Memo

The Daily Tasks Accomplished — Summary Memo (Form # PR-BS-051-015) is to be
used each week, by the Lead Workers to summarize information from the Daily
Report’s, it is submitted to the Chief, Bus Operations.

409.21 Accident Prevention Plan Form

This document (Form # PR-BS-051-019) is used for reminding and instructing operators
of safe driving practices. It is also a preventative measure to reduce accident rates.
TOS are to have operators sign in the signature section as a confirmation that they have
received the instructions from the TOS.

409.22 Contracted Routes Form

This document (Form # PR-BS-051-020) is used for monitoring and documenting the
time performance of contracted routes. After this document is completed, the TOS must
forward this sheet to the General Superintendent, Section Chief, Section
Superintendent, Lead TOS and Quality Assurance Staff.

409.23 Quality Service Team AVL / Playback Request Report:

Form is used to verify vehicle location from write ups to passenger complaints or any
other investigation.

409.24 Speed Checks

This form is to be used to monitor safe driving practices and document operator's speed
at various locations.

410 Emergency Procedures

In the event of an accident, incident, and in the case of emergencies where
communications will not threaten the life of the Operator and/or customers, the Bus
Operator will contact Bus Traffic Control using a PRTT (Priority Request to Talk)
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attention request over the radio. [f the lives of the Operator and/or customers are
threatened, the Operator will activate the silent alarm (see Silent Alarm section).
Situations that may result in PRTT attention requests include, but are not limited to,
vehicle accidents with and without injuries, larceny, hold-ups that have already
occurred, shootings, homicides, assault, severe customer disturbances that threaten the
safety of customers and/or the Operator, sick or injured persons, and fires, etc.

After the police have been notified (if necessary), Bus Traffic Control will identify and
locate the nearest Field TOS. The initial call to the TOS from Bus Traffic Control should
be made over the Operations Main radio channel. Once contact has been made, the
TOS should be instructed to switch the radio to an alternate radioc channel. All
subsequent communication should take place over the alternate radio channel, rather
than over the Main Operations radio channel. The TOS will be instructed to change the
radio back to the Main Operations channel after an “all clear” has been received from
Bus Traffic Control.

As a result of any emergency situation, if the bus and/or Operator must be removed
from service, Bus Traffic Control and the TOS must work closely with Division Dispatch
and the Lot TOS to determine the status of spare buses and whether a replacement bus
or cut-out is available. If no replacement bus is available, it is permissible to call the bus
division closest in proximity to the problem bus in order to minimize customer delay.

If a replacement bus or cut-out bus is available, the TOS will confer with Bus Traffic
Control to determine where the bus will go back into service based on the least
inconvenience to the customers and on the schedule and current bus spacing, indicated
by the AVL system. If no replacement or cut-out bus is available, the bus should be
sent to the garage.

Similarly, if an Operator must be replaced, a replacement Operator will be requested
from Division Dispatch, and the Field TOS on the scene will confer with Bus Traffic
Controi regarding where the bus will go back into service based on the schedule and
current bus spacing (indicated by the AVL system) and based on the least
inconvenience to the customers.
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The transfer of passengers to another bus can only be done by instruction from the TOS
or a police officer.

410.1 Silent Alarm

All buses in DTPW's fleet are equipped with silent alarms. The silent alarm is to be
activated by a Bus Operator only when the Operator’s life or the lives of customers are
in danger and it is not safe to use regular radio procedures. When an Operator
activates a silent alarm, an audible alarm as well as a red “alert” box are activated by
the AVL systems to warn the Bus Traffic Controllers of the situation. Bus Traffic Control
is instructed to respond to all silent alarms immediately.

If the vehicle is determined to be at a DTPW garage yard, see the procedure under the
Lot Management Function in this Manual. If the vehicle is NOT located at a DTPW
garage yard, Bus Traffic Control will follow a procedure to acknowledge the alarm and
will contact Division Dispatch to confirm the TOS information on the vehicles route and
run. Bus Traffic Control will contact the police immediately (if the vehicle is not moving
or has deviated from its route), and will then identify and locate the closest available
Field TOS.

If, according to AVL information, the vehicle under alert is moving and continuing on its
route, the Bus Traffic Controller may decide to contact a Field TOS first before
contacting the police.

The TOS will be advised of the location and direction of the vehicle under alert. Bus
Traffic Control and the TOS will remain in communication regarding the vehicle’'s status
(i.e., vehicle is continuing on the route, vehicle has stopped and is stationary, vehicle is
traveling in an erratic pattern, etc.).

If an emergency situation is declared based on the Field TOS and/or emergency
personnel observations, Bus Traffic Control is responsible for notifying all other
appropriate DTPW personnel. Once the TOS and/or other emergency representatives
have evaluated the situation and determined that it has been stabilized, Bus Traffic
Control will clear the alarm.
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If the TOS at the scene of the emergency determines that the Operator and/or bus must
be taken out of service, he or she will confer with Bus Traffic Control regarding the
restoration of the service (securing a replacement bus and/or Operator).

In the event of silent alarm incidents that resuit in fatal accidents, injured person(s) who
immediately receive medical attention away from the scene, and/or any vehicle involved
is disable (towed away), the Operator MUST be relieved for a mandatory post-accident
drug test. The TOS shall transport the Operator to be tested as soon as possible, as
FTA test requirements have a time limit.

If not injured, the Operator involved may, at the Field TOS's discretion, be relieved and
returned to the garage so that an immediate report of the emergency situation may be

made.

410.2 Accidents With or Without Injuries

The Operator should contact Bus Traffic Control using the PRTT function immediately
and should secure the bus in a safe manner. The Operator should check the level of
injuries to customers and occupants of any other vehicle and set out emergency
triangles as prescribed by law. Bus Traffic Control will contact police and rescue
services, if needed, and will dispatch a TOS to the scene. Vehicle number, route and
run number, and badge number will be confirmed in case communication is lost.

Even in cases where the Operator reports that no police and/or rescue units are
needed, the TOS should investigate the situation in order to confirm the Operator's
assessment.

The Operator and TOS should attempt to keep all customers on the bus and obtain the
names of all customers and any other witness who may have seen the accident. All
information necessary for a detailed report should be gathered. The accident
information envelope contains courtesy packets for this purpose.

The TOS should ensure that the Bus Operator cooperates with police and does not
leave until released. Bus Operators are not to make any statements describing the
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accident, how the accident occurred or provide an opinion of fault to anyone except
police, DTPW TOS, or other DTPW personnel assigned to investigate the accident.

The bus must not be moved until instruction has been provided by a police officer or a
TOS. When cleared to leave the scene, the Bus Operator should notify Bus Traffic
Control for instructions.

If the TOS determines that the operator meets the FTA testing criteria, the Operator
must be relieved by the TOS for a mandatory post-accident drug test. The TOS shall
transport the Operator to be tested as soon as possible, as FTA test requirements have
a time limit.

The Accident/Incident Report is an official DTPW document. The Bus Operator must
complete it accurately no later than 24 hours after the accident. The Bus Operator's
signature confirms agreement with the entire contents. Failure to disclose all
information is a major infraction and may result in termination. The incident report may
be turned into any division.

When an incident/accident involves a DTPW non-revenue vehicle, the standards of an
accident investigation remains the same. If the TOS determines that a Drug and Alcohol
test must be conducted after an accident of a Non-Revenue Vehicle, County must be
checked on the FTA document. The TOS shall transport the employee to be tested as
soon as possible.

In the case of an accident in which the mechanical condition of the bus comes into
question, the TOS or maintenance personnel will decide whether the bus should be sent
to the garage or kept in service.

This procedure applies to accidents whether there is no injuries, injuries, or fatality(s).

410.3 Bomb Threat and/or Explosion on Bus

If DTPW receives a bomb threat, Bus Traffic Control will contact the appropriate Bus
Operator and dispatch a Field TOS to the scene. The Operator will be instructed to stop
the bus at the closest point of least activity and evacuate all customers immediately.
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The Operator should keep all customers and the public clear of the bus—customers
should be kept at least 300 feet away from the bus. The Operator, TOS, customer(s),
or bystander(s) MUST NOT TOUCH ANY EXPLOSIVE DEVICES OR SUSPICIOUS
PACKAGES.

The Bus Operator should use a public telephone or cellular telephone for all subsequent
communications with Bus Traffic Control. In such a case, the bus radio should not be
used. DO NOT USE A CELLULAR TELEPHONE NEAR A SUSPICIOUS PACKAGE.
A cell phone should only be used at least 300 feet away from the scene.

Bus Traffic Control will contact the fire department, police, and rescue services, if
needed. Vehicle number, route and run number, and badge number will be confirmed
in case communication is lost. The vehicle will be monitored by the Fleet-CAD AVL
system at Bus Traffic Control.

All buses directly behind the bus under alert and all buses approaching the bus from the
opposite direction will be advised of the bomb threat and instructed to detour from the

site of the bus with the least amount of disruption to customers.

After an “all clear” signal from emergency personnel, the TOS will confer with Bus
Traffic Contro! as to whether the bus and/or Operator will remain in service.

410.4 Civil Unrest

Field TOSs, as well as Bus Operators, shall report any incident of civil unrest to Bus
Traffic Control immediately. Be prepared to provide the Bus Traffic Controller with all
necessary information such as the nature and location of the unrest, any damage and/or
injuries that have occurred, and the potential for damage and/or injury.

Bus Operators who report civil unrest will be advised that a TOS will be dispatched to
the scene, as well as police/rescue if needed. Even in cases where the Operator
reports that no police and/or rescue units are needed, the Field TOS is directed to
assess the situation in order to confirm the Operator's assessment. Vehicle number,
route and run number, and badge number will be confirmed in case communication is
lost.
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The Field TOS shall communicate with any police on the scene to determine the
perimeters of the unrest. This information should be transmitted to Bus Traffic Control
as soon as possible so that arrangements can be made to pull service out of the
affected area and re-establish service outside the perimeter, if possible. Unless
otherwise instructed, Field TOSs should coordinate with Bus Traffic Control and police
on the scene, as well as affected Bus Operators, to arrange for all bus service to be
withdrawn from the area(s) experiencing civil unrest.

Field TOSs, if possible, should assist affected Bus Operators in their instruction to keep
all customers on the bus and exit the area affected by civil unrest. Operators should be
reminded to make periodic announcements on the bus advising customers of the
stop(s) that will be bypassed as a result of ensuing civil unrest. Follow all instructions
given by Bus Traffic Control. The safety of customers and Operators shall be the
highest priority.

Field TOSs shall assist in maintaining the modified service until such time as the area of
civii unrest is reported to be under control by police, an DTPW official, or a
Transportation official; or that the problem has been cleared and normal or limited
service may be resumed. Bus Traffic Control shall confer with the Field TOS to
determine where the bus will go back into service based on the schedule and current
bus spacing, indicated by the AVL system.

410.5 Fire or Smoke on Bus

At first indication of fire or smoke on the bus, Bus Operators are instructed to stop the
bus immediately, out of traffic if possible, turn the engine off, and open doors to
discharge customers. Getting the customers off of the bus is the first priority.

The Operator will notify Bus Traffic Control using the PRTT function; the Bus Traffic
Controller will confirm the vehicle number, route and run number, and badge number in
case communication is lost. The Bus Traffic Controller will also notify the Operator that
a TOS will be dispatched to the scene, and will contact fire, rescue, and/or police
immediately. Even if the Operator reports that no fire/rescue units are needed, the Field
TOS is directed to assess the situation in order to confirm the Operator's assessment.
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A service truck will also be dispatched to the scene to inspect the bus and determine if it If—)
can be safely driven to the garage.

The Operator shall not restart the bus until it has been cleared by a TOS or
Maintenance personnel. In the event of a bus fire, the bus must be removed from
service (DEAD), and the Operator must be relieved for a mandatory post-accident drug
test. Even if the bus is not taken out of service, it may be determined that the Operator
must undergo a mandatory post-accident drug test. The TOS shall transport the
Operator to be tested as soon as possible, as a DTPW test requirement.

410.6 Hold-Ups, Shootings, Homicides, Hostage Situations, Assaults and Severe
Passenger Disturbances on the Bus

Bus Operators are instructed to not resist or try to overwhelm the attacker(s). If
possible, the Operator should signal Bus Traffic Control using the silent alarm. The
vehicle’'s location will be monitored by the Fleet-CAD AVL system. Otherwise, the
Operator should call Bus Traffic Control as soon as possible using the PRTT function
and provide a description of the attacker(s).

The Bus Traffic Controller will contact the police and rescue services (if needed)
immediately. A TOS will also be dispatched to the scene. The vehicle number, route
and run number, and badge number will be confirmed in case communication is lost.
The vehicle’s location and any movement will be monitored by the Fleet-CAD AVL
system at Bus Traffic Control. The TOS dispatched to the scene will assess the
situation and determine if the Bus Operator will be relieved from duty to provide
information to the police, calm down, etc.

The Field TOS, if possible, should assist the Operator in reporting the incident
accurately and writing down the facts as soon as possible. Recording accurate detail is
very important. The following information should be noted:

¢ The number of people involved in the incident;
+ An estimate of each perpetrator's age, height, and weight;
e Each perpetrator's gender (male or female);
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e The color of each perpetrator’s skin, hair, and eyes,

» Any unusual marks such as tattoos or scars;

¢ Any unusual speech patterns;

» Each perpetrator's nationality, if known;

e The type of clothing (jeans, sweats, the color, etc.);

» Personality type or emotion (aggressive, calm, excited, etc.),

o Whether the perpetrator(s) had a weapon—if yes, identify what type;
o Whether the perpetrator(s) was left- or right-handed;

« If the perpetrator(s) spoke, write down the exact words, if known;

+ Any unusual mannerisms {speech, limp, body movement, etc.); and
e Write down any other pertinent information that may help later.

410.7 Larceny on Bus

In such an event, the Bus Operator shall contact Bus Traffic Control using the PRTT
function and be prepared to give the Bus Traffic Controller ail pertinent information
including a description of what occurred and whether the perpetrator is still on the
scene. Vehicle number, route and run number, and badge number will be confirmed in
case communication is lost.

The Bus Traffic Controller will contact the police and rescue services, if needed, and will
dispatch a TOS to the scene. Even in cases where the Operator reports that no police
and/or rescue units are needed, the Field TOS is directed to assess the situation in
order to confirm the Bus Operator's assessment.

410.8 Sick or Injured Bus Customer

If a customer on the bus becomes seriously ill, the Operator must call Bus Traffic
Control immediately via the PRTT function and request medical assistance. Bus
Operators should follow the instructions given and render whatever assistance they are
capable of. Caution should be taken to avoid coming in contact with blood or other
bodily fluids.

e
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The Bus Traffic Controller will dispatch a TOS to the scene and contact police and
rescue services, if needed. The vehicle number, route and run number, and badge
number will be confirmed in case communication is lost. The TOS shall render
whatever assistance is necessary.

If possibly infectious medical waste, body fluids, or other such material (i.e., blood,
vomit, feces, urine, human tissue, etc.) is found on the bus, the Operator shall stop the
bus at the nearest safe place (bus zone, bus bay, etc.), disembark all customers, and
wait for instructions from Bus Traffic Control. The TOS should help to be sure that
contact with blood or other body fluids is avoided or minimized.

The TOS should assist the Operators in giving specific information to the Bus Traffic
Controller regarding the following:

¢ When and how the incident occurred:;

¢ Where in the bus the possibly infectious materials are located;

¢ Type of material;

o Whether the Operator, TOS, or any customer came in contact with the material;
and

o Whether medical attention is needed.

410.9 Hurricanes and Other County Emergencies

Transit Operations Supervisor must read the annual Hurricane Procedure Bulletin and
be knowledgeable of responsibilities, participation and duties, in the DTPW Evacuation
Plan. This plan is also to be used for other major storms and weather emergencies, as
well as civil unrest.

Be aware of all hurricane advisories issued by the National Weather Service during the
hurricane season (June 1 through November 30). Transit Operation TOSs are essential
employees and have an obligation to the community to be available for emergency
service. TOS should make plans for their family well in advance of a hurricane warning
being issued and should ensure that all personal data (phone numbers, etc.) is up-to-
date so they can be contacted in an emergency.

“
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Prior to or after a hurricane, management may implement Alpha and Bravo shift (12
hours). TOS are to make their regularly scheduled report time, unless told otherwise.
Disregard any information regarding county employees not reporting for work which
may be broadcast on the radio or television. A roster will be maintained of all Operators
and others volunteering to work during the emergency.

TOS Supervisors may be assigned to the Miami-Dade Emergency Operations Center
(EOC) to support evacuation or other emergency efforts. TOS Supervisors assigned to
the EOC will be required to attend specialized training provided by Miami Dade Fire
Rescue's Office of Emergency Management (OEM). Please see DTPW Emergency
plans (Continuity of Operations Plan - COOP, Hurricane Manual, Mass Migration Plan,
Radiological Emergency Response Plan and Public Transportation Agency Safety Plan
- PTASP Agency Safety Plan - PTASP) located on Transit Net under Safety/Policies
and Procedures.

When the safety of customers, Operators, and equipment is threatened, Bus Traffic
Control, in conjunction with TOSs, will begin canceling regular service in preparation for
evacuation procedures. Operators are instructed to make full use of the expressway
system wherever possible, detouring as necessary to avoid high water areas. Upon
returning to the garage, Lot TOSs should ensure that Operators move to the fuel area to
fill tanks to capacity prior to parking the bus.

