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POLICY: 
 
Chatham Area Transit Authority recognizes that employees will need days off from work from 
time to time to address their medical needs. For this purpose, regular full-time employees 
will receive sick days each calendar year. 
 
POLICY SPECIFICS: 
 

 Sick leave may be used for an employee’s personal illness, well-care and medical 
appointments.  

 
 Sick leave may also be used for illness and well-care in an employee’s immediate 

family such as spouse, child, or parent. 
 

 Sick leave accrual shall be granted to each eligible employee on a monthly basis 
based on the years of service as follows: 

  
       Years of Service  Hours Earned Per Year 
 
   0 - 5      40   
   6 – 10     80   
   11 – 20     120 
   21 and over   160 
  

 Employees who transferred from Veolia Transportation to Chatham Area Transit on 
May 16, 2013 and who had a sick leave balance will be allowed to carry over the sick 
leave balance.   

 
 Sick days not taken during the year will be carried over to the next year, up to a 

maximum of 720 hours, unless specified in an employment agreement. 
 

 Sick days will be paid on the basis of a normal work schedule and are not credited as 
hours worked for the purpose of overtime calculation. 

 
 When possible, employees are expected to schedule planned medical appointments in 

a manner that minimizes disruption of workflow. Further, employees must use sick 
leave for its intended purpose. 

 
 Managers will monitor employee use of sick leave for patterns of abuse. Abuse of 

paid sick leave will result in disciplinary action.  
 

 At the Authority’s discretion, a written statement from a doctor verifying any illness or 
injury may be requested. 
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 Employees are not eligible to accrue sick leave while out on worker’s compensation.  
 

 Employees will not be allowed to pyramid leave hours with other benefits paid by the 
Authority, i.e., an employee may not be paid worker’s compensation and use sick, 
vacation leave or personal holidays at the same time or an employee may not use 
sick, vacation, or personal leave while receiving disability benefits paid by the 
Authority.  

 
 Employees will not be paid for unused sick days while they are employed or at 

resignation/termination of employment. 
 
APPLIES TO: 
All full-time, non-union employees of Chatham Area Transit Authority.   
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POLICY: 
 
Chatham Area Transit Authority is committed to providing a safe and healthy workplace and 
to promoting the health and well-being of its employees. It is the policy of the Authority to 
prohibit smoking on all Authority premises and in all Authority vehicles in order to provide 
and maintain a safe and healthy work environment for all employees. In conjunction with 
state and local law, employees are free to smoke in designated areas outside the buildings 
and vehicles during non-working hours (i.e. before work, during breaks and after work). 
 
In fairness to all employees, individuals who smoke are expected to comply with existing 
Authority policy regarding break time. Smokers will not be singled out or monitored in any 
way that results in treatment different from that applied to other employees. 
 
Employees violating Authority rules on breaks or smoking will be subject to disciplinary action 
up to and including termination. 
 
APPLIES TO: 
 
All employees of Chatham Area Transit Authority.   
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POLICY: 
 
It is the policy of Chatham Area Transit Authority to protect the confidentiality of Social 
Security numbers obtained and used in the course of business. All executives, managers and 
employees are expected to rigorously adhere to this policy. Any employee violating the 
provisions of this policy and its operating procedures will be disciplined in accordance with 
Company rules. 
 
POLICY SPECIFICS: 
 
Collection of Numbers 
Social Security numbers will be collected from applicants and employees as required in order 
to meet federal and/or state reporting requirements. These purposes include: 
 

• To conduct pre-employment background checks. 
• To verify eligibility for employment. 
• To withhold federal and state taxes. 
• To comply with state new-hire reporting. 
• To facilitate enrollment in Company benefits plans. 

 
Note: Social Security numbers may also be collected from creditors, suppliers or independent 
contractors where no tax identification or employer identification number is accessible. Social 
Security numbers so obtained will be subject to the same provisions of the privacy policy as 
those for applicants and employees. 
 
Use of Numbers 
 
Except for verification and reporting uses for the above-referenced reasons, no Social 
Security number or portion of a Social Security number will be used in the conduct of the 
Company’s business; and, 
 

• No Social Security number or portion of a Social Security number will be permitted 
to be used for the following purposes: identification badges, parking permits, time 
cards, posted employee rosters, computer passwords, licenses, agreements or 
contracts. 
 
• No Social Security number should be used in open computer transmissions except 
where such transmission of information is by secure connection. 

Social Security Number Privacy 
Storage of and Access to Numbers: 
 

• Storage: All documents containing Social Security numbers shall be stored in locked 
secured filing cabinets. All computer applications containing Social Security numbers 
shall be maintained on secured, authorized-access computer stations only. 
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• Access: Only persons who have a legitimate business reason will have access to 
Social Security numbers; such access will be granted through department heads 
responsible for functions with reporting or transporting of such data responsibilities. 
Department heads and employees granted such access must take all necessary 
precautions to ensure the integrity of records that include such numbers when the 
records are not being used. 

 
Destruction of Numbers 
Records that include Social Security numbers will be maintained in accordance with federal 
and state laws. When such documents are released for destruction, the records will be 
destroyed by shredding. 
 
State Laws: Where this Company policy and operating procedures may conflict with a state 
law in any state in which the Company operates, the state law shall supersede this policy. 
 
 
APPLIES TO: 
 
All employees of Chatham Area Transit Authority.   
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POLICY: 
 
Some non-exempt positions require travel in the United States/International. Employees in positions 
classified as non-exempt under the Fair Labor Standards Act (FLSA) are eligible for compensation for 
the time they spend traveling. The compensation an employee receives depends upon the kind of 
travel and whether the travel time takes place within normal work hours or outside the normal work 
hours. At all times, Chatham Area Transit will comply with the requirements as provided under the 
FLSA. 
 
POLICY SPECIFICS: 
 
“Normal work hours,” for the purposes of this policy, is defined as the regularly scheduled work 
hours/days of the employee in question. 
 
Travel Time Defined 
 
“Travel time” is defined as including the time the employee arrives at the airport to the time the 
employee reaches his/her destination. If an employee is traveling to a location, then the destination is 
either the hotel or the work site (if the employee travels directly from the airport to work). If the 
employee is returning home from a location, the destination is the airport of final arrival. 
 
If an employee is traveling by air and no flights are available from or to the airport nearest the 
employee’s residence, then travel between the employee’s residence and the airport is considered 
travel time and is eligible for compensation in accordance with the policy guidelines below.  Travel 
between home and work or between the hotel and worksite is considered normal commuting time and 
is not eligible for compensation. 
 
If an employee requests a specific travel itinerary or mode of transportation that is different from the 
one authorized by the Company, only the estimated travel time associated with the itinerary and mode 
of transportation that has been authorized will be eligible for compensation. 
 
Travel Time within Normal Work Hours 
 
Any portion of authorized travel time that takes place within normal work hours on any day of the 
week, including Saturday and Sunday, is treated as work hours. Travel time within normal work hours 
will be paid at the employee’s regular hourly rate and will be factored into overtime calculations.  When 
an employee travels between two or more time zones, the time zone associated with the point of 
departure should be used to determine whether the travel falls within normal work hours. 
 
Travel Time Outside of Normal Work Hours 
 
Any portion of authorized travel time (with the exception of driving time) that takes place outside of 
normal work hours is considered to be outside travel hours. 
 
When a non-exempt employee is required to travel as a passenger in an automobile, plane or any 
other mode of transportation outside of normal work hours, he/she will be compensated at one-half 
his/her regular hourly rate for that portion of travel time that takes place outside of normal work hours. 
Unlike work hours, outside travel hours are not factored into overtime calculations. 
 
When an employee travels between two or more time zones, the time zone associated with the point 
of departure should be used to determine whether the travel falls outside of normal work hours. 
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Travel Time as the Driver of an Automobile 
 
All authorized travel time spent driving an automobile (as the driver, not as a passenger) is treated as 
work hours, regardless of whether the travel takes place within normal work hours or outside normal 
work hours. An employee will receive his/her regular hourly rate for all travel time spent as the driver of 
an automobile and this time will be factored into overtime calculations. 
 
Travel as a passenger in an automobile is not automatically treated as work hours. Travel as a 
passenger in an automobile is treated the same as all other forms of travel and compensation depends 
upon whether the travel time takes place within normal work hours or outside of normal work hours. 
 
If an employee drives a car as a matter of personal preference when an authorized flight or other travel 
mode is available and the travel time by car would exceed that of the authorized mode, only the 
estimated travel time associated with the authorized mode will be eligible for compensation. 
 
Calculating and Reporting Travel Time 
 
Employees are responsible for accurately tracking, calculating and reporting travel time on their time 
sheets in accordance with this policy. 
 
Meal periods should be deducted from all travel time. 
 
If an employee requests a specific travel itinerary or mode that is different from the one authorized, 
only the estimated travel time associated with the schedule, route and mode of transportation 
authorized should be reported on the time sheet. 
 
Travel time should be calculated by rounding up to the nearest quarter hour. 
 
APPLIES TO: 
 
All employees of Chatham Area Transit and subsidiaries of Chatham Area Transit. 
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POLICY 
 
Chatham Area Transit Authority recognizes the mutual benefits derived from personal growth 
and increased work competence. It is the policy of Chatham Area Transit Authority to provide 
financial assistance to eligible employees interested in furthering their formal education. Such 
assistance is provided through our Tuition Reimbursement Plan. The program provides 
eligible employees with reimbursement of the cost of tuition for courses or programs 
approved by CAT and successfully completed at accredited state and non-profit private 
colleges, universities and technical schools. 
 
While completion of a course or program of study provides an improved educational 
background, the accomplishment does not obligate CAT to reward such completion through 
promotion, transfer, reassignment, wage or salary increase, etc. 
 
POLICY SPECIFICS 
 
Eligibility 
To be eligible for reimbursement under the Tuition Reimbursement Plan, the employee must: 
 

• Have been employed by CAT for one (1) year; prior to the 
commencement of the course or program, and  

• Be currently functioning as a full-time employee, and 
• Receive a grade of “C” or equivalent in the course or program. 

 
Exceptions to the eligibility requirement may be made by the Executive Director/CEO. 
 
Approved Course or Program 
Courses or programs which may be approved for tuition reimbursement consideration must: 
 

• Directly improve the employee’s abilities in the employee’s present position 
or increase the employee’s potential in a foreseeable future position with 
CAT; and, 

• Be taken at a technical or business school of post-high school level or be 
undergraduate or graduate courses or program taken at an accredited 
college or university, state and non-profit private college, university or 
technical school. 

Effective Date: May 22, 2007 
Applying for Assistance 
Eligible employees interested in participating in the program should complete an “Application 
for Tuition Reimbursement” form available from the Human Resources department and 
present it to his or her supervising Manager for approval and processing prior to registering 
for the course or program.  After approval, the form is to be forwarded to the Human 
Resources department. A copy of the processed form will be returned to the employee. 
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Upon successful completion of the course or program, the employee must submit a copy of 
the passing grade report together with a statement showing tuition paid. Reimbursement is 
limited to tuition expenses, class required books and fees. Reimbursement will be paid upon 
satisfactory completion and presentation of appropriate documentation. The amount of 
reimbursement is dependent upon the final grade or equivalent: 
 

A = 100% (or Pass under a Pass/Fail grading scale) 
B = 75% 
C = 50%. 
 

An employee may be reimbursed up to the state tuition rate of the same or similar type 
program. 
 
Under certain circumstances, CAT may elect to make payment directly to the University for 
the employee’s portion of the tuition assistance.  However, the following semester, the 
tuition assistance will be adjusted for the employee’s prior semester grade. 
 
Tax Liability 
Employees should be advised that receipt of tuition reimbursement may have tax 
consequences. All applicable taxes due under the Internal Revenue Code for tuition 
reimbursements will be the responsibility of the employee. Employees should contact their 
tax consultant if they have questions. 
 
Mandatory Repayment for Early Separation 
Any employee who voluntarily terminates, or is terminated for cause from CAT, may be 
obligated to repay to CAT any tuition reimbursement assistance received during the prior 12 
months. By his or her signature on the Tuition Reimbursement Application, the employee 
expressly acknowledges the employee’s liability and agreement to repay CAT all amounts 
reimbursed to the employee by CAT to the extent permitted by applicable law or regulations. 
The employee’s signature on the Application should serve as authority and permission for 
CAT to make payroll deductions from the employee in order to repay amounts owed to CAT 
under the Plan. 
 
APPLIES TO: 
All non-union employees of Chatham Area Transit Authority.   
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POLICY: 
 
Chatham Area Transit Authority (CAT) respects the rights and opportunities of all people to 
seek, obtain and hold employment without being subjected to or confronted with unlawful 
harassment or discrimination of any kind in the workplace. Specifically, unlawful harassment 
or inappropriate conduct is verbal or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of that person’s (or that person’s relatives’, friends’ or 
associates’) race, religion, gender, national origin, ancestry, veteran’s status, marital status, 
age, disability, sexual orientation and/or any other legally protected status as described in 
the federal, state or city statutes. 
 
Unlawful harassment or inappropriate conduct that has the purpose or effect of creating an 
intimidating, hostile or offensive work environment and/or has the purpose or effect of 
unreasonably interfering with the individual’s work performance, and/or otherwise adversely 
affects the individual’s employment opportunities also constitutes unlawful harassment or 
discrimination. 
 
Unlawful harassment of an employee by any company employee or person working with or 
associated with the company (i.e. vendor, customer, passenger, supplier, contractor, etc.) 
will not be tolerated. 
 
Sexual harassment or inappropriate conduct may be overt or subtle. Some behavior, which is 
appropriate in a social setting, may not be appropriate in the workplace. Regardless of the 
form it takes, verbal, non-verbal or physical sexual harassment or inappropriate conduct is 
insulting and demeaning to the recipient and is unacceptable at work. 
 
This Policy and the accompanying Complaint Procedure may be altered, revised or amended 
at any time by CAT with or without prior notice. 
 
