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NAPA VALLEY TRANSPORTATION AUTHORITY
Board Agenda Memo

TO: NVTA Board of Directors
FROM: Danielle Schmitz, Executive Director

REPORT BY: Laura Sanderlin, Board Secretary
(707) 259-8633 / Email: Isanderlin@nvta.ca.gov

SUBJECT: Policies, Practices and Procedures Manual

RECOMMENDATION

That the Napa Valley Transportation Authority (NVTA) Board approve the NVTA Policies
and Procedures for Personnel (Attachment 1), Communications, Public Relations,
Governmental Affairs (Attachment 2), Transit (Attachment 3), and Office Management
(Attachment 4).

COMMITTEE RECOMMENDATION

None

EXECUTIVE SUMMARY

A refinement of NVTA Policies, Practices and Procedures Manual is being proposed to
better serve the needs of the Agency as sections have not been updated for up to 10
years. Approval of the proposed changes (Attachments 1-4) to designated sections will
update the chapters to reflect current Agency operations and best practices. Upon
approval, a designated Table of Contents will be established for each Section.

FISCAL IMPACT

None

CEQA REQUIREMENTS

ENVIRONMENTAL DETERMINATION: The proposed action is not a project as defined
by 14 California Code of Regulations 15378 (California Environmental Quality Act (CEQA)
Guidelines) and therefore CEQA is not applicable.
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BACKGROUND

NVTA is committed to ensuring consistency and transparency in its service to the public.
The Agency adheres to established operational guidelines in the form of a Policies,
Practices and Procedures Manual. It is the duty of the Agency to keep the manual current
by providing refinements to relevant sections. Refinements are needed in the following
areas and redlined in Attachments 5-8:

Personnel Policies

The Personnel Policies and Procedures are for the guidance of the management and
supervisory staff and for employees of the Agency. Updates to Section 4.5 Appearance,
Conduct and Hygiene, Section 6.3 Agency Vehicles and Section 8.2 Retirement are
needed to promote current workplace standards and reflect industry common practices.

Office Management

The purpose of this policy is to provide guidance in maintaining and performing
administrative functions of the Agency. Proposed changes throughout this section are
recommended as the policy is outdated and in need of operational and administrative
updates.

Public Relations, Governmental Affairs and Communications

The purpose of combining the Public Relations, Governmental Affairs, and
Communications policy is to provide consistent, uniform guidelines for creating public
meetings, agendas, and public hearing notices, as well as ensuring clear and effective
communication with the public. These guidelines help ensure that Board members,
committee members, and staff receive the necessary information in advance to prepare
adequately, make informed decisions, and maintain compliance with the Brown Act, Title
VI, FTA environmental justice, and public records requirements. Approval of the proposed
changes will modernize administrative operations—Ilast updated in 2014—by bringing all
related sections current and consolidating the Communications and Public Affairs policy
into the same chapter as Public Relations and Governmental Affairs.

Transit

To support the Agency’s commitment to implement the highest quality transit services
possible, the policies and standards provide guidance to uphold these ideals. The
proposed changes include:

Chapter 3 Section 2 Fare Policies

Lifetime Pass — NVTA currently issues a Lifetime Pass where individuals over 90 can ride
any routes and services like VineGo for free. They complete a simple application to show
proof of age and receive a pass entitling them to free rides. The program has been in
place since 2006, but was not documented in the NVTA Policy documents. NVTA would
like to document the program in its transit policies and lower the age from 90 to 85 to
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increase usage of the program. Records show that now more than 24 people annually
receive a pass.

Chapter 8 Taxi Scrip

The NVTA transit division is in the process of taking over the administration of a number
of programs previously administrated by the finance and planning departments. One of
those programs is Taxi Scrip. Staff would like to remove program specific elements from
the Policies and instead create Program Guidelines that will be Board approved and can
be updated periodically without having to amend the Transit Policies in their entirety.

ALTERNATIVES

Without these approvals, the policies are outdated and do not reflect current standards.

COUNTYWIDE PLAN GOALS MET BY THIS PROPOSAL

Not applicable

ATTACHMENT(S)

1) Draft Policies, Practices and Procedures Manual: Personnel

2) Draft Policies, Practices and Procedures Manual: Communications, Public
Relations and Government Affairs

3) Draft Policies, Practices and Procedures Manual: Transit

4) Draft Policies, Practices and Procedures: Office Management

5) Redlined Policies, Practices and Procedures Manual: Personnel

6) Redlined Policies, Practices and Procedures Manual: Public Relations and
Government Affairs and Communications

7) Redlined Policies, Practices and Procedures Manual: Transit

8) Redlined Policies, Practices and Procedures Manual: Office Management
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SECTION 1 INTRODUCTION

Section 1.1. Overview of Personnel Policies
1.1.1 Statement of Policy

The following employment policies, procedures and rules for the administration of
employer/employee relations will be referred to as these “Personnel Policies and
Procedures.” These Personnel Policies and Procedures are for the guidance of
the management and supervisory staff and for employees of the Agency and their
employee organizations.

1.1.2 Construction and Limitations

The Personnel Policies and Procedures shall be subject to the following limitations,
conditions, constructions and interpretations:

A. The Agency reserves the right to rescind, revise or supplement the
Personnel Policies and Procedures at any time and from time to time.

B. The Personnel Policies and Procedures do not constitute a contract with
any employee.

C. Employees who are appointed and serve “At Will” have the right to terminate
employment with NVTA at any time, with or without advance notice and with
or without cause. NVTA, as the employer, likewise has the right to terminate
the employment of an At Will employee at any time, with or without advance
notice and with or without cause. No one in the Agency other than the
appointing authority, e.g. either the NVTA Board of Directors or Executive
Director, may alter that At Will arrangement, or enter into an agreement for
employment for a specified period of time, or make any agreement contrary
to this provision. To the extent any Personnel Policies and Procedures set
forth in this document are contrary to or inconsistent with the At Will status
of an employee, such policies and/or procedures shall not apply to such
employee.

D. These Personnel Policies and Procedures supersede and replace any
earlier policies, rules, regulations, handbooks, manuals, guidelines and
practices relating to employment with the Agency.

E. In the event any section or provision of this manual is declared invalid by a
court of competent jurisdiction or is contradictory to any federal or state law
or regulation, the remaining provisions shall not be invalidated and shall
remain in full force and effect.

1.1.3 Implementation of the Policies

The Executive Director is responsible for developing and amending the
administrative procedures that provide the steps and guidelines for carrying out
the policies contained in this document. Administrative procedures, which could
significantly affect employees or financially impact the NVTA, will be referred to the
NVTA Board for approval.
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SECTION 2 EMPLOYMENT STATUS

SECTION 2.1 DEFINITIONS
For the purposes of these rules the following definitions shall apply:
Agency: Napa Valley Transportation Authority

Applicant: A person who has made a formal request on a prescribed form in order to
qualify for Agency employment.

Appointment: The offer to a person, and his/her acceptance of a position in accordance
with the provision of these rules.

At Will: An employment relationship which either party (employer or employee) has the
right to terminate at any time, with or without prior notice and with or without cause. This
arrangement is called “employment At Will”. An At Will employee serves at the pleasure
of the appointing authority (in the case of the Executive Director, the appointing authority
is the NVTA Board of Directors; in the case of all other At Will employees, the appointing
authority is the Executive Director, unless otherwise appointed by the NVTA Board of
Directors). An At Will employee is not afforded probationary or permanent employee
status. At Will employment status is defined as follows:

a. At Will employees include the Executive Director.

b. Part time limited term, temporary, and special status hires separate from a
regular, full-time, or part-time permanent staff member and dependent on specific
hiring conditions.

Board: The NVTA Board of Directors Members.
Candidate: Any applicant who has been admitted to an examination.

Compensation: Any salary, wage or other emolument paid to an employee for
performing the duties of a position.

Continuous Employment: Employment uninterrupted from the date of appointment,
except for authorized absence.

Demotion: A change from a position in one class to a position in a lower class.
Discharge: The termination of employment of an employee for disciplinary purposes.
ED: Executive Director

Eligibility List: A list of names of candidates who have been qualified for a specific job.

Employee: Any person who occupies a position in the Agency service and receives
compensation for services performed for the Agency.

Employee Representative: An individual who appears on behalf of the employee.

Examination: A test or group of tests to determine the fitness and relative ability of
persons seeking employment or promotion.

Exempt Employee: An employee who is not subject to the overtime provisions of the
federal Fair Labor Standards Act.

Napa Valley Transportation Authority
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Grievance: A complaint of an alleged violation of a rule or regulation upon which he/she
desires official action to be taken.

Layoff: An actual separation from Agency service, an involuntary permanent reduction
in work hours, or a demotion in lieu of layoff.

Leave-of-Absence: Permitted absence from duty for a specified period of time.

Minimum Qualifications: Standards of education and experience, knowledge, skills and
abilities, and personal and physical characteristics as are prescribed in the class
specifications.

Position: A group of current duties and responsibilities assigned or delegated by
competent authority requiring the full-time or part-time employment of one person.

Permanent: The status of an employee who is lawfully retained in his/her position after
the completion of the probationary period as provided in these rules.

Probationary: The status of an employee who has been certified and appointed as a
probationary employee in accordance to these rules. Probationary status constitutes a
trial period of six (6) months full employment and is to be considered part of the selection
process. Employees receiving a promotion are also subject to a probationary period of
six months. A probationary employee may be separated by the Agency from employment
service at any time during the probationary period without right of appeal or hearing.
Employees may also be subject to a performance related probationary period if an
employee performance is not meeting the job requirements of a position regardless of
how long that person has been employed by the agency. The length of the probationary
period is at the discretion of the supervisor and/or the executive director.

Promotion: Changing from a position in one class to a vacant position in a higher class
with a higher salary range without a break in service.

Re-employment Eligibility Lists: Lists established as a result of laying off probationary
or permanent employees.

Regular Position: A budgeted position.
Resignation: Separation of an employee made at the request of the employee.

Salary Merit Increase: An increase in salary within the salary range prescribed for the
class, based upon performance during the first six months of employment, unless initially
appointed above the minimum step, and annual adjustments thereafter (based on the
Performance Evaluation) until attainment of the top step of the salary range.

Separation: Any termination of employment.
State: The State of California.

Status: The condition of an employee's appointment, such as part-time, At Will, or
probationary, permanent, or temporary.

Suspension: An enforced leave of absence without pay for disciplinary purposes.

Temporary: "Temporary" is the status of those persons employed for a temporary period
(limited term) to perform a specific task, job or assignment. Such employees are not
entitled to holiday pay and shall not earn vacation, personal or sick leave. In addition
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temporary employees shall not be eligible for salary merit increases nor entitled to
participate in the Agency’s retirement program. Temporary employees serve At Will.

Termination: Ending the employment of an employee by the agency.

Transfer: A change from one position to another in the same or similar class without any
break in service. Such change in classes must have the same salary range and similar
qualifications.

Vacancy or Vacant Position: Any unfilled allocated position in the Agency. A position
shall be deemed vacant when it is not filled by an employee in the class to which the
position has been allocated.

Year: A twelve (12) month period unless otherwise designated.
SECTION 2.2 HIRING PROCESS
2.2.1 Statement of Policy

This process sets forth procedures to follow when filling position vacancies other than the
Executive Director. A vacancy occurs when a job opening will be filled by adding staff or
by replacing an employee by either hiring an employee from outside the Agency or by
transfer of an existing employee.

2.2.2 Personnel Request
A. Initiation

A request for personnel will be initiated by the Executive Director when a vacancy
is to be filled.

2.2.3 Employee Selection
B. Job Vacancy Posted

Job vacancies will be posted on appropriate Agency bulletin board for the purpose
of informing existing employees who may wish to submit an application.

C. Advertising

The Executive Director may advertise the job vacancy and, if necessary, list the
vacancy with the California Employment Development Department. Temporary
and/or part-time openings may be listed with the local colleges, or other
appropriate educational institutions.

D. Employment Application

All applicants, internal and external, will be required to complete an employment
application for each vacancy applied. Employment applications are available in
the Agency’s Human Resources office and on the NVTA web page.

E. Screening Applicants

The Human Resources department shall submit appropriate screening criteria and
interview questions to the ED for approval. The ED will screen the applications to
identify those that meet the criteria.
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F. Interviewing

The ED, or his/her designee, and an additional panel of interviewers if appropriate,
will interview employees and applicants that have been selected from the
screening process. Interviewers not able to fairly assess the applicant due to a
personal relationship or other reason will be disqualified from participating on the
panel.

G. Documenting the Interview

During or immediately after each interview, each interviewer shall complete the
Interview Rating Sheet which is provided to assist in arriving at a final decision.
Appropriate numerical values representing the degree of each evaluation factor,
based on the interview, job-related experiences or skills, or other pertinent criteria
depicting the candidate’s qualifications, shall be entered on the Interview Rating
Sheet form. The order of qualified candidates shall be from the highest to the
lowest total point value.

H. Selection
The decision concerning which candidate to select rests with the ED.
. Notification.

Once the decision to hire or promote has been approved, it will be the responsibility
of the Human Resources department to notify the prospective employee of his/her
acceptance (pending any required background check) and the unsuccessful
applicants of their rejection.

2.2.4 Placing Employee on the Payroll
Duties of the Executive Director or Designee:

1. The prospective employee will be given a conditional offer of
employment conditioned upon the successful completion of a
background check.

2. A background check may be conducted. If the prospective employee
passes this part of the screening process, he or she may be required
to take a medical exam

3. Upon successful completion of the background check and medical
exam, the following steps will be taken:

(@) The ED will send an offer letter to the prospective employee,
which must be signed and returned.

(b) A start date is coordinated with the Human Resources
department.

(c) The prospective employee will be given an orientation interview
covering the information identified in Section 2.3.2 of these Policies
and Procedures.
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SECTION 2.3 NEW EMPLOYEE ORIENTATION
2.3.1 Statement of Policy

All new employees will participate in a new employee orientation meeting with
representatives from Agency administration and the employee’s Supervisor.

2.3.2 Content of Orientation
The subjects that should be covered during such orientation, as applicable, include the

following:

J. Information to Be Covered By Administration

Job description

Workplace harassment policies/training

Personnel Policies and Procedures

Personnel records and files

The probationary period and extension (applicable to rehires,
promotions, and transfers, as well as for new hires (other than At
Will hires).

Wages and salaries

Performance evaluation

Safety

Employee communications and office decorum

General working conditions

Organizational chart

K. Information to Be Covered Regarding Benefits:

Group insurance programs

Employee’s retirement and deferred compensation plans
Workers’ Compensation medical and disability coverage
Payroll forms such as W-4, automatic deposits, etc.

L. Information to Be Covered By Human Resources

When the employee reports to work, the Human Resources department will review
with the employee the general employment conditions, as applicable, including but

not limited to:

Introduction to fellow workers

Organization and purpose of the Agency

Attendance

Safety

Other related policies and procedures applicable to the employee

When the employee reports to work, the Department Head will review with the
employee the general employment conditions, as applicable, including but not

limited to:

Specific job duties, training and performance standards
Employee assignments
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SECTION 2.4 Probationary Period
2.4.1 Statement of Policy

The probationary period is the final and most important phase of the selection process
and is used for assessing the performance, ability, conduct and fit of the employee in the
position to which appointed. During the probationary period the employee may be
separated by the Agency at any time and for any reason, with or without cause.

All appointments to full-time and part-time positions, other than At Will appointments, are
subject to the provisions of Section 2.4 and serving a probationary period. During the
probationary period, employees are not eligible for time off using accrued vacation hours,
personal leave hours, management leave hours or other paid time off (PTO). Request for
time off must be approved by their supervisor and will be unpaid. Accrued sick leave may
be used at any time and are subject to the provisions of Section 7.3.

2.4.2 Duration of Probationary Period

A probationary period shall be for six (6) months for all employees, and shall begin on the
first date of employment or promotion. An employee shall not attain regular full-time
status in the new position until he or she has completed a probationary period of six (6)
months continuous service in that position.

The term “continuous service” as used in this section means a period of six (6) months of
work uninterrupted by a leave of absence. Where such interruptions occur, the Agency
may extend the probationary period.

2.4.3 Termination of Probationary Period

Permanent status of the probationary employee shall begin after receipt of a positive
evaluation no sooner than the end of the probationary period.

A probationary employee may be separated by the Agency from service at any time during
the probationary period without right of appeal or hearing.

2.4.4 Rejection of Probationer Following Promotion

For any employee who fails to satisfactorily complete the probationary period following a
promotion, the provisions of Section 2.8.5, Procedure When Employee Does Not Pass
Probation, shall apply.

2.4.5 Effect of Leaves of Absence on Probationary Period

An employee who is on leave of absence without pay during his/her probationary period
may have the probationary period extended by his/her supervisor. The extension may be
up to the amount of time of the leave without pay. The Agency shall notify the employee
of the extension in writing prior to the end of the probationary period as provided in Section
24.2.