410.10 Loss of Radio Communication Sysiem

Under normal operating conditions, Bus Operators may communicate with DTPW Bus
Traffic Controllers through use of the Fleet-CAD system, which enables both voice and
text communications through the radio system. In the event that the Fleet-CAD system
fails, voice communications are still possible through the radio communication system.
However, in the event that the DTPW radio communication system becomes disabled
for any length of time, no direct communication between Bus Operators and Bus Traffic
Controllers will be possible. In instances where the radio communication system fails
during normal operating conditions, Bus Operators will be required to contact Bus
Traffic Control via a public telephone or a cellular telephone.

#
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In the event of an emergency that requires Bus Traffic Control to contact Bus Operators
while the radio communication system is inoperable, Bus Traffic Controllers will contact
and dispatch lead workers and TOS to points of the most frequent bus intervals to
contact and disseminate information and instructions to Bus Operators regarding the
nature of the emergency. Selected points of contact include, but are not limited to:

» Central Business District (Downtown Miami CBD)
¢ Lincoln Road and Washington Avenue

e Dadeland South and Dadeland North Metrorail Stations
¢ Aventura Mall

¢ Mall of the Americas

e 163" Street Shopping Center

e 27" Avenue and 79" Street

¢  Omni Terminal

o Busway/Cutler Ridge Terminal

e 344 SP&R

e Golden Glades

As soon as the DTPW radio communications system and the Fleet-CAD system have
been restored, a fleet call will be made to Bus Operators indicating that attention
request communications should be followed. The announcement will occur hourly for
the following two hours to ensure that all Operators are aware that communications
have been restored. Field TOSs will assist as necessary in communicating to
Operators that normal communications procedures have been restored.
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500 TERMINAL SUPERVISION FUNCTION

501 Description

¢ Provide information to the public similar to the Field Supervision function.

o Assist the public at major route junctions or in the operation of shuttle, and other
high-density special service runs.

s Assist Bus Traffic Control during Metrorail and Metromover service disruptions at
stations with crowd control and assist customers with general service information
(see section on Bus Bridges, pages 121—124).

¢ Maintain route maps, schedules of departures and arrivals, and detours.

¢ Contact Bus Operators on assigned runs to give special instructions and render
any assistance that may be required; check Operators’ appearance and uniform
compliance. One-on-one contact with Bus Operators is key.

o Ensure that clear, specific instructions are given to Operators regarding arrival
and departure times.

» Verify proper operations of all on-board communication equipment.

e Conduct field surveys to determine customer (passenger) load factors, time
interval of runs, adequacy of service, and proper location of bus zones; observe
traffic movements and flow to assist scheduling.

« Assist Bus Operators by boarding customers, as appropriate.

» Assist customers with Ticketing Vending Machine

» Monitor appearance and cleanliness at transit centers and report any problems.

e Monitor transfers, on-time performance, manage and maintain headways, etc.

e Some terminals have DTPW Contracted Security Staff. At those stations, TOS
should interact with DTPW Contracted Security as needed.

The duties of Terminal Supervision are a subset of the duties of Field Supervision.
These duties will be carried out by Field TOSs while stationed at transit terminals and
bus transfer points. From these locations, they can perform a number of functions, in
addition to those listed above, to improve DTPW's service to the public, including, but
not limited to:

]
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¢ Helping control schedule adherence by ensuring that buses leave transfer
centers on time. TOS MUST do what it takes (using standby buses, etc.) to
maintain scheduled headways. Even if buses go off schedule, headways must
be maintained.

* Advising customers of the real-time status of buses coming into the transfer point
(assuming they have access to AVL information);

o Assisting disabled customers who find navigating the bus system challenging
(this is particularly important as DTPW encourages more and more persons with
disabilities to use regular Metrobus service rather than Specialized
Transportation Services);

e Assisting tourists who need more help than most passengers in terms of
directions and information; and

* Monitoring the activities of personnel who may be hired to clean the transfer
centers and the interior of buses as they idle at transfer centers.

These types of activities can add value to DTPW's performance and can only be
accomplished through effective supervision. The most effective TOSs know better than
to simply sit in their P-Cars at the terminals; they get out of their cars and mingle with
customers and Operators. A TOS in this role can help retain new riders who may
otherwise become discouraged by a lack of information and decide against using the
system again. They are in a good position to communicate with and assist Operators
during layovers and also provide a sense of security to customers by deterring crime
such as pickpockets who operate in crowds and often target tourists.

TOSs must be aware of the situation of every bus at their terminal. For example, if a
particular bus has not shown up at the terminal when due, Bus Traffic Control should be
called. This means that a call should be made if the bus is not at the terminal by the
scheduled departure time. The TOS must be proactive and get clear information from
Bus Traffic Control on what is going on; i.e., where the missing bus is, what the cause is
for the delay, and what is being done to restore the service.

Terminal TOSs are “always there,” even when they physically are not because
Operators assume they might be there and perform accordingly. Their duties as visible

“
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representatives of DTPW service lead to enhanced customer service and further
DTPW'’s mission to the public.

Terminal TOSs will have the same equipment as in the Field Supervision Function (see
pages 131 — 132).

502 Terminals

Terminals (along with hours for supervision, which are subject to change) include:

» Aventura Mall (5:00 a.m. to 9:00 p.m.)

e 163" Street Shopping Center (9:00 a.m. to 9:00 p.m.)

* Golden Glades (5:00 a.m. to 9:00 a.m.)

¢ Lincoln Road and Washington Avenue (AM & PM peaks)

¢ Downtown Miami Central Business District, CBD (6:00 a.m. to 9:00 p.m.)
¢ SPCC Building—Government Center (6:00 a.m. to 8:00 p.m.)
¢  Omni Terminal (peak hours)

¢ Florida International University, FIU (6:00 a.m. to 6:00 p.m.)
¢ Mall of the Americas (6:00 a.m. to 6:00 p.m.)

¢ Dadeland North Metrorail Station (5:00 a.m. to 8:00 p.m.)

¢ Dadeland South Metrorail Station (5:00 a.m. to 8:00 p.m.)

e MIC Station {(11:30 a.m. to 7:30 p.m.)

It should be noted that there is some flexibility in the location of terminals, and they can
vary, as can the hours of supervision. In the future, Douglas Road, Aliapattah, and
Okeechobee Metrorail Stations will be candidates for terminal supervision, given
available manpower.,
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600 OTHER TOS FUNCTIONS
601 Description

There are four additional important functions that are provided by Transit Operations
Supervisor. These include:

¢ Special Event Services Function

¢ Video Review Function

¢ Farebox Information Function

¢ Radio Check Function

602 Special Event Services Function

Transit Operations Supervisors must prepare for, coordinate, and supervise all Special
Event Services. In general, the TOS manages the service transporting customers to
and from the special event site according to a pre-determined time or schedule. They
must remain on duty for the duration of the service, until approximately two hours after
the end of the event or after all customers have returned (or according to a pre-set
time).

Twenty-four (24) hours prior to being used for a VIP event, the TOS should make sure
the bus(es) to be used are ready and in proper working condition. Everything must be
checked, including the radio and destination sign. A second inspection should occur
closer to the time of the event to be sure any problems have been corrected.

602.1 Special Bus Requests

Sometimes, a particular bus or buses may be requested for a special event. These
requests are to be recorded as such. The TOS will follow-through with the request. It is
appropriate to ask why a bus or bus type is being requested so that the purpose is
known.

602.2 VIP Special Events
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A request may be made for a VIP Bus, or a Super VIP Bus (see standards below). The
TOS must inspect the requested vehicle to be certain all standards are met. This
inspection shall be accomplished within a time frame to allow failures to be addressed.
An inspection should be done at least 24 hours before the scheduled event, and again
at 10:00 p.m. the night before (along with maintenance personnel, if possible) so that
there is plenty of time to address any problems and ensure those problems have been
corrected. If there are any problems, the bus SHALL NOT be allowed to leave.
Problems should be corrected, no matter the time of day. When a bus fails to meet
inspection criteria, it is essential that immediate notification be made to the proper
authorities, following the chain of command until someone is reached. Verbal contact
must be made to a maintenance supervisor, superintendent, or chief, and to a TOS lead
worker, bus operations superintendent, or chief. In addition, when the scheduled
inspection of a VIP bus fails, Bus Traffic Control must also be notified immediately (BCC
may notify the proper authorities). VIP Standards are listed below:

Bus Exterior
s The body of the bus must have no damage.
¢ The windows must have no scratches or writing on them.
¢ The tires must be detailed and rims must be clean with no brake dust.
¢ No grease must be present around the wheel lugs.
e The bumpers must be detailed completely, including behind the bicycle rack.
¢ All marker lights must be working and there must be no cracked lenses.
¢ All advertisements must be in good condition.
¢ Bicycle racks must not be bent or have screws and bolts missing.
» All destination signs must be working.
¢ Molding must be straight and not damaged.
¢ There must not be any missing wheel lugs.
o Frame of outside mirrors must be black and have no damage.

Bus Interior
o Dashboard must be wiped down thoroughly, with ali trash removed.
¢ Al handrails must be wiped clean and should be shining.
¢ Seats must not be soiled, torn, faded, loose, or wet.

A ———net e ————————— e e e—
Y ______________________________________________________________ |
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¢ Wheelchair straps must be rolled in, and no grease should be present on tie-
down hooks.

¢ Wheelchair lift must be working.

o Bracket in floor must be free of all debris.

o Wall of bus must be free of graffiti.

¢ Inside advertisements must not be loose or torn.

¢ Floor must be extra clean with no debris or stains.

s Rubber around doors must be wiped clean.

s Fire extinguisher must be wiped down.

+ Emergency triangle kit must be in its holding rack and secure.

¢ Microphone must be working.

¢ Yellow tape around front door must be detailed (look when door is closed).

¢ Under the driver's seat and around the meter must be clean, and the meter
wiped down.

e All chrome should be shining and dust-free.

e All switches must be secure, not loose.

Operators for such services are selected by the Division Superintendent, and both the
Operator(s) and the TOS will be dressed for the event in the long-sleeve shirt and tie
uniform with shoes shined. The Bus Operator must be informed of the nature of the
event and the clientele that will be transported. Bus Operator report time is designed to
allow the Operator to carefully inspect the bus prior to departure from the garage. The
TOS will also be responsible for the preparation of any maps related to the special
event.

Bus Operator
e Operator must be well-groomed.

+ No cell phone or ear-piece should be hanging or showing.
o Black dress shoes and socks must be worn.

¢ Shoes must be shined.

e [roned, starched, long-sleeve shirt must be worn.

¢ Shirt-tails must be tucked into pants.

¢ Neck-tie must be worn (male and female).
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¢ Operator must display a positive attitude.

602.3 TOS Assigned to Special Services

¢ A TOS will be assigned in advance to assure buses will be able to navigate in the
requested drop-off and pick-up areas.

e Check on bus{es) and Operator availability with a Window TOS prior to the event
to confirm their instructions and make sure everything is ready (see items related
to bus inspection above starting on page 214).

» Assist the Operators in leaving the garage on time.

¢ Notify Bus Traffic Control of bus numbers being used, Operators available, or
any problems that may delay the bus{es) or prevent the bus(es) from getting to
the site on time.

e Arrive at the location early and initiate a call to Bus Traffic Control to ensure that
the bus(es) arrive at the event on time.

« At the event site, confirm the exact location of the customer drop-off/pick-up
point. While maps are often previously prepared, the TOS must be sure that the
Operators will follow these maps, and also that the maps are correct, and the
bus(es) will fit in the designated area.

+ Assist with boarding or discharging customers.

e VIP events may also include film/video/photo shoots. In such events, the
Supervisor must evaluate the safety of the actions being requested by on scene
filming staff and communicate safe actions to the Bus Operator.

602.4 Sporting Events

Operators sign up for sport event lists and are selected on a rotating basis starting by
seniority. Sporting event special services are posted 72 hours prior to a game.

An Operator assigned to a special service sporting event will get his or her work from
the Window and arrive at the designated park-and-ride area three (3) hours prior to the
start of the game. The TOS will meet them at the park-and-ride lot. Operators must
leave the game at the end of the third quarter to get ready to transport customers back
to the park-and-ride area.
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602.5 Command Center Bus

When a special event may last for a long period of time, or all day, a Command Center
Bus may be available. Such a bus is equipped with computers, restrooms, and water,
etc. for use by Operators, TOS, and other DTPW employees or other local agency
personnel (such as local police officers, etc.) associated with the special event.

603 Video Review Function

Videos are pulled and reviewed for all accidents/incidents, and some customer
complaints. They can also be used to verify altercations between Operators and TOSs,
but also can be used to help the Operator when there are unsubstantiated complaints;
for example, to verify a complaint that an Operator was using his or her celi phone while
driving. Video reviews from camera-equipped buses are becoming more in demand as
their value in accident/incident investigation is increasingly recognized. This function is
also used in conjunction with police investigations not necessarily related to DTPW.
The case was successfully made that this is a TOS role separate from the
communication technicians’ duties.

According to a DTPW memo from January 2003, the recorded video on DTPW's
camera-equipped buses should be considered as evidence in any investigation carried
out by TOS personnel. A removal request should be made whenever a camera-
equipped bus is involved in an accident or incident. A removal request can also be
made for random checks of Operator compliance with ADA-mandated announcements.
The following procedures have been developed for removing the CCTV Data Pack/DVR
so that is can be viewed and the relevant evidence noted and protected.

603.1 Removal Request Report

First, Bus Traffic Control should be contacted to initiate the removal request. A Bus
Traffic Controller will create an Incident Report (IR) and complete the removal request
form. The Bus Traffic Controller will contact the communication technician to have the
data pack/DVR removed and will forward the removal request form via e-mail to specific
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individuals at Communications and Operations. Communications is expected to
process the video as instructed in the removal request.

TOS will arrange to pick up and/or view the video or CD as soon as possible. The
information will be protected when necessary and the data pack/DVR will be returned to
the bus as soon as possible. TOS will then number, log, and file the CD, keeping it at
Central Division. When needed, the CD will be available for processing reports, and to
be copied and distributed as needed to the Division Superintendent, Safety, Risk
Management, the County Attorney, and appropriate police depariments. The TOS(s)
will finish completing the removal request form, noting all findings. Notification may be
sent to the following:

¢ DTPW Director;

s DTPW Deputy Director;

¢ DTPW Assistant Director;

¢ Division Superintendents;

¢ Division Chief;

¢ General Superintendent;

e Training Lead Worker;

¢ Investigating TOS/Requester;
¢ Risk Management; and

¢ Police Department.

603.2 _Video Review

In addition to video review for accidents, incidents, and complaints, the TOSs randomly
pick one hour of time on one bus per week (requested in an e-mail to Field Engineering
System Maintenance). The Operator is then checked on the video for ADA
announcement compliance as well as for any other violations of procedures.

Once the CD is received, the TOSs must research all the given information related to
the accident/incident and watch the video. The resulting written reports must be as
error-free as possible, or the information will be deemed unusable. While there are
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some built-in checks and balances, the TOS should make follow-up calls when
appropriate and make copies of the CDs.

The video CDs are numbered, and can be used for accident grading, risk management,
etc. Files are kept as follows:

» The General Log includes information on all CDs viewed.
¢ All relevant forms are kept in electronic files.

The videos are kept on file in case anyone else needs to view it in the future. They are
often used in hearings, as well.

603.3 MobileView ll Software

To view video footage using the MobileView Il software, pick a CD from the drawer and
the attached Removal Request (oldest date). Gather all needed information to become
familiar with the incident to be viewed (e.g., Incident Report (IR), map, schedule, ADA
list, accident report list, etc.) Double check all information on the removal request and
the CD with the researched information and correct any errors.

Use the following procedures to process the CD:

Incident Report (IR) Records
¢ Open “Internet Explorer’ on “Desktop.”
e Look in “Favorites.”
¢ Click on “CAD-AVL"” — Main Menu.
s Highlight “Bus Incident Reporting” — then “By Vehicle."
o Enter bus number and click “submit.”
» Go to IR number: click, read, then print.

Viewing CD
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Place CD in CD player and close tray.

Starting from “Desktop” — Open “"Mobile View Il.”

Click on the “Folder” (says “open local”).

Click on "Browse.”

Click on database down arrow (says “look in”).

Click on CD Icon (has numbers next to it).

Highlight contents of the CD (listed in box).

Click "Open.”

CD will download: view the footage and note all findings on the copy of the
Removal Request for referencing later.

After Viewing CD

Close "Mobile View II" and remove CD from tray.

From “Desktop” open “Private Share Folder” and open “General Log."

Number the CD using the next number available (note the # on the CD — removal
request and log) and then fill in the rest of the log.

Close the log and be sure to save the work.

Place CD in the “CD Binder” in the cabinet.

In the “Private Share Folder” open “Removal Request Folder” — find a copy of the
Removal Request (hint: view-list) by bus number, then open it.

Fill in the “FINDINGS” section — (hint: use TEXT box) — enter the date, CD
number and the TOS's hame under “viewed by.”

Fill in the CD made section (hint: paint can).

Fill in the names of the people a copy is to be sent to.

Print a copy, then close — be sure to save the work.

Write Up

From “Desktop” open “Private Share File,” then open “Forms Files Folder,” and
then open “Write Up Form,” and fili in all the needed information at the top.

In “Violation,” fill in the description of the violations found.

In “Remarks,” put in the reason the video was pulled.

Print a copy — “SAVE AS” (hint: click “File” — click “Save As" — click “Desktop” —
click “Private Share” — click “Open” — click “Write Ups” - click “Open”).
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E-Mail

In “File Name" next to the words “Write Up” add the Operator’s last name, badge
number, and date of incident — click SAVE.

From “Desktop” open “Microsoft Outlook.”

Click on “New.”

Click on “To.”

Fill in the names of people the information is being sent to (i.e., “To: Operator's
Superintendent — cc: all others).

Click “OK.”

In “Subject,” enter the following: Video Request — Bus (#) — Operator's name and
badge number (i.e., Video Request — Bus 2110 — Blount # 3199).