 
APPLIES TO: 
All employees of Chatham Area Transit Authority. 
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COMPLAINT PROCEDURE 
 
General: 
 
Unlawful harassment or inappropriate conduct can take many forms, some overt and some 
subtle. The practice of “if in doubt, don’t” is good advice to follow with regard to whether 
conduct is appropriate in the work environment. Some examples of prohibited conduct, 
based on the above mentioned protected status, which may be considered unlawful 
harassment include, but are not limited to: 
 

• Verbal conduct such as derogatory comments, epithets, slurs, innuendos, sexual 
jokes, graphic verbal commentaries, degrading words used to describe an 
individual 

• Threatening behavior 
• Displaying of offensive objects, pictures, cartoons or posters 
• Physical conduct such as unwanted, suggestive or offensive touching, assault, 

impeding or blocking movement 
• Making an adverse employment decision based on the employee’s membership in 

one of the protected classes  
 
Sexual Harassment or Inappropriate Conduct: 
 
Sexual harassment or inappropriate conduct includes unwelcome sexual advances or visual, 
verbal or physical conduct of a sexual nature and is prohibited in all work settings including 
the office, on vehicles and/or at work related social events. This definition encompasses 
many forms of offensive behavior, including gender-based harassment of a person of the 
same sex as the harasser, conduct of a sexual nature that creates an offensive, intimidating 
or hostile work environment and coerced sexual conduct by a person in a position of 
authority in the workplace. 
 
It cannot be stated often enough that, if behavior or actions are questionable in an 
individual’s mind, it is appropriate to refrain from that behavior. 
 
Examples of prohibited unlawful harassment or inappropriate conduct include, but are not 
limited to the following: 
 

• Unwelcome sexual flirtation or advances 
• Offering employment, promotions or other benefits in exchange for sexual favors 
• Threatening or making reprisals for refusing sexual advances 
• Visual conduct such as leering, making sexual gestures, displaying sexually 

suggestive objects, pictures, cartoons or posters, suggestive or obscene letters, 
notes or invitations, including internet or other electronic formats 

• Verbal conduct such as derogatory comments, epithets, slurs, sexual innuendo, 
sexual jokes, graphic verbal commentaries about an individual’s body, sexually 
degrading words used to describe an individual 
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• Physical conduct such as unwanted, suggestive or offensive touching, assault, 
impeding or blocking movement 

 
Management 
 
All managers and supervisors are specifically responsible for the implementation of this policy 
and for ensuring that all employees, agents and contractors are aware of and understand the 
policy. 
 
Employees 
 
All employees are responsible for reporting unlawful and harassing behavior they witness, 
and will be held accountable for avoiding or eliminating prohibited conduct. Employees may 
concurrently file complaints with Chatham Area Transit Authority as well as with federal or 
state agencies.  Reporting and Complaint Procedure Guidelines are located on the following 
pages. 
 
Civil Rights Officer 
 

a. The Civil Rights Officer is responsible for administering this policy, including exercising 
his/her authority to receive and investigate complaints of potential violations and 
recommending to management the appropriate disciplinary action(s) specific to 
violations. 

b. The Civil Rights Officer shall provide information to managers and supervisors on the 
seriousness of unacceptable behavior and the procedures to be used if an unlawful 
harassment or inappropriate conduct allegation occurs.  

 
REPORTING AND COMPLAINT PROCEDURE: 
 

1. Any employee who believes he/she has been offended or is aware of alleged unlawful 
harassment or inappropriate conduct should immediately report the alleged behavior 
to the Civil Rights Officer or any senior management of CAT who will in turn report 
the alleged behavior to the Civil Rights Officer. The Civil Rights Officer can be reached 
at 1(912) 629-3919.   

 
2. 2. If the alleged behavior or incident involves a supervisor or manager, the complaint 

should be reported to the Civil Rights Officer or any senior management of CAT who 
will in turn report the alleged behavior to the Civil Rights Officer. The Civil Rights 
Officer can be reached at 1(912) 629-3919.   

 
a. The investigation will begin as soon as possible following notification of a 

complaint. 
b. Investigation of a complaint will normally include conferring with the parties 

involved and any named apparent witnesses. An attempt should be made to 
get written statements from all individuals that are interviewed or involved, 
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particularly the primary parties involved. A thorough investigation must still 
be completed even if the person making the allegation refuses to complete 
the “Incident Investigation” form or any other written statement. 

 
c. If the preliminary investigation suggests that the allegation may have merit, a 

prompt, thorough and effective investigation will be conducted and the 
alleged harasser will be notified of the complaint. 

d. The alleged harasser will be interviewed and provided opportunity to refute 
the allegation(s). 

e. If the rebuttal is not successful, prompt action, including disciplinary action(s) 
will be taken to stop the unlawful harassment or inappropriate conduct and 
prevent recurrence. 

 
3. All complaints will be handled in a timely and confidential manner. The confidentiality 

of the employee who files a complaint and the reputation of any employee wrongfully 
accused of unlawful harassment or inappropriate conduct will both be protected to 
the extent possible throughout the investigation. 

 
a. Information concerning a complaint will not be released by the Company to 

third parties, or to anyone in the Company not involved with the 
investigation unless required by law. 

b. All individuals involved will be advised against discussing the investigation. 
 

4. All employees shall be protected from retaliation, coercion, intimidation, interference or 
discrimination because they filed a complaint or assisted in an investigation. 

 
Disciplinary Action: 
 
Any employee who has been found to have violated Chatham Area Transit’s policy against 
unlawful harassment or has exhibited inappropriate conduct will be subject to appropriate 
disciplinary action. Disciplinary action may include verbal or written reprimands, suspension 
or termination. False accusations may result in disciplinary action, up to and including 
termination of the accuser. 
 
Recognition of Circumstances: 
 
The question of whether a particular action or incident is unlawful harassment or 
inappropriate conduct can be subjective. The Company will apply a “reasonable person” 
standard when evaluating and investigating any complaint taking into account the 
perspective of the complainant and not stereotypical notions of acceptable behavior.  
 
False accusations of unlawful harassment or inappropriate conduct can have serious effects 
on innocent individuals. All employees are encouraged to act responsibly in establishing and 
maintaining a pleasant working environment that is free of discrimination for all individuals. 
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Conclusion: 
 
CAT has developed this policy to ensure that all its employees can work in an environment 
free from unlawful harassment, discrimination and retaliation. CAT will make every 
reasonable effort to ensure that all concerned are familiar with these policies and aware that 
any complaint in violation of such policies will be investigated and resolved appropriately. 
Any employee who has any questions or concerns about these policies should talk with the 
Civil Rights Officer or any senior management of CAT who will in turn report the alleged 
behavior to the Civil Rights Officer. The Civil Rights Officer can be reached at 1(912) 629-
3919.   
 
Finally, these policies should not, and may not, be used as a basis for excluding or separating 
individuals of a particular gender, or any other protected characteristic, from participating in 
business or work-related social activities or discussions. In other words, no one should make 
the mistake of engaging in discrimination or exclusion in order to avoid allegations of 
harassment. 
 
The law and the policies of Chatham Area Transit prohibit disparate treatment on the basis of 
sex or any other protected characteristic, with regard to terms, conditions, privileges and 
perquisites of employment. The prohibitions against harassment, discrimination and 
retaliation are intended to complement and further those policies, not to form the basis of an 
exception to them. 
 
APPLIES TO: 
All employees of Chatham Area Transit Authority. 
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POLICY: 
Chatham Area Transit recognizes that employees have diverse needs for paid time off from work. 
As such, all eligible employees are entitled to paid vacation time as outlined below. 
 
POLICY SPECIFICS: 
 

 Vacation time is accrued on a monthly basis. 
 
 A vacation year is defined as the period beginning January 1 and ending on December 31. 

 
 Vacation leave may be carried over from year to year, up to a maximum of 240 hours.   

 
 Employees will not be allowed to pyramid leave hours with other benefits paid by the 

Authority, i.e., an employee may not be paid workers’ compensation and use sick, 
vacation leave or personal holidays at the same time or an employee may not use sick, 
vacation or personal leave while receiving disability benefits paid by the Authority. 

 
Vacation Schedule 
A new hire accrues vacation days based on the number of months they actually work within their 
first calendar year. All other employees accrue vacation days each month according to the 
schedule below. 
 
Calendar Years of Employment  Total Hours Year/Hours accrued per pay period 

 1 – 5  80 hours (3.08 hours) 
 6 – 10  120 hours (4.62 hours)  
 11 – 20  160 hours (6.15 hours) 
 21+  200 hours (7.69 hours) 
 

The above noted vacation schedule shall be followed for all employees unless otherwise noted in 
their employment offer letter, employment contract or other agreed upon document outlining an 
individual’s specific terms and conditions of employment. 
 
Administrative Leave 
The Authority understands that its salaried employees work outside the standard 40 hour work 
week throughout the year. In recognition of hours provided above and beyond a standard work 
week, salaried employees will be granted 40 hours of Administrative Leave annually. The 
Administrative Leave is a totally discretionary benefit which must be approved by the employee’s 
department director annually. Administrative Leave is a “use-it or lose-it” annual benefit and shall 
not be paid out upon resignation/termination of employment. 
 
General 
In order to receive the monthly accrual for vacation time you must have worked at least 50% of 
your regularly assigned work days for the month. 
 
Vacation days should be scheduled in advance and approved by your supervisor and recorded 
with the Corporate Director of Human Resources. Employees must take vacation time in 
increments of at least four hours. In general, the Company tries to allow employees to schedule 
vacation at their convenience. 
 
From a practical standpoint, however, the Company reserves the right to determine when 
vacations may be taken based upon business needs. 
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Payment upon Termination 
Upon termination of employment, any accrued and unused vacation time will be paid to employee 
unless otherwise specified in the general provisions above. 
 
APPLIES TO: 
All full time, non-union employees of Chatham Area Transit Authority. 
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POLICY: 
 
Chatham Area Transit Authority will compensate non-exempt, administrative level employee 
who work overtime hours in accordance with the applicable state and federal laws.  It is the 
intent of Chatham Area Transit’s overtime policy to comply with the Fair Labor Standards Act 
(FLSA). 
 
State and federal law dictates overtime pay practice.  In cases where the state law is more 
favorable to the employee, it will supersede federal law.  Overtime will be paid at a rate of 
one and one-half (1-1/2) the normal hourly rate for all hours worked in excess of forty (40) 
hours in a work week, unless precluded by state law or a labor agreement. 
 
All overtime must be approved by a supervisor or manager prior to it being worked.  
Overtime work may be voluntary or assigned by the supervisor and is then mandatory.  
Employees who work overtime without authorization will be paid but will be counseled 
accordingly.  Time off in lieu of paying overtime should never be given.  Department 
managers are urged to minimize authorized overtime work by nonexempt staff. 
 
Non-working hours for which an employee is entitled to be paid (paid time off, holidays, 
bereavement, jury duty, worker’s compensation, etc.) will not be considered as time worked 
for the purpose of computing overtime. 
 
 
APPLIES TO: 
 
All non-exempt, administrative employees of Chatham Area Transit Authority.   
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POLICY: 
 
Chatham Area Transit Authority (CAT) desires to avoid misunderstandings, actual or potential 
conflicts of interest, complaints of favoritism, possible claims of sexual harassment, and the 
employee morale and dissention problem that can potentially result from romantic 
relationships involving employees in the Company. 
 
Accordingly, managers and supervisors are discouraged from fraternizing or becoming 
romantically involved with one another or with any other employee of CAT. Additionally, all 
employees, both managerial and non-managerial, are discouraged from fraternizing or 
becoming romantically involved with other employees, when, in the opinion of the Company, 
their personal relationship may create a conflict of interest, cause disruption, create a 
negative or unprofessional work environment, or present concerns regarding supervision, 
safety, security or morale. 
 
POLICY SPECIFICS: 
 
An employee involved with a supervisor or fellow employee should immediately and fully 
disclose the relevant circumstances to their Manager so that a determination can be made as 
to whether the relationship presents an actual or potential conflict of interest. If an actual or 
potential conflict exists, CAT may take whatever action appears appropriate according to the 
circumstances, up to and including transfer or discharge. Failure to disclose facts may lead to 
disciplinary action, up to and including termination. 
 
Those relationships to which this policy applies are those relationships which go beyond what 
a person of ordinary sensibilities would believe to be a professional relationship. 
 
All employees should also remember that CAT maintains a strict policy against unlawful 
harassment of any kind, including sexual harassment. CAT will enforce this policy consistent 
with all applicable state, federal and local laws. 
 
APPLIES TO: 
 
All employees of Chatham Area Transit Authority.  
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POLICY: 
 
Chatham Area Transit Authority (CAT) respects the privacy of the personnel files and all 
employee files are considered confidential. Access to personnel files is restricted to Human 
Resources, officers, directors and managers on a “need to know” basis. 
 
POLICY SPECIFICS: 
 
Employees may view their own personnel file or obtain a copy during normal business hours 
after submitting a written request.  Employees may request modifications of information 
contained in their records. Such requests should be submitted in writing to the property HR 
designee along with supporting documentation. The Company may make changes where 
appropriate, in its sole discretion. Employees may submit for inclusion memoranda stating 
their opinions regarding any documents contained in their records. 
 
Unauthorized release of employee information will be cause for disciplinary action up to and 
including termination of employment. 
 
Access by Former Employees 
 
A request for review of personnel records of former employees is limited to those who have 
terminated service within the preceding 12 months prior to the date of the request, unless 
otherwise required by state law. Reasonable copying costs may be charged. 
 
Access Pursuant to Legal Process 
 
The Company will provide such records on employees as are covered by this policy to a 
municipal court, state or federal agency, arbitrator, union representative or other legal 
process in response to a proper request, subpoena or order. Where practical, the Company 
will notify the employee or former employee of the contents of the subpoena or order before 
supplying. 
 
Employee Responsibility 
Employees are responsible for notifying management of changes in address, telephone 
number and/or family status (births, marriage, death, divorce, legal separation, etc.) as 
income tax status and group insurance may be affected by these changes. 
 
APPLIES TO: 
 
All employees of Chatham Area Transit Authority. 
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Policy Number:  305 
Effective Date:  July 1, 2014 
Origination Date:  July 2014 
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POLICY: 
 
Chatham Area Transit Authority (CAT) has adopted a progressive discipline policy to identify 
and address employee and employment related problems where appropriate. This policy 
applies to all employee conduct that CAT, in its sole discretion, determines must be 
addressed by discipline. Of course, no discipline policy can be expected to address each and 
every situation requiring corrective action that may arise in the workplace. Therefore, CAT 
takes a comprehensive approach regarding discipline and will attempt to consider all relevant 
factors before making decisions regarding discipline. 
 
Most often, employee conduct that warrants discipline results from unacceptable behavior, 
poor performance or violation of CAT’s policies, practices or procedures. However, discipline 
may be issued for conduct that falls outside of those identified areas. 
 
Equally important, CAT need not resort to progressive discipline, but may take whatever 
action it deems necessary to address the issue at hand. This may mean that more or less 
severe discipline is imposed in a given situation. Likewise, some CAT polices contain specific 
discipline procedures. 
 