SECTION 2.5 Job Classification

It is recognized that the creation and/or redesign of job classifications for all
Employees, including the establishment of duties and the qualifications required
therefore, are exclusive functions of Agency management.
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All positions are evaluated according to necessity, relative skills required to do the
work, and in some case, the market. Positions that are similar in type of work,
level of difficulty and level of responsibility are grouped together in the same class.
All positions in the same class are treated alike in such matters as salary and
minimum qualifications.

The Executive Director and Human Resources will periodically review the work
performed by employees to determine whether they are appropriately classified. If
the duties of a position are found to have changed substantially, or the need for
maintaining the position is at issue, the supervisor may recommend that the
position be re-evaluated, reclassified, or abolished. Similarly, job descriptions will
be prepared for any new positions which will be evaluated and classified according
to their relative worth.

SECTION 2.6 Job Descriptions

Job descriptions define essential and other duties that an employee is required to
perform in each classification as a condition of continued employment. They are
not intended to limit the work which may be performed since other tasks may be
assigned that are similar in nature or as needed.

Full job descriptions and salary ranges are available for review and will be provided
by Human Resources upon request.

SECTION 2.7 Assignment and Transfer
2.7.1 Statement of Policy

While it is management’s intent to schedule work and assign personnel in such a manner
as to achieve maximum utilization of the respective employee’s abilities, and while it is
management’s intent to encourage an employee’s progression upward in the same line
of work, it is recognized that conditions which affect Agency’s operations will require
flexibility in work assignments to permit cross-training and to stabilize the workload among
departments. It is therefore also recognized that as conditions require, management will
assign, and Management Employees and Non-Management Employees will perform,
duties which may not be within the usual scope of classification responsibilities.

2.7.2 Temporary Assignments

If an employee is temporarily assigned to the full duties and responsibilities of a higher
classification, he /she will be paid a higher rate for the entire period when working in the
higher wage classification. If assigned to a lower wage classification, the employee will
not earn less than he or /she would normally earn in a pay period in his/her regular
classification.

A temporary job classification assessment form must be submitted to and approved by
the Executive Director in advance.

SECTION 2.8 Promotion
2.8.1 Statement of Policy

It is the intent of the Agency that vacancies shall be filled by internal promotion of qualified
Agency employees when feasible.
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2.8.2 Application Procedure

When the Agency intends to fill a job opening, a notice of such opening listing essential
qualifications and functions of the job shall be placed on appropriate Agency bulletin
board. Employees shall have five (5) working days to apply for the position from the date
of posting. All interested employees must file an application to be considered for the open
position. In the event that no employees apply or are qualified for the position, the Agency
may seek other applicants. The five (5) day in-house posting period may be reduced or
waived when management is faced with emergency circumstances.

2.8.3 Criteria for Selection
M. Minimum Qualifications

To be considered a qualified applicant for any opening, an applicant must possess
the minimum qualifications established for the position and, if applicable, pass any
physical examination or drug and alcohol test that may be required as a conditional
offer of employment.

N. Other Qualifications

The employee’s qualifications will also be assessed in accordance with the
priorities listed below:

Test score, if test is given

Related experience

Ability to progress in position

Documented performance

Oral interview

Experience and performance in previous Agency employment; and
If all else is equal, upon length of employment with the Agency.

2.8.4 Probationary Period

Employees promoted to another position within the Agency shall serve a probationary
period in the new position for the purpose of allowing the Agency to assess the
employee’s performance, ability, conduct and fit in the new position as provided in Section
2.4.2. Promoted employees who hold a regular-full time status may continue using PTO
during this promotional probationary period.

2.8.5 Procedure When Employee Does Not Pass Probation
If the employee is unsuccessful in the new position, the following procedure will apply:
O. If a Vacancy Exists

The employee will be returned to his or her former position provided a vacancy still
exists.

P. If a Vacancy Does Not Exist in the Former Position

1. The employee will be afforded the opportunity to compete in a
vacancy for another position for which the Agency determines he or
she is qualified.
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2. If no other vacancy exists, or if the employee is unsuccessful in the
bidding process for a vacant position, the employee may be laid off. Layoff;
however, for a period of one year following layoff, the employee will be
eligible to be rehired in the first available opening for which he or she is
determined to be qualified.

SECTION 2.9 Anti-Nepotism Policy and Non-Fraternization Policy
2.9.1 Statement of Policy

The Agency’s policy is to hire, promote and transfer employees on the basis of individual
merit and to avoid any hint of favoritism, conflict of interest or discrimination in making
such decisions. The employment of relatives, spouses or domestic partners is regarded
as a potential violation of this policy. Even if favoritism, an actual conflict of interest, or
discrimination is not shown, the existence of the situation may precipitate an appearance
of unfairness or conflict of interest.

2.9.2 Relatives, Spouses or Domestic Partners in Same Department, Work Area or
Facility

An employee’s relatives, spouses or registered domestic partners (as defined under state
law) may only be employed within the same work area, department or Agency facility
when the following criteria are met:

3. Such employment does not adversely affect safety, morale, security,
internal financial control, or supervision and the individuals involved
do not work in direct supervision of each other.

4. An employee neither initiates nor participates in making institutional
recommendations or decisions which would directly affect
employment status of their spouse, registered domestic partner or
relative(s). These recommendations/decisions include, but are not
limited to, selection, appointment, retention, tenure, work
assignments, promotion, demotion or salary.

The Agency may prohibit assignment or reassign employees if, in its sole
discretion, it finds that any of the above criteria are not met.

2.9.3 Application of the Policy

5. "Relatives” refer to persons related by blood or marriage, or any
relative residing in the immediate household of the employee
(including, but not limited to: wife, husband, parent, child,
grandparent, brother, sister, in-laws, aunt, uncle, step relatives).

6. This policy also applies to persons who are registered domestic
partners as defined under state law.

2.9.4 Marriage or Registered Domestic Partnership Arising Between Employees
While Employed

1. Should two employees marry or form a registered domestic
partnership while both are employed by the Agency, they may
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continue their employment in the same jobs provided that the criteria
set forth in Section 2.9.2 are met.

2. If the criteria are not met, one of the employees in the marriage, or
registered domestic partnership, must change jobs, work locations
or leave the Agency. The couple will make a decision within thirty
(30) days of the marriage or partnership, as to which of the two of
them will change positions. If this decision is not made within 30
days, based upon its business needs, the Agency reserves the right
to determine which employee will be transferred or whose
employment will be terminated based upon the operational interests
and needs of the Agency.

2.9.5 Non-Fraternization

In order to promote the efficient operation of the Agency and its business and to avoid
misunderstandings, complaints of favoritism, other problems of supervision, security and
morale, and possible claims of sexual harassment — managers and supervisors are
forbidden from dating or pursuing romantic or sexual relationships with employees whom
they supervise, directly or indirectly. Employees who violate this provision will be subject
to discipline, up to and including discharge.

SECTION 2.10. Performance Evaluation

An employee serving a six (6) month probationary period shall receive evaluations from
their immediate supervisor at completion of the employee's probationary period. A three
(3) month evaluation may be conducted by their immediate supervisor upon request by
the employee or if the employee is not meeting a minimum performance standard as
outlined in the job description. Failure to reach an overall “Fully Exhibits” rating for
management employees or “Meets Standards” rating for non-management employees,
by the six-month review will be considered as failing probation. An employee may be
released from employment upon failing probation or at the discretion of the Executive
Director an employee failing to reach an overall “Fully Exhibits” rating for management
employees or “Meets Standards” rating for non-management employees at the end of
their six-month probation review may have their probation period extended to up to three
(3) months.

Evaluations for permanent employees shall be completed annually.

Such evaluations shall be on forms and under procedures prescribed by the Executive
Director.

Salary movement through a pay grade will be based on performance which is reviewed
on an annual basis on the employee’s anniversary date.

Pay grade ranges are approximately 20% from beginning step to the top of the pay grade.
An employee may receive an increase within their pay grade based upon their
performance and NVTA Board allocation of a salary pool. Once an employee reaches
the top of their pay grade they will still be subject to annual performance reviews.

The pay grades will be adjusted annually and indexed to the average of County of Napa,
Sonoma County Transportation Authority, and Solano County Transportation Authority
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increases for a given year or Bay Area Consumer Price Index (CPI) for all labor within
Napa County, whichever is greater.

The results of the performance evaluation shall be taken into account in the
following ways:

7. A discretionary leave of absence will be granted only to an employee
whose last evaluation was at least satisfactory.

8. The general record of service as well as specific and immediate
disciplinary charges will be taken into account when disciplinary
action against an employee is proposed and the discipline, if any, is
assessed.

9. Merit salary increases will be determined by the Executive Director
and can be awarded only to those employees whose current overall
evaluation is at least “Fully Exhibits” or above for management
positions, and at least a “Meets Standards” or above for non-
management positions.

4, If a non-probationary employee is at “Does Not Exhibit or Building
Competencies” in two or more specific areas, or receives an overall
rating of “Does Not Exhibit” that employee will be evaluated again
within three months. Continued failure to meet performance
expectations will lead to further disciplinary action up to and including
discharge.

SECTION 2.11. Resignation

Any employee, other than the Executive Director or At Will employees, wishing to
leave service in good standing shall file with the Agency a signed written
resignation giving at least two weeks’ notice of his/her intention to leave the
service, unless the Agency consents to an earlier separation.

The written resignation shall be forwarded to the Executive Director. The
Executive Director may request an exit interview with the separating employee.

Any employee who leaves service without so filing a written resignation shall have
such fact entered in his/her service record and may, by action of the Executive
Director, be denied employment opportunities with the Agency in the future.

SECTION 2.12. Layoff
2.12.1 Statement of Policy

When it is necessary to reduce the working staff of the Agency for lack of work or lack of
funds or for other causes outside of the worker’s control, the Agency shall determine the
classes of positions in which the reduction is to be made and the number of positions to
be affected, except that this Section 2.12 shall not apply to At Will employees. Reduction
in staff within the designated classes of positions shall occur in the following order:

10. Employees who have temporary status.
11. Employees who are probationary.
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12.  Part-time regular employees.
13.  Full-time regular employees.
2.12.2 Layoff Order

The Agency shall determine the employees to be laid off within a class of positions on the
basis of an employee’s performance and/or special qualifications needed by the Agency.

2.12.3 Notice

The Agency will give employees notice of any reduction in staff at least two weeks prior
to the effective date.

2.12.4 Reinstatement from Layoff

Full-time employees who are laid off will be given the right of first refusal in filling future
vacancies in the position from which he/she was laid off for a period of one year.

2.12.5 Benefits

During periods of lay off, health care coverage remains available if premiums are paid by
the employee in accordance with carrier regulations and limitations and COBRA/Cal-
COBRA laws as applicable. Such benefit will be available for a period of time consistent
with COBRA/Cal-COBRA.

SECTION 2.13. Personnel Files
2.13.1 Statement of Policy

The Agency maintains personnel files on all employees. The files contain confidential
information such as job applications, resumes, documentation of performance, salary
changes, benefit elections and other employment records.

2.13.2 Employee Responsibility to Ensure Accuracy of Personnel Records

The accuracy of personnel records is essential for the proper handling of many items of
great importance to employees, including the emergency notification of family, income
tax deductions, insurance coverage, and other fringe benefits from the Agency. It is the
employee’s responsibility to keep the Agency updated on personal information so that the
Agency may effectively handle those programs and tasks which are for the employee’s
benefit.

In order that the Agency may keep complete and current records, it is mandatory that the
employee notify the Agency office immediately whenever there is a change in the
employee’s following information:

14. Address

15. Telephone Number (Note: As a condition of employment, it is
necessary that the employee present a telephone number where
he/she can be reached by his/her Supervisor directly without having
to go through other parties.)

16.  Person to notify in the event of an emergency.
17.  Name, through marriage or otherwise.
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18.
19.
20.
21.
22.

Marital status

Number of dependents
Insurance beneficiary
Military Status

Driver’s license number and date of expiration when a condition of
employment.

2.13.3 Duty to Provide Accurate Information

Any misrepresentations, falsifications, or material omissions by an employee on his or
employment documents may result in disciplinary action up to and including termination

of employment.

2.13.4 Access to Personnel Files

An employee may request to review his or her personnel file by submitting a written
request twenty-four hours in advance to the Executive Director or designee. If an
employee disagrees with any item contained in his or her personnel file, the employee
may add a document containing his or her version of the disputed item.
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SECTION 3 HOURS OF WORK AND COMPENSATION

SECTION 3.1 Work Schedules
3.1.1 Work Schedules

New employees will be advised of their work schedules when they commence
employment with the Agency. From time to time, it may be necessary for the
Agency to change employee work schedules. Employees are expected to
cooperate with these changes and are expected to arrange their personal
schedules to comply with their assigned work hours.

3.1.2 Standard Work Schedule

The standard work schedule is forty (40) hours. The core work hours are 9:00 a.m.
to 4:00 p.m. with at least 30 minutes for lunch. The standard hours and/or days of
a standard work schedule may be altered upon request by the supervisor and with
approval of the Executive Director. Alternate Work Schedules (9-80’s AND 4-10’s)
may be authorized by the Executive Director and approval will be placed in the
employees personnel file. Employees with an alternate work schedule are required
to sign and abide by the Alternate Work Week Schedule Policy. Employees in a
probationary period are not eligible to participate in an alternate work schedule.

3.1.3 Standard Work Week

The Standard workweek is a seven-day period beginning at 12:00 a.m. on
Saturday and ending at 11:59 p.m. on Friday.

3.1.4 Flex Time

“Flex time” occurs where an employee varies his or her regularly scheduled start
or end time. It is confined to a normal work week as defined above.

Flex time for employees is subject to prior approval by the employee’s supervisor
and the Executive Director. Prior written approval from employee’s supervisor and
the Executive Director shall be obtained no later than the conclusion of the
previous work shift.

Exempt employees are expected to be on duty at the times they can most
efficiently discharge those tasks relative to supervising their employees and to
meet other business requirements such as meetings or public outreach events. If
this is at a time other than normal business hours they can notify the Executive
Director and have their normal duty hours changed to so reflect.

SECTION 3.2 Meal and Rest Breaks
3.2.1 Meal Breaks

Employees shall take an unpaid 30 or 60 minute meal break. Such meal break
shall be scheduled at approximately mid-way through the workday.
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3.2.2 Rest Periods

Employees are permitted one 15-minute rest period for each four (4) hour work
period. These breaks shall be scheduled about midway through each four (4) hour
period.

3.2.3 Meal and Rest Breaks May Not Be Combined or Postponed

Rest and meal periods are provided so the employees may rest, obtain
nourishment and rejuvenate during the workday. Employees may not combine
rest periods or add them to meal breaks. Nor may employees postpone their rest
or meal periods to the end of the workday in order to leave earlier.

SECTION 3.3 Compensation
3.3.1 Statement of Policy

As a public entity, the Agency is committed to rendering the highest level of service
possible at a fair and reasonable cost. The Agency’s ability to achieve this
objective is affected by a number of factors, one of which is the quality performance
of Agency employees. In order to attract and retain highly competent employees,
promote continuous superior performance, and give full recognition to Agency
financial constraints, the following criteria will be considered in establishing
employee compensation:

23. The impact of compensation on the cost of services, financial
position of the Agency, and overall operational cost.

24.  Compensation paid for similar work in other public and private
organizations.

25.  The relative value of individual employee’s services to the success
of the Agency.

26. The general and specific performance of employees.

27. Status of the labor force, economic conditions, recruitment and
retention experience, and other factors influencing the maintenance
of a stable and efficient work force.

The Executive Director or their designee shall develop an annual Salary and
Benefits package for submission to the Board each year. The schedule shall set
forth the positions approved by the Board, together with proposed salary ranges
and employee benefits, for the upcoming fiscal year beginning July 1. Salary
ranges and employee benefits are to be reviewed and considered by the Board for
adjustment for each fiscal year as part of the budget adoption.

3.3.2 Wage Rates

Employees will be paid within the salary range established for their job
classification. A list of job classifications and applicable salary rates is maintained
in the Agency’s business office.

From time to time, salary rates may be adjusted to reflect inflation, deflation or
other cost of living changes. The Bay Area Consumer Price Index, and/or the
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average of salary adjustments for Napa County, Sonoma County Transportation
Authority, and Solano County Transportation Authority as published at the time of
the Executive Director's development of the recommended annual Salary and
Benefits package shall be referred to in considering the possible adjustment of
salary rates. Nothing herein shall constitute an implied or specific agreement by
Agency to grant cost of living increases or as to the amount of any such increase.
The purpose of this provision is to provide a framework for the development of the
annual Salary and Benefits package that is subject to review and approval by the
Board.

3.3.3 Pay Schedule

Wages will be paid on a bi-weekly basis. Wages will be paid within fourteen (14)
calendar days following the end of the pay period. If paid by check in lieu of direct
deposit, such paychecks not picked up by 4:00 p.m. on payday will be mailed.

3.3.4 Payroll Deductions

An employee’s earnings and payroll deductions are shown on a check stub with
the employee’s paycheck. The check stub should be examined and retained for
personal records.