Click on “Insert” and attach the completed Removal Request and the Write Up to
the body of the e-mail text. (hint: click “Insert” — click “Desktop” — click “Private
Share” — click “Removal Request’ or “Write Up” — highlight needed removal
request or write up — click “Insert").

Send Removal Requests and Write Ups together in the same e-mail. Print a
copy.

Saving a Removal Reguest sent by BTC

Open the e-mail.

Open the attachment — print a copy — click “File” — click “Save As" - click
“Desktop™ — click "Private Share” - click "Open” — click “2003 removal request” —
click “Open” - in “File Name" enter. Bus number, date, Operator name and
badge number, then click “Save.”

Technical Problems with the Video

Send e-mail to: M. White (Maintenance Systems Manager), R. McKenna
(Electronic Technician TOS), M. Pabon (Electronic Technician TOS). — CC:
Hermida (Chief, Bus Operation), Perez (General Superintendent), Ortega (TOS)
Blount (SUPV), Orange (TOS), and Torres {TOS). List the problem — copy e-mail
— attach to other paperwork.
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Put a copy of all the forms used in processing the CD together and place in desk
drawer (include notes and research material). Hard copies of all paperwork is kept
for three (3) months. Electronic copies will remain available after three (3) months.

Bus Video File Requests

Go to the CD binder and get the CD needed — insert CD in player.

On “Deskiop” — double-click on “My Computer” and click on “E” drive.

Highlight and right click the “File” — highlight “Send to” list and click “Bus Video
Files.”

Video will load in File — when finished, close all windows.

Open “Bus Video Files” — click on Video Icon and drag to the Division Folder
needed.

Return the CD to the binder.

Accident Grading

Starting from the “Desktop,” go to “Private Share Folder.”

Open file titled “General Log Folder.”

Compare the information from the “Log” and the “Grading List,” get the bus
number, date, and CD number needed. List the “report # off the "Grading List”
into the grading column of the “Log.”

When the list of available video is completed, close the “General Log.”

Open “Private Share Folder,” then open “Removal Request’ folder — find the
needed bus number (proper date) and print that Removal Request.

Use the "Bus Video File Requests” procedure (see above) to load the CDs.

Drag to “Grading Committee” folder.

NOTE: If there is not enough room to load all the CDs needed; make space by deleting
any video in the folders that are no longer needed.

L _—__—_————— |
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604 Forms for Other Important Functions

604.1 Special Event (LOG) Forms

This document (Form # PR-BS-051-024) is used for monitoring and documenting the
time performance of Special Events (e.g. Baseball, Football, Festivals, etc.). After this
document is completed, the TOS must forward this sheet to the General
Superintendent, Section Chief, Section Superintendent, Lead TOS and Quality
Assurance Staff.

604.2 Removal Report — Data Pack/DVR

The recorded video on camera-equipped DTPW bus are considered as evidence in any
investigation carried out by TOS personnel. A removal request is made whenever a
camera-equipped bus is involved in an accident or incident. Requests are also made to
determine ADA compliance with announcements, etc. The request is made by Bus
Traffic Control. Information needed on the removal report includes the Incident Report
(IR) number, the Bus Traffic Controller's name, the bus number, route, run, Operator
name and badge number, the date/time of the incident, the date/time the request was
made, and the reason for the request.

Metrobus Operations is copied on the removal report memo and will arrange to view the
CD video as soon as possible. TOS will number, log, file, and store the CD at Central

Division. They will finish completing the removal request form, noting all findings.

An additional form included in this Manual is the Request for Recorded Tape, which is
included for information purposes and is not filled out by the TOS.
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@ 604.3 Emergency Evacuation Log Form

This document (Form # PR-BS-051-023) is used for monitoring and documenting the
time performance of routes that are used during Emergency Evacuation. After this
document is completed, the TOS must forward this sheet to the General
Superintendent, Section Chief, Section Superintendent, Lead TOS and AQuality

Assurance Staff.
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APPENDICES O

Appendix A: Radio Signal Codes
Appendix B: TOS Forms
Appendix C: Chapter 14-90 Florida Administrative Code (FAC)

Appendix C: Definitions

.';#._-\-
-
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O

APPENDIX A:
RADIO SIGNAL CODES

" — ]
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FORM

Communication Signal Codes

AMlL DADE “MIAMI DADE
L lTrasIT
[ =

it cotis
1 CALL YOLR OFFICE N KROLARY QAL DO YOU RECERE BIE 0N Qi REFEAT
[ - 7 R = afe  THE TRt T S0 &Y
89 TO RADI REPAN SHOP - QFU  NOTHRIO FOR U HERE GEY CHANOE CLNSELY
M TO BOTOR FOOL n - Q30 REPEAT YOUR NESIAGE GAR  CALL FOR AMMITANCE
65 TOYOUR STATYN N SHOOTMO QTH  ONE TOUR LOCATION ETA ESTRBATED VIEE OF ARRIVAL
o N0 RELEF # HONKCDE G PROCEED TITH TRAN AEAP A3 BOON A FOERLE
7 GRNCE, -]
o FECALL o
0F IAERWCE t J A ALFA N NOVEMEER
% OUT OF BERVICE = &  Haw [
11 O OF SERVICE PERD. 2% ED¥NG PERDN ¢ CHARE M
12 BREAN 1T MBRACIOV CAR ¢ oRn Q  GuEBEC
" N SRS PERION E ECMD A RONE
W e e =
15 WEFT BOMEDNE 4 UB) FOII WANTED & OF T TAROD
" o M. " o
u— YT 1 em ¥ wcron
u o DOCTOR 4 JUETT W WMISEY
# FOPPNG CAR S NTIESFTED SUCEE K Ko 1 1Ry
N WTR00 % DOA (S Y T  TAMKEE
H SOLENTM 2 LoDnN O & DRY
I STOLEN VEHICLE 47 80MS OR EXFLONWVE
el
3 COMPLETE CHECH - ALL EMERGENCY CALLS SHALL BE PREFILED WITH THE NUMBER <3
15 BUROLAR ALARM

“MIJ\MI DADE -.'
e IR

TRANSIT

BRMT oot L
61 CALL YOUR OFFICE 2 WUROLARY
2 cAL 1 LARCENY
63 TO RADIO REPAR SHOP W VDAL
66 TO MATOR FOOL LT
o5 10 TOUR STATIOR N SHOOTHD
o8 WO RELEF 1 HOMICIDE
@ cAcE n Axhanr
08 RECALL R S OFFONE
08 M IERVCE M ETURBANCE A ALFA N VSIS
W CUTOF SERNCE % ORUK LI 0 OMAR
11 CUTDF SERMICE PERD, MWW PERION [T P PAPA
1 BREAX T RIFTIUI CIR D DELTA Q. quEsEc
H EREADIN W RIPCIOUS PERION E ECWD " RONE
4 BIYETIBATION N PRIONER F  FOXTROF " SERRA
5 WEET SOMELNE 4 UL POSI. WANTED 0 OOUF T TANSO
" Dul 4 SCHORARED N HOTEL U roR
7 ACORENT BN 1 o ¥ voToR
 HTARN o 0ocToR ¢ Ty W NORET
1% ETOPPING CAR M OTERFTED JUKKE LI T T XRAY
¥ HUTROO % aoA L L L
21 FTOLEN TAS o WO00RW ¥ mE z
£ STOLEN VEMCLE & BOME O EXPLONVE
13 CLEMRENCE CHECK o EPLONON
4 COMPLETE CHECK & FRE ALL EMFRGERCY CALLS SHALL BE PREFIXED WITH THE MUMBER “3”
# BURGIAR ALAR
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O

APPENDIX B:
TOS FORMS

e ———— e ——————
L —————

December 2019 138



DTPW Transit Operations Supervisor Training Manual

List of TOS Forms

-/ —/

Hold Down Bid

Bus Operator Leave and Attendance Report
Request to Bank Holiday

Accident Diagram

Lost and Found Daily Log

Lost and Found Claim Form

Transit Lost and Found Article Ticket (Large Articles)
Extra Work Penalty List

Extra List Worksheet

Extra List Sign Up Form

Regquesting Shift Change Form

Roadcall Operator Form

TOS Speed Check Form

Contracted Routes Form

Lot Change and Road Call Window Log
Daily Division Pull-Out Checks

Refusal To Submit To FTA Drug and Alcohol Testing
FTA Reasonable Suspicion Observation
Supervisor Accident Prevention Plan Contact
Metrobus Operator's Defective Coach Report
Pre-Trip Card Audit Form

Metrobus Operator's Pre-Trip Inspection
P-Car Mileage Form

Transit TOS's Daily Equipment Check List
Detour Information

TOS's Daily Service Check

Signage Field Report

Operator Write-Up

FTA/DTPW Drug and Alcohol

Accident Damage Survey {1-7)

Vehicle Information Tags

Hold Order

FTA Post-Accident Report 1

FTA Post-Accident Report 2

Citation Form

Supervisor's Daily Report

Special Events Instruction Sheet

TOS Emergency Evacuation Log Form

TOS AVL/PLAYBACK Request Form
Transit DVR Removal Request Form

TOS Special Event Log
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FORM
Hold Down Bid

HOLD DOWN BID SLIP

TRANSIT
HOLD DOWN BID SLIP
SHEET # DISPATCHER INITIALS DISPATCHER STAMP
OPERATOR'S NAME BADGE¥ EFFECTIVE
[ CHOICE # LINE £ CHOICE = LINE # CHOICE # LINE &
1 11 21
2 12 22
3 13 23
4 14 24
5 15 25
6 16 26
7 17 27
8 18 28
9 19 29
10 20 30
""""" %-------mwmmmm-------------%“““
SHEET # OPERATORS NAME BADGE
DISPATCHER'S SIGNATURE TIME STAMP
u:u;u,}. LINE # CH%IC}: LINE # CH_O#TCE LINE #
1 11 21
2 12 22
3 13 23
4 14 24
5 15 25
6 16 26
7 17 27
8 18 28
9 19 1]
10 20 30
Slip USE AS MANY SHEETS AS NECCESARY - BE SURE TO NUMBER THEM: 1, 2, 3 ETC

December 2019 140



DTPW Transit Operations Supervisor Training Manual
]

FORM
Bus Operator Leave and Attendance Report
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FORM
Request to Bank Holiday

Date: HM@
Memorandum
To: Shaan Jaghai
Clerk 4, DTPW Bus Operations
Rosa Parks Bldg 2 Floor

Subject:  Holiday Pay
FY 2017 -2018

hereby request holiday pay for:

L ,
Print Name Badge #
Heliday Name ’ Date of Holiday
Employee Signature Employee [D #

Note: In order to receive holiday pay, you must complete and submit this form by the
Due Dates listed below:.

Date Holiday Form Due By

Columbus Day Wednesday, Oclober 11%, 2017
Veterans Day Monday, November 13%, 2017
Thanksgiving Day Monday, November 27, 2017
Day After Thanksgiving Monday, November 27% 2017
Christmas Day Wednesday, December 20™, 2017
New Year's Day Wednesday, January 34, 2018
Martin Luther King Jr Day Wednesday, January 17%, 2018
President’'s Day Tuesday, February 20%, 2018
Memorial Day Tuesday, May 28t 2018
Independence Day Friday, July 6™, 2018
Labor Day Tuesday, September 4%, 2018

Manday, October 9%, 2017
Friday, November 10%, 2017
Thursday November 239, 2017
Friday, November 24%, 2017
Monday, December 25", 2017
Monday, January 1, 2018
Monday . January 15%, 2018
Monday, February 19%, 2018
Monday, May 258%, 2018
Wednesday, July 44, 2018
Monday, September 3d, 2018

e ——  — N N e N NN R
142
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FORM

Accident Diagram

DIAGRAM WHAT HAPPENED —Nurber of Photos Teker; By
REPORT # A LABEL SHEETS AND VEHICLES
L)
INDICATE
NORTH ™
CIRCLE BY
ARFOW

DRAW A DIAGRAM OF ACCIDENT WITH
ALL VEHICLES INVOLVED

R e r— o 3 Stalewnent Date J /

40801 147 YU Bkl 09 O
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Lost and Found Daily Log

FORM

0029
£80 WHO4
SWEL 3A08Y NIVINCD OL OIVE
E"e g g
| awawg  woongens o ssvam e i (S)W3Ll aNno4
‘o1 aamnsmvil | NY SOVE HLIM
- Peao _ EwOAQWREE . Mesves TYNIDIHO
“AH GISVITIM
BDVd 50 NIVH NOU SNALI FOUVY JO HBERNN
THIDRoED | g
0L
J iU
b0 1
3901 ()
hoY0i0
Crcamvres |t covaoss g ) R o o =
6L/S0/LE D01 AVA SWAL ANNO4 GNV 1501
:380 40 3LVa NOISIAIG SNE TYYLNTD .

144
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MIAMI-DADE TRANSIT
COSTIAI FEMRD FTEMeS DARY | 00 CENTRAL BUS DIVISION

SEALABLE BAO ARTICLES FOURD FIDER'D MAME! DESCRIPTION OF ARTICLES RECEWVED BY! TREE| RELEASED TO
NUMBER SATGTME | ROUTESN re—— BADCE NUMBER [Liat Naene of Ounar i Applicable) (Cdagutchor's Ofos)|  (Oumar | Ageat)
CLARS CMECH ND.

ClLARS CIHECH NOL

CLAR CHMECK NO.

CLAR CHMIBCX NO.

DISPATCHER'S OFFICE SHIFT CHANGE TRANSFER LOG

TRANSFERRED TO: TRANSFERRED TO:

“BUS DEPATCINERS OFFICT Tt Shal (Prvd & Bign) TATE/ TRaE TS DISFATCHERTS OFFILE 142 hll (vl & Bigm) OATE | TiE
TRANSFERRED TO! TRANSFERRED TO:
H “SUS DOPATCHERS OFFICE 2nd BWRL(Pred & Bigv] | DATE | TREE BB DEEPATCHENS OFFICE a0 B (Pird & Bign) | DATE/ TR
TRANSFERRED TO; TRANSFERRED TO:
BUS DISFATCHERS OFRCE 3w Gl {Privd & Sign) OATE / TE BUS OBPATCHERS OFFCE Jrd Sl (Prind & Signd DATE / TaE

DTPW Transit Operations Supervisor Training Manual

FORM C5J
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FORM
Lost and Found Claim Form

Department of Transportation and Public Works

Lost and Found
701 NW 1% Court 1st Floore Suite 131
COUNTY Miami, Florida 33136

Tei: 786-469-5564- Fax: 786-469-5567

DEPARTMENT OF TRANSPORTATION AND PUBLIC WORKS

PROPERTY CLAIM FORM
DATE:
NAME:
CUSTOMER ID TYPE: NUMBER:
PHONE NUMBER/EMAIL:

DESCRIBE PROPERTY CLAIMING:

CUSTOMER'S SIGNATURE:

OFFICIAL USE ONLY

LOST AND FOUND ITEM SERIAL NUMBER:

DTPW REPRESENTATIVE SIGNATURE:

FAM E2F-003
OB8/16/2018

_
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FORM
Transit Lost and Found Article Ticket (Large Articles)

L e " ————— " —— |

December 2019 147



DTPW Transit Operations Supervisor Training Manual

FORM
Extra Work Penalty List

MIAMI-DADE]
COUNTY

EXTRA WORK PENALTY LIST

All operators who fail to report for their scheduled Extra List report must be placed on the Penalty List for a period of 30

days beginning the next day after their “no show", “Scratch” or "Refusal” and continuing for 30 consecutive calendar days

The penalty for a "no show*”, “scratch™ or "refusing work” while on the Extra List is exclusion from the Extra List for 30
days. In order to be fair, this policy must be enforced uniformly by alt dispatchers.

ATE: NU SHOW,
SCRATCH,
BADGE NUMBER NAME REFUSAL DATE RETURN

- —————————————————————————————————————————— ]
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FORM
Extra List Worksheet

EXTRA LIST WORKSHEETS

DIVISION: DATE:
DAY:

TIME PERIOD: JIA-BA 8A-12N 12N-5PM
{CIRCLE ONE)

Unassigned on Report Board
Unassigned on Time Siot
MANPOWER

Open Work

Start Run, Jury Duty...
SCHEDULED MANPOWER DEMAND
DESIGNED BUFFER USED
Operators Scheduled to pick (RPK)
Extra List Nooded

Extra List as Posted

Numbear Over (+) or Short (-}

Dispatchers:

Comments:
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@ romm

Extra List Sign Up Form

CENTRAL DIVISION
EXTRA LIST SIGN UP
AFTERNOON P REPORT DAY [ REG. .
OPERATOR | BADGE # |  TIME REQUESTED OPERATOR sapGte | OFF | DAY | @D
L L
2 123
3. 3.
4 4.
5. 5
5. 6.
A ?
3 8.
: !
10, 10.
11 1.
1 12
13. 13,
14. 14
o 15. 15,
16, 16
12 17
18 18
19. 12
20 20
n. 2t
n 22
. 2
2 J24
. 25
oy 26.
b1) 27,
28. ]
2 29
. 30

pare MOV 06 2019 oare____ NOV 0 7 2019
EFFECTIVE DATE: JUN 30, 2019
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FORM
Requesting Shift Change Form

REQUEST FOR SHIFT SWITCH

The undersigned supervisors, have agreed to switch their picked shifts on the days and times
stated. it's the responsibility of the undersigned, to make sure that thelr picked shift Is covered.