Progressive discipline may be utilized with respect to an employee even when the conduct 
that leads to more serious discipline is not the same that resulted in less severe discipline. 
That is, violations of different rules shall be considered the same as repeated violations of 
the same rule for purposes of progressive action. 
 
POLICY SPECIFICS: 
 
CAT will normally adhere to the following progressive disciplinary process: 
 
Verbal Warning 
In cases of misconduct which may not be serious as a single incident but could become 
serious if a pattern develops, the supervisor/ manager should discuss the issue with the 
employee, tell the employee that the discussion is a verbal warning and document the 
discussion. 
 
Written Warning 
If a pattern of misconduct develops or a serious incident occurs requiring more than a verbal 
warning, a written warning may be utilized. A written warning should document the incident 
and misconduct and the reasons why the Company considers the infraction serious. 
Additionally, the written warning should state what the employee must do to avoid similar 
misconduct, and indicate that future misconduct of any sort may result in suspension or 
termination. Written warnings are to be maintained in an employee’s personnel file. 
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Suspension 
In some cases, while immediate discharge for repeated offenses or a single serious offence 
would be too severe, suspension without pay is appropriate. Unpaid suspensions should be 
no more than 5 days and should be discussed with the Director of Human Resources. Unpaid 
suspensions for exempt employees of less than 5 days are not permitted. Once the 
appropriate suspension document is prepared and signed, the supervisor/manager should 
meet with the employee to attempt to: 
 

• Explain why the incident requires discipline, especially how the conduct is not in 
accordance with acceptable standards; 

 
• Review prior disciplinary actions relating to this new discipline; 
 
• Indicate the length of the suspension without pay; and 
 
• Document that termination for any additional misconduct is the next step in 

progressive discipline. Suspension documents are to be maintained in an 
employee’s personnel file. 

 
Termination 
If progressive discipline fails to improve an employee’s conduct or another type of 
misconduct occurs, termination may result. All terminations must be discussed with the 
Director of Human Resources Director and approved by the Executive Director/Chief 
Operating Officer.   
 
Again, while the CAT will generally take disciplinary action in a progressive manner, it 
reserves the right, in its sole discretion, to decide whether and what disciplinary action will 
be taken in a given situation. 
 
APPLIES TO: 
 
All non-union employees of Chatham Area Transit Authority.   
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POLICY: 
   

Chatham Area Transit Authority (CAT) encourages employees to save and accumulate 
financial resources for their future retirement.  CAT offers two (2) retirement savings 
programs, a 401(a) and 457 plan through ICMA Retirement Corporation and provides 
contributions towards the 401(a) plan.   
 

POLICY SPECIFICS: 
 

Subject to statutory limits on tax deductibility, the Plans allows employees to elect how 
much of their salary they want to contribute to the Plan and to direct the investment of 
their funds into professionally managed investment funds. An employee is fully vested in 
his/her own contributions and entitled to those contributions upon termination of 
employment regardless of the length of employment.  
 
401(a) Plan 
 
Upon obtaining eligibility to participate in the 401(a) plan, employees may contribute to 
the plan up to the statutory limit on a pre-tax basis. CAT will provide a matching dollar for 
dollar contribution to each participating employee, up to a maximum of 3% employer 
contribution.  In accordance with the plan’s provisions, once an employee elects a level 
of contribution, he/she may not increase, decrease or eliminate employee contributions 
to the plan. 
 
The 401(a) plan has a gradual vesting schedule for the employer contributions: 
 
 Employment Service   Vested Percentage 
  1 year      20% 
  2 years     40% 
  3 years     60% 
  4 years     80% 
  5 years     100% 

 
Employees should note that IRS limits on annual deferrals apply and that contributions to this 
plan, when combined with other plans in which the employee may participate, may not 
exceed 100 per cent of those IRS limits.  
 
Employees may contact the Human Resource Department for information on the current IRS 
limits and for information about other plans subject to these limitations. 
 
As with other benefits provided by the company, this policy is not a binding agreement.  CAT 
reserves the right to modify the provisions of the plan including the employer contribution 
level, vesting schedule and/or terminate the Plan at any time.  

 
 
APPLIES TO: 
All full-time, non-union employees of Chatham Area Transit Authority. 
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Chatham Area Transit  

           Safety Policies and Procedures  

Background:  Chatham Area Transit is committed to leading the way to World Class Safety. Through the 

dedicated efforts of every team member throughout our entire company, we will become 

known as the safest most reliable passenger transportation service.  

Chatham Area Transit will keep its employees, customers and surrounding public safe at all times. Given the 
risks involved with daily operations, Chatham Area Transit seeks to implement a uniform, comprehensive set of 
safety policies and procedures to assist each employee in reducing the risk of collision, injury or other harm. 
These policies and procedures consist of a set of minimum standards, or operating procedures, to be implemented 
at any Chatham Area Transit property.  

Purpose:  The purpose of the Chatham Area Transit Policies and Procedures is to establish minimum 

standards of conduct, monitoring methods and reporting and record keeping requirements and 

communicate how Chatham Area Transit and its employees will comply with or exceed 

applicable safety regulations. In some cases, the provisions of these policies and procedures 

require Chatham Area Transit employees to meet higher performance standards than what are 

established by federal or state regulation. In doing so, Chatham Area Transit is able to create 

an enhanced margin of safety for our employees, customers, and the communities we serve.  

Scope:  The Policies and Procedures apply to all Chatham Area Transit employees. Specific 

sections are applicable only to employees in safety-sensitive positions or with driving 

responsibilities, as well as independent contractors contracting with Chatham Area 

Transit, and are noted accordingly.  

Accountability:  Chatham Area Transit Policies and Procedures are "work rules" under existing labor 

agreements. Violation of any element may result in discipline up to and including 

termination. The Policies and Procedures contained in this manual supersede all prior safety 

policies and procedures. These provisions do not constitute an employment contract, 

supersede or contradict any active collective bargaining agreement or create any contractual 

third-party beneficiary. Supervisors and Managers are required to follow these written 

standards at all times, and to familiarize all employees under their supervision with the 

policies and procedures in this manual. A copy of this manual shall be readily available to 

all employees and stored in a common location for frequent and easy reference.  

WCS safety practices: The Chatham Area Transit BEST SAFETY PRACTICES (BSP) were created as a simple 
method for conveying the importance of these policies and procedures in the briefest way possible. The BSP 
summarize the minimum safety objectives for all operations, with the goal of unifying Chatham Area Transit 
safety requirements into one easy-to-remember safety plan. Employees or Supervisors requesting clarification on 
BSP should refer to these Policies and Procedures for detailed information.  
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World Class Safety Practices  

Chatham Area Transit is committed to 

Leading The Way To World Class Safety.  

Through the dedicated efforts of every team member throughout our entire company, we will be known as one 

of the safest and most reliable passenger transportation services in the world. Six specific practices provide the 

foundation for achieving World Class Safety at Chatham Area Transit:  

A. GENERAL SAFETY  
Chatham Area Transit provides a safe environment for all employees, customers and the 

community.  

We comply with all applicable federal, state, and local health and safety regulations and set high 

performance expectations to further enhance safety.  

Safety Committees at each operating location meet regularly for the purpose of proactively 

reducing accidents and injuries. The Committees promote ongoing safety awareness and employee 

involvement, solicit feedback and suggestions and make recommendations to management 

regarding preventative and corrective actions.  

B. SELECTION AND HIRING  
Chatham Area Transit incorporates safety into each stage of the employee selection and hiring 

process.  

An applicant's firm commitment to safety is a condition of employment at Chatham 

Area Transit.  

We verify employment history, collect reference information, screen motor vehicle records, conduct 

drug and alcohol testing, physical exams, criminal background checks and structured interviews.  

Employees comply with our policy on preventable accidents and traffic violations, verified through 

annual MVR checks. Employees adhere to our Substance Abuse policy, undergo physical exams every 

two years, criminal background checks every four years and report to work fit for duty.  

C. EDUCATION AND TRAINING  
Chatham Area Transit provides thorough, relevant and ongoing education and training for all 

employees to ensure that assigned duties are completed safely and effectively.  

New employee, new operator and behind-the-wheel training programs are based on strict 

requirements and national standards designed to promote learning and skill mastery.  

Refresher and in-service training is provided when new duties or processes are introduced, and 

following accidents or the identification of potential hazards or risks.  
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D. PERFORMANCE EVALUATION  
Chatham Area Transit observes and evaluates the safety performance of all employees, and 

provides meaningful feedback and re-establishes expectations for improvement when performance 

standards are compromised.  

Unsafe behaviors are immediately corrected to prevent accidents, injuries and near misses. 

Employees in driving positions are monitored through on-board and trail check evaluations as well as 

a regular review of Drive Cam incidents.  

E. PRINCIPLES OF SAFE DRIVING  
Chatham Area Transit actively enforces safe driving and operating practices at all times. Operators 

are trained to drive safely and defensively and in a manner that prevents accidents, injuries and 

property damage.  

Employees conduct thorough pre- and post-trip inspections, follow defensive driving and 

maneuvering procedures, properly start, stop and secure the vehicle and consider passenger safety 

a primary concern at all times, especially when responding to ADA requirements, 

loading/unloading and handling mechanical road failures.  

F. ACCIDENT AND INJURY INVESTIGATIONS  
Chatham Area Transit conducts prompt, accurate and thorough investigations of all accidents, 

injuries, illnesses and near misses, with the goal of promoting safety and preventing reoccurrences.  

An accident is defined as follows:  

When any part of a vehicle other than the bottom surface of the tires come in contact with anything other 

than the top surface of the roadway resulting in death, bodily injury, property damage or physical damage, 

regardless of the nature, extent, or dollar amount (i.e., $1 or more) of injury or damage. A dent, scratch, 

chip, etc., would result in $1 or more of damage even though the damage may not be repaired.  

All accidents and injuries are investigated to determine the cause(s).  

Injured employees, who are eligible, are offered modified duty while they recover.  

Employees are subject to strict standards of accident preventability, undergo post-accident drug or 
alcohol testing in accordance with DOT requirements and participate in post-accident training to correct 
unsafe driving behaviors. Employees that do not report an accident immediately will be subject to 
disciplinary action up to and including termination.  

3
  



 

A. GENERAL SAFETY  ..................................................................................................................................... .7  
 Al  Comp1ianceIFedera1 Regu1ations  _________________________________________________  ______ 7  

 A2  General Work Safety/OSHA.  _____________________________________________________  ______ 7  

 A3  Employee/Passenger Safety.  ______________________________________________________  _______ 7  

 A4  Accident/Injury Investigations  _____________________________________________________  _______ 8  

 A5  Safety as a Shared Responsibi1ity  __________________________________________________  _______ 8  

 A6  Safety Committees/Purpose of Safety Committee  _____________________________________  _______ 9  
 A.7  Imp1ementation  ________________________________________________________________  _______ 9  

 A8  Enforcement 10  

B. SELECTION AND HIRING Policy  ________________________________________________________ 10  

 Minimum Operator/Driver Qualifications  _________________________________________________________ 10  
 B.1  Driver's License  _______________________________________________________________________ 12  

 B.2  Employment App1ication  _______________________________________________________________ 12  

 B.3  Verifying Employment History  ___________________________________________________________ 12  

 B.4  Motor Vehicle Records (MVRL  __________________________________________________________ 12  

 B.5  Pre-employment Drug Testing  ____________________________________________________________ 13  

 B.6  Pre-employment Physical Exams  _________________________________________________________ 13  

 B.7  Criminal Background Checks  ____________________________________________________________ 13  

 B.8  Employment Interviews  _________________________________________________________________ 14  

 B.9  Employment Paperwork.  ________________________________________________________________ 14  

 B.10  Applicant Tracking  _____________________________________________________________________ 14  

 Minimum Qualifications for all other Positions.  ____________________________________________________ 14  

 B .11  Employment Application  ________________________________________________________________ 14  

 B.12  Verifying Employment History  ___________________________________________________________ 14  

 B.13  Pre-employment Drug Testing  ____________________________________________________________ 14  

 B.14  Pre-employment Physical Exams.  _________________________________________________________ 15  

 B.15  Criminal Background Checks  ____________________________________________________________ 15  

 B .16  Employment Interviews  _________________________________________________________________ 15  

 B.17  Employment Paperwork  _________________________________________________________________ 15  

 B.18  Applicant Tracking  _____________________________________________________________________ 15  

 Safety Requirements for Continued Employment.  _________________________________________________ 16  

 B.19  Motor Vehicle Record (MVR) Checks.  _____________________________________________________ 16  

 B.20  Reporting of Traffic Violations  ___________________________________________________________ 16  

 B.21  Preventable Accidents/Moving Violations  __________________________________________________ 17  

 B.22  Substance Abuse Policy/Drug and Alcohol Testing Procedures  ________________________________ _17  

 B.23  Physical Examinations  __________________________________________________________________ 17  

 B.24  Criminal Background Checks  ____________________________________________________________ 17  

 B.25  Fit for Duty.  __________________________________________________________________________ 17  

 B.26  Safety Requirements  ___________________________________________________________________ 18  

C. TRAINING AND EDUCATION Policy  ........................................................................................................... 20  
 C.1  New Employee Training  ___________________________________________________________  ____ 20  

 C.2  New Operator Training  ____________________________________________________________  ____ 20  

 C.3  Operator Training Curricu1um  ______________________________________________________  ___ 21  

 C.4  On-Board Eva1uations  _____________________________________________________________  ___ 21  

 C.5  Refresher/In-Service Training  _______________________________________________________  ___ 21  

 C.6  Safety Meetings.  __________________________________________________________________  ____ 22  

 C.7  Post-Accident Training  ____________________________________________________________  ____ 22  

 Chatham Area Transit Instructor Qualifications.  _______________________________________________  ___ 22  

 C.8  New Operator Instructor Qua1ifications  _______________________________________________  ____ 22  

 C.9  Instructor Training  ________________________________________________________________  ____ 23  

D. PERFORMANCE EVALUATION POLICY  _________________________________________________ 23  

 D.1  On-going Performance Evaluations  ________________________________________________________ 23  
 D.2  Facility Inspections  _____________________________________________________________________ 24  

 Performance Evaluation Specific to Operators/Drivers  ______________________________________________ 24  

 D.3  Instructor Performance Evaluation  ________________________________________________________ 24  
 D.4  On - Board Evaluations  _________________________________________________________________ 25  

4  



 

 D.5  Trail Check Evaluations 
 .25  

 D.6  Drive Cam Incidents 25  

E.PRINCIPLES OF SAFE DRIVING .................................................................................................................. 26  
 General Safety Principles  ________________________________________________________________  ____ 26  
 E.l  Licensing  _____________________________________________________________________  ___ .26  