The Agency will make the following deductions from an employee’s earnings:
Q. Mandatory Deductions

Federal Income Tax (Withhold Tax)

State Income Tax

State Disability Insurance (S.D.1.)

B nh =

Garnishments/Wage Attachments
R. Employee Authorized Deductions

-

Employee deferred compensation contributions
2. Medical and dental insurance contributions

Other Deductions Agreed Upon in Writing by the Employee and
permitted by law.

3.3.5 Updating Payroll Information

During the course of employment, changes affecting payroll status will probably
occur from time to time. Examples are changes in marital status, name change
due to marriage, changes in number of dependents and changes required to adjust
an excessive or insufficient tax withholding situation. Questions concerning these
changes should be directed to the Human Resources department.
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SECTION 3.4 Timekeeping
3.4.1 Employees
S. Time Sheet

Each employee is responsible for preparing an individual time sheet weekly. The
employee should accurately record regular and authorized overtime hours worked
and leave usages. Time sheets must also reflect the accurate coding within the
timekeeping system for each job performed during the week.

T. Submission of Time Sheets

Each employee must electronically submit his or her time card, verifying its
accuracy, and have the time sheet reviewed and approved by his/her supervisor
or Designee. Employees are expected to submit their time sheets promptly as
directed by the Executive Director, or his/her Designee.

3.4.2 Consequences of Falsifying Time Records

Falsification of time sheets, recording time for another or signing the timesheet of
another will result in disciplinary action up to and including discharge.

SECTION 3.5 Overtime
3.5.1 Statement of Policy

Overtime work may be necessary to complete a work assignment or tend to the
public’s needs. Examples are special events, community outreach and emergency
service. Overtime must be required by and authorized by his/her supervisor.
Refusal to work, after requested to do so under those circumstances, will be
grounds for disciplinary action.

3.5.2 Exclusion from Policy

For purposes of determining entitlement to overtime pay under the federal Fair
Labor Standards Act (FLSA), employees will be either classified as exempt or non-
exempt based upon the nature of their duties. Exempt employees are not entitled
to overtime pay.

3.5.3 Overtime Pay

An employee who works overtime shall be compensated at a rate of one and one
half (1 %) time the employee’s regular rate of pay in cash or compensatory time
off. Employees must specify at the time of timesheet submittal how they would
like to be compensated.

Unless otherwise provided below, overtime is defined as any time actually worked
in excess of forty (40) hours in an employee’s standard workweek. For employees
on an alternate work schedule (including four (4)-ten (10) and nine (9)-eighty (80)
schedules), overtime is defined as any time actually worked in excess of an
employee’s standard work day in a consecutive twenty-four (24) hour period or
forty (40) hours in an employee’s standard workweek.
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Overtime pay must be approved in advanced by employee’s supervisor and the
Executive Director prior to performing the work.

Napa Valley Transportation Authority
[26]
108



SECTION 4 STANDARDS OF CONDUCT

SECTION 4.1 Equal Employment Opportunity
4.1.1 Statement of Policy

The Napa Valley Transportation Authority is an equal opportunity employer. The
Agency does not discriminate against qualified applicants or employees with
respect to any terms or conditions of employment based on an applicant’s or
employee’s race, color, national origin, ancestry, religion, physical disability,
mental disability, medical condition, marital status, domestic partner status, sex
(including pregnancy, childbirth and related medical conditions), gender (including
gender identity), age (over 40), sexual orientation, political affiliation, veteran’s
status, or any other characteristic protected by federal, state or local law.

The Agency subscribes to all federal and state laws that are intended to protect
the right and opportunity of all persons to seek, obtain and hold employment
without discrimination or abridgment because of the foregoing characteristics.

4.1.2 Employee, Supervisor and Management Responsibilities

All employees are charged with the responsibility of furthering equal employment
opportunity by identifying and reporting incidents of discrimination. Agency
managers and supervisors are further required to ensure that principles of equal
employment opportunity and non-discrimination are followed with regard to
recruitment, hiring, placement, promotion, transfer, demotion, layoff, termination,
pay and other forms of compensation, training and general treatment of employees
during employment.

In any instance where an employee believes that this policy has been violated, that
employee is encouraged to consult with the Agency's Executive Director. If the
alleged violator is the Executive Director, contact Human Resources to direct you
to consult with the Chair of the Board with the assurance that no reprisals
(retaliation) or otherwise adverse action will be taken against the employee.

SECTION 4.2 Anti-Harassment/Discrimination Policy
4.2.1 Statement of Policy

The Agency is committed to providing a work environment free from harassment
and discrimination as defined by this policy. Agency policy prohibits discrimination,
sexual harassment and harassment because of race, color, national origin,
ancestry, religion, physical disability, mental disability, medical condition, marital
status, domestic partner status, sex (including pregnancy, childbirth and related
medical conditions), gender (including gender identity), age (over 40), sexual
orientation, political affiliation, veteran’s status, or any other characteristic
protected by federal and state law. All such harassment and discrimination is
prohibited. Persons protected from harassment and discrimination under this
policy includes job applicants, employees and independent contractors.
Applicants, employees or independent contractors are protected from harassment
that is perpetrated by Agency officials, managers, supervisors, employees, and by
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non-employees when the harassment occurs in the course of Agency work.
Employees who violate this policy will be subject to disciplinary action, up to and
including termination.

4.2.2 Definitions

u.

“Discrimination”

For purposes of this policy, discrimination may occur by either:

1.

V.

Treating members of a protected class less favorably because of
their membership in that class. The protected groups are based
upon race, age, religion, color, national origin, ancestry, physical or
mental disability, medical condition, marital status, sex, sexual
orientation, gender or self-identified gender.

a) “Sex” is defined as including, but not limited to pregnancy,
childbirth, or medical conditions related to such pregnancy, as
well as one’s gender (see California Government Code,
section 12926(p)).

b) “‘Gender” is defined as including a person’s sex, gender
identity and gender related appearance and behavior whether
or not stereotypically associated with the person’s assigned
sex at birth (see California Penal Code, section 422.56).

Having a policy or practice that has a disproportionately adverse
impact on protect class members.

“Harassment”

Conduct which constitutes harassment in violation of this policy includes,
but is not limited to:

1.

Making or using derogatory comments, slurs, jokes or epithets which
are related to an individual’s race, religion, gender, self-identified
gender, sex, or is of a sexual nature, or are based on any other
identified protected category, as set forth in section 4.2.2.A.1. above,
or are otherwise deemed inappropriate.

Assaulting, touching, impeding or blocking movement, making
derogatory gestures, or any physical interference with normal work
movement which is motivated or related to an individual’s protected
status as set forth in section 4.2.2.A.1, above.

Displaying derogatory posters, letters, poems, graffiti, cartoons or
drawings that involve or relate to an individual’s protected status as
set forth in section 4.2.2.A.1, above.

Sexual harassment as defined in section 4.2.2.C, below.

Retaliation against an employee, or person who provides services to
NVTA pursuant to a contract or other covered individual who:
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a) Files or responds to a bona fide complaint of harassment or
discrimination; or

b) Acts as a witness or otherwise cooperates in the investigation
of a harassment or discrimination complaint; or

c) Serves as an investigator in processing complaints of
harassment or discrimination.

C. Sexual Harassment”

1. For purpose of this policy, sexual harassment is any behavior that
includes unwelcome sexual advances and other verbal or physical
conduct of a sexual nature when:

a) Submission to, or rejection of, such conduct is used as the
basis for employment decisions that influence or affect an
individual's career (such as promotions, salary, employment
conditions or other aspects of a career development); or

b) Such conduct unreasonably interferes with an individual’s job
performance;

C) Creates an intimidating, hostile or offensive work
environment.

2. All of the conduct described in 4.2.2.B. (1)-(3), above, when it is of a
sexual nature; or

3. Deliberate, repeated or unwelcome sexual advances, offering
employment benefits in exchange for sexual favors or making or
threatening reprisals after a negative response to sexual advances.

Sexual harassment can occur between employees of the opposite or same sex. It
is prohibited for males to sexually harass females or other males, and for females
to sexually harass males or other females.

4.2.3 Zero Tolerance

The Agency maintains a zero tolerance stance regarding violations of this policy.
This means that serious cases of employee harassment, discrimination or
retaliation related to a complaint made pursuant to this policy will lead to
recommendations for immediate dismissal by the Executive Director.

Conduct of the nature prohibited by this policy will be considered misconduct and
will subject an offending employee to disciplinary action even if the conduct does
not rise to the level of legally actionable harassment, discrimination or retaliation.

4.2.4 Complaint and Investigation Procedure

Employees and contractors should not wait until a situation becomes severe or
pervasive or impairs their work performance before reporting harassment or
discrimination. The Agency’s goal is to prevent harassment and, if it does occur,
to stop it at the earliest opportunity.
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If the employee believes that he/she has been harassed or discriminated under
this policy, or if the employee believes he/she has witnessed harassment or
discrimination, the employee should inform his/her supervisor, Human Resources,
or the Executive Director of the Agency as soon as possible after the incident. The
complaint should include details of the incident or incidents, names of the
individuals involved and names of any witnesses. Supervisors or management
employees who are aware or have been notified of any alleged incident of
harassment or discrimination must immediately refer all such complaints or reports
to Human Resources and to the Executive Director.

If the Executive Director is the harasser, the employee can report the
harassment/discrimination to the chairman of the Board of Directors.

If the employee does not feel comfortable reporting the incident to his/her
supervisor, Human Resources or the Executive Director, he/she may report the
incident to any other supervisory or management employee, or the chair of the
Board of Directors.

Whenever the Agency is made aware of a complaint or report of
harassment/discrimination under this policy, the Agency will conduct an
immediate, thorough and objective investigation of the situation. Cooperation with
such investigations is required of all employees.

If the Agency determines that harassment/discrimination prohibited by this policy
has occurred, effective remedial action will be taken in accordance with the
circumstances involved. Any employee determined by the Agency to have
engaged in prohibited harassment/discrimination will be subject to appropriate
disciplinary action, up to and including termination.

In addition to the foregoing methods of complaint, an applicant, employee or
contractor may choose to file a harassment/discrimination complaint with the
California Department of Fair Employment and Housing at http://www.dfeh.ca.gov
or the federal Equal Employment Opportunity Commission at
http://www.eeoc.gov/.

4.2.5 Prohibition on Retaliation

The Agency strictly prohibits retaliation against any applicant, employee or
contractor who complains of harassment or discrimination or participates in any
manner in an investigation into workplace harassment/discrimination. Examples
of retaliation prohibited by this policy include the following:

J Disciplining a complainant or rejecting a complainant for employment
because it is believed the allegation of harassment is untrue or the
allegation of harassment/discrimination is not supported by
subsequent findings of an investigation;

o Subjecting complainants or witnesses to materially adverse
employment decisions because of their participation in a workplace
harassment/discrimination complaint or investigation;
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o Ostracizing or demonstrating hostility to a complainant or witnesses
because of their participation in a workplace
harassment/discrimination complaint or investigation.

If the Agency finds that any employee, including a supervisor or manager, has
engaged in retaliation, he or she shall be subject to disciplinary action, up to and
including discharge.

4.2.6 Prevention

Prevention is the best method for avoiding harassment, discrimination and
retaliation.  Supervisory and managerial employees are charged with the
responsibility of taking steps to prevent harassment/discrimination and retaliation
from occurring in the workplace. Failure to take appropriate action to prevent
and/or correct harassment/discrimination or retaliation shall be deemed a violation
of this policy and shall subject the offender to disciplinary action up to and including
discharge. If the Executive Director is the harasser, the employee can report the
harassment/discrimination to the Chair of the Board of Directors who will
investigate the complaint in the same manner that the Executive Director would
investigate complaints filed by other employees. If the employee does not feel
comfortable reporting the incident to his/her supervisor, or the Executive Director,
he/she may report the incident to any other supervisory, management employee
or Human Resources.

SECTION 4.3 Mutual Respect and Courtesy Rule
It is the Agency’s philosophy and practice to treat one another with respect and courtesy.

Employees who violate this policy will be subject to disciplinary action, up to and including
termination.

SECTION 4.4 Reasonable Accommodation
4.4.1 Statement of Policy

In furtherance of the Agency’s policy to provide equal employment opportunity, the
Agency will provide reasonable accommodation to allow people with physical or
mental disabilities to apply for employment and perform their jobs.

4.4.2 Conditions Covered By This Policy
W. Disability
The term “disability” means:

1. A physical or mental disorder or condition that limits one or more of
the maijor life activities of such individual; or

2. A record of disorder or condition; or
Being regarded as having such a disorder or condition.
X. Conditions Excluded

Individuals who currently use drugs illegally are not protected by the disability laws
and do not have rights to reasonable accommodation. This includes people who
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use prescription drugs illegally. However, persons who no longer use drugs
illegally and have either successfully completed a supervised drug rehabilitation
program, or are currently participating in a supervised rehabilitation program, or
desire to voluntarily enter and participate in such a program do have protection as
provided under applicable disability laws.

4.4.3 Examples of Reasonable Accommodation

Each request for an accommodation will be evaluated on a case-by-case basis.
Reasonable accommodation may include:

o Making existing facilities used by employees readily accessible to
and usable by individuals with disabilities;

. Job restructuring or modified work schedules;

o Acquisition or modification of equipment or devices;

o The provision of qualified readers or interpreters;

o Appropriate adjustment or modifications of examinations, training

materials or policies; and/or
. Reassignment to a vacant position.
4.4.4 Requests for Reasonable Accommodation

To request reasonable accommodation under this policy, an applicant or employee
must submit a written statement to the Human Resource Department which
indicates the general nature of the physical or mental disability and identifies his
or her abilities and functional limitations with respect to the job limitations of the ¢
disability. The statement should also request reasonable accommodation
because of the limitation(s) caused by the disability. The applicant or employee
shall assist the Agency in determining if and what reasonable accommodation
might be provided by identifying:

1. Any special methods, skills or procedures which would enable him
or her to perform tasks or functions that he or she otherwise might
not be able to perform because of his or her disability;

2. The potential accommodations the Agency might make that would
enable him or her to perform the essential functions of the job,
properly and safely, including special equipment, changes in the
physical layout of the job or other accommodation; and

3. Any equipment aids or services that the applicant or employee is
willing to provide and utilize that the Agency is not required to
provide.

If the applicant or employee requires secretarial or other assistance in preparing
the request due to his or her disability, such assistance will be provided upon
request.
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4.4.5 Medical Information

An applicant or employee who identifies himself or herself as having a disability
and who requests reasonable accommodation will be required to provide
documentation, including medical documentation, sufficient to establish the
existence of the physical or mental disorder or condition, the limitations caused
by the condition, and the need for accommodation.

Any information obtained regarding the medical condition of the applicant or
employee will be collected and maintained on separate forms, in separate medical
files, and treated as a confidential record. Such confidential information may be
released as follows:

4. To inform the supervisors and managers of the disabled employee
regarding any restrictions on the work or duties of the employee or
accommodations necessary;

5. To inform first aid and safety personnel, when appropriate, if the
disability may require emergency treatment;

6. To respond to requests from governmental officials investigating
compliance with the disability laws; and

7. To workers’ compensation offices and second injury funds as
required by law or for insurance purposes under certain conditions
for those who establish, sponsor or administer health or life
insurance benefit plans.

4.4.6 The Interactive Process

The Interactive Process can begin in a number of ways. However, unless the
disability or the need for accommodation is obvious, it is the responsibility of the
employee to inform the supervisor or the Human Resource Department that an
accommodation is needed in order to perform the essential job functions.
However, the duty to provide a reasonable accommodation may arise even when
no request is made, e.g., when the supervisor, Executive Director, or Human
Resources becomes aware of the disability, whether or not there is a request by
the employee for a reasonable accommodation. Once the need for reasonable
accommodation is known, the Agency, by and through the employee’s supervisor,
or Executive Director, and Human Resources department, will engage in the
Interactive Process, which includes, but is not limited to:

1. Review of the essential functions of the position;

2. Engagement in an interactive dialogue with the employee to
ascertain the precise job related limitations imposed by the
employee’s disability and how those limitation would be overcome
with reasonable accommodation;

3. In consultation with the employee, identification of the potential
reasonable accommodations and assess the effectiveness each
would have in enabling the employee to perform the essential
functions of the position;
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Consideration of the preference of the employee to be
accommodated regarding an alternative employment reassignment;
and

Selection and implementation of the reasonable accommodation
most appropriate for the Agency in collaboration with the employee’s
input.

4.4.7 Miscellaneous Guidelines

8.

10.

11.

Reasonable accommodation does not negate requirements for good
job performance, successful completion of assigned training,
adherence to generally accepted standards of behavior and
adherence to supervisory instructions.

An employee with a disability who is reassigned to a vacant, lower
classified position as an accommodation will receive the lower salary
of that position.

If the essential job functions and/or duties of a position occupied by
an employee with a disability are expanded, revised or modified, the
conditions and procedures stated shall apply to any evaluation of the
employee’s ability to perform the essential functions of the changed,
revised or modified position and the Agency’s determination whether
reasonable accommodation can be provided.