SUPERVISOR REQUESTING THE SHIFT SWITCH

NAME AND BADGE

DAY AND DATE (e]. TUE 26SEP06)

SHIFT SCHEDULED TO WORK THAT DAY

HOURS (e: 12:00P-8.00P
—_—

SHIFT | WILL WORK THAT DAY

HOURS (e]: 12:00P-8:00P

SCHEDULED DAYS OFF

SIGNATURE O
2

SUPERVISOR WHO AGREED TO CHANGE

NAME AND BADGE

DAY AND DATE (o]. TUE 28SEP08)
S

HIFT SCHEDULED TO WORK THAT DAY

HOURS (ej: 12:00P-8:00P
SHIFT | WILL WORK THAT DAY

HOURS (e]: 12:00P-8-00P
S :

CHEDULED DAYS OFF

SIGNATURE

Make sure you enter the day/dats that you are going to work in excha

enter day off in the shift scheduled to work box and fill alt the boxes

nge. If switching days off,
This fom must be presented to your a

property,
rea lead worker at least 48 hours in advance.

O

Decernberzmg—
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FORM
Roadcall Operator Form
ROAD CALL OPERATOR
NAME & BADGE # CENTRAL DIVISION
DAY DATE

ROAD CALL PROCEDURES

USE THE MOST OIRECT ROUTHE TO ASSIGNED LOCATION.

DO NOT LEAVE YOUR BUS.

TURN BUS MASTER SWITCH ON AND OFF EVERY 13 MINUTES TO ASSURE POWER TO RADIO
ANSWER RADIG IMMEDIATELY UPON RECEMVING CALL.

LOG BUS, ROUTE. RUN AND TIME INFORMATION.

e

BUS OUT TIME BUSIN TIME ROUTE/RUN DISP. INITIALS

DAY DATE
EFF. 30JUN1D

- "~
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FORM O

TOS Speed Check Form

LOCATION

"

§ X olo|o|o|ololololololo|ololololololalolo
=
E\ 5! IIIE:II
ég 5| %] % 3| 5| § 2| 5} &

F3

= 5

()

(Y

4 x

2 -

b o

[

o f[=

a

“ g
=
:

OPERATOR NAME

NAME:
BUSH

O
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FORM

&=

g !

Ty UMD _ +

o RUORPEY g | sungey {

= LI AP U0 Asages NOIS | 3QISNE | ¥DIDUS AT uwn |

ﬂ ‘w3 SLNIWWOD 'iS3q | #sng TIE NY3ID H1a SALNNIW ANLL SSvd NNY | 3LN0Y | Sne
k)

2 @40 " @ NO IWLL :Ava :3Ava
-4

m 'NOLLYDOT ANOZ ANVYN
it

-t SILNOY QILIVHINGD

=

=

=]

(@)
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FORM
Lot Change and Road Call Window Log

RMKs
LOST | REPL
DIR | TIME | BUS @
t

IN EERVICE

SRYC

IN JACT INJLOCATION SACK

DATE:
TO WO
PAQR 1 OF ¥

OIVISION:
CEEPATOREN)

L, ————————}
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FORM
Daily Division Pull-Out Checks
MIAMI DADE TRANSIT

DAILY GATE CHECKS
ez
NAME: DIV:
DATE: DAY: TIME: ON @ TIME OFF @
Bus Jroute] Rrun | BOGE TIME MINUTES | prcaro COMMENT

LATE EARLYJ INSPECT

LD@GEI‘ RLCMARK 3
LATE
EARLY

— e ——————————
]
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FORM
Refusal To Submit To FTA Drug and Alcohol Testing

HIAR)-BADE

M
COUNTY
REFUSAL TO SUBMIT TO FTA REQUIRED DRUG AND ALCOHOL TESTING

Supervisor's Name: Unit #: e
Test Category IR #:

Employee Name: S __ID# _

Location S S
Bus: Route: ~ Run#  Division: ~
Date: Day: __Time: N

, you are hereby instructed to provide a urine

(Employee Name and ID Number)
specimen and / or breath sample as specified, to be used in the testing for the presence of prohibited drugs
and / or steehol in order to comply with Federal Transit Administration (49 CFR 40, 653, and 654) testing
regulations.

Any cmployec who refuses to submit to a required test or whose conduct prevents the completion of a
required test will be treated as if a test result had been confirmed positive. The employee shall be rehieved
of duty immediately, and should be subject to disciplinary action up to and including dismissal from
employment.

(Empia)‘re_e' gl:gr_lat;r;) -

(Supérvisor slgna_t;rc)

Remarks:

FAX COMPLETED FORM TO HUMAN RESOURCES (305) 637-3799 OR (305) 637-3731
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@ o

FTA Reasonable Suspicion Observation

OLDE)
TRANSIT
FTA -REASONABLE SUSPICION - OBSERVATION FORM
Employee’s Mame Social Security # Dept. Name Date Ohserved | Time Observed
To
From

Document the employee’s behavior for reasonable suspicion for use of aleshol or controlled substances by checking the appropriate
items. Any employee for whom there is a reasonable suspicion for use of alcoho) or controlled substance shall be taken immediately
for a reasonable suspicion drug/alcohol screen in accordance with FTA procedures

Appearance;
3 Inappropriate Dress ] Runny/rritated Nose [ Facial Expression - Eyes very bloodshot (] Blank Staring

O bifficulty Focusing [ Dilated Constricted Pupils

Other

Body Coo tion:
[ impaired Coordinaion [ Stumbling [ Tremors/i{and Shakes

Other:

General Attitude:
O Uncooperative [ Fearful O Agitated O Withdrawn Ohttostile [ Suspictous [ Highly excited

Other:

Mood:
O Dcpressed  OElated  {JAngry  OConfused [ Panicky [ AnxiousMervous [ Imitable

Other.

Speech:
[3 Incoherent O stuttering O slow O pas O uncontrelted Talking ~ [] Repetitive
[2) Thick / Sharred Speech

Other
General Behavigr:

Omrowsy [ Short Attention Span [ Threatening or Violent  {J Slowed or Jerky Reactions or Movements
O Odor of Alcohol on Breath  [J Inappropriate Laughter

Oiher:

Commenls!

Supervisor gbserving the p;'_qg_lgm_{;}iho_lg._ o . o - )
Signatuse Title Date

Eltecnive 8/1408
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Metrobus Operator’s Defective Coach Report

ma 1557473

METROBUS OPERATOR'S DEFECTIVE COACH REPORT
IFROADCALLCHECK HERED Busno. _f | |

ROUTE, RUN. DATE, 1
ENGINL
BATTERY
™ OIL | WATER HO
SMOKE MO
STANT | Larks | Leaxs POWER | iiiee
G | 1ow | SHECK | or oL
vt | waten | HONE | enoone [rressima
TRANSMISSION
™ANS | mo ol SHIFT
SLPS | SHIFT | LEAKS | RoucH | TERKS
INTIRIOR LIGUTS PLST CONTROL
DOME | DOOR | DASH r‘s,fgzm ROACHES |  aiCE
EXTLRIOR LICHTS
MARKER | TURN HAZARD
LIGHTS e A STOF | iGTs
SAFETY
ws PASS. FIRE ™
HORN | wipens | siONaL | EXT Krr | MIRRORS
SRAKES ODORS

stack | TN | noisy | cmas B oruses fomemical

STEERING WHEEL CHALR-ADA

NO
HARD LOOSE FULLS rowgR |TIE DOWN| STICK

TIRES SUSPENSION
AR .
Low | FaT | womw Il UEAKS kustm NOISY

FRONT DOOR REAR DOOR
AR INTER- AlR INTER

SLOW | eak | Locx II SLOW | Eax | LOCK

WIRDOWS VENTILATION
NO NO RO OFERL
BROKEN [SWINGING| LOCKS AL HEAT DE- FAN
| [FROSTER
INTERIOR BODY EXTERIOR BODY
aras

SEATS FLOOR RAILS DIRTY II DOORS | PANELS
i COMMUNICATIONS ]
VEHCH ANNUNCIATOR

Maaag ADA
No ADA t‘: Brokea Aswcancemen
Message | Microphone | No Audio | Lacsnon
BADID
MISC
LNOREC | NOSEND | BAD PA. PROBLEMSIHAND SET INQ POWER
FARE BOX
~NO
BLOCKED MIWER
LSENSOR | L ALARM
COMMENTS
DRIVER'S SIGNATURE I BADGE @ NME

T CANARY C GREEN-Bust Opwdint  BLUE blabriisnisicn
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FORM
Pre-Trip Card Audit Form

[ PRE TRIP CARD AUDIT FORM |

PRE TRIP CARDS TURNED IN INCORRECTLY

OPERATOR RAME BADGE NUMBER CODE BUS NUMBER

CODES 7O USE

DID = Didn't Indicata Dam DCE = Didn't Check Blocks

FTL u Palled To Tum In DSN = Didn't

Copy must go to Chief of Division, who shall maintain a master set. Additional copies shall go to each Division
Superintendent This comphes with Rule (J) of the Standard Operating Procedures for Processing e Pre Trip Inspecton

Cards for Bus Maintenance

SSH DATE:

@
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FORM

Metrobus Operator’s Pre-Trip Inspection

e BODY DAMAGE REPORT

b
wrug | WESMK | aun
ORSPRICH

TSIV IY 3N LOM

T SMLINIHIAL SNE

- LEFT FWD 1 LEFT REAR Lot

F00vE HJAL 578

OFulvd I SHGELL

FRONT
men W OPERATORS SEAT
4 o 45 “ 4o
warmes | ORERS | sent T WHD RE
SEAT 1 STEFRNG | swEiD | sueRssaon
weers | svstew
£+ ] 4% 5 51 L+
o Low oO0R OOR 0O0R ToR
ar | controy | woRkmG | NTER SGAL
PRESSURE L0CK
3] 7] M " 57
LS MAZARD CrilE PARYING woNl G0 TRANS
seh | wen e | mGEAR | nowsy
QAR LFT
i ] ] ] 8 ]
| eras | Pas | e | osewes | oroves | osrereee
i WONT 30FTy [GRAB OR AT
o " ) ] o
STRERNG | cLawatE
M8 | oo | cosTRo
s LEAVE Ot TIME & PROVIDE SAFF. RELIABLE, COUNTEOUS AEFVICE
OPERATORSNAME LAy
{pma prot}
BADGE NO. & =55 b e 0 e s

December 2019
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METROBUS OPERATOR'S PRE-TRIP INSPECTION

Mhoee [ 1 1 1 11 owel [ ]

STEP I 3) GET SCHEDULE CARD, ROUTE MAP AND ARNOUNCEMENT LT
) CHECK WATCH WATH DISPATCH RODM CLOCK.
©] CHECK DETOUR BOARD MONITORS.
o) CHECK BULLETIN BOARD MOMITORS
#} CHECK MAPS & IWSTRUCTIONS.
1] MICKLUP ROUTE 3CHEDULES FOR CUSTOMERS

STEP B2 PROOR TO 3TARTING AKD MOVING THE BUS. WALK AROUND YERICLE
FOR BAFETY

CWG RUSES.
o} FUEL SHUT-OFF VALVE MUST BE 4 OPEN POSITION
b) FUEL DOOR WUAT BE CLOSED

FOLLOW (NSTRUCTIONS:

NO DEFECTAT NITIAL BQUARE
DEFECTS X QUT APPROPRIATE SQUARES {no initials)
YOU MUST GET AUTHORIZATION FROM DISPATCH FOR HOT LINE REPAIRS.

] 7 h] 4 5
NITALS STEPS FRONT GRAR BROKEN DEST
FROM" DAGR RALS WRDSHIELD SICH
DOOR] | OGLASS LATCHES
sTEP o4 ATART EXG-AC-FAST IDUELIGHTSHAZARDUC HIMES
X ] T 3 D 0 n
paraLs | EMGWE [BATTERY | melER TELL-TALE
NOSTART| LIGHT FULLY HAIHO HORN UCHTS
| OPERATICHAL
12 13 u 15
T FIRE EXTINGUISHER SAFETY WHEE|
. PRGPERLY CONTARED | SUNWISOR | TRIANGLE CHAR
| WOUNTED AND STORED Wit LFT TOOL
$TEP 05 CHG BUSES FUEL LEVEL FRIOR TO PULL OUT
16 t
ML PRIOR 10 9AM AFTER 12 NOOW
0% OR GREATER 0% OR GREATER
STEP 4 WALK BACK THROUGH THE BUS:
% T 1 x | = z
| s PASS WHEEL- ROOR | REAR DOME
| BUZZER CHAR Mo | DoR LIGHTS
TEDOWN | SEATS | GLASS
Fi] 2 X % [
AT | SPNGRG | EMERG StOF  [SUSPCIoUs | QVERML
L WHDOWS | HATCH | REQUEST | PACKAGE faiwnrs
LGHT
STERTY EXT (BACK DOOR) WALK ABQUNDROOK UNDER THE BUS
28 A £l n 2
- AR FLAT WORN WHEE,
NS | pamer | Leaks THE TIRES wWGS
LEAKS
= N % »n 3
TS OPEM REAH WIRROHS BRARE ™
4_ COMPART SIGN LIGHTS UGHTS
= MENT
3 H 40 111 Q
HEAQ MARKER DEAT. SIDE
MTALS | (GTs LGHT HATION | SIGRS
SIGN
WALK AROUND CONTIRUED ON BACK "BOUY DAMAGE REPORT™
OPERATOR S NAME S
BADGE NO -
ROUTE _ . RUN St —
YOUR MISSION IS TO PROVIDE
SAFE REUIABLE & COURTEOUS SERVICE
A0 M43 LATIM &



DTPW Transit Operations Supervisor Training Manual

FORM
P-Car Mileage Form
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MIAMI-DADE TRANSIT

VEHICLE POOL LOG
VEHICLE # SECTION: BUS OPERATIONS
ouT DESTINATION IN VEHICLE CONDITICN REFUEL AT 12 TANK
POSSESSON | EQUIPMENT | NEATNESS ORLESS
DATE NAME TIME | MILEAGE TIME ) MILEAGE NEW Delect P=Poor | GASTAMK LEFT AY
{Pleasae Print Legibly) DAMAGE Fefair APPROXMATELY
GGood | % % | Full |

Individuals who operate County Vehicles must complete the required information in the appropriate place.
Enter a check mark as needed under "Vehicle Condition™,
N the shaded area is checked write a brief memo to your Supervisor explaining any problemis),

DTPW Transit Operations Supervisor Training Manual

December 2019

O O O



DTPW Transit Operations Supervisor Training Manual

" ______________________________________________________———

December 2019 165



DTPW Transit Operations Supervisor Training Manual

Form

Transit TOS’s Daily Equipment Check List
1AM MIAMI-DADE TRANSIT
.B BUS OPERATIONS DIVISION

TRANSIT SUPERVISORS P-CAR DAILY EQUIPMENT CHECK LIST

SUPERVISORS NAME: DATE: DAY.

TIME ON: TIME OFF: ZONE: P-CAR #:

EQUIPMENT CHECK OFF

TOOL BOX: PLIERS

SCREWDRIVERS

8" ADJ WRENCH

3/4 SOCKET W/ DRIVES
FIRE EXTINGUISHER (CHARGED)
MEASURING WHEEL
MEASURING STICKS
REFLECTORS
CAMERA
CAMERA FLASH ATTACHMENT
UPDATED ROTARY
ALL REQUIRED REPORT FORMS
BRIDGE DETOURS
OPERATOR BID REPORT
DESTINATION SIGN CODES
PRIORITY AND SENIORITY LIST
ROUTE 100 MAP (METRO RAIL SHUTTLE)
P-CAR INTERIOR CLEAN
STROBE LIGHTS WORK (ROOF LIGHTS)
MEGAPHONE (BULL HORN)
P-CAR AVL SYSTEM WORKS (CALL CONTROL)
LAPTOP WORKS (TOS, OUTLOOK, AVL)
GAS CARD INSIDE P-CAR

2222222222222 222 22222222

ML €€k € €€ €€ €< <<

GAS GAUGE READING AM SHIFT 3/4 1/2_ E
PM SHIFT 3/4 1/2_ _E_

PRESENT MILEAGE

NEXT PM DUE MILEAGE (Located on upper left windshield)

HANDHELD RADIO DC #

CAR EXTERIOR (CLEAN,DENTS,SCRATCHES,SCUFF MARKS)

REMARKS:
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FORM

Detour Information

MIAMI-DADE
DETOUR DETOUR
DATE: SUPERVISOR:
ROUTE (S) AFFECTED:
LOCATION:

ALTERNATE ROUTE BEING USED:

REASON:;

DATE & TIME DETOUR STARTED:

APPROX. DATE & TIME TO END:

DIAGRAM

W E O

“PLEASE USE CAUTION"
Pick up and drop off passengers along the detour route 11!