 E.2  Traffic Laws.  __________________________________________________________________  ___ .26  

 E.3  Speed Limits  __________________________________________________________________  ___ .26  

 E.4  Seatbelts  ______________________________________________________________________  ___ .26  

 E.5  Portable Devices  _______________________________________________________________  ___ .26  

 E.6  Eating and Drinking  _____________________________________________________________  ___ .26  

 E.7  Smoking/Tobacco Use  ___________________________________________________________  ___ .26  

 E.8  Cellular Phones.  ________________________________________________________________  ___ .26  

 E.9  Uniforms/Operator Attire  _________________________________________________________  ___ .27  

 Vehicle Inspections  _____________________________________________________________________  ____ 27  

 E.10  Pre- Trip Inspections  ____________________________________________________________  ___ .27  

               E.ll   Post-Trip Inspections  ____________________________________________________________  ___ .28  

 Defensive Driving and Basic Maneuvering  __________________________________________________  ____ 28  

 E.12  Seat/Mirror Adjustments  _________________________________________________________  ___ .28  

 E.13  Defensive Driving_  _____________________________________________________________  ___ .28  

 E.14  Following Distance  _____________________________________________________________  ___ .28  

 E.15  Space Cushions.  ________________________________________________________________  ___ .29  

 E.16  Backing  ______________________________________________________________________  ___ .29  

 E.17  Right Lane Driving  _____________________________________________________________  ___ .29  

 E.18  Steering/Maneuvering  ___________________________________________________________  ___ .29  

 Starting, Stopping and Securing the vehicle  _________________________________________________  ____ 29  

 E.19  Starting the V vehicle  ___________________________________________________________  ___ .29  

 E.20  Securing the Vehicle.  ____________________________________________________________  ___ .29  

 E.21  Idling  ________________________________________________________________________  ___ .30  

 E.22  Shutting Down.  ________________________________________________________________  ___ .30  

 Passenger Safety  _____________________________________________________________________  ____ 30  

 E.23  Operator Incident Reports  ________________________________________________________  ___ .30  

 E.24  Americans with Disabilities Act (ADA)  _____________________________________________  ___ .30  

 E.25  Loading/Unloading  _____________________________________________________________  ___ .30  

 E.26  Railroad Crossings  ______________________________________________________________  ___ .31  

 E.27  Family Members/Visitors  ________________________________________________________  ___ .31  

 E.28  Vehicle Cleanliness  _____________________________________________________________  ___ .31  

 Mobility Aid Safety  _____________________________________________________________________  ____ 31  

 E.29  General Mobility Aid Safety.  ______________________________________________________  ___ .31  

 E.30  Assisting Passengers.  ____________________________________________________________  ___ .32  

 E.31  Mobility Aid Equipment  _________________________________________________________  ___ .32  

 E.32  Lift Procedures  _________________________________________________________________  ___ .33  

 E.33  Securement Procedures  __________________________________________________________  ___ .33  

 E.34  Unloading  _____________________________________________________________________  ___ .34  

 Mechanical Road Failures.  ______________________________________________________________  ____ 34  

 E.35  Breakdown Procedures  __________________________________________________________  ____ 34  

F. ACCIDENT AND INJURY INVESTIGATIONS  ............................................................................................ 34  
 General Reporting/Investigation Practices.  _________________________________________________  _____ 35  
 F.l  Reporting  ____________________________________________________________________  ____ .35  

 F.2  Investigating  __________________________________________________________________  ____ .35  

 F.3  Post-accident Training  __________________________________________________________  ____ .35  

 Work Related Injuries/Illnesses  __________________________________________________________  _____ 35  

 F.4  First Aid/Medical Services  ______________________________________________________  ____ .35  

 F.5  Inspecting the Scene  ___________________________________________________________  ____ .35  
 F.6  Interviewing Witnesses  _________________________________________________________  ____ .35  

 F.7  Documentation  ________________________________________________________________  _____.36  

 Work Related Injury/Illness Reporting and Follow-Up  _________________________________________  _____ 36  

 F.8  Work-Relatedness  _____________________________________________________________  _____.36  

 F. 9  Worker's Compensation Reports  __________________________________________________  ____ .37  

5
  



 

 F.IO  OSHA Recordable Incidents  ________________________________________________________________37  

 F.II  Reasonable Suspicion Tests  _________________________________________________________________37  

 F.12  Modified Duty  ___________________________________________________________________________37  

 Vehicle Accidents  __________________________________________________________________________ 38  

 F .13  Accident Investigation Materials  ____________________________________________________________ 38  

 F .14  Notifying Dispatch  _______________________________________________________________________ 38  

 F.IS  Leaving the Scene  ________________________________________________________________________39  

 F .16  Supervisor Responsibilities.  ________________________________________________________________39  

 F.17  Operator Responsibilities  __________________________________________________________________ 40  

 F .18  Unjust Excessive Liability Claims  ___________________________________________________________ 40  

 Vehicle Accident Reporting and Follow-Up  _______________________________________________________ 40  

 F.19  Post - Accident Drug/Alcohol Testing  ________________________________________________________ 40  

 F.20  Accident Reports  _________________________________________________________________________ 40  

 F.21  Preventability  ___________________________________________________________________________ 41  

 F.22  Post - Accident Training  __________________________________________________________________ 41  

EMPLOYEE ACKNOWLEDGMENT  ............................................................................................................... 43  

WCSFORMS  

B. SELECTION AND HIRING FORMS  
 Employment Application  

 Reference Verification  

 Prior DOT Employer Request  

 Annual Review of Driving Record/Certification of Traffic Violations  

 Prescription Medication Notification  

 Notification of Drug/Alcohol Testing  

 Reasonable Suspicion Supervisor's Evaluation  

C. TRAINING AND EDUCATION FORMS  

Score Sheets 

Pre-Service BTW Form 

Operator Evaluation 

Trail Check Form  

D. PERFORMANCE EVALUATION FORMS  
 Facility Inspection Worksheet  

 Instructor Performance Review  

 Instructor Evaluation  

 Drive Cam Event Review  

E. PRINCIPLES OF SAFE DRIVING FORMS  

Daily Vehicle Inspection Report  

Daily Vehicle Inspection Report (Paratransit)  

F. ACCIDENT AND INJURY INVESTIGATION FORMS  
 Post-Accident Retraining Form  

 Post-Accident Drug and Alcohol Testing Decision Maker Form  

 Employee's Report of Work Injury  

 Employee Injury Investigation  

 Supervisor's Investigation Report  

 Operator Incident Report  

 Modified Work Letter and Schedule  

 Accident Involvement Seating Diagram  

 Comment Card  

 Vehicle Accident Report  

6  



 

A. General Safety  

It is the policy of Chatham Area Transit to provide a safe environment for all employees, customers and the 

community.  

It is the policy of Chatham Area Transit to adhere to the following safety requirements:  

A.1  Chatham Area Transit will comply with all applicable federal, state, and local health and 

safety regulations and set higher performance expectations for Chatham Area Transit 

employees as appropriate to enhance the safety of employees, customers, and the general 

public.  

• Applicable federal regulations include, but are not limited to, the following agencies:  

(a) The U.S. Department of Transportation (DOT)  

(b) The Federal Transit Administration (FT A)  

(c) The Federal Motor Carrier Safety Administration (FMCSA)  

(d) The Occupational Safety and Health Administration (OSHA)  

(e) Office of Workers' Compensation Programs (OWCP)  

 In the case of discrepancies between Chatham Area Transit Policies and Procedures and 

federal, state or local requirements, the stricter standard shall apply.  

A.2  Chatham Area Transit will provide a safe working environment for employees, taking all 

reasonable steps to maintain safe, healthy and clean working conditions that will eliminate or 

minimize accidents and health hazards.  

 Chatham Area Transit will follow all applicable OSHA and similar state and local 

requirements, including but not limited to:  

(a) Personal Protective Equipment  

(b) Hazard Communication  

(c) Emergency Action Plans  

(d) Bloodborne Pathogens  

(e) Lockout/Tagout  

(f) Recordkeeping  

(g) Job Hazard Assessments  

For further information on applicable state and federal standards, please see your Region 

Director of Safety and or Regional Director of Maintenance.  

A.3  Chatham Area Transit will take practical and reasonable steps to safeguard employees, 

passengers on vehicles and the surrounding public from accidents and injuries.  

 Proper safety training will be provided to all employees responsible for the operation of 

company vehicles.  

 Chatham Area Transit will ensure that employees operating public vehicles will successfully 

complete required training program and have successfully completed a final driving evaluation 

before being released to service.  
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 Supervisors will monitor employees and provide ongoing safety training to ensure a 

commitment to safety and accident prevention.  

A.4  Prompt and accurate investigations of all accidents and injuries will be conducted to 

prevent reoccurrences.  

 All incidents resulting in personal injury or property damage, no matter how slight, will be 

investigated and documented.  

 Formal training in accident prevention and emergency procedures will be provided to all 

employees in safety-sensitive positions and documented to the employee's training file.  

 Formal training in accident investigation and reporting procedures will be provided to employees 

responsible for accident follow-up activities and documented to the employee's training file.  

A.S  Chatham Area Transit will recognize and instill in its workforce the concept that safety is a 

shared responsibility of all employees.  

 Supervisors and Managers will encourage employees to exercise caution at all times, use all 

available safeguards and safety equipment, demonstrate behaviors that proactively prevent 

accidents and injuries, and comply with all rules, regulations, policies and procedures.  

 No Supervisor or Manager will knowingly tolerate or permit any unsafe act, operation, 

practice or behavior.  

 Supervisors and Managers are required to facilitate that safety operations, programs, 

meetings, inspections and investigations within his/her designated area are carried out 

according to these policies and procedures.  

 Supervisors and Managers will consistently and constantly promote Chatham Area Transit World 

Class Safety Policies and Procedures, and set an example for employees by always demonstrating 

proper safe behaviors.  

 Employees will immediately report any unsafe conditions or incidents to their 

Supervisor/Manager and are encouraged to make suggestions for improved safety 

performance and conditions.  

 Periodic safety training will be provided to employees to prepare them to perform their jobs 

according to the Chatham Area Transit World Class Safety Policies and Procedures.  

 Employees and a member of management will be required to attend and actively participate in all 

quarterly safety meetings.  

• Employees will be held responsible for adhering to property safety rules.  
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A.6  Chatham Area Transit will establish a Safety Committee at each operating location which 

shall meet monthly for the purpose of proactively reducing accidents and injuries.  

 The Safety Committee may be comprised of at least four (4) members, and may include the 

Operations/Maintenance Manager, Operators, and Maintenance or Dispatch personnel (Properties 

with a Collective Bargaining Agreement please refer to appropriate article).  

• The Safety and Training Manager will serve as the Committee Chair.  

• Committee members will serve for a minimum of six (6) month terms.  

 Committee members will be chosen based on their safety record, attendance record, safety 

knowledge, leadership skills, overall safety attitude and willingness to help and contribute to the 

activities of the committee.  

 One (1) member will be appointed to record meeting minutes, which will be given to the Safety and 

Training Manager to identify relevant points to be discussed and reviewed with all employees.  

 The names of Safety Committee members will be communicated to all employees and will be easily 

identifiable through some aspect of uniform or bulletin board posting.  

 Safety Committee members will be provided with the proper training in order to be effective in 

promoting safety initiatives.  

 Safety Committee meeting minutes will be documented and posted promptly after each 

session.  

Purpose of the Safety Committee  

 Review accidents and incidents to identify preventative measures and recommend solutions to 

prevent accident and injury recurrences.  

• Conduct regular safety inspections of the facility and identify any physical hazards.  

 Detect and eliminate unsafe conditions or practices not in compliance with the Chatham 

Area Transit Policies and Procedures.  

 Promote safety awareness and employee involvement through incentive programs, safety 

communication programs, and recognition of safety accomplishments.  

• Solicit feedback and suggestions from employees.  

• Make safety recommendations to management regarding preventative and corrective actions.  

A.7  Chatham Area Transit designates the Regional Safety Directors as having overall 

responsibility to effectively implement, monitor, and enforce these written policies and 

procedures.  
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 The Regional Safety Directors, along with field input, will review the existing policies and 

procedures on an annual basis or as needed to ensure that they are comprehensive and up-to-date.  

 Safety standards will be monitored and measured on an ongoing basis in order to identify and correct 

unsafe behaviors or conditions.  

 Regional Safety Directors shall prepare and review monthly safety reports and circulate the reports 

throughout the organization as directed by the Vice President for Safety.  

A.S  Chatham Area Transit will enforce and reinforce the elements of these written Policies and 

Procedures consistently, thereby supporting Chatham Area Transit's commitment to safety.  

 Each Supervisor/Manager will be provided a copy of the Chatham Area Transit WCS 

Policies and Procedures, and each is responsible for following them at all times.  

 During new employee orientation and safety meetings, Supervisors and Managers will review these 

policies and procedures and will take an active role in familiarizing employees with these standards 

on an ongoing basis.  

 Supervisors and Managers will answer any questions and provide explanations to employees 

regarding these policies and procedures.  

 Following employee review, Supervisors and Managers will require each employee to sign and date 

a "Chatham Area Transit Policies and Procedures Acknowledgement" form. Supervisors/Managers 

will sign and date this form, provide a copy to the employee, and keep the original in the employee's 

personnel file.  

B. Selection and Hiring Policy  

It is the Policy of Chatham Area Transit to incorporate safety into each stage of the employee selection and 

hiring process. Commitment to safety is a condition of employment at Chatham Area Transit.  

Hiring Managers or those individuals with the responsibility of selecting and hiring new employees will adhere 

to these standards without exceptions, unless indicated in the applicable Procedures.  

Chatham Area Transit is committed to providing equal employment opportunities. Human Resource decisions 

and actions will be conducted without regard to gender, sexual orientation, race, color, age, national origin, 

ancestry, disability, Veteran status, religion, creed or other condition in accordance with applicable laws.  