An employee who has a question regarding the application of the
policy and procedure should contact the Executive Director.

SECTION 4.5 Appearance, Conduct and Hygiene
4.5.1 Statement of Policy

Agency employees are expected to maintain professionalism in the workplace to
promote a positive impression for staff, stakeholders, and visitors. Employees
often come into contact with the public, which judges the quality of the Agency
service by the appearance and conduct of its employees and has the right to
expect workplace appropriate clothing, neat appearance, good manners, orderly
workspaces and competent and respectful service. Therefore, Agency employees
will be expected to adhere to the following guidelines.

4.5.2 Guidelines on Appearance, Conduct and Hygiene

12.

13.

14.

All employees are expected to exercise good hygiene and be well
groomed.

All employees having long hair or wearing a moustache or beard
must keep them clean, trimmed, combed, and otherwise groomed so
as not to interfere with worker safety.

Employees must dress in a manner that demonstrates propriety, is
functional, and affords them safety from unnecessary risk of injury.
Office employees should not wear shorts, sweatpants, tank tops,
shabby or holey denims, or suggestive or inappropriate clothing.
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15.

16.

When, on occasion, employees have to deal with discourteous
persons, it is especially important for them to maintain their friendly
attitude. Continuing courtesy on the part of employees will do much
to promote an excellent relationship between the Agency and the
community.

All Employees are expected to exercise tidiness and organization in

all areas of the workspace, including their assigned workstation. The
workstations are to maintain desktops free of clutter, food, loose papers
and non-essential items.

17.

Secure all sensitive or confidential documents in locked cabinets

and log out or shut down computer systems when not in use.

7.

Employees are responsible for ensuring walkways and common

areas are clear and unobstructed.

SECTION 4.6 Attendance and Punctuality
4.6.1 Statement of Policy

In order to offer high quality service, the Agency’s operations must be appropriately
staffed. Absenteeism and tardiness cause undue burdens on co-workers and
impede the service the Agency provides to the community. Therefore, regular
attendance and punctuality are job requirements for all employees of the Agency.

4.6.2 Reporting Requirements

18.

19.

20.

21.

Employees are expected to report to work on time and ready for duty
at the time prescribed.

Employees may not leave work without prior supervisory approval
during working hours or prior to the end of a scheduled work time.

Employees who foresee the need to be absent, tardy or leave early
from work should notify their supervisor/Department Head, Human
Resources, the Administrative Assistant and the Executive Director
of the anticipated absence as far in advance as practicable and
obtain approval for such absence.

An employee who will be absent or late to work must notify their
supervisor/Department Head, Human Resources, the Administrative
Assistant and Executive Director prior to the start of the employee’s
shift. This process must be repeated daily unless the employee is
on an approved leave of absence. An employee must keep their
supervisor/Department Head, Human Resources, and Executive
Director informed of when he or she plans to return to work. An
employee who does not return to work from a leave of absence on
the approved date shall be deemed absent without leave (AWOL)
and shall be subject to automatic resignation.

Napa Valley Transportation Authority

[35]
117



22.  An employee who is physically unable to provide notice of an
absence prior to the start of the employee’s work day must provide
notice as soon as practicably possible.

23. Absences, including tardiness, must be accurately reported on time
sheets in 15 minute increments. Employees who are tardy will not
be paid for the time they are absent.

4.6.3 Discipline

Failure to provide a supervisor with advance notice of an absence or late arrival
for work, frequent or prolonged absenteeism or tardiness, or falsification of time
records may result in disciplinary action up to and including discharge.

Employee absences which are protected by law (e.g., military leave, workers
compensation leave, family medical leave, “kin care” leave, pregnancy disability
and other approved disability leaves, witness or jury duty leave, voting leave, court
appearances for crime victims, and leave for certain school activities) will not be
counted in determining whether the employee is meeting job requirements for
attendance.

SECTION 4.7 Secondary Employment
4.7.1 Statement of Policy

The Agency expects its employees to devote full attention to their Agency
responsibilities during regularly scheduled work hours. The Agency will not
tolerate any secondary employment, which interferes in any way with the
performance of duties for the Agency including, but not limited to, the following:

24.  Actual conflict in hours of employment;
25.  Being tired or unfit for duty because of outside employment;

26. Where the secondary employment creates an actual or apparent
conflict of interest in regard to Agency employment.

4.7.2 Notification and Approval

Employees must notify the Agency of all secondary employment. Any employee
who engages in after or before hours work at a secondary job must accomplish the
following:

27. Receive the written permission of the Executive Director prior to
accepting secondary employment. In the case of the Executive
Director, he/she must receive authorization from the Board of
Directors;

28. When requested by the Executive Director, obtain from the
secondary employer a waiver of liability for the Agency;

29. It is incumbent on the employee to make it clear to the secondary
employer that he, the employee, is not performing any duties as a
representative of NVTA;
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30. Once approval is granted by the Executive Director, immediately
notify the ED if the secondary employment poses an actual or
potential conflict with regards to the employee’s Agency
employment.

SECTION 4.8 Causes for Discipline
4.8.1 Statement of Policy

The purpose of this policy is to establish standards of conduct and work
performance for employees that are consistent with the efficient and effective
delivery of public services. When conduct or job performance does not meet these
standards, the Agency will endeavor to provide employees with a reasonable
opportunity to correct the deficiency in the Agency’s sole judgment.

4.8.2 Standards of Conduct

The standards set forth below are intended to provide employees with notice of
what is expected of them and provide examples that may lead to disciplinary
action, up to and including discharge. This list is not meant to be exhaustive or all
inclusive, but rather it is a set of examples of unacceptable behavior for which
disciplinary action could result

31.  Poor performance; unsatisfactory work quality or quantity;
32.  Neglect of duty, including sleeping on the job;

33. Insubordination;

34.  Excessive absenteeism or tardiness;

35. Unexcused absences, failing to properly report absences, or leaving
work early without permission;

36.  Failure to keep supervisor aware of employee’s whereabouts during
duty time when availability may be required;

37. Misuse of or damage to Agency tools, vehicles, equipment or other
property;

38. Moving violations or accidents in an Agency vehicle;
39. Violation of safety rules or practices;

40. Falsifying, altering or making a material omission on employment,
medical, financial, payroll, timekeeping, or other Agency records;

41.  Performing non-Agency work during work hours;
42. Dishonesty;
43. Special treatment or favoritism of one customer over another;

44. Use, possession, sale or being under the influence of alcoholic
beverages or illegal drugs during work hours or on Agency premises
(including vehicles) or other violation of the drug and alcohol policy;

45.  Violation of the anti-harassment or discrimination policies;
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46. Fighting, engaging in violent or threatening behavior or other conduct
in violation of the Agency’s workplace violence policy;

47. Discourteous treatment of the public or other employees, as defined
by the Mutual Respect and Courtesy Rule (Section 4.3);

48. Conviction of a crime that reflects unfitness for the employee’s
position or unfitness to work around the Agency’s employees,
property or the public;

49.  Other failure of good behavior during or outside of duty hours which
is of such a nature that it causes discredit to the Agency and his or
her employment; and

50.  Other violation of Agency policies or rules.
SECTION 4.9 Discipline
4.9.1 Statement of Policy

The purpose of this policy is to establish procedures for the discipline of
employees; except Section 4.8 shall not apply to At Will or temporary employees.
When the job performance or the conduct of a probationary or permanent
employee falls below standards set by the Agency, including the Standards of
Conduct set forth in Section 4.7, then depending on the severity of the misconduct
or performance problem, the Agency may take disciplinary action, up to and
including discharge.

4.9.2 Progressive Discipline

The Agency will endeavor to afford the employee with an opportunity to improve
when dealing with performance or conduct problems. Different types of discipline
may be utilized as determined appropriate in the sole discretion of the Agency and
discipline need not adhere to a sequential order of progressive discipline. Types
of discipline may include: verbal or written warnings, written reprimands,
suspension without pay, demotion and discharge.

Y. Suspension without Pay

For more severe violations or continued, uncorrected performance or misconduct
problems, an employee may be suspended without pay. Where suspension
without pay is recommended for a permanent employee, the employee will have
the right to a Skelly meeting and a post-disciplinary appeal.

Z. Demotion

The Agency may impose a demotion to a position having a lower salary range for
disciplinary purposes. A disciplinary demotion may be utilized for continued,
uncorrected performance deficiencies. Where demotion is recommended for a
permanent employee, the employee will have the right to a Skelly meeting and a
post-disciplinary appeal.
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AA.Discharge

Discharge will be considered for severe violations, failure to respond appropriately
to prior performance improvement plans, and/or multiple disciplinary infractions in
a short period of time. Where misconduct is severe and egregious, immediate
discharge may be imposed. = Where discharge has been recommended for a
permanent employee, the employee will have the right to a Skelly meeting and a
post-disciplinary appeal. The discharge will be documented in the personnel file.

4.9.3 Administrative Leave

In cases involving alleged severe employee misconduct, or where the presence of
the employee may interfere with the investigation into the employee’s alleged
misconduct, or where the interests of public or workplace health and safety or the
Agency’s business operations may be jeopardized by the employee’s presence,
the Executive Director may place the employee on paid administrative leave
pending an investigation into the circumstances. During such administrative leave,
the employee will be required to be available by telephone to the Agency during
regular business hours and to promptly respond to requests for information by the
Agency. The employee should not enter Agency premises during administrative
leave without permission by the Executive Director.

4.9.4 Procedures for Disciplinary Action of a Permanent Employee

Where discipline of a permanent employee involves disciplinary actions that result
in loss of salary or change in employment status (such as suspension without pay
or demotion or discharge), the following provisions shall apply:

A. Notice of Proposed Discipline

The employee’s supervisor shall inform the employee in writing of the proposed
disciplinary action, which shall not be effective until at least five days from the date
the notice of proposed action is served on the employee. This notice shall include
a copy of the charges and the reasons for the proposed disciplinary action. This
notice shall also include a copy of all relevant documents upon which the proposed
disciplinary action is based. The notice shall advise the employee of his/her right
to respond to the proposed action either in writing or to hold a meeting to respond
(Skelly meeting). Notice may be served on the employee by either U.S. mail or
personal delivery. Notice by U.S. mail shall be deemed served five days after
deposit with the U.S. postal service.

B. Skelly Meeting

The employee may request a meeting to respond to the proposed disciplinary
action. The meeting shall be held with the appropriate manager. Following the
meeting or employee’s written response, the ED or manager shall determine
whether to proceed, modify, or set aside the proposed disciplinary action.

C. Notice of Discipline

The employee shall be informed in writing of the final disciplinary action. A copy
of the Notice of Discipline shall be placed in the employee’s personnel file. This
notice shall include a copy of the charges, the reasons for disciplinary action, and
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provide the effective date of the action. This notice shall also include a copy of all
relevant documents upon which the disciplinary action is based. The notice shall
advise the employee of his/her right to appeal the disciplinary action. Notice may
be served on the employee by either U.S. mail or personal delivery. Notice by U.S.
mail shall be deemed served five days after the date of deposit with the U.S. postal
service.

D. Right to Appeal

Within five days of service of the Notice of Disciplinary Action, a permanent
employee may request to appeal the disciplinary action in writing to the ED. An
employee may only appeal a disciplinary action that results in loss of salary or
change in employment status. The ED, or ED’s designee, shall serve as the
hearing officer for the disciplinary appeal. The hearing officer shall make findings
based upon the written statement of the charges and upon information presented
at the hearing, both oral and in writing. The hearing officer shall determine whether
there is just cause for the discipline and whether the discipline is appropriate. The
hearing officer may approve, modify, or withdraw the disciplinary action. The
hearing officer shall notify the manager of his/her determination in writing. The
hearing officer’s decision is final and binding.
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SECTION 5 HEALTH AND SAFETY ON THE JOB

SECTION 5.1 Job Safety
5.1.1 Statement of Policy

The Board of Directors desires to maintain a safe place of employment for Agency
employees, and to that end Agency management will make all reasonable
provisions necessary for the safety of employees in the performance of their work.

5.1.2 Employee Responsibility

It is the obligation of employees to become familiar with the provisions of the
Agency Safety Manual and the lliness and Injury Prevention Program and to work
accordingly. Further, employees are required to report to their supervisor all
unsafe conditions encountered during the course of their work.

5.1.3 Injury Reporting
Prompt Reporting

All employees of the Agency are covered by Workers Compensation Insurance
and any injury or disability arising out of and in the course and scope of
employment, however slight, shall be reported by the injured employee to the
Executive Director and Human Resources as promptly as possible following its
occurrence.

SECTION 5.2 Workplace Violence Prevention Plan
5.2.1 Statement of Policy

The Napa Valley Transportation Authority is committed to the safety and security
of its employees, customers, and visitors to its workplace. To prevent workplace
violence, the Agency will address behavior that suggests a propensity for violence
prior to a violent behavior occurring in accordance with the established plan as
required by SB 533.

NVTA’s Workplace Violence Prevention (WVP) plan is available upon request for
examination and copying to our employees, contractors and the Chief of Cal/OSHA
and/or designee.

5.2.2 Responsibility and Authority

The Executive Director, or assigned designee, is the designated WVP Plan
Administrator (Administrator) and has the authority and responsibility for
developing, implementing, and maintaining this plan and conducting or overseeing
any investigations of workplace violence reports. The Executive Director, or
designee, shall solicit feedback and input from employees in developing and
implementing the WVP plan. Active involvement of employees could include, but
is not limited to, their participation in identifying, evaluating, and correcting
workplace violence hazards; in designing and implementing training; and in
reporting and investigating workplace violence incidents. Staff training and
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evaluation of identifying workplace hazards will occur at time of hire, annually and
as needed based on the plan’s effectiveness.

Managers and Supervisors Responsibilities include:
* Implementing the plan in their work areas;
* Providing input to the Administrator regarding the plan;

» Conduct inspections of their work areas to identify workplace violence
hazards per accordance with the Cal/OSHA Plan;

» Participating in investigations of workplace violence reports; and

» Answering employee questions concerning this plan.
Employees Responsibilities include:

» Complying with the plan;

» Maintaining a violence-free work environment;

* Attending all training;

* Following all directives, policies, and procedures; and

* Reporting suspicious persons in the area and alerting the proper
authorities when necessary.

5.2.3 Conduct Prohibited By This Policy

The Agency will not ignore, condone, or tolerate threats of violence or workplace
violence by any employee, appointed or elected official, volunteer, contractor,
client, or visitor.

» Threats of violence include both verbal and non-verbal conduct that
causes a person to fear for their safety because there is a reasonable possibility
they might be physically injured and that serves no legitimate work-related
purpose.

» Workplace violence means any act of violence or threat of violence that
occurs at the work site. The term workplace violence shall not include lawful acts
of self-defense or defense of others.

Workplace violence includes the following:

e The threat or use of physical force against an employee that results in, or
has a high likelihood of resulting in, injury, psychological trauma, or stress,
regardless of whether the employee sustains an injury

¢ An incident involving the threat or use of a firearm or other dangerous
weapon, including the use of common objects as weapons, regardless of
whether or not the employee sustains an injury

Napa Valley Transportation Authority
[42]
124



Workplace violence can be categorized into four types:

Type 1: Workplace violence committed by a person who has no legitimate
business at the work site - includes violent acts by anyone who enters the
workplace with the intent to commit a crime

Type 2: Workplace violence directed at employees by customers, clients, patients,
students, inmates, or visitors

Type 3: Workplace violence against an employee by a present or former employee,
supervisor, or manager

Type 4: Workplace violence committed in the workplace by someone who does
not 2 work there but has or is known to have had a personal relationship with an
employee

5.2.4 Reporting Procedure

Everyone has the responsibility to prevent violence in the workplace. Employees
are encouraged to report any incident that may be a violation of this policy to an
Agency manager or supervisor and may use the Workplace Violence Reporting
Form to assist in their report. An employee may also reach out to the NVTA Board
Chair and/or General Counsel if the employee believes the workplace violence is
being caused by a manager or supervisor, or not satisfactorily resolved by a
manager or supervisor.

E. Emergencies

Where an injury has occurred or it appears to an employee that there is an
immediate danger of injury, the employee should call 911 immediately for help.
Personal safety is the first priority. The employee should inform their supervisor,
Human Resources or the Executive Director of the emergency as soon as
possible.

F. Non-Emergencies

In all other cases where an employee is aware of any conduct that violates this
policy, the employee should immediately report it to his or her supervisor, Human
Resources or the Executive Director.

5.2.5 Corrective Actions

All reports of workplace violence will be taken seriously and dealt with promptly.
Any person who engages in violent or threatening behavior shall be subject to
removal from the premises as quickly as safety permits. Investigations into reports
of workplace violence will be conducted by the Executive Director, Human
Resource Manager and manager designee. Employees who are found to have
violated this policy may be subject to disciplinary and/or corrective action, up to
and including discharge based on the investigation findings. Additionally, all
reporting parties will be notified as to how the Agency is responding to the reported
incident and of the resolution, to the extent allowed by law.
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In appropriate cases, the Agency may also seek temporary protective or
restraining orders to keep offending individuals away from Agency facilities or
employees. The incident and correlating information will be documented in the
Violent Incident Log for recordkeeping, corrective action, and reporting purposes.