CIVRP 2/72m2

O
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e

% FORM

TOS’s Daily Service Check

MIAMI DADE TRANSIT
DAILY SERVICE CHECKS
NAME: ZONE DIVISION:
DATE: DAY: TIME:ON @ OFF: @
MINUTE S
BUS |ROUTE RUN PASS TIME LATE EARLY DIR COMMENT/ LOCATION
LOGGED REMARKS
LATE:
EARLY:

- — _________________________________— ]
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FORM
Signage Field Report
Bus Stop Sign Work Order uswuseos o214
Underground Inventory Number: Requisition Number:
Utilities Dig Number: 2014 -
Main Street Sign Location: Reported by: ADA Compliant: (Circle One)
YES NG
Intersecting Street/ Address: Priority Type (Circle One): 1) Routine 2} Emergencyf Hazard

3) Re-alignment  4) RUSH (Completion by)

Bus Travel Direction (CicleOne): N S E W Work Description: 3} Remove 6) Re-install & Repair
1) Install New Sign/ Pole  4) Repair 7) RDS Replacement

Side of Intersection: 2) Re-instal 5} Relocate  8) Add Route/ Map Decals
Sign Type: 1) Standard Green & Blue Bus Stop Sign Unit Post Type: 1)Install Postin Concrete  2) Install Pest in Ground

2) No Parking - Bus 3) Do Not Enter 4) Bus Stop/ No Parking 3) Replace Damaged Post 4) Bare Anchor-Needs New Post

5) No Parking/ No Entry/ Bus zone 6) Bus Stop/ No Entry 5) Type 1P Post (10°-6") 6) Type 2P Post 7) Type 3P Post

7) Cther 7) Other

Route Decals (see below). Required Sign Size: RDS-1, RDS-2, RDS-3, RDS-4, RDS-5, RDS-6, or:

1. 6.
2 7
3 8.
4 9,
5 10.
Field Check Date: Status of Work Order:
Work Assignment Locator Map:

NORTH

f

MDT Investigator: Facilities Crew:

L]
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FORM
Operator Write-Up
MIAM
MEMORANDUM
To:Lead Supervisors A MACHIN / C.DALLAS Date:
Superintendent:
From: Subject: Write up
X Other
Operator's Name: Badge #,
Bus 2 Division: Time:
Route:! Run: Direction:
Location:
Violation(s)
Remarks:

Operator's statement:

Your instructions to the operator:
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FORM
FTA/DTPW Drug and Alcohol

DTPW DRUG AND ALCOHOL TEST NOTIFICATION FORM

(1) THIS SECTION TO BE COMPLETED BY SUPERVISOR
EMPLOYEE NAME D

EMPLOYEEI D WASVERIFIED YES_  NO Date Notified

IF EMPLOYEE DOES NOT HAVE LD., SUPERVISOR MUST TRAVEL WITH EMPLOYEE TO THE
COLLECTION SITE. AND NOTIFY TEST COORDINATOR 786-256-3436.

Check regulation test is being conducted: DOTATA COUNTY . DOT/FMCSA (Public Works)

Check reasen for test:
Random Pre-Emplovment Follow-up Reasonable Suspicion Return to Dury
Random Per Agreement (County)

Incident Report # Classificabion:
Work Lecation
Employee Notified By
PRINT Time Notified and Instructed to Proceed to Test
Transported By
PRINT SIGN BADGE

Jackson Hospital Locations: Monday - Friday, 7AM - SPM  Must Onlv Use These Locations for D/A Testing
Jackson North Medical Center. North Park Professional Building, 100 N 170th St, Suite 405
North Miami Beach, FL 33169, 305.654-6551
Donntown Medical Center, 111 NW 1% Street, SPCC Ground Floor, Miami, FL 331138, 786-466-7200
Park Plaza (Kendall), 8000 SW 117® Avenoe, Suite B-202, Miami, FL 33186, 786-§66-8468

Emergency Room: Monday- Friday, SPM — 7AM; 24-Hours Saturday, Sunday and Holidays
Jackson Hospital (Emergency Room), 1611 NV 12 Avenue, Miami, FL 33136, 305.585.2770

FAILURE TO PROCEED IMMEDIATELY AND REPORT AS DIRECTED, FAILURE TO FOLLOW
INSTRUCTIONS OF DTPW AND JACKSON MEMORIAL HOSPITAL STAFF, FATILURE TO TEST OR
ATTEMPT TO COMPROMISE THE TESTING PROCESS IN ANY WAY I$ CONSIDERED A REFUSAL TO
TEST. SUCH ACTIONS WILL RESULT IN DISCIPLINARY ACTION, UP TO AND INCLUDING,
TERMINATION, YOU MUST REMAIN AT THE TEST SITE UNTIL ALL TEST(S) ARE COMPLETED.

2y TOBE COMPLETED BY JACKSON MEMORIAL HOSPITAL COLLECTOR

EMPLOYEE ARRIVAL TIME . If amrival time is over one hour from notfication, must call
Department for authonzation to proceed tesing

Alcohol Test Drug Test
Time Started. Tumne Started

Time Completed Tme Completed.
TECHNICIAN'S NAME (PLEASE PRINT)

(3) EMPLOYEE MUST RETURN THIS FORM TO THE ON-DUTY SUPERVISOR IMMEDIATELY UPON
COMPLETION OF THE TESTING PROCESS

EMPLOYEE TRANSPORTED BY

PRINT SIGN BADGE
TIME EMPLOYEE RETURNED TO DIVISION

MUST NOTE

DISPATCHER OR SUPERVISOR MUST DAMEDIATELY E-MAIL THIS COMPLETED NOTIFICATION FORM TO HUMAN
RESOURCES. E-MAIL TO: Michael. Viera a MIAMIDADE GOY'; Carol.Patter:on a MIAMIDADE.COV';
Tineka Jones a MIAMIDADE .GOV; Xiomara.Conirearas s MIAMIDADE GOV

REVISED 12/29:17
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FORM
Accident Damage Survey 1

| g
.

S
I9VN

MUY
TN JONOLLYIOT ONY NOLLEEIS30

] 0

¢ §

i

i | ¢ vazs
EEEE

]
|} Hog:
i :

# NDIVL ST

uvg”
LT

AJAYNS ADVINYA LNIAIDDY
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INOICATE ONVISON BUS ASSIGNED

Q  CENTRAL
O  CORALWAY
O MORTH EAST

NEW FLYER CNG 40FT
ACCIDENT DAMAGE SURVEY

Bl

P L et -

! Compresied Natural Gas | ]

S m
i
=]

1 _. Ccompressed Natursl Gas

¢ A

WASEBUS TONEDWN  YES ___ ___ NO e

Accident Damage Survey 2

FORM

DESCRIFTION AND LOCATION OF DAMAGE
BUSH# .. . . . RONTELRUN QCATION OF ACCIDENT = TME
SUPERVISOR CPERATOR NAMES BADGE PICTURES TAKEN # DATE

173
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FORM

Accident Damage Survey 3

GILLIG 40’ LWF BRT

NEXCATE DAMSONBUS ASIGNED

O CENTRAL
0O  CORALWAY
O NORTH EAST

ACCIDENT DAMAGE SURVEY

LOCATION OF ACCIDENT.

TME

OPERATOR NAMER BADCE

PICTURES TAKEN # DATE

WAS BUS TOWED W YES NO Re

174
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175

; INDICATE DIVISION BUS ASSIGNED
R MIAM
ARTICULATED BUS O domiEAST COUNTY ]
ACCIDENT DAMAGE SURVEY

1
1
]
|
— “
|

07/2010 cd/mp/jv

- N n.r._\.wv..,
Q
Yy
Z RIGHT SIDE
s
7
mvE DESCRIPTION AND LOCATION OF DAMAGE
&
m BUS# ROUTE &R0 LOCATION OF ACGAENT e
..Dl SUPERVISOR, OPERATOR NAME B0GE, PICTURES TAKEW # DATE
m RE WAS BUS TOWED i YES NG
=
)
[*]
[#]
<

:
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FORM

Accident Damage Survey 5

MCI EXPRESS

s - N\\ﬁ\.h.h.hhuﬁs\ﬁn\

.l\ ~ T

DESCRIPTION AND LOCATION OF EMMAGE

BUSY

BUPERVISOR

e FIOUTE 8 RUN

\ N BUS

o2 CENTRAL
O CORAL WAY
J  NORTHEAST

ACCIDENT DAMAGE SURVEY

FRONT

LEFT REAR
LOCATION OF ACCICENT, THE
OPERATOR NANES BADGE = PACTLRES TAKEN W, DATE
WAS BUS TOREDN - YES N ]

— ———— ]

176
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FORM
Accident Damage Survey 6
g g 8 Z.
B | =
§ "!.!E'lu—-m-—:: :
g i g— <
) ; E— -
Lt 3 el
18 NN
@ B
o =
z 3 - ; 0 (=
' g |
g E 'E'-: I )
H g‘ ' i L1
g f L \ i 2
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B > 9% :
= £ &
2 m g
i 7
=
z
=
|
{
i
i
3
3
:
£

December 2019 177



DTPW Transit Operations Supervisor Training Manual

Accident Damage Survey 7

FORM

178

PIDIGATE DIVISION BUS ASSIGHED
) GEWNTRAL
0 CORAL WAY
MINIVAN o e
. DODGE GRAND CARAYAN
-
. b I,
- o
e (7 mm——
e
! 1
LT
L YL oo
b A
...\
: + B
B T
F ot

DESCRIPTION AND LOCATION OF QAMAGE

ass ROUTE & RUN LOCATION OF ACCIDENT T

SUPERWISOR DPERATOR NAVES BADGE PICTURES TAKEN # GATE

WAS BUS TOWEDHH  YES NO Ry
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Vehicle Information Tags

BUS #
MAKE:
MODEL:
TAG:
VIN#
YEAR:
OWNER:

INSURED:
TEL.:

BUS #
MAKE:
MODEL:
TAG:
VIN #
YEAR:
OWNER:

INSURED:
TEL.:

December 2019

[}
SEAMTT

BUS

Miami-Dade County Board of Commissioners
111 NW 1 Street. Miami, FL 33128
Miami-Dade County Board of Commissioners
111 NW 1% Street. Miami, FL 33128

(305) 375 - 4280

i)

Miami-Dade County Board of Commissioners
111 NW 1% Streel. Miami, FL 33128
Miami-Dade County Beard of Commissioners
111 NW 1% Street. Miami, FL 33128

(305) 375 - 4280

BUS #
MAKE:
MODEL:
TAG:
VIN g
YEAR:
OWNER:

INSURED:

TEL.:

BUS &
MAKE:
MODEL:
TAG:
VIN &
YEAR:
OWNXER:

INSURED:

TEL.:

Miami-Dade County Board of Commissioners
111 NW 1* Street. Miami, FL 33128
Miami-Dade County Board of Commissioners
111 NW 1 Street. Miami, FL 33128

(303) 375 - 4280

D

Miami-Dade County Board of Commissioners
111 NW 1*' Streel. Miami, FL 33128
Miami-Dade County Board of Commissioners
111 NW 1* Sireet Miami, FL 33128

(305) 375 - 4280
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FORM
Hold Order
TRANSIT
BUS OPERATIONS
HOLD ORDER FOR BRAKE TEST/PARKING BRAKE TEST
PLEASE WRITE LEGBLE N K AND DO NOT USE WHITE OUT ON THES FORM.
BUdY: DIVISICN: | GE oV NE DATE:
Operator Namae: Badge §# Routs # Run i
IRE: = MILEAGE: REASON: Accident Unsecured Bus Road Gal Other
t REQUESTED BY: . RECEIVED BY:
NAME: NAME:
E TITLE: TITLE:
ﬂmue. ' Mruns.
immediately or 35 sc0n 35 possible after the of any accident, where the brake system {inchuding door imedock] may be 2 Bcior, the investigaing supervisor

shall call Central Conirol for 2 seplacement bus.  The bus must be removed rom the scene and sent io the division. Upon its amwvai at the division, it is to e marked
*0UT OF SERVICE" and must so remain “0UT OF SERVICE™ wntil ¢t hars lveen property tested and repaired.

The Brake Test must be performed before the bus is released for service and this lorm completed in its entirety and forwarded to the Division
Chief of Bus Operations to maintain in their files.

1. SERVICE BRAKE TEST/PARKING BRAKE TEST REPORT

SERVICE BRAKE TEST (5 @ 20 MPH) PARKING BRAKE TEST (1 @ 20 MPH)
Bus was driven to certify the following:

DATE: TIME: Stant End
Brake Test Computer Serial Number CAL. DATE CAL.DUE DATE
READING (IN FEETY: '} 2 3 ) {5)
AVG READING {IN FEET): PA3S (382251 FAL (38> 251}
| PASS [PB 2 601t) FAIL (PB > 80t}
PARKING BRAKE READING (IN FEET):
== -
Toat Driver's Name: Badge # Sig :
2.  WITNESSES
Present imcide the bus when the brake test, readings and measurements were made and do hereby verify the facts recorded above.
'BU:S MAINTEHANCGE REP BUS DPERATIONS REP TV REP
Mame: Name Nome
Te Te Tee
&= _ [ =
Sgratwre 0 Signature Sigr
Effective: August 1, 2018 Please turn over to ather side and read Fedenl Regulanons >
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BRAKE PERFORMANCE TESTS
Federal Motor Carrier Safety Regulations Part 393.52 Brake Performance

Upon applicatons of its service brakes, a motor vehicle or combination of motor vehicles must under any condition of loading
in which it is found on a public highway, be capable of; (1) Decelerating to a stop from 20 mph and developing a braking
force at least equal to the percentage of its gross weight of 43.5% . (2] Stopping from 20 mph in a distance, measured from
the point at which movement of the service brake pedal or controfs begins. that is not greater than the distance of 35 feet. (3)
Upon applications of its emerpency brake system and with no other brake system apphed. 3 motor vehicle or combinston
vehicles must, under any conditon of loading in whech it ts Found on a public highway. be capable of stopping from 20 mph in
a distance, measure from the point at which movement of the emergency brake controls begins, that is not greater than the
distance of 85 feet.

Note: This document is being prepared in connection with pending litigation and reflects mental impressions,
conclusians, litigation strategy, and legal theory. As such it is a privileged attorney/client communication and
work product. It is also exempt fram public records disclosure pursuant to section 119.07(3)(N) of the

Florida Statutes.

Notwithstanding, nothing herein shall preciude the bus operator or union representative from obtaining this
document in the event disciplinary proceedings or labor disputes relating to or arriving out of said to commence.

O

Effective” August 1, 2018 Page -2-

©

" ~— ]
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FORM
FTA Post-Accident Report 1

MR Department of Transportation and Public Works (DTPW)
FTA POST-ACCIDENT REPORT
(Fach amployes involved n an acontant must have ther own Post Acodent lorm filed out and ba iny-dually tastad)

Please check all FTA CRITERIA that apply IR NUMBER:
[ Accident with Fatality Testing required regardless of circumstances.

[~ injured Transported Aaytune an dividual receives iures requitteg lransport fo o medeal ety
L. Disabling Damage. Vehiciois} Towed or imped avay.

[ Employee Discounted Delzanined ont @ case by case basis. bul dhver canttol be discounded for fatal
accicents or if driver contributed to the acciden!

FTA Requirement to provide a description of how Lhe accidant happened. {Attach additional paporwork if needed |

ACCIDENT INFORMATION (#lease fill oul thus form for eactinonedual involved i daceident)

FTA/DOT [ |or County "} Under wihat authanty s the test be ng canducted? Check One

Dale of Acedert, Time of Ace dent.
Emgloyee Nama Badgo# 1D
Classificaton Work Lacation

Acadent Locaton

Vehicle No Rauter Run

Suparysor Cemoleling Forn i &
EMPLOYEE TRANSPORTED TO (Prease Check One) - {(Must oniy attend one of these Locations) «
Jackson Hospital Logations, Monday - Friday 7TAM - 5PM
Jackson North Madizal Center NORTH PARK PROFESSIONAL BLDGL, 100 NW 170" ST., SUITE 408, N. MIAMI BEACH, FL 33160, Tet. 308-651-6851
. Jackson Downtown Med cal Center, 111 NW 1" Street, (SPCC) Ground Floor, Miami, FL 33128, Tel {786} 466.7200.
Jackson Park Plasa (Kencia'l. 8900 SW 117" Avenue, Sulte B-202, Miami, FL 33186, Tei: [786) 466-8468.

Emergency Room Monday - Friday. SPM - TAM. 24-Hours Saturday Sundays and Holidays
“Jackson Hospilal {ER), 1611 NW 12" Avenue, Miami, FL 33136, Tel: (305) 585-2770

Was the employee transported lo a ron-JMH location for treatment of injunies from the accdent?
If. s0 specify where?

- VWas lhe employee sent to JMH for tesbing afler being treated at the non-JMH facildy? vesl No |

REQUIRED TESTING TIME LOG: (Pieasn onfe with uxaed enes) to be completed by Jackson Haspital Collector.

Do arhivedd at lest sile Fitie frug lesting slarte:t
T me alcoho esting staned Time #ri.g Westng camaleted
Tme alcohe testing completed

TECHNICIAN S NAME [PLEASE PRINT)
Testing Time Limits: Alcghol lest should ba conducted within two {2} hours trom the time ot accident, but not more than
eight (8} hours from time of accident. Drug test must be conducted within thity-twa (32} hours from time of accident.
if testing time limit was exceeded, then you must complete, Page 2- FTA Required Testing Tima Limits Excesded,
L-MAILTLL Waichaol Vieradt MIAMIDADE GOV Carol PatigrsoniiMIAMIDADE GOV Tingka Jonoai@MIAMIDADE GOV
Xogmara Contreras EMIAMIDADE GOV
12 EMAIL THIS COMPLETED FORM TO HUMAN RESOURCES STAFF AT EMAIL ABOVE Revised 12-29-17
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FORM

FTA Post-Accident Report 2

MIAM
g FTA Required Testing Time Limits Exceeded
Explanation ig required If alcohol or drug testing time limits were not met.

Time Limits: Alcohol test should be conducted within two (2} hours from the time of accident, but not more than
eight (8} hours from time of accident. Drug test must ba conducted within thirty-two (32) hours from time of

accident.
Employee’s Mame. _Badge# _Ib¥__ IRNUMBER: _

Accident Information (Pleass filf out with accurale limes. Nole that if the empioyee is a non-operator. there may be
times reparting that may nol apply. |

T

| Date of accidant: Time of.aocidenl:

Time Control Room was notified 1 ' Time Conirol Room notified supervisor:

I Time Supervisor arrived at scene: | +T|me Police was notified .