Minimum Operator/Driver Qualifications  

The following minimum qualifications refer to individuals applying for driving positions at Chatham Area 

Transit. To be considered for employment, candidates applying for driving positions will meet the following 

minimum qualifications:  
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Driving Record  

An applicant may be disqualified if he/she:  

 Is less than twenty-one (21) years of age  

 Does not possess a valid driver's license in their state of residence  

 Cannot obtain a commercial drivers' license if applicable  

 Cannot satisfy state or federal law, local ordinance and statutes regarding the requirements to operate 

a commercial vehicle  

 Has more than two (2) minor moving violations within the previous 36 months  

 Has more than one serious traffic violation within the last three (3) years  

 This includes, excessive speed, reckless driving, improper or erratic lane changes, and 

following the vehicle ahead too closely  

 Has been convicted of a traffic offense(s) in connection with a fatal traffic accident within the last 

five (5) years  

 Has been convicted of driving under the influence of a controlled substance or alcohol within the last 

three (3) years  

 Has been convicted for leaving the scene of an accident within the last three (3) years  

 Has been convicted for using a commercial vehicle to commit a felony within the last three (3) years  

 Has been convicted of using a vehicle to manufacture, distribute, or dispense a controlled 

substance within the last 7 years  

 Is disqualified from holding a commercial driver's license  

 Has been convicted of more than one of the following over the driver's entire driving history:  

 Being under the influence of alcohol as prescribed by State law  

 Being under the influence of a controlled substance  

 Having an alcohol concentration of 0.04 or greater while operating a commercial motor 

vehicle  

 Refusing to take an alcohol test as required by a State or jurisdiction under its implied  

consent laws or regulations  

 Leaving the scene of an accident  

 U sing a vehicle to commit any felony  

 Driving a commercial motor vehicle when, as a result of prior violations committed operating a 

commercial motor vehicle, the driver's commercial drivers license is revoked, suspended, or 

cancelled  

 Causing a fatality through the negligent operation of a commercial motor vehicle, including, 

but not limited to, crimes of motor vehicle manslaughter, homicide by motor vehicle and 

negligent homicide  

 Cannot present a state MVR report verifying applicants' driving history and status for the last three (3) 

years. For drivers with no previous experience working for a DOT regulated employer during the 

preceding three years, documentation that no investigation was possible must be placed in the Operator's 

qualification file within the required 30 days of the date the Operator's employment begins.  

Education 

• See applicable job description.  
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Criminal Background  

An applicant will not be denied employment solely due to conviction for a criminal offense. The type of offense, 

the date and the relevance of the criminal conviction to the position applied will be considered in the employment 

decision.  

B.l  A photocopy of the applicant's current driver's license must be kept in the driver 

qualification file at all times.  

B.2  Applicants must complete and sign a Chatham Area Transit Employment Application in its 

entirety.  

• Application will be reviewed for accuracy, completeness and signature.  

 An unjustified refusal to supply requested information or a falsification of information will result 

in elimination of the individual from consideration for employment.  

 Any changes or additions to the application after the original completion date will be initialed and 

dated by the applicant.  

B.3  Applicants must provide a complete and verifiable employment history for the past 10 

years. Reasonable efforts will be made to verify the most recent 3 years of employment 

history.  

• Employment history will be verified to the extent possible prior to an offer of employment.  

 Any gaps in employment or lack of a lO-year employment history will be explained and 

documented by the applicant on the application.  

 An investigation of the driver's safety performance history will be conducted with Department 

of Transportation-regulated employers during the preceding three (3) years.  

 References will be asked a standard set of job-related questions for all applicants using the 

Reference Verification form.  

• Applicants and employment references will be treated fairly and consistently.  

 All reference information will be documented, including a list of references who were 

contacted and the information received.  

B.4  Applicants must present an original Motor Vehicle Record (MVR) issued within the last 30 

days and according to company, state and contract requirements. Applicants for Operator 

positions must meet the standards set forth under Minimum Operator/Driver Qualifications 

above:  

 Chatham Area Transit will review the existence of any criminal violations or convictions and may 

deny employment based on a violation, conviction, or pattern of violations/convictions indicating 

safety risk.  

• Original MVRs must be obtained before the employment application is acted upon.  
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• Copies of MVRs will not be accepted.  

 Certain locations may obtain MVRs through the appropriate background check vendor, given that the 

MVR meets company, state and contract requirements.  

 Under no circumstances shall an applicant be hired, given a road test, placed in training, or be 

allowed to drive a company vehicle without an MVR in compliance with this policy.  

• Applicants who fail to authorize an MVR check will not be considered for employment.  

 Violations that occur during the applicant's personal time are considered as part of the overall 

driving record.  

B.S  Applicants must undergo and pass a pre-employment drug test by a company-approved 
physician/facility. Applicants must also provide authorization to receive clearance from prior 

DOT employers. Specific directives are provided in the Chatham Area Transit Substance 

Abuse Policy.  

B.6  Applicants must review the job description for the job being applied for. Applicants must be 
physically able to safely use each piece of equipment necessary to perform assigned duties with 

or without reasonable accommodation.  

Special Note: Applicants may be asked whether they are capable of performing the essential 
functions of the job with or without reasonable accommodations, but may not be asked any 

questions regarding real or perceived disabilities.  

• CDL holders must receive a DOT -level physical exam and present a copy of their DOT card.  

B.7  Applicants must pass a criminal background check as required and/or permitted by 
federal and state law.  

Applicants must consent to a background check using the appropriate Background Check 

Release form.  

An applicant will not be denied employment solely on the grounds of a conviction for a criminal offense. 
The type of offense, the date and the relevance of the criminal conviction to the position applied will be 
considered in the employment decision.  

The following records of criminal convictions will be considered within the period permitted by 
applicable state law:  

(a) Felonies and misdemeanors 

(b) Drug possession or use  
(c) Drug trafficking or manufacturing  

(d) Crime of violence against another person(s) (e) 

A pattern of illegal activities  

(f) Sexual related offense  

(g) Any other conviction that may present a safety or security risk  
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Any background check or application that shows a conviction must be referred to and approved by the 

Regional Director of Human Resources before the applicant is hired.  

B.8  Applicants must complete a structured and documented employment interview. Structured 

interviews are important to avoid differential treatment during the interview process. For 

specific information, contact corporate recruiting.  

B.9  Applicants must complete all additional forms required by Human Resources. This 

includes all forms required by company policy and applicable law.  

B.lO  Applicant information must be recorded on the Applicant Log for every employment 

application received by the company.  

Minimum Qualifications for Non-Driving Positions  

The following minimum qualifications refer to individuals applying for positions at Chatham Area Transit that 

do not involve operation of a revenue service vehicle. The following qualifications do not apply to those 

applying for senior or executive-level positions.  

To be considered for employment, applicants will adhere to the following minimum qualifications:  

B.ll  Applicants for non-driving positions must complete and sign a Chatham Area Transit 

Employment Application in its entirety.  

• Application will be reviewed for accuracy, completeness and signature.  

 An unjustified refusal to supply requested information or a falsification of information will result 

in elimination of the individual from consideration for employment.  

 Any changes or additions to the application after the original completion date will be initialed and 

dated by the applicant.  

B.12  Applicants for non-driving positions must provide a complete employment history for the 

past 10 years. Reasonable efforts must be made to verify the most recent 3 years of 

employment history.  

 Employment history will be verified to the extent possible with all employers listed on the 

application prior to an offer of employment.  

 Any gaps in employment or lack of a lO-year employment history will be explained and 

documented by the applicant on the application.  

 All reference information will be documented, including a list of references who were 

contacted and the information received.  

B.13  Applicants for non-driving positions must pass a pre-employment drug test by a company 

approved physician/facility. Specific directives are provided in the Chatham Area Transit 

Substance Abuse Policy.  
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B.14  Applicants for non-driving positions must review the job description for the job being applied 

for. All Applicants must be physically able to safely use each piece of equipment necessary to 
perform assigned duties with or without reasonable accommodation.  

Special Note: Applicants may be asked whether they are capable of performing the essential 

functions of the job with or without reasonable accommodations, but may not be asked any 
questions regarding real or perceived disabilities.  

 All Employees must pass physical examinations as required by federal and state laws and 

Company/client policy, or every two (2) years whichever comes first, including the 

following positions: Mechanics, Fuelers, and Non-CDL Operators.  

• The physical will be performed by a company appointed physician/facility.  

B.15  Applicants for non-driving positions must pass a criminal background check as required 

and/or permitted by federal and state law.  

 All Applicants must consent to a background check using the appropriate Background Check Release 

form.  

An applicant will not be denied employment solely due to conviction for a criminal offense. The type of 

offense, the date and the relevance of the criminal conviction to the position applied may be considered 

in the employment decision.  

The following records of criminal convictions will be considered within the period permitted by 

applicable state law:  

(a) Felony and misdemeanor 

(b) Drug possession or use  

(c) Drug trafficking or manufacturing  

(d) Crime of violence against another person(s)  

(e) A pattern of illegal activities  

(f) Sexual related offense  

(g) Any other conviction that may present a safety or security risk  

Any background check or application that shows a conviction will be referred to and approved by the 

Regional Director of Human Resources before the applicant is hired.  

B.16  Applicants for non-driving positions must complete a structured and documented employment 
interview. Structured interviews are important to avoid differential treatment during the 

interview process. For specific information, contact corporate recruiting.  

B.17  Applicants for non-driving positions must complete all additional forms required by Human 

Resources. This includes all forms required by company policy and applicable law.  

B.l8  All Applicants information must be recorded on the Applicant Log for every employment 

application received by the company.  
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Safety Requirements for Continued Employment  

The following requirements refer to employees in safety-sensitive positions, particularly those hired as 

Operators/Drivers at Chatham Area Transit. The Chatham Area Transit Substance Abuse Policy applies to all 

employees who perform a safety-sensitive function.  

To be considered for continued employment, employees operating a motor vehicle must adhere to the 

following:  

B.19  Employees will undergo an annual review of their driving record and complete an Annual 

Review of Driving Record and Certification of Violations if responsible for operating a motor 

vehicle in the course of their employment. MVR checks must be conducted and based on the 

following requirements:  

 Employees must undergo an annual review of their driving record, or more frequently as 

mandated by client requirements.  

 As required by state law or regulations, authorizations to obtain MVRs will be obtained from 

employees.  

• Failure to authorize an MVR check is cause for dismissal.  

• Employees will meet the following MVR and company standards regarding traffic violations:  

(a) No homicide, manslaughter, or assault convictions associated with operation of a motor  

vehicle  

(b) No convictions for driving while intoxicated  

(c) No more than two (2) minor moving violations within the previous 36 floating months.  

(d) No major moving violations, including but not limited to:  

failure to stop at the scene of an accident; speeding 30 mph or more above the posted speed 

limit; driving with a revoked license; possession of opened alcoholic containers; attempting to 

elude an officer.  

When the employee is charged with a crime, Chatham Area Transit will have the right to suspend the 
employee without pay, pending the court's finding of guilt or innocence. A conviction or disposition other 
than a finding of not guilty or dismissal of charges, depending on the court finding, circumstances of the 
incident leading to the offense(s) charged, and the relevance of either to the position, may result in 
termination.  

 A Supervisor or Manager may request an MVR from an approved source when he/she has reason 

to believe the employee's driving record may not meet company standards.  

 Violations that occur on an employee's personal time or in a non-company vehicle are 

considered as part of the overall driving record.  

• Annual MVRs will be reviewed, signed, and dated by a management designee.  

B.20  Employees must report any traffic citations, violations or convictions when they occur, 

including those received outside the course of employment.  
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 Employees must provide notice to their Supervisors regarding traffic citations, violations or 

convictions within 24 hours of their occurrence.  

 Employees no longer meeting the minimum MVR and company standards as outlined in 

Section B.20 and B.21 will be terminated.  

B.21  Employees must comply with the standards for preventable accidents and moving 

violations in company vehicles.  

 Operators with three (3) preventable accidents involving a company vehicle in the previous 24 

months will be terminated.  

 All moving violations or accidents in a company vehicle will be reviewed by management and 

may result in disciplinary action up to and including termination.  

B.22  Employees must comply with Chatham Area Transit's Substance Abuse Policy. Specific 

directives are provided in the Chatham Area Transit Substance Abuse Policy.  

B.23  Employees must pass physical examinations as required by federal and state laws and 
Company/client policy, or every two (2) years whichever comes first, including the following 

positions: CDL Operators, Mechanics, Fuelers, and Non-CDL Operators.  

 Employees with a break in service of 30 days or less with a valid medical card or 

examination certificate are not required to undergo a physical examination unless 

circumstances indicate the employee may not be fit for duty.  

 Employees will undergo a physical examination if the Company has a reasonable basis to 

suspect the employee may have a safety-related health condition.  

B.24  Employees must undergo a criminal background check every four (4) years after the date of 

hire.  

• Employees are required to report any arrest or conviction within 24 hours of the event.  

When the employee is charged with a crime, Chatham Area Transit will have the right to suspend the 
employee without pay, pending the court's determination of guilt.  

Conviction depending on the nature and the relevance to the position may result in termination.  

B.2S  Employees must report to work being "fit for duty," as outlined by the Federal Motor 

Carrier Safety Administration (FMCSA), including but not limited to:  

                    (a) Not being under the influence of prescription or non-prescription medication that may 

interfere with safe driving  

(b) Not being in violation of federal or state hours of service regulations  
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B.26 Safety Requirements for Rehired and Return to Work Employees  

All employees rehired or returning from work from a leave of absence (medical or FMLA) for 
safety sensitive and driving positions must complete the required training hours as outlined by 
the CAT rehire criteria.  
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           CAT  Training   Matrix   

Separation  
< 30 Days  31-90 Days  91-180 Days  

180-270  270-360  

Period -+  Days  Days  

Diagnostic         

Evaluation  YES  YES  YES  YES  YES  
         

Classroom  YES  YES  YES  YES  YES  

Training (ODP  
Basic  Basic  Basic  Basic  Advanced  

subjects)  

  As needed  
As needed     

Closed Course  based on     

Skills/BTW  based on  diagnostic  8  16  32  

Hours  diagnostic  evaluation     

  evaluation  At least 8     

Full ODP         

Training  N/A  N/A  N/A  NO  YES  

Program         

Satisfactory         

Evaluation  YES  YES  YES  YES  YES  

         

Classroom  
8  8  

 
8  16  40  

Hours   

Recommended         

Minimum Total  8+  8+  16  32  72  

Hours         

Training Topics (ODP based) for classroom:  

All employees rehired after 360 days must complete the full ODP training program.  

Basic Level  
The CAT Professional 

Bloodborne Pathogens 

Vehicle Dynamics 

Intersections  

Backing Basics  

Substance Abuse 

Basics of Safety  

CAT Defensive Driving 

Reference Points  

Advanced Level  
Full ODP-classroom subjects  
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c. Training and Education Policy  

It is the policy of Chatham Area Transit to provide thorough, relevant and ongoing training for all 

employees to ensure that assigned duties are completed safely and effectively.  

C.I  Employees must actively participate in new employee training relevant to the specific job 

being performed.  

 Training curriculum must be based on federal, state, local, company and contract 

requirements, incorporating national standards when applicable.  

• Employees must be trained for all assigned tasks and equipment used on the job.  