The Agency will not tolerate retaliation or intimidation against any employee who
makes a report of workplace violence or participates in an investigation of such a
complaint.

5.2.6 Recordkeeping

The Human Resource Manager will be responsible for record maintenance.
Records of workplace violence hazard identification, evaluation, and correction
will be created and maintained for a minimum of five years.

Training records will be created and maintained for a minimum of one year and
include training dates, contents or a summary of the training sessions, names
and qualifications of persons conducting the training, and names and job titles of
all persons attending the training sessions.

Violent incident logs will be maintained for a minimum of five years.

Records of workplace violence incident investigations will be maintained for a
minimum of five years. These records shall not contain “medical information,” as
defined in subdivision (j) of Section 56.05 of the Civil Code.

SECTION 5.3 Alcohol and Drug Free Workplace
5.3.1 Statement of Policy

The Agency has a vital interest and obligation in maintaining safe, healthful and
efficient working conditions for its employees and in supplying products and
services safely to customers. Employee possession of and/or being under the
influence of drugs or alcohol on the job are inconsistent with these interests and
obligations. This policy and procedure establishes the rules, rights and obligations
of all employees and Agency contractors regarding the use, possession, sale, or
transport of alcohol and drugs on Agency property or while conducting Agency
business.

5.3.2 Definitions
G. Legal Drug

A legal drug includes prescribed drugs and over the counter drugs, which have
been, under US law, legally obtained and are being used for the purpose for which
they have been prescribed or manufactured.

H. lllegal Drug

An illegal drug includes any drugs and drug synthetics which have not been legally
prescribed or obtained, such as: stimulants, depressants, hallucinogens, narcotics,
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volatile substances, and any substance by which its nature alters normal physical
or mental functions.

l. Under the Influence

For purposes of this policy and procedure, “under the influence” means that the
employee is affected by a drug or alcohol or combination of both in any detectable
manner. The symptoms of influence are not confined to those consistent with
misbehavior, or to obvious impairment of physical or mental ability such as slurred
speech or difficulty in maintaining balance. A determination of influence can be
established by a professional medical opinion, a scientifically valid test, and in
some cases such as alcohol, by management opinion.

J. Agency Property

Agency Property includes lands owned, leased or upon which the Agency has a
right-of-way, buildings, facilities, vehicles, equipment, parking lots, and company
owned property used by employees such as lockers, desks, cabinets, etc.

K. Reasonable Suspicion

Reasonable suspicion is a belief based on objective and documented facts or
evidence sufficient to lead a reasonable, prudent person to suspect that an
employee is under the influence of alcohol or drugs so that the employee’s ability
to perform the duties of the job is impaired, or so that the employee’s ability to
perform his/her job safely is reduced.

5.3.3 Pre-Employment Drug and Alcohol Screening

The Agency may maintain a pre-employment drug and alcohol screening practice
designed to prevent the hiring of persons who use illegal drugs, or who use legal
drugs or alcohol to the extent that safe job performance would be impaired on
safety sensitive positions.

L. Notification to Prospective Employees

Prospective employees will be notified of the Agency’s drug and alcohol policy and
pre-employment alcohol and drug screening test prior to an offer of employment
and, usually, at the time they are interviewed for a position.

M. Time of Test

Finalists for Agency employment will receive a conditional offer of employment that
may be contingent upon passing an alcohol and drug screening test and any
physical examination requirement for the position being sought. The drug and
alcohol screening test will be administered by a medical laboratory qualified to
administer such test.

N. Consent to Test

Upon receipt of a conditional offer, the prospective employee must consent to the
drug and alcohol screening test and must sign an Authorization for Release of
Physical Examination Results, permitting the test results to be released to the
Agency.
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O. Disqualification from Employment

A candidate for Agency employment shall be disqualified from further
consideration for employment upon any of the following occurrences:

1. Refusal to consent to a drug and alcohol screening test or refusal to
authorize the release of the results to the Agency.

A positive test for illegal drugs or alcohol.

A positive test for legal drugs which, after medical consultation, the
Agency determines will impair the candidate’s ability to safely
perform the job in question or will jeopardize the well-being of others.

5.3.4 Prohibition on Possession, Use, Sale or Transport of Alcohol or Drugs
P. lllegal Drugs and Alcohol

Having possession of, manufacturing, distributing, using, being under the influence
of, selling, or transporting illegal drugs or alcohol by any employee while on the
job, on Agency property, or while conducting Agency business is prohibited.
Reporting to work under the influence of illegal drugs or alcohol is also prohibited.

Q. Notification of Criminal Drug Conviction

Any employee who is convicted of or pleads guilty or no contest to a drug-related
crime occurring in the workplace must immediately report such conviction or plea
to the Executive Director.

R. Legal Drugs

The use of or being under the influence of any legally obtained drug by any
employee while on the job, on Agency property, or while conducting Agency
business is prohibited to the extent that such use or influence may affect the safety
of the employee, co-workers, the public, the employee’s job performance, or the
safe and efficient operation of the Agency. An employee may continue to work
even though under the influence of a legal drug if the employee’s supervisor has
determined, after consulting with the Executive Director and the employee’s doctor
that the employee can work safely. Otherwise, the employee may be required to
take a leave of absence or comply with other appropriate action determined by
management.

S. Notification

An employee must notify his/her supervisor before commencing work when taking
any medication or drug, prescription or nonprescription, which may interfere with
safe and effective performance of duties and/or the operation of Agency
equipment.

5.3.5 Reasonable Suspicion Testing

When a supervisor/manager has a reasonable suspicion that an employee is under
the influence of drugs or alcohol, the employee may be directed to take a drug and
alcohol test. The facts and circumstances of the supervisor's/managers
reasonable suspicion shall be documented in writing and provided to the
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employee. The Executive Director must approve the employee’s referral for a drug
and alcohol test.

T. Conduct of Test

All drug or alcohol tests shall be conducted by a reputable laboratory of the
Agency’s choice.

U. Valid Prescriptions

An employee shall have the right to provide, within 24 hours of the drug or alcohol
test, a valid prescription for any medication or drug which may be identified during
the test. The prescription must be in the employee’s name and be prescribed by
a licensed physician prior to the drug or alcohol test.

V. Refusal to Take Test

An employee who refuses to submit to a drug and alcohol test that has been
approved by the Executive Director, shall be relieved from duty without pay, and if
intoxicated or physically or mentally impaired, be taken to his/her place of
residence. Refusal to take a test under this policy will subject the employee
disciplinary action, up to and including discharge.

5.3.6 Search or Inspection of Agency Property for lllegal Drugs or Alcohol

Employees have no expectation of privacy in Agency-owned equipment, including
desks and cabinets. The Executive Director may search or authorize the search
of desks and cabinets. The Executive Director may authorize the search or
inspection of Agency-owned lockers for illegal drugs or alcohol whenever there is
reasonable suspicion.

5.3.7 Disciplinary Action

Violations of the provisions of this policy and procedure will result in disciplinary
action, up to and including discharge.

5.3.8 Drug and Alcohol Assistance Programs
W. Voluntary Assistance

The Agency encourages employees to voluntarily seek outside assistance for drug
or alcohol abuse problems prior to the need for Agency action. Employees are
invited to use the Employee Assistance Program (EAP) contracted by the Agency.
Administration also maintains a list of approved drug and alcohol abuse agencies
and facilities, and a request may be made to the Executive Director for assistance.
Such requests will be held in strict confidence to protect the rights, privileges,
benefits, and family of the employee. An employee’s decision to seek assistance
from an outside rehabilitation agency or facility will not be used as the basis for
disciplinary action.

X. Seeking Assistance After Alcohol or Drug Related Misconduct

It is the responsibility of an employee to seek assistance before drug and alcohol
problems lead to disciplinary action. Once a violation of this policy occurs,
subsequently entering into a rehabilitation program will not necessarily lessen
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disciplinary action and may, in fact, have no bearing on the determination of
appropriate disciplinary action.

SECTION 5.4 Fitness for Duty
5.4.1 Statement of Policy

In furtherance of the Agency’s goal to maintain a safe, healthful and productive
environment, all employees reporting for work and during times when they are paid
subject to call shall be fit for duty. “Fit for duty” means the ability to perform all
required physical and mental tasks associated with the employee’s job duties to a
satisfactory level and without endangering self, others, or property.

5.4.2 Employee Responsibility

No employee shall report to work while unfit or remain on the job after becoming
unfit (for any reason) to perform his/her job duties. Failure of an employee to
comply with this requirement may result in disciplinary action, up to and including
discharge.

5.4.3 Pre-Employment Medical Examinations

The Executive Director may identify job classifications within the Agency that will
require a pre-employment medical examination. Finalists for these positions will
receive a conditional offer of employment that is contingent upon the candidate
successfully passing a pre-employment medical examination and drug and alcohol
test. The purpose of the pre-employment medical examination is to determine if
the candidate is fit to perform the duties of the job for which he or she is being
considered.

Y. Notice

All employment applicants for these positions will be informed of the medical and
drug/alcohol testing requirements prior to receiving the conditional job offer.
Usually, notice will be given in the job announcement and during the interview
process.

Z. Consent

Finalists who receive a conditional offer of employment will be asked to sign a
consent form confirming their voluntary participation in these tests as a prerequisite
to consideration for employment. A candidate who refuses to submit to any or all
of these tests will not be considered for employment for the position for which
he/she has applied.

AA. Examination

All examinations will be performed by or at the direction of a physician designated
by the Agency. The attending physician will determine if the candidate for
employment is capable of performing all duties of the job as required by the job
description and physical requirements checklist.
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BB. Examination Results

A candidate who is deemed unfit or unable to perform the duties of the job as a
result of the medical examination will be informed of the results of the examination.
The candidate may provide medical evidence that he/she is physically fit and able
to perform the duties of the job, which will be considered before a final
determination is made.

5.4.4 Post-Employment Fitness for Duty Examinations

If a supervisor/manager has a reasonable cause to believe that an employee is
physically or mentally unfit to perform the duties of his/her job, the
supervisor/manager may recommend that the employee to submit to a fithess-for-
duty examination. The Executive Director shall have the authority to approve the
recommendation.

CC.Reasonable Cause

Reasonable cause means that the supervisor/manager believes that the
employee’s ability to perform the functions of the job is impaired or that the
employee’s ability to perform his or her job duties safely is reduced, and that the
supervisor's belief is based upon observations or evidence that has been
documented.

DD. Examination

Any such examination will be performed by or at the direction of a physician
designated by the Agency. The attending physician will determine if the employee
is capable of performing all duties of the job as required by the job description and
physical requirements checklist.

EE. Examination Results

If the examining physician determines that the employee is fit for duty, the
employee shall be released to return to work. If the examining physician
determines that the employee is not fit for duty, the physician shall notify both the
employee and the Executive Director. The employee will not be permitted to return
to work until he/she is released by the physician. One or more subsequent fitness-
for-duty examinations may be required in order to determine that the employee is
fit to return to work.

5.4.5 Confidentiality of Examination Records

All documentation of pre-employment and fithess for duty medical examinations
will be maintained in confidential and secure medical files, separate from applicant
hiring files and separate from employee personnel files.

SECTION 5.5 Driving
5.5.1 Statement of Policy

Observation of the law and safe driving practices shall be the top priority of all
employees assigned to drive an Agency vehicle or who operate a personal vehicle
in the performance of Agency business.
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5.5.2 Driver’s License Requirements

All employees who operate an Agency vehicle, or who operate a personal vehicle
in the performance of Agency business, must possess and carry a valid, current
California Driver’s License of the proper class (and endorsements) for the vehicle

operated.
A.
1.

Employee Responsibilities

Employees are responsible for maintaining a valid, current California
driver's license of the proper class and endorsements before
operating an Agency vehicle or driving a personal vehicle on Agency
business. Any employee who operates an Agency vehicle or a
personal vehicle in the performance of Agency business without a
valid, current California Driver’s License will be subject to disciplinary
action up to and including discharge.

Employees who drive Agency vehicles or drive a personal vehicle on
Agency business must notify their supervisor immediately in writing
when their driver's license has expired or been suspended or
revoked.

Agency Responsibilities

Managers shall notify the Executive Director when they have
notification that an employee’s driver’s license has expired or been
suspended or revoked.

The Executive Director shall not allow an employee with an expired,
suspended or revoked driver’s license to operate an Agency vehicle
or a personal vehicle on Agency business.

It is the responsibility of Human Resources Manager to see that all
employees are properly licensed for any vehicles they are to drive on
Agency business.

Effect of Failure to Maintain Valid, Current Driver’s License

Where the employee’s applicable written job description requires
driving an Agency vehicle or a personal vehicle on Agency business,
and an employee fails to maintain a valid, current California Driver’s
License, the employee will be disqualified from such employment
and terminated.

Reasonable Accommodation of Disabled Employees and
Applicants

Where driving is a requirement for a particular position, an applicant
or employee who does not possess a valid, current California Driver’s
License because of a disability may be eligible for reasonable
accommodation. For example, if driving is a non-essential function
of a particular position, the driving function may be reassigned as a
reasonable accommodation for the disabled worker or applicant. If
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driving is an essential function of the employee’s position, other
accommodation such as reassignment to a different position may be
feasible. Each situation will be addressed on a case by case basis.
Requests for reasonable accommodation should be addressed to
the Executive Director.

E. DMV Automatic Pull Notice

For employees who drive an Agency vehicle or who drive a personal
vehicle on Agency business, the Agency may obtain periodic reports
from the Department of Motor Vehicles that reflect actions and
activities on an employee’s driver’s license record. These reports
will be forwarded to the employee and his or her manager for review
and “initialing off’ that it is true and accurate by both the manager
and the employee. Afterwards, the Pull Notice is placed in the
employee’s personnel file.

5.5.3 Good Driving Record

Every employee authorized to drive an Agency vehicle or drive a personal vehicle
while on Agency business must maintain an overall driving record that does not
have an adverse influence on the Agency’s insurance rates or otherwise create an
unacceptable liability risk to the Agency. The Agency may at the time of
employment, or from time to time thereafter, obtain a copy of an employee’s driving
record to assess the employee’s suitability to drive.

5.5.4 Compliance with Traffic Laws

Employees driving Agency vehicles or driving personal vehicles while on Agency
business must be familiar with and obey the State Vehicle Code. Such drivers
must also obey local traffic rules, traffic control signs, posted speed limits and
parking restrictions. Failure to do so will subject the employee to disciplinary
action, up to and including discharge.

5.5.5 Use of Seatbelts

Seatbelts shall be worn by all occupants of Agency vehicles and by employees
operating personal vehicles while on Agency business. The use of seatbelts is the
law.

SECTION 5.6 Smoking

In keeping with the Agency’s intent to provide a safe and healthful work
environment and in compliance with state and local law, smoking in enclosed
Agency facilities or vehicles is strictly prohibited. Smoking is allowed only on
authorized breaks and lunch breaks, and only outside of work facilities so as not
to disrupt Agency operations.
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SECTION 6 EQUIPMENT AND PROPERTY

SECTION 6.1 Use and Care of Agency Property
6.1.1 Statement of Policy

The Agency provides its employees with the use of tools, equipment, property and
facilities that are necessary for the performance of their work. Employees are
expected to exercise care in the use of Agency property and to use such property
only for authorized Agency business. Misuse or negligence in the care of Agency
property may result in disciplinary action. Agency property issued to an employee
must be returned at the time an employee terminates employment or when the
employee’s supervisor requests its return.

6.1.2 Damage or Loss of Agency Equipment

Employees must promptly report to their supervisor all damage to or loss of Agency
equipment. Lost or broken tools, equipment and other gear will be replaced by the
Agency, but excessive loss or breakage will result in the employee being subject
to disciplinary action.

6.1.3 Key/Access Card Distribution

Keys/Access Cards to Agency locks are issued only to employees and other
authorized individuals. Each key/Access Card is numbered and issued by the
Agency office to a specific individual. Exchanging keys/Access Card, giving
keys/Access Cards out, or copying keys/Access Cards is expressly prohibited and
may lead to disciplinary action.

6.1.4 Personal Use of Agency Property

Agency tools, vehicles, equipment and facilities are provided for use on Agency
business only. Personal use of Agency property is prohibited. Employees are
prohibited from displaying personal property for sale on Agency premises or
property.

6.1.5 Personal Tools or Property

The Agency will provide all tools and equipment reasonably required to perform
the assigned work. The use of an employee’s personal tools, vehicle or other
equipment is not required and will be permitted only in unusual circumstances.

To deter theft or damage to personal property, employees are discouraged from
bringing any personal property into the workplace and should not leave any
personal belongings of value in the workplace. The Agency assumes no
responsibility for loss or damage to the personal property of an employee.