I Tima Police arr.i\;éd_al_s;:_ — F +.T|rne Police released -t.l.'.se-en-wp!.o;o;.a:_m NN

| Time Control Room was notifiad

 employee required testing: Time relief employee was dispatched

Time relisf employes arnved on scene:

ST opia st tactors wiioh SHetIed 3 ey oot T q
i

Accident Delay Codes (Must check afl reasans far the delay that apply)

AMB - Ambulance DIST - Distance PD - Police Investigation

TD - Traffic Delay 1 JMH - Testing Site o DISP — Operations {Dispatch or Supervisor)
1 WD - Weather Delay CJl - Employee Injury MANP - Operations (Manpower Availability)
i Fira Rail - Rail Investigalion TOW - Awaiting Tow Truck Service
i NG — None Given 1 OTH - Other PAX — Passenger Delay in Reporting Injury
1 OK - On Time

Reviewing Authority (Signatu required. if not avaitable include notation and forward form 1o Human Resourcos)

Lead Supervisor/Chief: / 1D.#
({Prinl) (Signature)

E-MAIL TO: Mighael. Viersf@MIAMIDADE. GOV, Carol PattarsonftMIAMIDADE GOV, Tingka.Jonesfi MIAMIDADE GOV, o
Xiomars ConiresrssiEMIAMIDADE GOV

a2 2 EMANL THIS COMPLETED FORM TC HUMAN RESOURCES STAFF AT EMAIL ABOVE Revesed 12 30017

O
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FORM
Citation Form

MIAMI-DADE
I T R T T N

MEMORANDUM
TO: C. Dallas / A. Machin DATE:
Lead Transit Supervisors
FROM: SUBJECT: Gitation
Transit Supervisor

As a resuli of an accident, on this date, operator named below was chargedwith
By P.D. {Municipality):

Case number; Citabon number.

Operator's Name: Badge #:

Bus# Route: Run #: Dv:
Location;

| have read the above information and have recemved instruchons from Transit

Supenvsor: not to take any action

Regarding this matter without previcusly discussing it with my superinfendent.

Signed operator: Badge #

Day Date: Time
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FORM

Supervisor’s Daily Report

@ BUS OPERATIONS DIVISION
MIAME - -~

SUPERVISOR'S DAILY REPORT
SPEEDOMETER READINGS
NAME ZONE P-CAR END.
REGULAR HRS, ON OFF DATE BEGIN
QOTHER HRS. ON OFF DAY TOTAL
RECORD OF CALLS RECEIVED

cope| JIME LocATION | IME| gyg {ROUTEl  1oniplE REPORTED OPERATOR N

REC'D ARRV RUN St

o

REMARKS
405 01-140 505

O

]
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> SMHYWIH
—— . b e — e - —_ - A
= SLOVINGD HOLVH3HO # NN
e vy 300ve HOLVH3dD sna | MO NOLYO01 INLL
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na VILNOS HOLVM: 300vE HO1YHIdO sna | MY, NOILYDO —
S1IOVLINOD HOLVHIA4O 40 gH003H
31va anoZ e
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FORM

Special Events Instruction Sheet

Special Events Instruction Sheet

DIVISION: LOG <
Destination Code: BUS HO:
BUSES: 1 1
DAY:
ASSIGNMENT: DATE:
INSTRUCTIONS

ARRIVE:
DESTINATION:
Supervisor in Charge Confirmed by (“1
PERSON IN CHARGE . -
OPERATOR NAME/BADGE

TIME OFF

TIME ON

DIFF:
MILEAGE: FARE BOX SETTINGS:
Odometer or Hub meter Badge Number:

Route Number:

Finigh: Run Number:
Start Pre-set Number:
Diff:
No trips
Count Passengers
X YES: X
DISPATCHER PRINT NAME HO:

Total Passengers:

BUS OPERATORS: ALL BLANK SPACES MUST BE FILLED OUT

DISPATCHERS: MUST MAKE SURE, AND ARE RESPONSIBLE, TO REQUIRE
OPERATOR TO COMPLETE ALL BLANK SPACES O
4
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FORM
TOS Emergency Evacuation Log Form

MIAM

EMERGENCY EVACUATION LOG FORM

EVENT: _ TIME: DATE: DAY:
LOCATION: SUPERVISOR:
BUS # o SHUTTLE # OPERATOR BADGE # TIME PAX COUNT
TOTAL
December 2019 188
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FORM

TOS AVL/PLAYBACK Request Form

MIAM
COUNTY

MIAMI DADE TRANSIT

QUALITY SERVICE TEAM
AVL / PLAYBACK REQUEST REPORT

Zone: I Date: |

Operator Name

Badge Bus
# Number

Route & Run Division Superintendent

Reason For AVL Playback:

i - ﬂ.\l
=

Date of Incident:

Time frame for playback

Comments:

Preformed By Q58S:

Date Received:

Findings:

o

Play back attachment:

Date Completed:
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FORM
Transit DVR Removal Request
Form

DVR Removal Request
Inc. Report #: Date:
Incident Date: Div:
Time Requested: BTC:
Bus number: Technician:
Requested By: Contact/Unit #:
Op. Name/Bdg: Route/Run:

Brisf description of incident, time of day It occurred (MNOT CD REOUESY TIME)

Tatormation Tidld Information
WME » Date : DVRType: AVI JMVIKS
Depot Manager - Date Tech MVIKL MVIK
Laptop download -  Date Tech
Video Share Folder Date
Pull /Hold Date removed Date tsrued 10$ Dacs refurned
Viewed By: Date viewed: Ch#
Fiading::
Dats Protected? Y O Ne 0O CD Burned? Yoo O3 Ne O
Director: Risk Mmge:
Asst. Director: Training:
General Supt. Other:
Division Supt. Chief:
Requestor: Chief:
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FORM
TOS Special Event Log |
sl
BUS OPERATIONS DIVISIONS ARRIVALS / DEPARTURES
MARLINS VS
EVENT: TIME: DATE: DAY:
LOCATION: SUPERVISOR:
BUS# | DIV | OPERATOR |BADGE# “m“ ARRIVAL | DEPARTURE

PAX
COUNT

TOTAL

]
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APPENDIX C:
Chapter 14-90 Florida Administrative Code (FAC)

]
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CHAPTER 14-90
EQUIPMENT AND OPERATIONAL SAFETY STANDARDS FOR BUS TRANSIT
SYSTEMS

14-90.002 Definitions

14-90.004 Bus Transit System Operational Standards

14-90.0041 Medical Examinations for Bus Transit System Drivers
14-90.006 Operational and Driving Requirements

14-90.007 Vehicle Equipment Standards and Procurement Criteria
14-90.009 Bus Safety Inspections

14-90.010  Certification

14-90.012 Safety and Security Inspections and Reviews

14-90.002 Definitions.

Terms used in this rule chapter shall mean as defined in Section 341.031, F.S,, in
addition:

(1) “Bus” means any motor vehicle, other than a taxicab, which is designed or
constructed for the public transport of persons for compensation and is owned,
operated, leased, or controlled by a bus transit system. Buses are designated in two
categories:

(a) Type | means over 22 feet in length, including bumpers.

(b) Type Il means 22 feet or less in length, including bumpers and paratransit type
vehicles, such as minibuses, standard vans, modified vans, station wagons, and
sedans.

(2) “Bus Transit System” means a community transportation coordinator; a public
transit provider; or a private contract transit provider which owns, operates, leases, or
controls buses or taxicabs where such transportation consists of continuous or recurring
transportation under the same contract; or a privately owned or operated transit provider
that receives operational or capital funding from the Department and owns, operates,
leases, or controls buses, other than nonpublic sector buses that provides
transportation services available for use by the general riding public.

(3) "Community Transportation Coordinator” means a provider of transportation
services or an entity that ensures such services are provided by another bus transit
system.

(4) “Department” means the Florida Department of Transportation.

(5) “Drive” or “Operate” means all time spent at the controls of a bus in operation.

(6) "Driver” means any person trained and designated to drive a bus on a street or
highway being used for the public transport of persons for compensation.

(7) “FMVSS” means the Federal Motor Vehicle Safety Standards in effect at the time
the bus or component is manufactured.

(8) "For Compensation” means for money, property, or anything else of value
whether paid, received, or realized, directly or indirectly.

(9) “Manufacturer’ means the original producer of the chassis, the producer of any
type of bus, or the producer of equipment installed on any bus for the purpose of
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transporting individuals with disabilities.

(10} "Off-Duty” means any time the driver is not on duty, required to be in readiness
to work, or under any responsibility to perform work. Such time shall not be counted
towards the maximum allowed on-duty hours within a 24-hour period.

(11) “On Duty” means the status of the driver from the time he or she begins work, or
is required to be in readiness to work, until the time the driver is relieved from work and
all responsibility for performing work. “On Duty” includes all time spent by the driver as
follows:

(a) Waiting to be dispatched at bus transit system terminals, facilities, or other
private or public property, unless the driver has been completely relieved from duty by
the bus transit system.

(b) Inspecting, servicing, or conditioning any vehicle.

(c) Driving.

(d) Remaining in readiness to operate a vehicle (stand-by).

(e) Repairing, obtaining assistance, or remaining in attendance in or about a
disabled vehicle.

(12) “Passenger” means a person who is on board, boarding, or alighting from a bus
for the purposes of public transport.

(13) “Paratransit’” means those elements of public transit which provide service
between specific origins and destinations selected by the individual user with such
service being provided at a time that is agreed upon by the user and the provider of the
service. Paratransit service is provided by taxis, limousines, “dial-a-ride” buses, and
other demand-responsive operations that are characterized by their nonscheduled, non-
fixed route nature.

(14) “Safe Condition® means a condition where hazards are reduced to the lowest
level feasible and substantial compliance exists with all safety rules, regulations, and
requirements.

(15) “Safety Review' means an on-site assessment to determine if a bus transit
system has adequate safety management controls in place and functioning in
accordance with the safety standards provided and incorporated by reference in this
rule chapter.

(16) “Security” means freedom from harm resulting from intentional acts against
passengers, employees, equipment, and facilities.

(17) “Security Program Plan” or "SPP" means a document developed and adopted
by the bus transit system detailing its policies, objectives, responsibilities, and
procedures for the protection and defense of the system and persons from intentional
acts of harm.

(18) “Security Review” means an on-site assessment to determine if a bus transit
system has security management controls in place and functioning in accordance with
the security requirements provided in this rule chapter.

(19) “System Safety Program Plan” or “SSPP” means a document developed and
adopted by the bus transit system detailing its policies, objectives, responsibilities, and
procedures against injuries or damage.

(20) “Taxicab” means any motor vehicle of nine passenger capacity or less,
including the driver, engaged in the general transportation of persons for compensation,
not on a regular schedule, between fixed termini, or over regular routes, where such
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vehicle does not provide transportation services as a result of a contractual agreement
with a bus transit system.

(21) “Trailer Bus” means a trailing or towed vehicle designed or used for the
transportation of more than 10 persons, e.g., tram buses.

(22) “Twenty-four Hour Period” or “24-Hour Period” means the consecutive time
beginning at 12:00.01 a.m. to 12:00.00 a.m.

(23) "Unsafe Condition" means anything which endangers human life or property.

(24) "Personal wireless communications device” means an electronic or electrical
device that was not provided by the bus transit system for business purposes.

(25) "Use of a wireless communications device” means use of a mobile telephone or
other electronic or electrical device, hands-on or hands-free, to conduct an oral
communication; to place or receive a telephone call; to send or read electronic mail or a
text message; to play a game; to navigate the Internet; to play, view, or listen to a video;
to play, view, or listen to a television broadcast; to play or listen to music; or to execute
a computational function. Use of an electronic or electrical device that enhances the
individual's physical ability to perform, such as a hearing aid, is not included in this
definition.

(26) “Wireless communications device” means an electronic or electrical device
capable of remote communication. Examples include cell phones, personal digital
assistants (PDAs) and portable computers (commonly called laptop computers).

Rulemaking Authority 334.044(2), 341.061(2), 341.041(3), 341.031 FS. Law
Implemented 341.041(3), 341.061(2) FS. History—New 9-7-87, Amended 11-10-92, 8-7-
05, 9-16-10.

14-90.004 Bus Transit System Operational Standards.

(1) Each bus transit system shall develop and adopt an SSPP that complies with or
exceeds the established safety standards set forth in this rule chapter.

(a) The SSPP shall address the following safety elements and requirements:

1. Safety policies and responsibilities.

2. Vehicle and equipment standards and procurement criteria.

3. Operational standards and procedures.

4. Bus driver and employee selection.

5. Driving requirements.

6. Bus driver and employee training. As part of the driver training program, specific
procedures, and training shall be implemented to instruct the driver on how to safely
approach and depart from a transit bus stop to avoid contact with pedestians and other
hazards.

7. Vehicle maintenance.

8. Investigations of events described under subsection 14-90.004(5), F.A.C.

9. Hazard identification and resolution.

10. Equipment for transporting wheelchairs.

11. Safety data acquisition and analysis.

12. A wireless communication plan and procedure that provides for the safe
operation of the bus transit vehicle. The wireless communication plan and procedure
shall assure that:
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a. The use of a personal wireless communication device is prohibited while the
transit vehicle is in motion, and

b. All personal wireless communications devices are turned off with any earpieces
removed from the operator's ear while occupying the driver's seat.

13. A policy on the use of a wireless communications device issued to the operator
by the bus transit system for business related purposes. Policies developed shall
assure that:

a. Guidelines are developed that allow for the use of a wireless communications
device in emergency situations, and

b. The use of a wireless communications device does not interfere with the
operator's safety related duties.

14. The Bus Transit System shall develop a driver educational training program
addressing:

a. The proper use of a wireless communications device issued to the operator by the
Bus Transit System while in the performance of their safety related duties, and

b. The hazards associated with driving and utilizing a wireless communications
device.

15. Safety standards for private contract bus transit system(s) that provide(s)
continuous or recurring transportation services for compensation as a result of a
contractual agreement with the bus transit system.

(b) Each bus transit system shall implement and comply with the SSPP during the
operation of the system.

(c) Each bus transit system shall require that all operable transit buses be inspected
at least once per year in accordance with established standards.

(d) Each bus transit system shall submit an annual safety certification to the
Department verifying the following:

1. Adoption of an SSPP, which meets or exceeds the established standards set forth
in this rule chapter.

2. Compliance with its adopted SSPP and that safety inspections have been
performed at least once a year on all buses operated by the bus transit system, by
persons meeting the requirements set forth in Rule 14-90.009, F.A.C.

(e) Bus transit systems shall immediately suspend affected system service
operations if, at any time, continued operation of the system, or a portion thereof, poses
an immediate danger to public safety.

(2) Each bus transit system shall develop and adopt an SPP that meets or exceeds
the security requirements set forth in this rule chapter. The SPP shall be adopted
separately from the SSPP.

(a) The SPP shall address the following security requirements:

1. Security policies, goals, and objectives.

2. Organization, roles, and responsibilities.

3. Emergency management processes and procedures for mitigation, preparedness,
response, and recovery.

4. Procedures for investigation of events described under subsection 14-90.004(5),
F.A.C.

5. Procedures for the establishment of interfaces with emergency response
organizations.
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6. Procedures for interagency coordination with local law enforcement jurisdictions.

7. Employee security and threat awareness training programs.

8. Security data acquisition and analysis.

9. Emergency preparedness drills and exercises.

10. Requirements for private contract transit providers that engage in continuous or
recurring transportation services for compensation as a result of a contractual
agreement with the bus transit system.

11. Procedures for SPP maintenance and distribution.

(b) Each bus transit system shall implement and comply with the SPP during the
operation of the system.

(c) Bus transit systems that engage in a contract with a private contract transit
provider shall:

1. Establish minimum security requirements which apply to private contract transit
providers.

2. Monitor and assure that each private contract transit provider complies with
established security requirements during the term of the contract.

(d) Bus transit systems are prohibited by Section 119.071(3)(a), F.S., from publicly
disclosing the SPP or the security portion of the SSPP, as applicable, under any
circumstance.

(3) Bus transit systems shall establish criteria and procedures for the selection,
qualification, and training of all drivers. The criteria shall include the following:

(a) Driver qualifications and background checks meeting minimum hiring standards.

(b} Driving and criminal background checks for all new drivers.

{(c) Verification and documentation of valid driver licenses for all employees who
drive buses.

(d) Training and testing to demonstrate and ensure adequate skills and capabilities
to safely operate each type of bus or bus combination before driving on a street or
highway unsupervised. As a minimum requirement, drivers shall be given explicit
instructional and procedural training and testing in the following areas:

1. Bus transit system safety and operational policies and procedures.

. Operational bus and equipment inspections.
. Bus equipment familiarization.
. Basic operations and maneuvering.
. Boarding and alighting passengers.
. Operation of wheelchair lifts and other special equipment.
. Defensive driving.
. Passenger assistance and securement.
. Handling of emergencies and security threats.

10. Security and threat awareness.

11. Driving conditions.

(e) Bus transit systems shall provide written operational and safety procedures to all
bus drivers before driving on streets or highways unsupervised. At a minimum, these
procedures and instructions shall address the following:

1. Communication and handling of unsafe conditions, security threats, and
emergencies.

2. Familiarization and operation of safety and emergency equipment, wheelchair lift

oo~ WN

December 2019 197

\



DTPW Transit Operations Supervisor Training Manual

equipment, and restraining devices.

3. Application and compliance with all applicable federal and state laws, rules, and
regulations.

(f) The provisions in paragraphs (d) and (e), above, shall not apply to personnel
licensed and authorized by the bus transit system to drive, move, or road test a bus in
order to perform repairs or maintenance services when it has been determined that
such temporary operation does not create unsafe operating conditions or create a
hazard to public safety.

(g) Bus transit systems shall maintain the following records for at least four years:

1. Records of bus driver background checks and qualifications.

2. Detailed descriptions of training administered and completed by each bus driver.

3. A record of each bus driver's duty status which shall include total days worked,
on-duty hours, driving hours, and time of reporting on and off duty each day.