• Employees must complete all required hours of each training program.  

 Employee performance must be evaluated and documented upon completion of each training 

objective.  

• Employees must complete a final written exam upon completion of each training program.  

 Training curriculum must be linked to the performance objectives for which employees will be 

evaluated while on the job.  

C.2  New Operators must complete all required hours of New Operator Training, including 

both Classroom and Behind-the-Wheel (BTW) hours.  

 New Operator curriculum must be based on national training standards, incorporating all 

federal, state, local, company and contract requirements.  

 The classroom training curriculum must consist, at a minimum, of 40 hours as outlined by the 

Chatham Area Transit Operator Development Program. Classroom activities must be documented 

and provide the following details:  

 Course Description  

 Length of Time  

 Instructor Signature  

 Student Signature  

 The behind the wheel training curriculum must consist, at a minimum, of 80 hours of driving time as 

outlined by the Chatham Area Transit Operator Development Program. BTW hours are defined as 

actual driving hours behind the wheel, or "hands on the wheel time." BTW activities must be 

documented on the following Operator Development Forms:  

 Skills Course Maneuvering Form  

 Basic Safe Driving Form  

 Route and Revenue Form  

 Master Performance Chart  

 New Operators must be evaluated after completion of each Classroom and Behind-the-Wheel (BTW) 

training module.  
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 Make-up driving or classroom sessions must be provided for employees who are absent or short 

on hour requirements.  

• Operators must complete a final written exam upon completion of New Operator Training.  

 New Employees must receive a BTW evaluation within 30 days of being released to revenue service  

 Training progress and verification of program completion must be documented and kept in the 

employee's file.  

 Supervisors or Managers will not authorize or instruct any Operator to operate vehicles for which 

the Operator has not received proper training.  

C.3  Chatham Area Transit New Operator Training programs must be implemented in a 

standardized format across all locations.  

 Supervisors must ensure that training curriculum meets all required hours as mandated by 

specific client, state, local or contractual requirements.  

 Supervisors must ensure that all Instructors have access to standardized training materials in order 

to teach key subject areas appropriately.  

 Training curriculum must be reviewed and evaluated annually to ensure that training content is 

relevant, appropriate and up-to-date.  

C.4  Operators must successfully pass on-board evaluations at the end of the training process and 

before being released to revenue service.  

 Supervisors or other qualified personnel must board the bus and observe the Operator while 

operating the vehicle.  

●   Operator Evaluation forms must be completed and kept in the Operator's file.  

 Supervisors or other qualified personnel must conduct an additional evaluation within 30 days 

after release into the field for all new Operators.  

C.S  Employees must actively participate in refresher training or in-service education programs when 

new equipment, duties, tasks, systems or processes are added or introduced as a part of job 

requirements, including but not limited to:  

(a) Vehicles, equipment, machinery or tools  

(b) Chemicals or materials  

(c) Laws, regulations, standards, policies or procedures 

      (d) Transfer to a new job  

(e) Leave of absence  

(f) Special circumstances or conditions requiring additional training  

• Supervisors must coordinate refresher training for employees based on current operating  
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trends. Refresher training should be used for accident prevention and trend reversal.  

 Supervisors must ensure that refresher training is provided annually for each employee based on state 

and contract requirements.  

 Supervisors must inform employees when in-service training is required, and provide 

information regarding the date and time of training.  

 Employees who refuse to comply with refresher or in-service training requirements will be subject 

to disciplinary action.  

C.6  Employees must attend and participate in mandatory, quarterly safety meetings.  

 A Safety Manager or Supervisor must inform employees of the date and time of safety 

meetings.  

 A Safety Manager or Supervisor must arrange for make-up meetings in the event that an 

employee is absent from a safety meeting.  

 A Safety Manager or Supervisor must ensure that employees have access to and check 

bulletin boards, orders and safety notices on a daily basis.  

 Employees that fail to attend safety meetings without a written excuse will be subject to 

progressive disciplinary action.  

C.7  Employees responsible for operating a vehicle must actively participate in post-accident 
training following a preventable accident.  

• Post-accident training content will be based on the cause(s) of the accident.  

• Operators must complete post-accident training prior to returning to driving duties.  

 A satisfactory Final BTW Evaluation must be completed before returning to revenue service.  

 Operator performance must be documented and kept on file, showing that the Operator re-

mastered the learning points/driving skills associated with the accident.  

Chatham Area Transit Instructor Qualifications:  

C.S  Training Instructors must meet all federal, state and local employment requirements and be 
approved by Management.  

 To be considered and to remain a Classroom Instructor for New Operator Training, 

Instructors must meet the following minimum qualifications:  

      (a) Successful completion of the entire New Operator Training program that he/she will be 

teaching  

(b) Have at least two (2) years experience in a transit/Operator position.  
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(c) Satisfactory attendance record  

(d) Excellent customer service record  

(e) No preventable motor vehicle accidents within the previous two (2) years  

(f) No preventable work related injuries within the previous two (2) years  

 To be considered and to remain a Behind-the-Wheel Trainer for New Operator Training, the 

following minimum qualifications must be met:  

(a) Successful completion of the entire New Operator Training program  

(b) Successful completion of all BTW evaluations that he/she will be implementing as part of  

BTW training  

(c) Have at least one (1) year experience in a transit/Operator position.  

(d) Satisfactory attendance record  

(e) Excellent customer service record  

(f) No preventable motor vehicle accidents within the previous two (2) years  

(g) No preventable work related injuries within the previous two (2) years  

 Supervisors and Managers must evaluate both minimum and overall qualifications of 

Instructors. Additional Instructor characteristics must be considered, including but not limited 

to the following:  

(a) Demonstration of Chatham Area Transit's commitment to safety (b) 

Adherence to Chatham Area Transit Policies and Procedures  

(c ) Verbal and written communication skills  

(c) A positive and helpful attitude  

(d) Leadership skills  

(e) Teamwork  

(f) Professional appearance  

(g) Willingness to work a flexible work schedule or extra hours as needed  

C.9  Instructors must be provided with proper training, including various aspects of effective 

teaching practices.  

 Instructors will be trained to deliver training content in a consistent and standardized manner, 

adhering to the Chatham Area Transit Training Program curriculum.  

 Instructors will be trained to answer questions and explain concepts to employees who require 

additional attention or assistance.  

 Instructors will be trained to objectively evaluate and document employee performance and keep 

detailed records.  

D. PERFORMANCE EVALUATION POLICY  

It is the policy of Chatham Area Transit to continuously observe and evaluate the safety performance of its 

employees, and to provide feedback and expectations for improvement (including discipline) when performance 

standards are compromised.  

D.1  Supervisors must evaluate employee performance on a regular basis to identify both 

superior and unsatisfactory behaviors when they occur.  
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Supervisors will review safety behaviors regularly and act on them accordingly. Negative trends will be 

identified and included as part of future training content or safety meetings.  

 Supervisors will conduct a thorough investigation of all customer service issues and 

complaints when they occur.  

 Supervisors will document all major safety violations and interactions with the employee 

regarding the unsafe behavior.  

 Feedback or corrections to behavior will not occur while the employee is performing job duties, 

unless there is a situation where behavior will be corrected immediately in order to prevent 

hazardous operation.  

 Supervisors should acknowledge superior behaviors as soon as possible after the behavior or 

incident.  

D.2  Supervisors and Managers must conduct monthly scheduled facility inspections of all 

maintenance, grounds, terminals and office areas. Facility inspections may be completed in 

conjunction with Safety Committee inspections.  

 Supervisors will assign designated maintenance personnel to conduct a monthly inspection of 

fire extinguishers, emergency exits, emergency lighting, fire suppression systems, adherence 

to "no smoking" policies, and proper storage of flammables in the shop.  

 Supervisors or designated personnel will document all facility inspections using the 

Facility Inspection Worksheet.  

 Local Maintenance Managers will perform monthly Maintenance Manager property 

inspections and retain documentation in the Maintenance office.  

Performance Evaluation Specific to Operators/Drivers:  

D.3  Classroom and Road Instructors must meet and consistently maintain strict standards of 

performance and conduct to remain in an Instructor position.  

 Instructors will be evaluated on a regular basis by management to ensure quality of 

instruction and adherence to company training standards.  

 Supervisors will observe and document Road Instructor performance at least annually using the 

Instructor Performance Review.  

 Supervisors will periodically review Road Instructor records and documentation to ensure 

consistency.  

 Feedback regarding Instructor performance will be solicited from participants in the training 

program using the Instructor Evaluation form.  
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 Employee performance on final written exams and BTW evaluations will be monitored to ensure 

Instructor effectiveness.  

D.4  Supervisors must schedule and conduct on-board evaluations for all employees who 

operate Company vehicles.  

 On-board evaluations will include the Operator's performance of either a pre-trip or post-trip 

inspection.  

 A Road Supervisor or other qualified individual will board the bus, observe operation of the bus 

while on board, and document the Operator's performance.  

• On-board evaluations will occur at least one (1) time annually.  

 Operators with less than one (1) year of employment with the company will have at least one (1) on-

board evaluation within their first year of employment.  

 On-board evaluations will be documented using the appropriate Operator Evaluation form.  

• Completed Operator Evaluation forms will be filed in the Operator's personnel file.  

D.S  Supervisors must schedule and conduct unannounced trail check evaluations for all 

employees who operate Company vehicles.  

 A Road Supervisor or other qualified individual will follow behind the vehicle, observe 

operation of the vehicle, and document the Operator's performance.  

• Unannounced trail check evaluations will occur at least one (1) time annually.  

 Operators with less than one (1) year of employment with the company will have at least one (1) trail 

check evaluation within their first year of employment.  

 Trail check evaluations will be documented using the appropriate Operator Evaluation form.  

• Completed Operator Evaluation forms will be filed in the appropriate Operator file.  

D.6  Drive Cam Properties must conduct a regular review of Operator Drive Cam incidents 

when they occur.  

• All Drive Cam incidents should be reviewed within 3 working days.  

 A Drive Cam Event Review form will be completed for each Drive Cam incident and 

reviewed with the Operator.  

 Upon review, the operator of the vehicle will sign the form indicating he/she has reviewed 

the event.  
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E. PRINCIPLES OF SAFE DRIVING  

It is the policy of Chatham Area Transit to actively enforce safe driving and operating practices at all times. 

Operators will drive safely and defensively at all times and in a manner that prevents accidents, injuries and 

property damage from occurring.  

The following principles of safe driving apply to all employees responsible for operating company 

vehicles.  

General Safety Principles:  

E.1  Chatham Area Transit employees will be trained and licensed for the type of vehicle being 

operated. Only Company employees and individuals authorized by the Company may drive 

Company vehicles.  

E.2  Operators will abide by applicable traffic laws, signs and signals at all times.  

E.3  The posted speed limits must be observed at all times. Vehicle speed must never exceed 

that which is safe for current driving conditions, regardless of posted limits.  

E.4  Seat belts must be properly worn at all times when operating a Company vehicle.  

E.S  Operators will not wear portable headphones, Bluetooth devices, earphones, or other such 

devices while operating company owned or leased vehicles.  

E.6  Operators are not permitted to eat or drink while operating a Company vehicle.  

E.7  Smoking or the use of tobacco products is permitted only in designated areas. Smoking or the 

use of tobacco is not permitted inside Company vehicles or when otherwise representing the 

Company.  

E.8  When seated at the wheel of a Company vehicle, the use of cellular telephones and/or other 

electronic devices is limited as follows:  

(a) In all situations, use of a Company-provided or personal cellular telephone or other electronic device while 

seated at the wheel of any motor vehicle is prohibited where and when prohibited by law.  

(b) The use of any personal cellular telephone and any other personal electronic device while seated at the 

wheel of a Company vehicle is prohibited. These devices must be powered off at all times when an employee is 

seated at the wheel, regardless of whether the vehicle is powered on or off.  

(c) Paratransit and other On-Demand Transportation Service Operators: Company-provided cellular telephones 

and Company-provided other electronic devices may not be used for any purpose other than for work-related 

purposes while seated at the wheel of any vehicle, regardless of whether the vehicle is powered on or off, and 

then only to the minimum extent necessary. As much as practical, said devices may only be used when the 

vehicle is not in motion. Whenever the use of a cellular telephone or other electronic device presents a risk to 

safe driving, use of the device is not permitted. No personal use of such devices while seated at the wheel of a 

transit or Company-provided vehicle is permitted.  
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(d) Managers and Road Supervisors: Company-provided cellular telephones and other Company provided 

electronic devices may not be used for any purpose other than for work related purposes, and then only to the 

minimum extent necessary. No personal use of such devices while seated at the wheel of a Company vehicle is 

permitted. When the use of a cellular telephone or other electronic device presents a risk to safe driving, use of 

the device is not permitted. As much as practical, said devices should be used only when the vehicle is not in 

motion. Managers or road supervisors are prohibited from the use of a cellular telephone and other electronic 

device when operating a revenue service vehicle at any time, in or out of revenue service.  

Nothing herein shall limit the ability of the Company to impose greater restrictions on cellular 

telephone or other communication device possession or use during working hours. 

Failure to comply with any portion of this policy is cause for discipline up to and including 

termination of employment.  

E.9  Chatham Area Transit Operators are required to be in proper uniform while on duty.  

Operator attire must not interfere with safe driving or peripheral vision. The Uniform 

Policy includes, but is not limited to, the following safety requirements:  

• Shirts will be properly tucked in and buttoned.  

• Uniform pants and shorts will be clean and neat.  

 Operators will wear shoes with anti-slip soles. Shoes will be black with a heel no higher than one (1) 

inch. Open-toed shoes are not permitted.  

• Socks will be worn at all times.  

• Jewelry will be kept to a minimum, and may in no way obstruct vision.  

• Sunglasses may not be worn from dusk to dawn.  

 No head gear other than a uniform hat is permitted. Hats will be worn with the bill facing 

forward.  

• Hair will be worn so as not to interfere with peripheral vision.  

• Facial hair will be neatly trimmed so as not to interfere with peripheral vision.  

Vehicle Inspections  

E.I0  Operators are required to conduct and properly document a Pre-trip Inspection using a 

CAT Daily Vehicle Inspection Report before operating a revenue service vehicle, to include 

mid-point reliefs and split shifts. Paratransit Operators are required to use a CAT Daily 

Vehicle Inspection Report before operating a paratransit vehicle.  

 Vehicles will be inspected in a complete and thorough manner according to established 

procedure and based on federal, state and local law.  
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 Vehicles with identified safety defects, which are any defects that could cause or contribute to an 

accident or injury, will be reported immediately, and will not be operated until approved by a 

qualified individual.  