6.1.6 Agency Access to Property

The Agency retains full titte and control, including the right of inspection, over
equipment, property and facilities provided for employee use. Employee privacy
rights do not extend to work-related conduct or the use of Agency facilities, Agency
owned equipment or property. All offices, work areas, desks, file cabinets, files,
computers, data storage devices remain the property of the Agency. Therefore,
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any agent or representative of the Agency can inspect these items or areas at any
time, with or without prior notice.

6.1.7 Entry onto Private Property

All employees shall make a diligent attempt to contact property owners prior to
entry upon private property when performing maintenance and repair tasks. Each
employee is responsible for immediately reporting to the Agency office any
damage to private property, buildings, trees, crops, fences, pipelines or other
damage caused as a result of Agency work or operations or the use of Agency
equipment.

6.1.8 Purchasing

All purchasing of materials and services must adhere to the Agency’s standard
practice.

SECTION 6.2 Phones, Computers, and Other Electronic Equipment
6.2.1 Statement of Policy

The phone, voicemail and computer systems are Agency property. Agency
phones, radios, computers and other electronic equipment (copiers, fax machines,
PDAs (e.g. Blackberry or other Personal Data Assistant device), etc.) should be
used for Agency business purposes only. The Agency reserves the right, in its
sole discretion, to access these systems, including employee voicemail, e-mail and
data stored on computers, at any time. Any personal or personally confidential
activities should be conducted at home on personal equipment, not at work.

This Policy is also intended to notify employees that all Agency Information
Systems and their contents are not confidential or private. That is, all data,
including any that is stored electronically or printed as a document, is subject to
audit, review, disclosure, and discovery. Such data may be subject to
disclosure pursuant to the Public Records Act (California Government Code
Section 6250 et. seq.). Therefore, there is no expectation of privacy in the
use of the Agency’s Information Systems.

The Agency reserves the right to access and monitor employee use of the
Agency’s Information Systems as well as any stored information created or
received by employees with the Agency’s Information Systems. The reservation
of this right is to ensure that the Agency’s Information Systems are used securely
and appropriately in an ethical and lawful manner.

6.2.2 Phone Usage for Personal Reasons

While it is understood that the use of the Agency’s telephones for personal reasons
is occasionally necessary, this privilege must not be abused. Such conversations
should be limited to exigent situations and must be kept brief. Personal toll calls
are not to be charged to the Agency.

6.2.3 Internet Usage

Access to the Internet is provided for the benefit of the Agency and its employees
in the performance of their work. It allows employees to connect to information
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resources around the world. Employees are responsible for seeing that the
Internet is used in a productive, work-related manner.

The Internet shall not be used for personal gain, solicitation of non-Agency
business, or advancement of individual views. Employees may not use Agency-
provided Internet service to access sexually explicit or other material that would
run afoul of the Agency’s anti-harassment policy, nor to access gambling or
gaming sites, or similarly inappropriate information.

Personal usage of the Internet must be kept to a minimum and during employee
break or lunch time.

6.2.4 Decorum of Communications

Employees must conduct themselves professionally and in a businesslike manner
when using Agency telephones, radios, voicemail, or e-mail systems. Employees
are prohibited from using Agency telephones, radios, voicemail or e-mail systems
in any way that is disruptive or offensive to others including, but not limited to,
transmitting information derogatory of other employees, sexually explicit
information, racial or ethnic slurs, or anything else that may be construed as
harassment or disparaging of others. No messages shall be transmitted under an
assumed name. Users may not attempt to obscure the origin of any message.

6.2.5 Installation or Duplication of Software

Employees may not add or install personal software programs on Agency
computers. Further, the Agency prohibits illegal duplication of software and its
related documentation. Employees may only use software contained on Agency
computers according to the Agency’s software licensing agreement.

6.2.6 Discipline

Violations of any aspect of this policy may result in disciplinary action up to and
including discharge.

SECTION 6.3 Agency Vehicles
6.3.1 Statement of Policy

The Agency may provide employees with use of Agency-owned vehicles for
performance of their duties. Observation of safe driving practices shall be the top
priority of all persons assigned an Agency vehicle, as well as proper care of Agency
equipment.

6.3.2 Operator Qualifications

Every driver of an Agency vehicle must have a valid and current California driver's
license for the type of Agency vehicle driven and must be authorized by the
applicable Agency management employee to drive an Agency vehicle.

Every authorized Agency driver must maintain an overall driving record that does not
have an adverse influence on the Agency's insurance rates or otherwise create an
unacceptable liability risk to the Agency. Conviction for driving under the influence,
careless or reckless driving, or any similar moving offense of parallel gravity, whether
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or not in an Agency vehicle and whether or not on duty, may be the basis of
termination of status as authorized driver.

6.3.3 Compliance with Law

All drivers must comply with all applicable motor vehicle laws when driving an Agency
vehicle. Failure to do so will subject the employee to disciplinary action, up to and
including discharge.

6.3.4 Vehicle Categories

For purposes of this policy, each Agency vehicle shall be placed in one of the
following categories:

6.3.5 Limitations on Use of Vehicles
The following rules shall apply to the use of all Agency vehicles:

A. Agency vehicles shall only be used for official Agency business. When
an employee uses an Agency vehicle in any other manner, that
employee shall be deemed to be not on official Agency business.

B. Agency vehicles shall only be driven by employees or officers of the
Agency. With the approval of the Executive Director, Agency vehicles
may be used by non-employees, such as consultants or independent
contractors, when it is determined to be in the best interest of the
Agency.

C. Agency vehicles shall not be used to transport large personal items,
such as sports equipment or animals, or for private towing or hauling
of personal belongings or property of others.

D. Seat belts shall be worn by all occupants while riding in or operating
Agency vehicles. The use of seat belts is the law.

E. The use of cellular phones and electronic devices are prohibited while
driving Agency owned vehicle(s).

F. No Agency vehicle shall be used to push-start another vehicle.
Pets, waterfowl, poultry, fish, reptiles, etc. are not permitted in Agency
vehicles, nor are firearms of any type.

H. All Agency personnel are required to keep their assigned Agency

vehicles in a clean and safe operating condition at all times. No
modifications, changes, additions, addition of any accessory, custom
part or the removal of any factory or Agency item on any Agency
vehicle shall be permitted without the express approval of the
Executive Director.

. Each driver of an Agency vehicle will be responsible for calling any
needed repairs or adjustments on his or her vehicle to the attention of
the Executive Director. Each driver will be responsible for verifying that
his or her vehicle has proper and functioning brakes, lights, windshield
wipers, etc.
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J. All Agency personnel are required to report damage and defective
Agency equipment as soon as possible after detection to ensure that
damaged items or potentially damaged items are repaired and that
service schedules are not exceeded.

K. Each employee will be responsible for immediately reporting to their
supervisor/Department Head or to the Executive Director any accident
in which he or she is involved as a driver of an Agency vehicle. The
employee will further prepare a detailed report of the accident, which
report is to be submitted directly to the Executive Director or designee.
This includes any accidents will on company duty in a private vehicle.

L. Excessive acceleration and other showings of vehicular power
occurring on Agency premises or on private or public property when in
an Agency vehicle and the same occurring on Agency premises,
whether in a personal vehicle or in an Agency vehicle, is not permitted.

M. All Agency personnel shall "lock" and "secure" Agency vehicles when
left unattended.

N. Agency personnel involved in auto accidents should not volunteer
information or admit liability, but merely respond as necessary to
uniformed officers. They should request that their Supervisor, or the
Human Resources Manager to notify police or call for medical
assistance at the scene when necessary.

0. Authorized Passengers:

1. Adults on Agency business are permitted to ride in Agency
vehicles, but only to the extent that seat belts are available.

2. Any individual who is not participating in agency business,
including family members, friends and all children are not
permitted in Agency Pool Vehicles.

3. All Agency personnel are prohibited from picking up hitchhikers
in Agency Vehicles or while on Agency business.

P. When driving an Agency vehicle, stopping and entering any bar or
liquor store is prohibited. Transporting alcoholic beverages at any time
in an Agency vehicle is prohibited

6.3.6 The Vine Bus and Employee Ridership

All regular, full-time and part-time employees are eligible to ride Vine Transit at no
cost. This benefit may be extended to their legal spouse and/or dependent(s)
under the age of 18. Separation from the Agency for any reason other than
Retirement, terminates eligibility. All riders are required to adhere to the Passenger
Code of Conduct written in the Agency Policies, Practices and Procedures Manual
under Transit policies. This privilege may be revoked at any time by the NVTA
Executive Director.
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SECTION 6.4 Employee Purchase Programs
6.4.1 Mobile Device/Personal Office Equipment
FF. Mobile Device Reimbursement Program

NVTA will reimburse managers and exempt employees for up to $1,000 plus tax
for the purchase of a mobile device or tablet to encourage the proficiency of its
management and exempt employees and for interfacing with Granicus or like
software to access and maintain Board and advisory committee packets. If the
employee chooses a device under $1,000, NVTA will only reimburse employee up
to the purchase amount. If over the device exceeds a $1,000 cost, employees are
responsible for the difference.

NVTA will not reimburse employees, unless specified by separate contract for At
Will employees, for costs of data plans, additional software, extra equipment, extra
warranties or other peripheral equipment. Purchases other than the mobile device
are the responsibility of the employee. It is up to the employee to pay for repairs
should the device be damaged or replaced should the device be stolen or lost
within a two-year period.

Mobile devices are eligible to be replaced on a two-year cycle from the date of
purchase. This is done to ensure that systems used for daily business are up-to-
date and under warranty.

Request for participation in this program must be completed using the designated
form which can be provided by Human Resources.

GG.Personal Office Equipment Reimbursement Program

NVTA will reimburse all full time employees for the purchase of office equipment,
software, electronics, or other related items approved by their supervisor in the
amount of $1,000 plus tax to support staff in improving their work environment,
both in office or remote. This program is to be offered on a three year cycle,
effective on the first day of that Fiscal Year. NVTA will not pay for repairs or lost
equipment.

Request for participation in this program must be completed using the designated
form which can be provided by Human Resources.

C. Device Ownership/Program Limitations

Mobile devices are the personal property of the employees. Employees can
choose any device that accommodates the interface of Board Packets.

IRS rules may consider the reimbursement as income and subject to income taxes.
Any additional taxes are the responsibility of the employee.

Business conducted on private devices is subject to the Public Records Act. To
separate personal and business items, you should have an NVTA folder so that a
search of the entire device would not be necessary to isolate personal documents
from public documents or correspondence.
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SECTION 7 TIME OFF AND LEAVES OF ABSENCE

SECTION 7.1 Holidays
7.1.1 Eligible Employees
Full-time Agency employees are eligible for paid holidays as described herein,
7.1.2 Recognized Holidays

Eligible employees are entitled to the following eight (8) holidays off with pay when
they fall on a work day in the basic workweek:

January 1 (New Year’s Day)

The last Monday in May (Memorial Day)

July 4 (Independence Day)

The first Monday in September (Labor Day)

The fourth Thursday in November (Thanksgiving Day)
The day following Thanksgiving Day

December 24 (Winter Holiday)

December 25 (Winter Holiday)

(1)  When a recognized holiday falls on a Saturday, the day immediately
preceding shall be deemed to be the paid holiday. When a recognized
holiday falls on a Sunday, the next day shall be deemed to be the paid
holiday. If December 24 falls on a weekend, it will be observed the
preceding Friday. If December 25 falls on a weekend, it will be observed
the following Monday.

(2)  Permanent part-time employees shall receive the same number of holidays
as regular, full time employees and on a pro-rata basis, proportional to full-
time employment

Holidays will be paid at eight (8) hour increments.
7.1.3 Personal Leave

Eligible employees shall also receive fifty-six (56) hours of personal leave each
calendar year. Non-Management Fair Labor Standards Act (FLSA) exempt
employees will receive an additional 40 hours of non-accrual personal leave each
calendar year.

Personal leave has no cash value and must be used during the calendar year in
which it is received or it is deemed forfeited.

Employees serving a probationary period are not eligible to use personal leave
hours for time off. Those hired after the calendar year begins will receive a pro rata
share of personal leave time based on the number of pay periods remaining in the
calendar year. Any unused hours remaining in the first calendar year of
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employment will be rolled over into the following calendar year for use. Any unused
personal leave hours will be forfeited for any year thereafter.

Permanent part-time employees shall receive personal leave on a pro-rata basis,
proportional to full-time employment.

7.1.4 Board Ordered Holiday

The Board of Directors may from time to time declare additional paid holidays or
half-day holidays at their sole discretion, and the granting of any such holiday shall
not constitute a precedent for continued granting of such holiday or holidays.

7.1.5 Holidays Occurring During Unpaid Leave

Employees will not receive holiday pay for holidays that occur during an unpaid
leave of absence from the Agency, or when the employee is on unpaid leave either
the work day before the recognized holiday or the work day after the recognized
holiday.

7.1.6 Working on Holidays

Eligible employees may be scheduled to work on holidays, in which event, an
FLSA non-exempt employee will be compensated at the overtime rate of pay for
all time worked on such days, in addition to receiving eight hours of holiday pay.
Standby shall not be construed as time worked.

FLSA exempt management employees who are scheduled to work on a holiday
first must obtain prior written approval from the Executive Director in order to be
eligible for flex-time or compensatory time-off for hours worked. Any approved
flex-time must be taken in full-day increments. Standby shall not be construed as
time worked.

SECTION 7.2 Vacation
7.2.1 Purpose

NVTA provides vacation to eligible employees for the purpose of rest, relaxation
and reinvigoration.

7.2.2 Eligibility

Full-time employees are eligible to receive vacation benefits. Vacation begins to
accrue from the date of hire. A probationary employee may begin to take vacation
after the first six (6) months of an employee’s probationary period.

7.2.3 Accrual
HH. Accrual Rates

Every permanent, full-time employee shall accrue vacation leave, in accordance
with the permitted maximums as provided in the schedule below. An employee
shall not accrue vacation in excess of the permitted maximums. The Executive
Director shall give employees a reasonable opportunity to utilize such vacation
within the year so as not to exceed the maximum accrual vacation leave accruals.
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Maximum Accrual for

Years of Con.tinuous Hours of Vacation_ Years of Continuous
Agency Service Accrued/ Pay Period Service

Date of Hire through Year 3 3.8 hours 240 maximum hours
Year 4 through 9 4.8 hours 300 maximum hours
Year 10 through 14 6.2 hours 400 maximum hours
Year 15 through 19 7.2 hours 400 maximum hours
Year 20 through 29 8 hours 400 maximum hours
Year 30 or more 9 hours 400 maximum hours

1. An employee’s new vacation accrual rate will be effective on the first

day of the pay period following the anniversary date of the year
referenced in the above schedule.

Each employee may, with approval of the Executive Director, take
vacation privileges as earned and in accordance with the provisions
of Section 7.2

No person shall be permitted to work for compensation for the
Agency in any capacity during the time of his/her paid vacation from
Agency service.

Vacation leave does not accrue during periods of unpaid leave from
the Agency or when an employee is on short or long-term disability,
unless an employee is on worker's compensation leave, in which
case, vacation continues to accrue.

Each employee has right to receive compensation at the Employee’s
current hourly rate for up to eighty (80) hours per year of unused
vacation so long as forty (40) hours of vacation were actually used
during the calendar year.

Permanent part-time employees shall accrue vacation leave on a pro-rata basis,
proportional to full-time employment.

Management Employees

Management Employees, not in a probationary period shall receive the following:

1.

Eighty (80) hours of management leave credited at the beginning of
each calendar year. The right to surrender up to sixty (60) hours of
management leave each year and be paid for same in cash at their
current hourly rate; provided, however, that a minimum of forty (40)
hours of vacation leave must be used during the calendar year in
which the surrender of management leave occurs before the finance
department is authorized to process the surrender request. Those
hired after the calendar year begins will receive a pro rata share of
management leave time based on the number of pay periods
remaining in the calendar year. Any unused hours remaining in the
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first calendar year of employment will be rolled over into the following
calendar year for use. Any unused leave hours after the second year
and thereafter will not rollover into the following year.

Accrual of vacation leave at the rate of 4.8 hours per pay period, or
accrual of vacation leave at the rate determined in accordance with
Section 7.2.3.A, or accrual of vacation leave at the Employee’s
current vacation leave accrual rate, whichever is higher. This
vacation leave accrual rate will be effective on the date of the
appointment, reclassification, or promotion.

In the case of Management Employees who were not employed by
the Agency at the time of their appointment, but were previously
employed by a city, county, special district, state or federal
government agency, the vacation accrual rate shall be the rate of
vacation leave approved by the Executive Director; providing,
however, this rate shall not exceed the rate of vacation leave accrual
the Employee enjoyed at the Employee’s last place of public
employment, or the rate of vacation leave accrual the Employee
would be entitled to had all prior public agency service of the
Employee been with the Agency, whichever is higher; and further
provided that in no event shall this rate of accrual exceed the
maximum rate the Agency provides to Management Employees.
Work performed for a public agency as a consultant or independent
contractor rather than as an employee, shall not be taken into
account by the Executive Director in approving a vacation leave
accrual rate exceeding the .06 hours per each full hour worked up to
the maximum of eighty (80) hours per pay period.