(h) Each bus transit system shall establish a drug-free workplace policy statement in
accordance with 49 C.F.R. Part 32 and a substance abuse management and testing
program in accordance with 49 C.F.R. Parts 40 and 655, October 1, 2009, hereby
incorporated by reference.

(i) Bus transit systems shall require that drivers write and submit a daily bus
inspection report pursuant to Rule 14-90.006, F.A.C.

(4) Bus transit systems shall establish a maintenance plan and procedures for
preventative and routine maintenance for all buses operated. The maintenance plan
and procedures shall assure that:

(a) All buses operated, and all parts and accessories on such buses, including those
specified in Rule 14-90.007, F.A.C., and any additional parts and accessories which
may affect safety of operation, including frame and frame assemblies, suspension
systems, axles and attaching parts, wheels and rims, and steering systems, are
regularly and systematically inspected, maintained, and lubricated to standards that
meet or exceed the bus manufacturer's recommendations and requirements.

(b) A recording and tracking system is established for the types of inspections,
maintenance, and lubrication intervals documenting the date or mileage when these
services are due. Required maintenance inspections shall be more comprehensive than
daily inspections performed by the driver.

(c) Proper preventive maintenance is performed when a bus is assigned away from
the system'’s regular maintenance facility or when maintenance services are performed
under contract.

(d) Records are maintained and provide written documentation of preventive
maintenance, regular maintenance, inspections, lubrication, and repairs performed for
each bus under their control. Such records shall be maintained by the bus transit
system for at least four years and, at a minimum, provide the following information:

1. Identification of the bus, the make, model, and license number, or other means of
positive identification and ownership.

2. Date, mileage, description, and each type of inspection, maintenance, lubrication,
or repair performed.

3. If not owned by the bus transit system, the name of any person furnishing a bus.

4. The name and address of any entity or contractor performing an inspection,
maintenance, lubrication, or repair.
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(5) Each bus transit system shall investigate, or cause to be investigated, any event
involving a bus or taking place on bus transit system controlied property resulting in a
fatality, injury, or property damage as follows:

(a) A fatality, where an individual is confirmed dead within 30 days of a bus transit
system related event, excluding suicides and deaths from illnesses.

(b) Injuries requiring immediate medical attention away from the scene for two or
more individuals.

{c) Property damage to bus transit system buses, non-bus transit system vehicles,
other bus system property or facilities, or any other property. The bus transit system
shall have the discretion to investigate events resulting in property damage less than
$1,000.

(d) Evacuation of a bus due to a life safety event where there is imminent danger to
passengers on the bus, excluding evacuations due to operational issues.

(6) Each investigation shall be documented in a final report that includes a
description of investigation activities, identified causal factors, and any identified
corrective action plan.

(a) Each corrective action plan shall identify the action to be taken by the bus transit
system and the schedule for its implementation.

(b) The bus transit system shall monitor and track the implementation of each
corrective action plan.

(7) Investigation reports, corrective action plans, and related supporting
documentation shall be maintained by the bus transit system for a minimum of four
years from the date of completion of the investigation.

Rulemaking Authority 334.044(2), 341.061(1)(a) FS. Law Implemented 119.071,
341.041(3), 341.061(1)(b), 341.061(2)(a) FS. History—New 9-7-87, Amended 11-10-92,
8-7-05, 6-24-08, 9-16-10.

14-90.0041 Medical Examinations for Bus Transit System Drivers.

(1) Bus transit systems shall establish medical examination requirements for all
applicants to driver positions and for existing drivers. The medical examination
requirements shall include a pre-employment examination for applicants, an
examination at least once every two years for existing drivers, and a return to duty
examination for any driver prior to returning to duty after having been off duty for 30 or
more days due to an iliness, medical condition, or injury.

(2) Medical examinations shall be performed and recorded according to qualification
standards adopted by the bus transit system, provided the medical examination
qualification standards adopted by the bus transit system meet or exceed those
provided in Department Form Number 725-030-11, Medical Examination Report for Bus
Transit System Driver, Rev. 05/09, hereby incorporated by reference. Copies of Form
Number 725-030-11 are available from the Florida Department of Transportation, Public
Transit Office, 605 Suwannee Street, Mail Station 26, Tallahassee, Florida 32399-0450
or on-line at www.dot.state fl.us/transit.

(3) Medical examinations shall be performed by a Doctor of Medicine or Osteopathy,
Physician Assistant, or Advanced Registered Nurse Practitioner licensed or certified by
the State of Florida. If medical examinations are performed by a Physician Assistant or
Advanced Registered Nurse Practitioner, they must be performed under the supervision
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or review of a Doctor of Medicine or Osteopathy.

(a) An ophthalmologist or optometrist licensed by the State of Florida may perform
as much of the medical examination as pertains to visual acuity, field of vision, and color
recognition.

(b) Upon completion of the medical examination, the medical examiner shall
complete, sign, and date the medical examination form and maintain the original at his
or her office.

(c) Upon completion of the medical examination, the examiner shall complete, sign,
and date the medical examination certificate and provide a copy to the driver's
employer. If the transit agency decides to adopt qualification standards other than those
listed in Department form 725-030-11, the adopted standard’'s medical examination
certificate or a signed letter from the medical examiner attesting to the completion of a
medical examination shall be given to the transit agency in lieu of the Department's
medical examination certificate. The adopted standards medical certification or letter
must provide all of the information required on the Department’'s medical examination
certificate.

(d) Upon completion of the medical examination the driver shall provide their driver
license number, signature, and date on the medical examination certificate.

(4) Bus transit systems shall have on file a completed and signed medical
examination certificate or a signed letter from the medical examiner attesting to the
completion of a medical examination for each bus driver, dated within the past 24
months

(a) Medical examination certificates or a signed letter from the medical examiner
attesting to the completion of a medical examination of the employee bus drivers shall
be maintained by the bus transit system for a minimum of four years from the date of
the examination.

(b) Bus Transit Systems shall not allow a driver to operate a transit bus without
having on file a completed medical examination certificate or a signed letter from the
medical examiner attesting to the completion of a medical examination dated within the
past 24 months.

Rulemaking Authority 334.044(2), 341.061(1)(a) FS. Law Implemented 334.044(12),
341.041(3), 341.061(1)(a), (b), (2) FS. History—New 11-10-92, Amended 8-7-05, 6-24-
08, 9-16-10.

14-90.006 Operational and Driving Requirements.

(1) Bus transit systems shall not permit a driver to drive a bus when such driver's
license has been suspended, cancelled, or revoked. Bus transit systems shall require a
driver who receives a notice that his or her license to operate a motor vehicle has been
suspended, cancelled, or revoked to notify his or her employer of the contents of the
notice immediately, no later than the end of the business day following the day he or
she received the notice.

(2) Buses shall be operated at all times in compliance with applicable traffic
regulations, ordinances, and laws of the jurisdiction in which they are being operated.

{(3) A driver shall not be permitted or required to drive more than 12 hours in a 24-
hour period, or drive after having been on duty for 16 hours in a 24-hour period. A driver
shall not be permitted to drive until the requirement of a minimum eight consecutive
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hours of off-duty time has been fulfilled. A driver's work period shall begin from the time
he or she first reports for duty to his or her employer. A driver is permitted to exceed his
or her regulated hours in order to reach a regularly established relief or dispatch point,
provided the additional driving time does not exceed one hour.

(4) To ensure uniform interpretation of subsections 14-90.002(10), (11), (22), and
14-90.006(3), F.A.C., the following practical applications are provided:

(a) A driver is required to drive from 4 a.m. — 8 a.m., off-duty from 8 am. — 3 p.m,,
then required to drive from 3 p.m. — 11 p.m. Driving hours and on-duty hours are the
same. 4 hours + 8 hours = 12 hours driving. This driver has met the maximum allowed
driving hours within a 24-hour period and cannot be permitted or required to drive until a
minimum eight consecutive hours off-duty has been fulfilled. This driver cannot be
permitted or allowed to drive before 7 a.m.

(b) A driver is required to drive from 4 a.m. — 8 a.m., off-duty from 8 a.m. — 11 am.,
then required to be on-duty, not driving, from 11 a.m. — 11 p.m. Driving hours = 4 hours
and on-duty not driving hours = 12 hours for a total of 16 hours on-duty. This driver has
met the maximum allowed on-duty hours within a 24-hour period and cannot be
permitted or required to drive until a minimum eight consecutive hours off-duty has been
fulfilled. This driver cannot be permitted or allowed to drive before 7 a.m.

(c) A driver is required to be on-duty, not driving, from 4 a.m. — 8 a.m., off-duty from
8 a.m. — 11 a.m., then on-duty, not driving from 11 a.m. — 11 p.m. On-duty not driving
hours = 4 hours + 12 hours for a total of 16 hours on-duty. This driver has met the
maximum allowed on-duty hours within a 24-hour period and cannot be permitted or
required to drive until a minimum eight consecutive hours off-duty has been fulfilled. The
driver cannot be permitted or allowed to drive before 7 a.m.

(d) A driver is required to be on-duty, not driving, from 4 a.m. - 8 a.m., then off-duty
from 8 a.m. — 11 a.m., then on-duty, driving from 11 a.m. — 11 p.m. On-duty, not driving
hours = 4 hours and on-duty driving hours = 12 hours for a total of 16 hours on-duty.
This driver has met the maximum allowed driving and on-duty hours within a 24-hour
period and cannot be permitted or required to drive until a minimum eight consecutive
hours off-duty has been fulfilled. This driver cannot be permitted or allowed to drive
before 7 a.m.

(5) A driver shall not be permitted or required to be on duty more than 72 hours in
any period of seven consecutive days; however, any 24 consecutive hours of off duty
time shall constitute the end of any such period of seven consecutive days. A driver who
has reached the maximum 72 hours of on duty time during the seven consecutive days
shall be required to have a minimum of 24 consecutive hours off duty prior {0 returning
to on duty status.

(6) A driver is permitted to drive for more than the regulated hours for the safety and
protection of the public when conditions such as adverse weather, disaster, security
threat, a road or traffic condition, medical emergency, or an accident occur.

(7) Bus transit systems shall not permit or require any driver to drive a bus when his
or her ability is impaired, or likely to be impaired, by fatigue, illness, or other causes,
likely to create an unsafe condition.

(8) Bus transit systems shall require pre-operational or daily inspection and reporting
of all defects and deficiencies likely to affect safe operation or cause mechanical
malfunctions.
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(a) An inspection or test shall be made of the following parts and devices to
ascertain that they are in safe condition and in good working order:
. Service brakes.

. Parking brakes.

. Tires and wheels.

. Steering.

. Horn.

. Lighting devices.

. Windshieid wipers.
. Rear vision mirrors.
. Passenger doors.

10. Exhaust system.

11. Equipment for transporting wheelchairs.

12. Safety, security, and emergency equipment.

(b) Bus transit systems shall review daily inspection reports and document corrective
actions taken as a result of any deficiencies identified by daily inspections.

(c) Bus ftransit systems shall retain records of daily bus inspections and any
corrective action documentation a minimum of two weeks.

(9) A bus with any passenger door in the open position shall not be operated with
passengers aboard. The doors shall not be opened until the bus is stopped. A bus with
any inoperable passenger door shall not be operated with passengers aboard, except to
move a bus to a safe location.

(10) During darkness, interior lighting and lighting in stepwells on buses shall be
sufficient for passengers to enter and exit safely.

(11) Passengers shall not be permitted in the stepwells of any bus while the bus is in
motion, or to occupy an area forward of the standee line.

(12) Passengers shall not be permitted to stand on buses not designed and
constructed for that purpose.

(13) Buses shall not be refueled in a closed building. The fueling of buses when
passengers are being carried shall be reduced to the minimum number of times
necessary during such transportation.

(14) Bus transit systems shall require the driver to be properly secured to the driver's
seat with a restraining belt at all times while the bus is in motion.

(15) Buses shall not be left unattended with passengers aboard for longer than 15
minutes. The parking or holding brake device shall be properly set at any time the bus is
left unattended.

(16) Buses shall not be left unattended in an unsafe condition with passengers
aboard at any time.

Rufemaking Authority 334.044(2), 341.041(3), 341.061(2)(a) FS. Law Implemented
341.061(2) FS. History—New 9-7-87, Amended 5-31-89, 11-10-92, 8-7-05, 6-24-08, 9-
16-10.
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14-90.007 Vehicle Equipment Standards and Procurement Criteria.

(1) Every bus transit system shall ensure that buses procured and operated meet
the following minimum standards:

(a) The capability and strength to carry the maximum allowed load and not exceed
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the manufacturer's gross vehicle weight rating {(GVWR), gross axle weighting, or tire
rating.

(b) Structural integrity that mitigates or minimizes the adverse effects of collisions.

(¢) Federal Motor Vehicle Safety Standards (FMVSS), 48 C.F.R. Part 571, Sections
102, 103, 104, 105, 108, 207, 209, 211, 217, 302, 403, and 404, Rev. 10/09, hereby
incorporated by reference.

(2) Proof of strength and structural integrity tests on new buses procured shall be
submitted by manufacturers or bus transit systems to the Department.

(3) In addition to the above, every bus operated in this state shall be equipped as
follows:

(a) Mirrors. There shall be two exterior rear vision mirrors, one at each side. The
mirrors shall be firmly attached to the outside of the bus and located as to reflect to the
driver a view of the highway to the rear along both sides of the vehicle. Each exterior
rear vision mirror, on Type | buses, shall have a minimum reflective surface of 50
square inches. Neither the mirror nor the mounting shall protrude farther than the widest
part of the vehicle body except to the extent necessary to produce a field of view
meeting or exceeding the requirements of this section. All Type | buses shall, in addition
to the above requirements, be equipped with an inside rear vision mirror capable of
giving the driver a clear view of seated and standing passengers. Buses having a
passenger exit door that is located inconveniently for the driver's visual control shall be
equipped with additional interior mirrors to enable the driver to view the passenger exit
door. In lieu of interior mirrors, trailer buses and articulated buses may be equipped with
closed circuit video systems or adult monitors in voice control with the driver.

(b) Wiring and Batteries. Electrical wiring shall be maintained so as not to come in
contact with moving parts, heated surfaces, or be subject to chafing or abrasion which
may cause insulation to become worn. Every Type | bus manufactured on or after
February 7, 1988, shall be equipped with a storage battery electrical power main
disconnect switch. The disconnect switch shall be practicably located in an accessible
location adjacent to or near to the battery and be legibly and permanently marked for
identification. Every storage battery on a public-sector bus shall be mounted with proper
retainment devices in a compartment which provides adequate ventilation and drainage.

(c) Brake Interlock Systems. All Type | buses having a rear exit door shall be
equipped with a rear exit door/brake interlock that automatically applies the brake upon
driver activation of the rear exit door to the open position. Brake interlock application
shall remain activated until deactivated by the driver and the rear exit door returns to the
closed position. The rear exit door brake interlock on such buses shall be equipped with
an identified override switch enabling emergency release of the brake interlock function.
The override switch shall not be located within reach of the seated driver. Air pressure
application to the brake during brake interlock operation, on buses equipped with rear
exit door/brake interlock, shall be regulated at the equipment’s origina! manufacturer's
specifications.

(4) Standee Line and Warning. Every bus designed and constructed to allow
standees shall be plainly marked with a line of contrasting color at least two inches
wide, or be equipped with some other means to indicate that all passengers are
prohibited from occupying a space forward of a perpendicular plane drawn through the
rear of the driver's seat and perpendicular to the longitudinal axis of the bus. A sign
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shall be posted at or near the front of the bus stating that it is a violation for a bus to be
operated with passengers occupying an area forward of the line.

(5) Handrails and Stanchions. Every bus designed and constructed to allow
standees shall be equipped with overhead handrails for standee passengers. Overhead
handrails shall be continuous, except for a gap at the rear exit door, and terminate into
vertical stanchions or turn up into a ceiling fastener. Every Type | and Type Hl bus
designed for carrying more than 16 passengers shall be equipped with handrails,
stanchions, or bars at least 10 inches long and installed to permit safe on-board
circulation, seating and standing assistance, and boarding and alighting by elderly and
handicapped persons. Type | buses shall be equipped with a safety bar and panel
directly behind each entry and exit stepwell.

(6) Flooring, Steps, and Thresholds. Flooring, steps, and thresholds on all buses
shall have slip resistant surfaces without protruding or sharp edges, lips, or overhangs,
in order to prevent tripping hazards. All step edges and thresholds shall have a band of
color(s) running the full width of the step or edge which contrasts with the step tread and
riser, either light-on-dark or dark-on-light.

(7) Doors. Power activated doors on all buses shall be equipped with a manual
device designed to release door closing pressure.

(8) Emergency Exits. All buses shall have an emergency exit door, or in lieu thereof,
shall be provided with emergency escape push-out windows. Each emergency escape
window shall be in the form of a parallelogram with dimensions of not less than 18" by
24", and each shall contain an area of not less than 432 square inches. There shall be a
sufficient number of push-out or kick-out windows in each vehicle to provide a total
escape area equivalent to 67 square inches per seat, including the driver's seat. No less
than 40% of the total escape area shall be on one side of the vehicle. Emergency
escape kick-out or push-out windows and emergency exit doors shall be conspicuously
marked with a sign or light and shall always be kept in good working order so that they
may be readily opened in an emergency. All such windows and doors shall not be
obstructed, either inside or outside, so as to hinder escape. Buses equipped with an
auxiliary door for emergency exit shall be equipped with an audible alarm and light
indicating to the driver when a door is ajar or opened while the engine is running.
Supplemental security locks operable by a key are prohibited on emergency exit doors
unless these security locks are equipped and connected with an ignition interlock
system or an audio visual alarm located in the driver's compartment. Any supplemental
security lock system used on emergency exits shall be kept unlocked whenever a bus is
in operation.