 A completed Daily Vehicle Inspection Report will be in the driver's possession while 

operating the vehicle.  

 The previous month's Vehicle Inspection log book shall remain on the bus until the current month's 

book is completed.  

 Failure to comply with the Pre-Trip Inspection Policy is considered cause for corrective action, 

up to and including termination.  

E.11  Operators are required to conduct and properly document a Post-trip Inspection after 

operating a company vehicle. Failure to comply and to report damage will be considered 

cause for corrective action, including possible termination.  

 Vehicles will be inspected in a complete and thorough manner according to established 

procedure and based on federal, state and local law.  

 Vehicles with identified safety defects, which are any defects that could cause or contribute to an 

accident or injury, will be reported immediately, and will not be operated until approved by a 

qualified individual.  

 Failure to comply with the Post-trip Inspection Policy is considered cause for corrective action, 

up to and including termination.  

Defensive Driving and Basic Maneuvering  

E.12  Operators must properly adjust the driver's seat and mirrors prior to operating the vehicle to 

reduce the risk of blind spots while driving.  

E.13  Operators must continuously practice defensive driving which means doing everything 

reasonably possible to avoid collisions, including anticipating possible hazards.  

 Operators must continuously scan for potential hazards around the vehicle. This is especially relevant 

when changing lanes or crossing intersections.  

E.14  Chatham Area Transit Operators must establish and maintain an adequate following 

distance, as instructed in safety training, during clear, dry weather conditions to safely 

avoid other vehicles making a sudden stop or other unexpected maneuver.  

•     Following distance should be increased when being "tailgated" by another motorist.  

 Following distance should be increased when driving in night conditions, inclement weather, fog, or 

other adverse driving conditions.  
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E.l5 Operators must maintain adequate side space cushions around the vehicle at all times.  

 Operators will adjust side space cushions when necessary to avoid unsafe intrusion by other drivers.  

• Operators will leave adequate space in front of the vehicle when stopped.  

E.16 Operators should avoid backing the vehicle.  

 When stopping or parking the vehicle, Operators should allow adequate space ahead to pull around 

other vehicles or objects without having to back the vehicle.  

 If the Operator is in a position where backing is necessary, the Operator will either engage the 

assistance of a responsible spotter, or get out of the vehicle and look before backing.  

 If backing becomes necessary, Operators will communicate with dispatch, flash hazard lights, and 

take actions to ensure that vehicles and pedestrians near the bus are aware that it is backing.  

E.17  Operators should drive in the right lane at all times, which is the common lane where 

transporting passengers occurs.  

 If a lane change becomes necessary, Operators will check mirrors, engage the turn signal well in 

advance, and when clear to do so, make a gradual and smooth lane change.  

• Operators will obey applicable local laws and orders governing driving in the right lane.  

E.18 Operators must perform proper steering and maneuvering at all times.  

• Operators are not permitted to make U-turns.  

Starting, Stopping and Securing the Vehicle  

E.19 Operators are responsible for properly starting the vehicle.  

 Under no circumstances are Operators permitted to start the vehicle by reaching through the driver's 

window.  

 Operators are not permitted to start the vehicle while standing next to the driver's seat.  

Operators will be properly seated in the driver's seat when starting the vehicle.  

E.20  Operators are responsible for properly securing the vehicle prior to exiting the driver's 
seat.  

• Operators will pull the parking brake and assure the transmission is in the proper position.  

• Operators are not permitted to use the rear door interlock to secure the bus.  

• Operators are not permitted to leave the driver's seat while the vehicle is in gear.  
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E.21 Operators are not permitted to idle the vehicle for more than ten (10) minutes.  

 When the vehicle is stopped for longer than ten minutes, Operators will shut off the vehicle, 

utilizing proper shut off and cool down procedures.  

• Operators will obey applicable local laws and orders governing the idling of vehicles.  

E.22 After completing a driving shift, Operators must properly shut down the vehicle.  

• Operators will properly secure the vehicle.  

 Operators will turn in the vehicle keys to dispatch or appropriate management personnel upon 

completion of a shift.  

Passenger Safety  

E.23  Operators must notify dispatch and then document/submit an Operator Incident Report for 

any unusual circumstances or situations involving passengers.  

E.24  Operators will follow all requirements set forth by the Americans with Disabilities Act 

(ADA) when transporting passengers.  

 Operators driving fixed-route schedules will call out major time points and arrivals at 

terminals.  

 Operators will call out major intersections, transfer points, and all stops when requested to do so by a 

passenger.  

 Operators will have an adequate supply of equipment on board the vehicle to properly secure 

mobility devices.  

 Operators will request that passengers using mobility devices are secured in their seats when on 

board vehicles equipped with seatbelts for ambulatory passengers.  

E.2S Operators must exercise extreme caution when loading and unloading passengers.  

 Operators will make sure all passengers are seated or standing behind the standee line before moving 

the vehicle.  

 Operators will drop passengers off only at designated stops, unless the stop is obstructed by heavy 

snow, ice or excessive water or other conditions requiring the passenger to be dropped off at another 

location.  

 Operators must check mirrors for objects or pedestrians and ensure that all areas are clear before 

moving the vehicle.  

 Operators must use appropriate turn signals and flashers when approaching or leaving a bus stop.  
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E.26 Operators must exercise extreme caution at railroad crossings.  

 All CDL vehicles will stop no closer than 15 feet and no further than 50 feet from all railroad 

crossings, open the front door or driver's window, and look and listen for a train before proceeding.  

• Operators of any type of vehicle should never stop the vehicle across railroad tracks.  

E.27  Operators are not permitted to have family members or other visitors in the vehicle they are 
operating while on duty. If family members choose to utilize Chatham Area Transit services, 
they must be treated as regular passengers in order to avoid distractions.  

 Operators are not permitted to engage in conversation with passengers while the vehicle is in motion 

except as necessary to perform his/her duties.  

 Activities contributing to Operator distraction are not permitted while the vehicle is in 

motion.  

E.28  Operators must regularly inspect the vehicle for cleanliness, ensuring that the vehicle is free 

from trash or debris that could compromise passenger comfort and safety.  

 Operators will properly secure all items in the vehicle to prevent hazards such as tripping or flying 

objects. This includes items such as trash cans, q-straints, seat belts, fire extinguishers, reflectors, 

first aid kits, etc.  

Mobility Aid Safety  

E.29  Operators must consider safety, courtesy and efficiency at all times when moving and 

transporting passengers using wheelchairs.  

 Only CAT employees trained in proper mobility aid procedures are permitted to move or transport 

passengers in wheelchairs.  

 Operators will conduct a thorough pre-trip inspection to ensure that passengers in 

wheelchairs will be transported safely, including but not limited to:  

(a) All components of the lift system will be checked by cycling the lift.      

(b) All mobility aid straps and passenger restraints will be checked.  

(c) A seatbelt cutter available in each vehicle.  

      (d) The ADA interlock system in mobility aid vans will be checked, ensuring that the 

transmission, parking brake and lift switch are working properly.  

 Operators are not permitted to leave the vehicle running in front of residences or facilities for an 

excessive amount of time.  

• Manual lift operation should only be used when the lift cannot be operated electrically.  

• In paratransit operations, operators are not permitted to leave passengers unattended on lifts  
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in the upward position or on inclines or ramps.  

• Tie downs will be stored in their proper containers when not in use.  

 When moving passengers in wheelchairs, Operators will maintain physical contact with the 

mobility aid at all times. Operators will lock the mobility aid brakes before removing their hands 

from the wheelchair.  

 Operators will communicate with passengers when moving them to keep them informed and ensure 

comfort. Passengers will be informed in situations where it is necessary to tip the mobility aid back.  

 Employees will notify Dispatch immediately when circumstances prevent them from 

following proper mobility aid procedures.  

E.30  When assisting passengers in wheelchairs, Operators must follow specific maneuvering and 

lifting procedures to ensure both passenger and Operator safety.  

• Operators are not permitted to lift wheelchairs except in emergency situations.  

 When using physical strength to move passengers or secure tie-downs, employees will use proper 

techniques to prevent back injuries.  

 Wheelchairs will be moved as smoothly as possible at all times. Wheelchairs will be pulled or 

backed downhill, pushed uphill and should not be moved over multiple steps.  

 When possible to do so, Operators should be on the downhill side of the mobility aid when going 

up or down ramps to minimize the risk of losing control.  

 The mobility aid will be locked into position so the chair is immobile when passengers attempt to 

stand, sit or transfer in or out of the wheelchair. Operators will also place their foot beside the 

large wheel and firmly hold the mobility aid handgrips.  

E.31  Operators must follow guidelines to ensure that mobility aid equipment is working and 

used properly.  

 Operators will always check the mobility aid grips to make sure they are not loose.  

Operators should remove loose handgrips when handling the wheelchair, return them when 

finished and inform the passenger of their condition.  

• Operators will check the mobility aid brakes to make sure they work properly.  

 Speed control dials will be turned down on electric wheelchairs when maneuvering the 

wheelchair.  

 Operators will notify Dispatch if a passenger's mobility aid is broken or damaged in a way that 

compromises safety or the ability to tie down and secure the wheelchair.  
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E.32  Operators must ensure that proper conditions are present and follow specific procedures when 

using the lift platform to assist passengers in wheelchairs.  

 When possible, Operators will be positioned on the same side of the street as the pickup 

location.  

 The vehicle will be positioned on firm, level ground with the lift resting on concrete or 

pavement. Operators should avoid soft, wet or slippery surfaces.  

• Operators will maintain control of the mobility aid throughout the entire lift procedure.  

 Operators will use lift securement belts at all times when passengers are on the lift platform.  

This is applicable to only those vehicles that are equipped with lift securement belts.  

 Operators must always stand on the lift with ambulatory passengers to assist if needed.  

Ambulatory passengers should never be left alone on the lift.  

E.33  Operators must follow proper securement procedures when assisting mobility aid passengers 
on board the vehicle. An Operator that fails to follow proper securement will be subject to 

termination.  

• All passengers will be secured in wheelchairs and mobility aids in a forward-facing position.  

 Operators will position the mobility aid evenly front to rear and side-to-side in the mobility aid 
securement area.  

 Operators will ensure that mobility aid brakes are locked and electric wheelchairs are turned "off.”  

 Operators will complete the entire mobility aid securement procedure from start to finish once it 

is initiated.  

• Operators will secure the mobility aid first and the passenger second.  

 A seven-point tie-down system will be used on all wheelchairs and mobility devices. Four points 
will secure the mobility device and three points must secure the passenger.  

• Unoccupied wheelchairs will be tied down using the proper four-point tie-down procedures.  

 All three wheeled and four wheeled scooters should be properly secured. Operators will notify 

Dispatch if a scooter cannot be properly tied down.  

 Passengers using scooters should be encouraged to transfer to a seat while on board a vehicle.  

Passengers should be properly secured.  

 When passengers are secured, Operators will stow the lift in its proper compartment and close 

the lift doors. The lift should not be stowed with the lift belt attached.  

• Operators will re-check all straps and tie-downs by pulling them from the back of the  
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mobility aid to make sure they do not move. The mobility aid should not move one-inch in any 

direction.  

• Operators will tap tie-downs with their foot to make sure they are secured in their tracks.  

E.34  Operators must use proper unloading procedures when assisting mobility aid passengers off 

the vehicle.  

• Operators will position the vehicle so that the unloading zone is on level ground.  

 When the passenger is safely unloaded, the lift area will be secured by properly stowing the lift and 

closing the doors.  

 When lift area is secured, Operators will turn the engine off and remove the keys from the 

ignition.  

 Operators will notify a Supervisor or qualified personnel if the lift malfunctions with a 

passenger on board. Operators will stay on the lift with the passenger while a qualified 

individual activates the lift manually.  

Mechanical Road Failures  

E.35 In the event of mechanical breakdown or road failure, Operators must take precautions to keep 

all passengers safe.  

 Operators will safely stop the vehicle and pull over as far to the right side of the road as 

possible.  

 Operators will notify Dispatch immediately. Dispatch will notify the appropriate 

maintenance personnel, and the authorities if needed.  

• Operators should turn off the engine and electrical devices if a fire is suspected.  

• Operators will put on emergency flashers and set out reflective triangles.  

 Operators should check for the cause of the breakdown and make minor corrections if 

possible.  

• Passengers should be evacuated to a safe spot if danger exists on board the vehicle.  

F. ACCIDENT AND INJURY INVESTIGATIONS  

It is the policy of Chatham Area Transit to conduct prompt, accurate and thorough investigations of all 
accidents, injuries, illnesses and identified hazards, with the goal of promoting safety and preventing 
reoccurrences.  
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General Reporting/Investigation Practices  

F.l  Chatham Area Transit employees are required to report any injury or accident, regardless of 

severity, immediately after its occurrence.  

 Employees that do not report an accident immediately will result in disciplinary action up to and 

including termination.  

• Management will be involved with Discipline for all Category I (Preventable Accidents).  

F.2  Specific investigation and reporting procedures must be followed to meet requirements set 

forth by Chatham Area Transit and various agencies.  

F.3  Employees involved in preventable vehicle accidents or injuries will participate in 

post-accident training before returning to revenue service.  

• Post-accident training content will be based on the cause(s) of the accident or injury.  

 Post-accident retraining for vehicle accidents will include, at a minimum, one hour of Behind the 

Wheel instruction.  

• A satisfactory final evaluation must be completed before an Operator returns to  
 .  .  

review service.  

 Employees will demonstrate that they have learned how to avoid the type of accident or injury 

that occurred before returning to revenue service.  

Work Related Injuries or Illnesses  

Upon notification of a work-related injury/illness, the appropriate Supervisor or Manager will:  

FA  Arrange for appropriate first aid or medical services for any injured/ill employees when the 

situation requires medical assistance, or when requested to do so by the injured/ill employee.  

F.5  Inspect the accident scene for hazards that present serious or immediate danger to 

employees or the public.  

F.6  Individually interview the employee and any witnesses as soon as possible after the incident 

and document responses.  

• Injured employees will complete an Employees Report of Work Injury.  

 Employees/witnesses involved with the incident will provide a report and signature verifying their 

description of the incident.  

 Employees who are physically unable to provide a report immediately after the incident will 

complete a report within 24 hours of the incident or as soon as they are physically able.  

35  



 

F.7  Use the Supervisor's Investigation Report to obtain all relevant information regarding the 
incident.  

Work Related Injury/Illness Reporting and Follow-Up  

Following investigation of a work-related injury/illness, the Supervisor or Manager will:  

F.8  Determine if the injury/illness is work-related. An incident is considered to be work-related based 

on the following U.S. Department of Labor guidelines:  

 An event or exposure in the work environment either caused or contributed to the resulting 

condition or significantly aggravated a pre-existing injury or illness.  