The right to accumulate a maximum of 600 hours of vacation leave;
the Employee may not earn any further vacation time while accrued,
unused vacation remains at this maximum.
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7.2.4 Scheduling
JJ. Notice

Vacation shall be scheduled with the employees supervisor and the Executive
Director, with due regard for the wishes of the employee and with particular regard
for the needs of the Agency.

Vacations of four (4) consecutive days or more, must be scheduled a minimum of
two weeks before the date of departure. Vacations of three (3) consecutive days
or less must be scheduled at least two (2) working days before departure. Under
special circumstances, the Executive Director may waive these notice
requirements.

All vacation requests shall be submitted in writing.
KK.Intervening Holidays

A holiday falling within a vacation shall not be counted as a day of vacation.
LL. Intervening lliness or Injury

Employees becoming sick or injured while on vacation leave shall be entitled to
change their vacation status to sick leave with a doctor’s verification that the
employee would have been unable to work due to the illness or injury. Employees
must follow the sick leave procedures described in these Policies and Procedures.

7.2.5 Termination or Retirement from Agency

Accrued but unused vacation at the time of an employee’s termination or
retirement shall be administered as follows:

MM. Termination

If an employee terminates employment with the Agency, voluntarily or involuntarily,
and has accrued and unused vacation, he or she shall be paid for each day
recorded in Agency records.

NN. Retirement

An employee who retires and has accrued and unused vacation may elect either
of the following options:

1. Continue to work until the date of retirement and be paid for accrued
and unused vacation; or

2. Discontinue working and take accrued and unused vacation time that
would extend from last day worked up to the date of retirement.

If option (2) is selected, deductions from vacation pay will be the same as if the
employee is actually on the job and health care coverage will continue to be
provided under various group programs through the exhaustion of vacation time.
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SECTION 7.3 Sick Leave
7.3.1 Purpose

The Agency provides paid sick leave in order to prevent a loss of earnings that
may be caused by illness or injury. Paid sick leave is not intended to provide
additional paid time off for reasons unrelated to injury or illness.

7.3.2 Eligibility

Employees are eligible for paid sick leave. Sick leave begins to accrue from the
first day of employment.

7.3.3 Accrual

Each employee shall accrue 3.8 hours of sick leave for each full eighty (80) hour
pay period. There is no limit to the amount of sick leave an employee can accrue.
Sick leave does not accrue during periods of unpaid leave from the Agency or
when an employee is on short or long-term disability status, unless an employee
is on worker’'s compensation leave, in which case, sick leave continues to accrue.

No sick leave shall be paid prior to it being accrued.

Sick leave accrued and unused is forfeited upon termination of employment. For
vested employees, accrued and unused sick leave balances can be used to credit
retirement health benefits per the agency contract with CalPERS.

Permanent part-time employees shall accrue sick leave on a pro-rata basis,
proportional to full-time employment.

7.3.4 Conversion of Vacation to Sick Leave

Employees becoming sick or injured while on vacation leave shall be entitled to
change their vacation status to sick leave with a doctor’s verification that the
employee would have been unable to work due to the illness or injury. Employees
must follow the sick leave procedures described in these Policies.

7.3.5 Employee Notice and Communication

An employee shall contact his or her supervisor prior to the employee’s starting
time each day when absent due to illness or injury. Employees must follow this
procedure every day of illness or injury, except in the case of a pre-approved leave
of absence.

Where an employee is absent for more than three (3) consecutive days, the
employee will be required to submit a doctor’s statement (1) verifying that an illness
or injury prevented the employee from working, and (2) certifying that the employee
is fit and able to return to work. Employees are required to submit a doctor’s
statement consistent with (1) and (2) above if an employee has a regularly
scheduled absence for medical reasons. Management may also require a doctor’s
slip verifying the absence for a shorter period of time where a question of abuse of
sick leave arises.

Employees on an approved leave of absence who do not return on their scheduled
return date and who have failed, in advance of the return date, to obtain an agreed
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extension of leave from their supervisor or the Executive Director, will be
considered to have voluntarily abandoned employment and subject to separation
from Agency employment.

SECTION 7.4 Workers’ Compensation Leave
7.4.1 Purpose

Agency employees are eligible for benefits under the Worker's Compensation
Laws of the State of California for injury or illness arising out of or in the course
and scope of employment. Where such injury or illness necessitates an
employee’s absence from work, an employee shall remain on paid status as
provided herein.

7.4.2 Sick or Vacation Leave Supplementation

When an employee is off work due to an industrial injury, accrued sick leave or
vacation pay may be paid for the first three (3) days. Thereafter payments made
by Worker's Compensation may be supplemented up to base wage entitlement of
that employee to the extent that accumulated sick leave is available and, when
authorized by the employee, vacation days.

7.4.3 Accrual of Benefits during Leave

During the time an employee is on “paid status” while absent from work by reason
of injury or illness covered by Worker's Compensation, he or she shall continue to
accrue all benefits. For the purposes of this section, “paid status” shall include that
period of time during which the Agency coordinates benefits; i.e., that period of
time during which sick leave and vacation days are used to supplement employee
earnings.

If worker's compensation leave is converted to long term disability leave, once
vacation and sick leave balances are depleted, health, dental, vision, and life
insurance premiums will be paid entirely by the employee. In addition, while the
employee is on long term disability status, vacation, holidays, and sick leave
accruals will no longer accrue.

SECTION 7.5 Pregnancy Leave
7.5.1 Purpose

In an effort to further equal employment opportunity for women, employees who
become disabled by pregnancy, childbirth or related medical conditions may be
entitled to job-protected leave or other reasonable accommodation as provided by
California’s Pregnancy Leave Law.

7.5.2 Covered Employees

An employee is disabled from working due to pregnancy, childbirth or a related
medical condition in the following circumstances:

. Inability to work at all because of pregnancy or childbirth
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. Inability to perform one or more essential functions of the employee’s
job without undue risk to the female, the successful completion of the
pregnancy, or other persons

. Suffering from severe morning sickness
. Needing to attend pre-natal care appointments
7.5.3 Leave Rights

A covered employee is entitled to up to four months of leave during any period in
which the employee is actually disabled. Such leave may be taken in a single
block of time or on an intermittent basis or reduced leave schedule. This leave is
in addition to, and does not run concurrent with, any leave the employee may be
eligible for under the Family Medical Leave Act and California Family Rights Act.

At the conclusion of an approved pregnancy disability leave, the employee will be
restored to her original position or a comparable position in accordance with law.

7.5.4 Pay and Benefits

Pregnancy disability leave under this policy is unpaid. However, a covered
employee may use accrued sick or vacation leave or other accrued time off to
cover absences caused by a pregnancy-related disability.

Leave taken under this policy does not constitute a break in service for the
employee.

7.5.5 Employee Notice Obligations

Whenever the need for leave is foreseeable, a covered employee must give the
Agency thirty (30) days advance notice of the need for leave. Covered employees
should make reasonable efforts to schedule any necessary medical treatment so
as not to disrupt the operations of the Agency. The Agency may deny leave where
such notice is not provided.

When the need for leave is not foreseeable, covered employees must provide
notice of the need for leave as soon as practicable.

7.5.6 Medical Certification

An employee requesting such leave will be required to provide a medical
certification from her health care provider verifying the disability, the date it
commenced, and its probable duration.

Upon return to work, the employee will be required to provide a return-to-work
certificate from her health care provider stating that she is able to resume the duties
of her position.

7.5.7 Other Forms of Pregnancy-Related Disability Accommodation

An employee disabled by a pregnancy-related condition may also be eligible for a
temporary transfer to a less strenuous or hazardous position or other form of
accommodation. Requests for accommodation should be directed to the
employee’s Supervisor or the Executive Director.
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SECTION 7.6 Family and Medical Care Leave Act
7.6.1 Statement of Policy

This policy describes the circumstances and conditions under which an employee
may take family care and medical leave as provided under the Federal Family and
Medical Leave Act ("FMLA") and the California Family Rights Act ("CFRA"). This
policy is meant to be read together with the FMLA (29 U.S.C. 2601 et seq.) and
the CFRA (Government Code Section 12945.2) and the regulations adopted to
implement them, all as they are now written or may hereafter be amended. This
policy is separate and distinct from any other leave policies or procedures. The
benefits accorded by these separate policies shall not be combined or otherwise
construed as one policy.

7.6.2 Definitions

A. "Family and Medical Care Leave" means leave, whether paid or
unpaid, taken by an employee on account of:

The birth of a child of the employee.

2. The adoption or foster care placement of a child by the employee.
The serious health condition of a child, parent or spouse of the
employee.

4. The serious health condition of the employee which makes the

employee unable to perform the duties of the employee's position.

B. "Child" means a biological, adopted or foster child, a stepchild, a
legal ward or child of a person in loco parentis who is either under 18
years of age or a dependent adult. A dependent adult is a person
who is over 18 years of age and is incapable of self-care because of
a mental or physical disability.

C. "Health Care Provider" means a person holding a physician's
and/or surgeon's certificate or an osteopathic physician's and/or
surgeon's certificate who directly treats or supervises the treatment
of the serious health condition, or any other person determined to be
capable of providing health care services under the FMLA/CFRA.

D. "Parent™ means a biological, foster or adoptive parent, a stepparent
or legal guardian, or other person who stood in loco parentis to the
employee when the employee was a child. Parent does not include
a parent-in-law.

E. "Serious Health Condition" means an illness, injury, impairment or
physical or mental condition which involves either:

1. Inpatient care in a hospital, hospice or residential health care facility;
or

2. Continuing treatment or supervision by a health care provider of

more than three consecutive days; or
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Continuing treatment or supervision by a health care provider for a
chronic or long-term health condition that is incurable or so serious
that if not treated would likely result in an incapacity for more than
three consecutive days.

"Spouse" means a partner in marriage as defined in Family Code
Section 300. It does not include unmarried persons living together,
but does include persons who are legally married who do not live
together. For the purposes of this policy, spouse is further defined as
a registered domestic partner as specified in California Family Code
Section 297.

"Employment in the Same or Equivalent Position" means
employment in a position that has the same or equivalent duties and
pay that can be performed at the same or similar geographic location
as the position held prior to the leave.

7.6.3 Family and/or Medical Care Leave

Except as hereafter provided, any employee with at least 12 months of service with
the Agency, who has at least 1250 hours of service during the previous 12-month
period, may take up to 12 weeks of family care and medical leave during a 12-
month period with a guarantee made at the time leave is granted that the employee
will be able to return to the same or equivalent position.

A.

For this purpose, "12 month period" means the 12 months
immediately preceding the date an employee takes family care and
medical leave.

Pregnancy disability leave taken by an employee will not be
considered when counting the amount of leave an employee may
take pursuant to this policy.

While on leave under this policy, an employee will continue to be
covered by the Agency’s group health insurance to the same extent
that coverage is provided while the employee is working.

If an employee fails to return to work after the designated period of
leave or when the leave entitlement has been exhausted or expires,
the Agency shall have the right to recover its share of health plan
premiums for the entire leave period, unless the employee does not
return because of the continuation, recurrence, or onset of a serious
health condition of the employee or his/her family member which
would entitle the employee to leave under this policy, or because of
circumstances beyond the employee's control.

Leave under this policy may be granted on an intermittent basis (i.e.,
leaves taken in separate blocks of time due to a single qualifying
reason) or a reduced work schedule to accommodate an employee
qualifying for leave under this policy. An employee may take leave
under this policy on an intermittent basis for his/her own serious
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health condition or for the serious health condition of a qualifying
family member when it is shown to be medically necessary.

Conditions for use of Family/Medical Care Leave:

Notice of Leave. If the need for leave is foreseeable, an employee
must provide the Agency with reasonable advance notice. For this
purpose, "reasonable advance notice" means thirty (30) days' written
notice, if practicable.

Scheduling Leave. If the need for leave is foreseeable due to a
planned medical treatment or supervision, the employee must make
a reasonable effort to schedule it to avoid disruption of Agency
operations.

Medical Certification for Family Care Leave. A request for leave to
care for a child, spouse or parent who has a serious health condition
must be supported by a certificate of a health care provider which
includes all of the following:

a) The date on which the health condition commenced;

b) A statement as to whether a serious health condition of a
family member exists:

i. However, the employee need not (but may, at the
employee's option) identify the serious health condition
involved (i.e., diagnosis).

ii.. Failure to disclose the nature of the serious health
condition may give the Agency reason to doubt the
validity of the certification.

c) The probable duration of the condition;

d) An estimate of the time the employee needs to care for the
individual;
e) A statement that the condition requires family participation to

provide care during the period of treatment or supervision of
the individual requiring care.

4. Medical Certification for Employee's Own Serious Health
Condition. A request for leave for an employee's own serious
health condition must be supported by a certificate of a health
care provider which includes all of the following:

a) The date on which the serious health condition commenced;

b) A statement as to whether the employee is unable to perform
the essential functions of his or her normal position:

I. However, the employee need not (but may, at the
employee's option) identify the serious health condition
involved (i.e., diagnosis).
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G.

ii. Failure to disclose the nature of the serious health
condition, may give the Agency reason to doubt the
validity of the certification.

c) The probable duration of the condition.
5. Use of Accrued Leave:

a) Vacation/Comp Time: An employee who takes family/medical
care leave must use all of their accrued compensatory time
off, if any, and then and all of their accrued vacation in excess
of 80 hours.

b) Sick Leave: An employee who takes family/medical care
leave may only use accrued sick leave as provided in the
applicable under California law.

Limits on Family and Medical Care Leave

The Agency may refuse to allow family and medical care leave if:

1.

The employee fails to furnish the Agency adequate medical
documentation which satisfies the requirements under this policy or
the FMLA or CFRA.

If both parents of a child are employed by the Agency, the Agency
may limit the family care leave for the birth, adoption or foster care
placement of their child to a combined total leave of twelve (12)
weeks in a 12-month period.

Challenge to Medical Certification

When the Agency doubts the validity of a medical certification
submitted by an employee, it may require the employee to obtain at
Agency expense the opinion of a second health care provider
designated and approved by the Agency regarding any of the
information in the original certification. Such second health care
provider may not be one employed by the Agency on a regular basis.

If the opinion of the second health care provider differs from the first,
the Agency may require the employee to obtain at Agency expense,
the opinion of a third health care provider, designated or approved
jointly by the Agency and the employee, concerning the information
in the original certification. The opinion of the third health care
provider will be final and binding on the Agency and the employee.

Employee's Obligation to Periodically Report on His/Her
Condition

An employee on family or medical care leave may be required to
periodically report on his or her status and intent to return to work.
This will avoid any delay to reinstatement when the employee is
ready to return to work.

Napa Valley Transportation Authority
[70]



Status of Employee Benefits While On Leave

Status of Employee. An employee on family/medical care leave
retains employee status, and the leave does not constitute a break
in service for purposes of longevity, seniority, or any employee
benefit plan. For purposes of layoff, recall, promotion, job
assignment, and seniority related benefits, an employee who returns
from leave will have no less seniority than the employee had when
the leave commenced.

Health Insurance. Except as hereafter provided, during
family/medical care leave, the Agency will continue to offer the
employee, and pay its share of the premium for, health insurance for
up to twelve (12) weeks at the same level and under the same terms
and conditions as coverage was provided while the employee was
actually working for the Agency; provided that, if an employee fails
to return from leave for reasons other than the continuation,
recurrence, or onset of the employee's own serious health condition
or other circumstances beyond the employee's control, the Agency
may recover the premiums paid by the Agency on behalf of the
employee.

Other Benefits. During family/medical care leave, an employee will
continue to be entitled to participate in employee health plans for any
period during which coverage is not provided as required in Section
7.6.3.J.2 above, employee benefit plans, including life, short-term or
long-term disability or accident insurance, pension and retirement
plans, and supplemental unemployment benefit plans to the same
extent and under the same conditions as apply to an unpaid leave
taken for any other purpose.

Return from Family and/or Medical Care Leave

The Agency may deny reinstatement of an employee from family and
medical leave to the same or equivalent position where:

a) The employee refuses to return on the date agreed upon; or

b) As a condition of reinstatement of an employee whose leave
was due to the employee's own serious health condition which
made the employee unable to perform his/her job, the
employee must obtain and present a fitness-for-duty
certification from the health care provider that the employee is
able to resume work. Failure to provide such certification will
result in denial of reinstatement; or

C) The same or equivalent position has been eliminated for
legitimate business reasons unrelated to the employee's
family/medical care leave, in which case the employee will
have the rights accorded in the layoff provision of the
applicable Agency policy.
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2. Reinstatement of Key Employees: The Agency may deny
reinstatement of an employee from family and/or medical care leave
to the same or equivalent position where:

a) The employee is among the highest paid 10% of the Agency's
salaried employees; and,

b) Reinstatement would cause the Agency serious and grievous
economic harm; and,

c) The employee was notified at the outset of leave that
reinstatement could be denied.