(9) Tires and Wheels. Tires shall be properly inflated in accordance with
manufacturer's recommendations.

(a) No bus shall be operated with a tread groove pattern depth:

1. Less than 4/32 (1/8) of an inch, measured at any point on a major tread groove for
tires on the steering axle of all buses. The measurements shall not be made where tie
bars, humps, or fillets are located.

2. Less than 2/32 (1/16) of an inch, measured at any point on a major tread groove
for all other tires of all buses. The measurements shall not be made where tie bars,
humps, or fillets are located.

(b) No bus shall be operated with recapped, regrooved, or retreaded tires on the

e ————————————— e e
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steering axle.

(c) Wheels shall be visibly free from cracks and distortions and shall not have
missing, cracked, or brocken mounting lugs.

(10) Suspension. The suspension system of all buses, including springs, air bags,
and all other suspension parts shall be free from cracks, leaks, or any other defect
which may cause its impairment or failure to function properly.

(11) Steering and Front Axle. The steering system of all buses shall have no
indication of leaks which would or may cause its impairment to function properly, and
shall be free from cracks and excessive wear of components that may cause excessive
free play or loose motion in the steering system or above normal effort in steering
control.

{12) Seat Belts. Every bus shall be equipped with an adjustable driver's restraining
belt in compliance with the requirements of FMVSS 209, “Seat Belt Assemblies” 49
C.F.R. 571.209, Rev. 10/09, and FMVSS 211, “Seat Belt Assembly Anchorages” 49
C.F.R. 571.211, Rev. 10/09, hereby incorporated by reference.

(13) Safety Equipment. Every bus shall be equipped with one fully charged dry
chemical or carbon dioxide fire extinguisher, having at least a 1A:BC rating, and bearing
the label of Underwriter's Laboratory, Inc. The fire extinguishers shall be maintained as
follows:

(a) Each fire extinguisher shall be securely mounted on the bus in a conspicuous
place or in a clearly marked compartment and be readily accessible.

(b) Each fire extinguisher shall be maintained in efficient operating condition and be
equipped with some means of determining if it is fully charged.

(c) Every Type | bus shall be equipped with portable red reflector warning devices in
compliance with Section 316.300, F.S. .

(14) Persons with Disabilities. Buses used for the purpose of transporting individuals
with disabilities shall meet the requirements set forth in 49 C.F.R. Part 38, Rev. 10/09
hereby incorporated by reference, as well as the following:

(a) Installation of a wheelchair lift or ramp shall not cause the manufacturer's GVWR,
gross axle weight rating, or tire rating to be exceeded.

(b) Except in locations within 3 1/2 inches of the bus floor, all readily accessible
exposed edges or other hazardous protrusions of parts of wheelchair lift assemblies or
ramps that are located in the passenger compartment shall be padded with energy
absorbing material to mitigate injury in normal use and in case of a collision. This
requirement shall also apply to parts of the bus associated with the operation of the lift
or ramp.

(c) The controls for operating the lift shall be at a location where the bus driver or lift
attendant has a full view, unobstructed by passengers, of the lift platform, its entrance
and exit, and the wheelchair passenger, either directly or with partial assistance of
mirrors. Lifts located entirely to the rear of the driver's seat shall not be operable from
the driver's seat, but shall have an override control at the driver's position that can be
activated to prevent the lift from being operated by the other controls (except for
emergency manual operation upon power failure).

(d) The installation of the wheelchair lift or ramp and its controls and the method of
attachment in the bus body or chassis shall not diminish the structural integrity of the
bus nor cause a hazardous imbalance of the bus. No part of the assembly, when

- " ————— ]
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installed and stowed, shall extend laterally beyond the normal side contour of the bus,
nor vertically beyond the lowest part of the rim of the wheel closest to the lift.

(e) Each wheelchair lift or ramp assembly shall be legibly and permanently marked
by the manufacturer or installer with the following information:

1. The manufacturer's name and address.

2. The month and year of manufacture.

3. A certificate that the wheelchair lift or ramp securement devices, and their
installation, conform to State of Florida requirements applicable to accessible buses.

(15) Wheelchairs. Wheelchair lifts, ramps, securement devices, and restraints shall
be inspected and maintained as required by this rule chapter. Instructions for normal
and emergency operation of the lift or ramp shall be carried or displayed in every bus.

Rulemaking Authority 334.044(2), 341.041(3), 341.061(2)(a) FS. Law Implemented
341.061(2)(a) FS. History—New 9-7-87, Amended 11-10-92, 8-2-94, 8-7-05, 6-24-08, 9-
16-10.

14-90.009 Bus Safety Inspections.

(1) Each bus transit system shall require that all buses operated by such bus transit
system, and all buses operated by a private contract transit provider, be inspected at
least annually in accordance with bus inspection procedures set forth in this rule.

(2) It shall be the bus transit system's responsibility to ensure that each individual
performing a bus safety inspection is qualified as follows:

(a) Understands the requirements set forth in this rule chapter and can identify
defective components.

(b) Is knowledgeable of and has mastered the methods, procedures, tools, and
equipment used when performing an inspection.

(c) Has at least one year of training and/or experience as a mechanic or inspector in
a vehicle maintenance program, and has sufficient general knowledge of buses owned
and operated by the bus transit system to recognize deficiencies or mechanical defects.

(3) Each bus receiving a safety inspection shall be checked for compliance with the
requirements for safety devices and equipment, as referenced or specified herein.
Specific operable equipment and devices as required by this rule chapter, include the
following as applicable to Type | and Il buses:

(a) Horn.

(b) Windshield wipers.

(c) Mirrors.

(d) Wiring and batteries.

(e) Service and parking brakes.

(f) Warning devices.

(g) Directional signals.

{h) Hazard warning signals.

(i) Lighting systems and signaling devices.

(j) Handrails and stanchions.

(k) Standee line and warning.

(1} Doors and brake interlock devices.

(m) Stepwells and flooring.

(n) Emergency exits
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(o) Tires and wheels.

(p) Suspension system.

(q) Steering system.

(r) Exhaust system.

(s) Seat belts.

(t) Safety equipment.

(u) Equipment for transporting wheelchairs.

(v) Working speedometer.

(4) A safety inspection report shall be prepared by the individual(s) performing the
inspection and shall include the following:

(a) Identification of the individual(s) performing the inspection.

(b) Identification of the bus transit system operating the bus.

(c) The date of the inspection.

(d) Identification of the bus inspected.

(e) Identification of the equipment and devices inspected including the identification
of equipment and devices found deficient or defective.

(f) Identification of corrective action(s) for any deficient or defective items found and
date(s) of completion of corrective action(s).

(5) Records of annual safety inspections and documentation of any required
corrective actions shall be retained a minimum of four years by the bus transit system
for compliance review.

Rulemaking Authority 334.044(2), 341.041(3), 341.061(2)(a) FS. Law Implemented
341.061(2) FS. History—New 9-7-87, Amended 11-10-92, 8-7-05, 9-16-10.

14-90.010 Certification.

(1) Each bus transit system shall annually submit a safety and security certification
to the Department. The certification shall be submitted no later than February 15, for the
prior calendar year period. The certification shall attest to the following:

(a) The adoption of an SSPP and an SPP in accordance with established standards
set forth in this rule chapter.

(b) Compliance with its adopted SSPP and SPP.

(c) Performance of safety inspections on all buses operated by the system in
accordance with this rule chapter.

(d) Reviews of the SSPP and SPP have been conducted to ensure they are up to
date.

(2) The certification shall include:

(a) The name and address of the bus transit system, and the name and address of
the entity(ies) who performed bus safety inspections and security assessments during
the prior calendar year, if different from that of the bus transit system.

(b) A statement signed by an officer or person directly responsible for management
of the bus transit system attesting to compliance with this rule chapter.

Rulemaking Authority 334.044(2), 341.041(3), 341.061(1)(a) FS. Law Implemented
334.044(28), 341.061(1), 341.061(2) FS. History-New 9-7-87, Amended 8-7-05, 9-16-
10.
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14-90.012 Safety and Security Inspections and Reviews.

(1) The Department, or its contractor, shall conduct inspections of bus transit
systems to ascertain compliance with the provisions of this rule chapter.

(2) The Department, or its contractor, shall conduct safety and security reviews of
any bus transit system the Department believes to be in noncompliance with its SSPP
or SPP, or providing passenger service operations in an unsafe manner, or if there is
evidence of an immediate danger to public safety. The Department shall prepare and
submit a reponrt of the review to the affected bus transit system. The report shall be
submitted to the bus transit system within three business days of completion of the
review and shall contain the following:

(a) Identification of the findings, including a detailed description of any deficiency.

(b) Required corrective action and a schedule for implementation of the corrective
action to be taken for each deficiency.

(c) Any required suspension of bus transit system service, should the Department
determine the continued operation of the service, or a portion thereof, poses an
immediate danger to public safety.

(3) The Department shall initiate the following actions to suspend the affected bus
transit system service if any deficiency or unsafe condition exists, to the extent that the
continued operation of the system, or a portion thereof, poses an immediate danger or
threat to public safety.

(a) Immediately notify the affected bus transit system of the unsafe condition,
followed by a certified letter describing the deficiency or unsafe condition. The
notification shall include the following:

1. The required corrective action for the deficiency or unsafe condition.

2. The requirement for the bus transit system to certify, in writing to the Department,
the completion of the required corrective action in accordance with an established
implementation schedule.

(b) Conduct an on-site review of the bus transit system to verify the correction of the
deficiency in accordance with this rule and the established implementation schedule.

(c) Suspend affected passenger service operations if the bus transit system fails to
correct the deficiency in accordance with this rule and the established implementation
schedule.

Rulemaking Authority 334.044(2), 341.041(3), 341.061(2)(a) FS. Law Implemented
334.044(28), 341.041(3), 341.061(1)(d), 341.061(2)(c) FS. History—New 11-10-92,
Amended 8-7-05, 9-16-10.
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AM REPORT EXTRA BOARD OPERATOR -
A list of operators who select the AM report board for work when the first report leaves the
garage prior to 12:00 noon.

APPLICABLE HOURLY RATE -
The rate of pay that applies to the specific work assignment being performed.

SHUTTLE WORK -
The operation of a bus between points chosen by the party making the shuttle and which bus
does not operate over the fixed routes of the system.

COMBINATION RUN -
A run made up of two trippers, in accordance with these rules.

DAYS -
Unless specified otherwise in the Agreement, shall mean calendar days.

DECLARED EMERGENCY -
An emergency declared by the County Manager or his designee.

EMERGENCY -
A situation or occurrence of a serious nature, which develops suddenly and unexpectedly and
demands immediate action.

EXCESSIVE ABSENTEEISM —

The parties recognize that recurring and excessive absenteeism is disruptive to the DTPW work
schedules, detracts from service levels, and is costly to DTPW. It is further recognized that
employees are expected to be able and available for work when scheduled. An excess
absentee is one whose attendance record reflects continuing, chronic absences that hinder the
regular operation of DTPW.

EXCUSED FROM WORK -
Excused from work without penalty for an operator who has requested and received approval
from the Dispatcher to forego his assignment.

EXTRA BOARD -
The roster or list of all operators who, by virtue of length of service or by choice, do not have a
regularly-assigned run. Part-time operators shall not be considered extra-board operators.

EXTRA BOARD OPERATOR LINE-UPS -
Additional selection of extra board positions held between operating division line-ups.

EXTRA LIST OPERATOR -
A list of operators volunteering for additional work not included in their picked run or extra board
assignments, including work on regular days off, in accordance with these rules.
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GENERAL LINE-UP—MAINTENANCE -

Selection of work locations and work assignments to be held annually. Vacation selection for
the succeeding year is to be made concurrent with the general lineup. Additional general line-
up may be scheduled prior to opening of new operating base.

GENERAL LINE-UP—OPERATORS -

Selection of work locations and work assignments to be held annually. Vacation selections for
the succeeding year are to be made concurrent with the annual general line-up. Additional
general line-ups may be scheduled prior to opening of new operating division.

HABITUAL LATENESS -
One who has formed a habit of reporting late for assignment, as evidenced by the Individual
Attendance Record.

HORSEPLAY -
Rough, coarse, boisterous, or rude play.

LATE REPORT ~

Failure of an operator to make a “report” or “relief’ at the scheduled time and place, but
reporting to the Dispatcher, in person, not more than two (2) hours later than the time
scheduled.

LINE-UP -
The periodic opportunity for selection of work assignment in order of length of service in each
classification.

LINE-UP—INFORMATION CLERKS -
Selection of work assignments on a seniority basis twice a year; such assignments shall remain
in effect until the next succeeding line-up.

UNAUTHORIZED LLEAVE-NO CALL -

Failure of any operator to make a report or relief at the scheduled time and place, and the
operator does not report to the Dispatcher in person within two (2) hours of his report or relief
time.

OPEN PIECE -
A work assignment that includes at least one relief and is not included in a run.

OPEN RUNS -
A regular assignment chosen by an operator at line-up and vacated between line-ups.
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OPERATING DIVISION —
A base of operation, including operating and maintenance personnel at one geographic location.

OPERATING DIVISION LINE-UP—MAINTENANCE -

Selection of work assignments to be held at individual garages at intervals during year between
general line-up. Line-ups at individual garages may be scheduled to take effect independently
of line-ups at other garages.

OPERATING DIVISION LINE-UP—OPERATORS -

Selection of work assignments to be held at individual operating divisions at intervals during
year between General Line-Ups. Line-ups at individual operating division may be scheduled to
take effect independently of line-ups at other operating divisions.

PASS-UP OF RUN -
An operator’s election to work the Extra Board in preference to a regular run.

PENALTY REPORT -
The required appearance of a bus operator before the Dispatcher at the garage for the purpose
of working any available piece of work assigned as a penalty of having reported late.

PIECE OF WORK -
Runs or trippers operating over fixed routes; does not apply to “shuttie work.”

REGULAR RUN -
A regular work assignment made up of one continuous work assignment or two separate parts,
which may be on two routes in accordance with these rules.

RELIEF ~
The release from duty of one bus operator by another by virtue or schedule or special
instructions.

REPORT -
The appearance of a bus operator for the purpose of presenting himself for duty or duty
assignment.

REPORTING LOCATIONS -
The site where an employee presents himself for work assignment.

ROUTE OR SECTION LINE-UP—OPERATORS -

Selection of work assignments to be held for an individual route or a group of routes, which may
be smaller than a division. This type of line-up may take place at any time deemed necessary,
independent of any other line-up.
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RUN -
A fixed work assignment selected at line-up time or assigned as provided in these rules.

SEPARATE MANUAL ON JOB CLASSIFICATION -
A manual on job classification is maintained in the Personnel Office, Superintendent’s Office,
and the Union Office.

SPLIT RUN -
A run consisting of two pieces of work, which has intervening time unpaid up to 90 minutes and
no less than 30 minutes.

STRAIGHT RUN -
A piece of work that is on a fixed route or routes without interruption in paid work hours.

TEMPORARY RUN -
A run expected to operate on an experimental basis for ninety (90) days or less. This work will
be assigned to the Extra Board and can be discontinued at any time.

TIME SLOT EXTRA BOARD—OPERATORS -
A list of extra board operators who have picked one report “time slot” and are assigned to work
in accordance with these rules.

TRIPPER -
A work assignment that starts and ends at the garage.
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APPENDIX E:
SUPPORTING POLICIES AND PROCEDURES PLANS
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LIST OF SUPPORTING POLICIES AND PROCEDURES PLANS

]

DTPW Continuity of Operations Plan — COOP (TransitNet>MDT
DIVISIONS>SAFETY>Policies & Procedures)

DTPW Hurricane Manual (TransitNet>MDT DIVISIONS>SAFETY>Policies &
Procedures)

DTPW Mass Migration Plan (TransitNet>MDT DIVISIONS>SAFETY>Policies &
Procedures)

DTPW Radiological Emergency Response Plan (TransitNet>MDT
DIVISIONS>SAFETY>Policies & Procedures)

Public Transportation Agency Safety Plan — PTASP(TransitNet>MDT
DIVISIONS>SAFETY>Policies & Procedures)

Bus Operations Rule Book ( TransitNet>MDT DIVISIONS>SAFETY>Policies &
Procedures)

Process Maps (TransitNet>Policies & Procedures>SOPs>Bus Services)

MDT PR BS-051 Transit Operations Supervisor (TOS) Forms Control
(TransitNet>Policies & Procedures>SOPs>Bus Services)

MDT PR BS-029 Schedule Adherence (Early or Late Buses) (TransitNet>Policies
& Procedures>SOPs>Bus Services)

MDT PR BS-033 Bus Bridge for Rail-Mover Service Interruptions Rev1
(TransitNet>Policies & Procedures>SOPs>Bus Services)

MDT PR BS-034 Hurricane Emergency Evacuation (TransitNet>Policies &
Procedures>SOPs>Bus Services)

MDT PR BS-043 Engine Smoke-Thermal Event on Bus ( TransitNet>Policies &
Procedures>SOPs>Bus Services)

MDT PR BS-046 Larceny on DTPW Bus ( TransitNet>Policies &
Procedures>S0OPs>Bus Services)

MDT PR BS-046 Larceny on DTPW Bus ( TransitNet>Policies &
Procedures>SOPs>Bus Services)

MDT PR BS-004 Metrobus Operator's Defective Coach Report
(TransitNet>Policies & Procedures>SOPs>Bus Services)

MDT PR BS-022 Pre-Trip Inspection Procedure ( TransitNet>Policies &
Procedures>S0OPs>Bus Services)
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