 Work-relatedness is presumed for injuries and illnesses resulting from events or exposures 

occurring in the work environment.  

 An injury or illness occurring in the work environment that falls under one of the following 

exceptions is not considered to be work-related, and therefore is not recordable:  

(a) The employee was present in the work environment as a member of the general public rather than as  

      an employee.  

(b) Signs or symptoms surfaced at work but resulted solely from a non-work-related event or exposure  

      that occurred outside the work environment.  

(c) The injury or illness resulted solely from voluntary participation in a wellness program or in a  

      medical, fitness, or recreational activity.  

(d) The injury or illness was solely the result of an employee eating, drinking, or preparing food or  

      drink for personal consumption.  

(e) The injury or illness was solely the result of an employee doing personal tasks (unrelated to their  

      employment) at the establishment outside of the employee's assigned working hours.  

(f)  The injury or illness was solely the result of personal grooming, self-medication for a non-work- 

       related condition, or was intentionally self-inflicted.  

(g) The injury or illness was caused by a motor vehicle accident and occurred on a company parking lot  

      or company access road while the employee was commuting to or from work.  

(h) The illness is the common cold or flu. Certain contagious diseases may be considered work-related  

      if the employee is infected at work.  

(i)  The illness is a mental illness. Mental illness will not be considered work-related unless the 

      employee voluntarily provides the employer with an opinion from a physician or other licensed  

      health care professional with appropriate training and experience (psychiatrist, psychologist,  

      psychiatric nurse practitioner, etc.) stating that the employee has a mental illness that is work-related.  

 Supervisors/Managers who are not certain of a determination of work-relatedness will seek 

guidance from a Chatham Area Transit upper management designee and refer to the U.S. 

Department of Labor compliance requirements.  
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 If there is reason to believe the injury/illness is not causally related to the employee's employment, 

Supervisors/Managers will submit the claim and notify the Adjuster, providing as much detail as 

possible. The specific reasons for questioning the injury or illness will be provided.  

F.9  Supervisors or Managers must report injuries within 24 hours after the incident occurs and ensure 

that the appropriate State Workers' Compensation Report is received.  

 Supervisors/Managers will refer to the Corporate WC Claim Manager, Adjuster and the Office 

of Worker's Compensation specific to their state for applicable requirements and reporting 

procedures.  

• Supervisors/Managers will comply with state claims reporting and filing procedures.  

• Management will be involved with Discipline for all Category 1 (Preventable Injuries).  

F.IO  Determine whether the injury/illness is OSHA Recordable based on OSHA Recordkeeping 

Guidelines.  

 Based on general recordkeeping guidelines, an injury or illness is considered to meet 

recording criteria if it results in any of the following:  

(a) Fatality  

(b) Days away from work  

(c) Restricted work or transfer to another job (d) 

Medical treatment beyond first aid  

(e) Loss of consciousness  

      (f) A significant injury or illness diagnosed by a physician or other licensed health care 

professional, even if it does not result in death, days away from work, restricted work or job 

transfer, medical treatment beyond first aid, or loss of consciousness.  

 Within seven (7) calendar days after receiving notice of the incident, record and log the OSHA 

Recordable injury/illness.  

• It is the responsibility of the General Manager to ensure completion of the OSHA 300 Log.  

F.ll    Require employees involved in work-related injury/illness investigations to undergo a drug and 

alcohol test if Reasonable Suspicion exists.  

F.12  Offer Modified Duty to all employees who sustain a work-related injury/illness resulting in a 

restriction to their normal work duties. Supervisors must complete and send the Modified Work 

Letter and Schedule to the employee.  

 Modified duty positions will be offered only to eligible employees who are not able to 

perform their normal work duties.  

 Employee absences and restrictions will be accompanied by a detailed physician's report 

specifying the nature of the injury/illness, the exact performance limitations, and the length of time 

the injury/illness is expected to restrict work duties.  

37  



 

 Chatham Area Transit will make every effort to reasonably accommodate the employee's work 

restrictions, given that productive work is available based on the employee's restrictions.  

 If an employee's work restrictions prevent a productive work schedule, the employee shall not 

return to work until receiving full release or until the company is able to accommodate the 

restrictions.  

 A modified duty file will be maintained, documenting all correspondence and progress of the injured 

employee.  

 When the employee returns to full duty, a physician's note indicating a full release to return to 

normal job duties will be presented and filed.  

 Supervisors/Managers are required to ensure that Modified Duty programs meet state-

specific guidelines as outlined by Workers' Compensation requirements.  

 Supervisors/Managers will notify the Adjuster if the employee has lost time away from work due to 

a lack of modified duty or per doctor's orders.  

Implement all measures necessary to correct, eliminate or minimize the chance of future 

injuries/illnesses of the same root cause, including a written plan with specific action steps and 
completion dates, as outlined in the Supervisor's Investigation Report.  

• Post-accident retraining for injuries will be for a minimum of one hour.  

 Three violations of established work safety rules within a 24 month period will result in 

termination. Management reserves the right to terminate for fewer violations based on the 

severity of the violation.  

Vehicle Accidents  

F.13  Accident Investigation materials must be stored on board each Company vehicle in the 

event of an accident. Materials must include, but are not limited to:  

(a)Paper 

(b) Pencil  

(c) Customer comment cards  

(d) Accident Involvement Seating Diagram  

F.14     Operators must stop the vehicle and notify Dispatch immediately after an accident occurs.  

Failure to comply with this section will result in termination.  

 Operators will notify Dispatch if the vehicle collides or comes into contact with any type of object 

or pedestrian, no matter how slight or minor the accident, and whether or not damage occurs.  
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• Operators will provide the following information to Dispatch:  

(a) The exact location of the accident, vehicle/route number and direction of travel  

(b) Any injuries or passenger complaints  

(c) Condition of the vehicle  

(d) Damage to any other property  

 Operators will remain in contact with Dispatch until all necessary information has been 

obtained.  

 Dispatch will determine the severity of the accident and notify the appropriate emergency, fire 

and police authorities.  

 Dispatch will notify the appropriate Supervisor or Manager and ensure that a street 

Supervisor responds to the scene.  

F.l5  Operators are not permitted to leave the scene of an accident or move the vehicle until 

released by proper authority. Doing so will result in disciplinary action, up to and including 
termination.  

F.16  The Supervisor and appropriate individuals will travel to the scene and conduct a thorough 
investigation of the accident.  

 Complete Accident Investigation Kits will be in the possession of Supervisors with primary 

investigation responsibility at all times. Accident investigation materials include, but are not limited 

to the following:  

(a) Reflective vest  

(b) Lined paper       

(c) Clipboard  

(d) Clear plastic sheet   

(e) Plastic bags  
(f) First-aid kit  

(g) Body Fluids Spill Kit   

(h) Map  
(i) Accident forms  
(j)Cellular phone or radio        
(k) 35mm Camera (or digital)  
(1) Film  

(m) Flashlight 

(n) Batteries  

(o) 100' measuring tape 

(p) Chalk  

(q) Marking pens   

(r) Ball point pens  

(s) #2 pencils  
(t) Customer Comment Cards  
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F.17  Operators must take action to keep passengers and all those involved with the scene of the 

accident protected from further injury or harm. If necessary, the vehicle can be moved to a 

safe place to avoid immediate danger.  

• Operators must check the bus for potential hazards and evacuate passengers if necessary.  

 Operators must check for injuries and provide medical assistance to injured passengers to the extent 

qualified or allowed.  

 Operators will display emergency triangles to notify and warn oncoming traffic of the 

accident.  

• Operators should keep passengers informed of the situation and steps to be taken.  

F.18  Operators must strive to keep Chatham Area Transit free from unjust or excessive liability 

claims.  

• Operators are not permitted to admit fault or guilt.  

• Operators should be cooperative with police during their investigation.  

• Operators will obtain accurate information about other drivers and any witnesses involved.  

 Operators should observe and document the events and individuals involved, noting 

individual behaviors, weather and traffic conditions and any other relevant factors.  

 Operators are required to provide customer comment cards to passengers and witnesses, 

making sure they are filled out correctly and completely.  

 Supervisors at the scene will review and approve any statement of facts or events prior to 

submitting it to the police as part of a police report.  

Vehicle Accident Reporting and Follow-Up  

F.19  Operators involved in a Federal Transit Administration (FTA) reportable accident must 

undergo post-accident drug and alcohol testing in accordance with federal guidelines. 

Please refer to the Chatham Area Transit Substance Abuse Policy for more detail.  

F.20  A complete and thorough Vehicle Accident Report must be submitted by the investigating 

Supervisor prior to the end of his/her shift, and no more than 24 hours after the accident 

occurs.  

 Accident Reports should include comprehensive information about the accident and Operator 

involved, including but not limited to:  

(a) Date/time of the accident  

(b) Exact location of the accident  

(c) Description of the accident, including any photographs or sketches of the accident scene  

(d) Operator's name, address and contact information  
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 Accident Reports should include comprehensive information about the other driver(s), 

vehicle(s), and witnesses to the accident, including but not limited to:  

(a) Driver(s) name, address and telephone contact information   

(b) Driver's license number(s)  

      (c) Name of insurance company, policy number, and insurance contact name and phone number  
(d) Vehicle identification number(s) (l7-digit VIN), year, make, model and interior/exterior  

            vehicle color  

(e) Vehicle license plate number(s)  

(f) Conditions of all vehicles involved, along with any pre-existing conditions  

(g) Name, address and telephone numbers of any witnesses and passengers  

      (h) Name, badge number and department name and address of the investigating police  

           officer(s)  

F.2l  Appropriate management personnel will review the accident details to determine 

preventability as soon as reasonably possible.  

 Employees are not permitted to return to service until a decision of preventability is 

determined.  

• Management will be involved with Discipline for all Category 1 (Preventable Injuries).  

 Employees involved in the accident will be notified of the findings regarding preventability in 

writing.  

• Employee driving records will be charged with any accidents determined to be preventable.  

 Accidents not cited by law enforcement authorities may still be determined preventable based on 

Chatham Area Transit safety standards.  

 Employees will be subject to termination following a preventable accident based on the 

following circumstances:  

(a) Three (3) preventable accidents within the previous 24 floating months         

(b) Accidents involving extreme bodily injury or property damage  

(c) Driving while intoxicated or under the influence of drugs  

(d) Possession of an open container of alcohol  

(e) Homicide, manslaughter or assault arising out of operation of a motor vehicle        

(f) Attempting to elude a police officer  

(g) Failure to stop and report an accident or leaving the scene of an accident  

F.22 Post-accident training will be provided to employees involved in a preventable accident.  

• Post-accident training content will be based on the root cause of the accident.  

• Post-accident training will include, at a minimum, one hour of Behind the Wheel instruction.  
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Chatham Area Transit  

Policies and Procedures Acknowledgement  

I have been provided an opportunity to read and review the Chatham Area Transit Policies and Procedures and 

discuss them with my Supervisor or Manager. Any questions that I may have had were discussed, answered and 

explained to me by my Supervisor or Manager.  

I understand that these policies and procedures are "work rules" under existing labor agreements, and that 

violation of any element may result in discipline up to and including termination. The Policies and Procedures 

contained in the Chatham Area Transit manual supersede any prior work policies and procedures. These 

provisions do not constitute an employment contract, nor do they supersede or contradict any active collective 

bargaining agreement. I am fully aware that these Policies and Procedures may be amended or modified by 

Chatham Area Transit with or without notice.  

I understand that I am responsible for following the Policies and Procedures contained in this manual, and that 

my Supervisor or Manager is required to follow these written standards at all times. My signature below also 

indicates that a copy of this manual has been made readily available to me and is stored in a common location 

for reference.  

Employee Acknowledgement  

___________________________________ 

Employee Name (Please Print)  

___________________________________ 

Employee Signature 

________________________________ 

Date  
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Effective Date:  January 7, 2014 

 

 

Policy Number:  107 
Effective Date:  July 1, 2014 
Origination Date:  May, 2014 

POLICY: 
 
It is the policy of Chatham Area Transit Authority (CAT) to provide salary and wage increases 
in an effort to maintain consistency in the application and award of such adjustments and in 
accordance with the Fair Labor Standards Act (FLSA). 
 
POLICY SPECIFICS: 
 
Salary adjustments are divided into two main categories: 
 

1. Annual budgeted salary adjustments, and 
2. Other salary adjustments 
 

All salary adjustments must be approved in accordance with directions and policy set by the 
CAT Board of Directors and must be approved by the affected employee’s department 
manager and applicable Chief, in consultation with the Executive Director/CEO. Any out of 
budget increase must be approved by the Executive Director/CEO.  
 
Annual budgeted salary adjustments 
 
Annual budgeted salary adjustments are to be effective on July 1 of each year. Senior 
management will establish and communicate the percentage of monies to be allocated for 
annual pay increases. Pay increases are not granted on an automatic basis, but on the basis 
of demonstrated performance to CAT. 
 
Recommendations made by the applicable department manager must be approved by the 
applicable Chief and submitted to the Director of Human Resources. 
 
Recommendations for those with an annual salary of less than $100,000 must obtain 
approval from the applicable Chief, in consultation with the Executive Director/CEO.  
Recommendations for those with an annual salary greater than $100,000 must be approved 
by the Executive Director/CEO. 
 
Other salary adjustments 
 
Individual salary adjustments may only be made throughout the year for the following 
reasons: 
 

1.   Post probationary adjustments: If outlined in an offer letter, post probationary 
adjustments may be made following successful completion of a probationary period. 
Approval must be given by both the department manager and the applicable Chief, in 
consultation with the Executive Director/CEO. 
 
2.   Adjustments for change in position: An employee who moves from one position 
to another with an increase in the level of responsibility may receive a salary 
adjustment appropriate for the new level of responsibility. Approval must be given by 



 
Salary Administration 

 

Effective Date:  January 7, 2014 

 

 

Policy Number:  107 
Effective Date:  July 1, 2014 
Origination Date:  May, 2014 

both the department manager and the applicable Chief, in consultation with the 
Executive Director/CEO. 
 
3.   Internal equity and market adjustments: On a case-by-case basis, significant 
market or internal inequities may arise outside the annual salary review process. In 
these unusual situations, a request for adjustment may be initiated. The decision to 
request an equity adjustment should include consultation Director of Human 
Resources and must be approved by the applicable Chief, in consultation with the 
Executive Director/CEO. 
 
 

APPLIES TO: 
All employees of Chatham Area Transit Authority. 
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