7.6.4 Status of Prior Policies

This policy supersedes and replaces all other policies on the same subject. The
Agency reserves the right to amend this policy whenever it is appropriate to
conform to state and federal laws, rules and regulations.

SECTION 7.7 Funeral and Bereavement Leave
7.7.1 Purpose

The Agency provides bereavement leave for its employees in the event of a death
in the employee’s family in order to handle family affairs and attend the funeral.

7.7.2 Conditions of Leave
O00.Amount
An employee may take up to five days of Bereavement leave.

An additional limited amount of time off to attend funeral services outside the State
of California may be authorized with pay under special circumstances. The
Executive Director is vested with full discretion to evaluate the circumstances and
make the determination.

Attendance at funerals requiring absences of more than five days may be charged
to accrued vacation or personal leave accounts.

PP. Covered Family Members

Leave shall be afforded under this policy for the death of the employee’s spouse,
registered domestic partner, child, parent, parents-in-law, step-parents, sibling,
step-siblings, and grandparents.

QQ.Deceased Employees

In deference to the memory of a deceased colleague, a limited amount of time off
to attend funeral services may be authorized with pay under special
circumstances. The Executive Director is vested with full discretion to evaluate the
circumstances and make the determination.
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SECTION 7.8 Reproductive Loss Leave
7.8.1 Purpose

The Agency provides job-protected leave for its employees who suffer from certain
reproductive loss events, including miscarriage, unsuccessful adoption,
unsuccessful surrogacy, stillbirth or an unsuccessful assisted reproduction.

7.8.2 Conditions of Leave

An employee may take up to five days of Reproductive Loss Leave upon suffering
a reproductive loss event. The leave must be taken within three months of the
event unless the employee is on or chooses to take leave under another leave
entittement, (such as the California Family Rights Act (CFRA), pregnancy
disability, or bereavement leave), in which case the reproductive loss leave must
be taken within three months of the other leave’s end date. If an employee
experiences more than one qualifying event, the Agency is not obligated to grant
more than 20 days of leave within a 12-month period.

7.8.3 Leave Rights

Leave under this policy is unpaid. However, a covered employee may use accrued
sick or vacation leave or other accrued time off to cover absences caused by a
reproductive loss event.

Leave taken under this policy does not constitute a break in service for the
employee.

It is unlawful for discrimination or retaliation against any employee seeking to
exercise their rights under the law and such requests will be held in strict
confidence to protect the rights, privileges, benefits, and family of the employee.

SECTION 7.9 Jury Duty and Witness Leave
7.9.1 Purpose

The Agency encourages its employees to perform their civic duty to serve on a jury
panel or as a subpoenaed witness and provides leave for such purposes as
described herein.

7.9.2 Jury Duty Leave
RR. Full-time and Seasonal Employees

Time off without loss of pay of up to four (4) weeks shall be granted to full-time
employees called for jury duty. Should jury duty extend beyond four (4) weeks, the
employee will receive unpaid leave for the duration of the jury service. The
employee may elect to use accrued vacation, compensatory time off, personal
leave, or floating holiday leave to cover the remainder of the jury service.
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SS. Part-Time and Temporary Employees

Part-time and temporary employees will be granted time off without pay for jury
duty service. These employees may elect to use accrued vacation, compensatory
time off, personal leave, or floating holiday leave to cover the jury service.

TT. Notice Requirements

All employees are required to provide their supervisor with reasonable advance
notice of jury duty. Employees must provide their supervisor with a copy of their
jury summons prior to the commencement of jury duty leave.

UU. Return to Work

All employees released from jury duty prior to the end of a scheduled work day
must report back to work within one (1) hour after being released from jury duty,
unless there is less than two (2) hours remaining in the employee’s work day at
the time of release.

7.9.3 Witness Duty

All employees will be allowed time off without pay to appear in court as a witness
pursuant to a valid subpoena or other court order. The employee must provide his
or her supervisor with reasonable advance notice of the witness duty. Further, the
employee is required to provide his or her supervisor with a copy of the subpoena
or court order requiring the employee’s attendance. The employee may elect to
use accrued vacation or floating holiday time to cover the time away from work.
All employees who are subpoenaed by court to appear in their capacity and scope
as a representative of the Agency shall be allowed time off with pay for such
witness duty.

7.9.4 Overtime Exempt Employees

Overtime exempt employees who work any portion of the week in which they also
serve on jury duty or as a witness will receive their full salary for that week.

SECTION 7.10 Military Leave
7.10.1 Purpose

The Agency provides appropriate military leaves of absence, benefits and
reinstatement rights to members of the military consistent with the provisions of
the California Military and Veterans Code and the federal Uniformed Services
Employment and Reemployment Rights Act.

7.10.2 Leave of Absence

Any Agency employee who is a member of the United States armed forces, the
National Guard, the Naval Militia or the reserve corps is entitled to an unpaid
leave(s) of absence for ordered military duty including active military training,
inactive duty training, encampment or exercises.

7.10.3 Employee Notice Requirements

Employees must provide advance written or verbal notice of the need for military
leave unless to do so is impossible or unreasonable. Generally, an employee
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should present their service papers to their supervisor as soon as they receive
them. Employees should use their best efforts to arrange inactive duty or annual
trainings at a time that is mutually convenient to the employee and the Agency.

7.10.4 Pay and Benefits While On Military Leave
VV. Pay

Where the employee has been employed by the Agency for at least one year prior
to the start of the leave, the first 30 calendar days of military leave will be paid. No
minimum length of service is required to receive 60 calendar days of pay for a
member of the National Guard who is called to active duty during a declared
emergency. Paid military leave shall not exceed 30 calendar days in any fiscal
year.

After the first 30 calendar days, military leave will be unpaid. Any employee may,
at his or her option, elect to use accrued vacation or floating holiday time to cover
periods of unpaid military leave.

WW. Health Care Coverage

For leaves with duration of 30 days or less, the Agency will continue the
employee’s health care coverage on the same terms as if the employee was
working.

For leaves longer than 30 days, the employee may be eligible to continue health
care coverage for self and dependents at the employee’s own expense for up to
24 months. Employees returning from leave longer than 30 days will be restored
to health care coverage upon their return to work without a waiting period.

XX. Seniority

Any employee who takes military leave retains his or her original seniority date and
all other seniority-based benefits as if continuously employed.

Employees on military leaves will not accrue any vacation or sick leave during
periods of unpaid military leave.

Time spent on military leave will be counted as time worked for purposes of
determining eligibility for family and medical leave.

7.10.5 Reinstatement

The Agency will adhere to the applicable federal or state law that is most beneficial
to the employee in determining reinstatement rights.

Generally, employees must provide timely notice of their intent to return to work
after military service. An employee returning from military leave will be reinstated
to employment in the position he or she would have held had there been no
interruption for military service, if qualified. If reasonable efforts to so qualify the
employee fail, he or she will be returned to the position held at the beginning of the
leave, if qualified.

Reinstatement may be denied if the employee receives a dishonorable or other
disqualifying discharge, fails to timely request reemployment, or the Agency’s
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circumstances have so changed to make reemployment impossible or

unreasonable.

SECTION 7.11 Leaves of Absence without Pay—Accrual of Vacation and Sick Leave

An employee taking leave without pay shall earn vacation leave and sick leave during the
week in which the leave of absence occurs according to the following weekly schedule.
Such vacation leave and sick leave shall be calculated to the nearest tenths as shown in

the chart below:

HOURS OF LWOP PERCENTAGE OF ACCRUAL
2-3.9 90
4-7.9 80
8-11.9 70
12 -15.9 60
16 —19.9 50

20-23.9 40
24 -27.9 30
28 -31.9 20
32-35.9 10

37 —40.0 0

SECTION 7.12 Outside Employment

The Agency forbids employees on a leave of absence, other than military leave,
from holding outside employment during such leave. Employees who violate this
policy will forfeit any leave of absence and will be deemed to have voluntarily
terminated their employment and separated from the Agency.

Napa Valley Transportation Authority

[



SECTION 8 BENEFITS

SECTION 8.1 Insurance
8.1.1 Purpose

The Agency will provide all eligible employees and their dependents access to
group health insurance programs including medical, dental and vision and life
insurance.

8.1.2 Terms of Coverage

The amount and type of coverage, as well as the percentage of Agency
contribution, is subject to change from time to time depending on changes in
applicable premiums.

Information describing coverage is available from the Agency Human Resourced
department upon request. If there is a conflict between the language used here
and the language contained in the group plan documents, the plan documents will
prevail.

8.1.3 Eligibility

Full-time and part-time permanent employees are eligible for medical, dental,
vision and life insurance coverages. The effective date for these coverage’s is the
first of any month following thirty (30) days of continuous service, except for
medical which is effective the first of the month following the employee’s hire date.
Employees returning from layoff shall have full benefits made available to them on
the first of the month following their return to work, without waiting the otherwise
mandatory “waiting period.”

8.1.4 Medical, Dental and Vision Coverage
YY. Payment of Premiums

Presently the Agency pays 96% of the premium for Medical and 100% of the
premium Dental for eligible full-time permanent employees during periods of
regular pay status (including paid time off and paid leave). The agency pays 100%
of benefits for full-time permanent employees with no dependents. The Vision
premium is paid for by the Employee. The Agency does not pay insurance
premiums for employees on an unpaid leave of absence or whose hours fall below
the required minimum for eligibility of at least fifty (50) paid hours per pay period,
unless specifically provided in another Agency policy such as the family and
medical leave policy. Employees can elect to waive coverage providing that they
can show they are covered by health insurance elsewhere.

The monthly premiums for permanent part-time employees shall be paid on a pro-
rata basis proportional to full-time employment.

ZZ. Long Term Disability

As used herein, “long-term disability” means the status reached when an eligible
employee has, during any consecutive 12 month period, been unable to work or

Napa Valley Transportation Authority
[



perform the duties for which employed for 90 calendar days during that period,
because of his or her own ill health or physical or mental disability.

Upon entering long-term disability status, an employee may petition the Board of
Directors for use of accrued vacation or sick leave sufficient to pay premiums as
set by the Agency for continuation of health, dental and vision coverage. Granting
or denial of such petition shall be at the sole discretion of the Board based on their
evaluation of the circumstances in each case. A granting in one case shall not be
construed to have set a precedent when reviewing other cases.

AAA. Continuation of Health Benefits - COBRA

As stated above, the Agency’s health care plans are maintained for employees in
regular pay status and their covered dependents. The federal Consolidated
Omnibus Budget Reconciliation Act (COBRA) and a related state law allow
employees and their dependents to continue health care coverage at their own
expense for up to 36 months if they lose coverage due to termination or other
qualifying events.

BBB. Temporary Employees

Temporary employees are eligible for group health benefits for themselves and
their dependents at their own expense provided the temporary employee qualifies
as provided above and provided further, the employee pays the monthly premium
for the group health care coverage a minimum of 10 days in advance of the first of
each month.

8.1.5 Life Insurance Coverage

The Agency provides life insurance coverage for eligible employees in accordance
with carrier requirements and at benefit levels determined through negotiations
with the applicable employee representative. Presently the Agency pays 100% of
the premium for this insurance.

SECTION 8.2 Retirement
8.2.1 Purpose

The Agency provides retirement benefits to fulltime and part-time, permanent
employees through its plan with CalPERS. The terms of the plan shall govern
retirement benefits.

8.2.2 Plan Overview

CalPERS provides a defined benefit plan. Benefits are based on the employee’s
age, years of credited service and final compensation at retirement. Employees
become fully vested with 5 years of service. For employees hired prior to May 21,
2011 the minimum retirement age is 55 with a benefit formula of 2.5% at 55 (Tier
1); for employees hired between May 21, 2011 and December 31, 2012 the
minimum retirement age is 60 with a benefit formula of 2.0% at 60 (Tier 2); and for
employees hired on or after January 1, 2013 the minimum retirement age is 62
with a benefit formula of 2% at 62 (PEPRA New Members).
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8.2.3 Contributions

The Agency pays the employer's contribution share at the current rate (FY
2025/2026) of 13.460% for Tier 1 members, 10.190% for Tier 2 members and
7.960% for PEPRA members of reportable earnings. The Employee pays the
employee’s contribution share at the current rate of 8% for Tier 1 members, 7% for
Tier 2 members and 7.75% for PEPRA members of reportable earnings. These
percentages are subject to change based on CalPERS rates.

8.2.4 Other Post-Employment Benefits (OPEB)

Effective May 16, 2018, the Agency pays a percentage of $500 cap ($750 for dual
coverage) based on the employees’ years of service, with no future increases.

Years of Service Percentage
10 50%
11 55%
12 60%
13 65%
14 70%
15 75%
16 80%
17 85%
18 90%
19 95%
20 100%

The Agency will pay the Public Employees Medical and Hospital Care Act
(PEMHCA) minimum for individuals with less than 10 years of Authority service at
retirement.

Employees who retired prior to May 16, 2018 (Grandfathered) will receive no less
that their current benefit.

8.2.5 The Vine Lifetime Transit Pass

Upon retirement from the Agency, a regular, full-time employee is eligible to
receive a Vine Bus Lifetime Transit Pass that may be extended to their spouse
and/or dependent(s) under the age of 18 at no cost. Lifetime Transit Pass holders
are required to adhere to the Passenger Code of Conduct written in the Agency
Policies, Practices and Procedures Manual under Transit policies.

SECTION 8.3 Education, Membership and Professional Affiliation Fees
8.3.1 Purpose

The Agency will reimburse tuition, membership, and professional affiliation fees to
eligible employees.

8.3.2 Eligibility

e Must be a regular, full-time employee.
e Must have at least one-year full-time employment.
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o Must meet the performance expectations of his or her current position.

e Must not have any formal disciplinary actions with NVTA within the previous 18
months. Formal disciplinary actions include written warnings, demotions, or
suspension.

e Must have an individual development plan in place, reviewed and agreed to by
the supervisors with recognition that the educational investment is part of the
employee’s development for the current job or for a job to which he or she
would realistically move to within NVTA in the future.

e Undergraduate level and graduate level degree course work, (both credit and
non-credit courses such as continuing education & off-site training) are eligible
for reimbursement, provided the employee’s management agrees that the
intended studies relate to the individual’s current or potential future job at
NVTA. This alignment should be reflected within the employee’s individual
development plan as noted in their performance evaluation.

e Must have clear alignment between the employee’s educational ambitions, the
agency’s needs, the employee’s performance management agreement and
individual development plan.

e Must apply for and be pre-approved before enrolling in courses or any other
type of formal education such as professional certifications. It is advisable for
application to be made a 60-90 days in advance of the course/program to allow
time to consider approval and budgeting, as appropriate.

8.3.3 Education Fees

Tuition for authorized Agency continuing education or a college degree are eligible
for reimbursement. Education must be relevant to enhancing job knowledge or job
related skills, or for the purpose of qualifying for advancement within the Agency
as described in the employee’s development plan. Employees are required to
prepare a written request outlining the objectives for obtaining the education,
expected timeframe, coursework and cost estimates, including tuition and books.
The written request is to be submitted to the Executive Director for consideration
and discretionary approval prior to enrolling in coursework, provided the employee
intends to seek Agency reimbursement. Depending on the cost or relevancy of
the proposed education, the Executive Director may agree to reimburse all or a
portion of the estimated cost. Actual reimbursements are eligible only after the
successful completion of each quarter or semester as evidenced by supporting
documentation from the college or university. Expenses for travel, lodging, meals
or mileage related to education are not eligible for reimbursement.

Employees who accept tuition reimbursement, commit to regular full-time time
service of two (2) years for an under-graduate degree or three (3) years for a
graduate degree, following the successful completion of the coursework. In the
event that an employee voluntarily terminates their employment with NVTA or is
terminated for cause at any time during the course of employment, the employee
agrees to repay NVTA the entire amount of tuition, associated fees, and taxes, if
any, that have been paid for all courses. Repayment will not be required if the
termination of their employment is due to death, long-term disability, layoff or
involuntary termination for any reason other than cause.
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If an employee does not repay any amounts due as indicated above on or before
their last day of employment, any such amounts will be deducted from the
employee’s final paycheck or from other amounts payable to the employee upon
or following termination of employment, and will authorize such deduction.
Employees will also acknowledge that any balance still owed to NVTA after the
deductions referenced above must be repaid to NVTA.

Employees shall be allowed sufficient leave with pay to meet the minimum
education coursework requirement. The allowed leave shall be subject to the
convenience of the Agency and the approval of the Executive Director.

8.3.4 Membership and Professional Affiliations Fees

Employees are encouraged to be members and active participants in job related
professional affiliations. = Memberships in professional organizations, and
certifications or licenses related to transportation, engineering, financial
management, accounting or other governmental affiliations are eligible for
reimbursement as approved by the Executive Director. A maximum of two (2)
memberships per employee totaling no more the $500 per year is available for
memberships to be reimbursed to the employee or paid directly by the Agency.
The Executive Director may authorize an amount greater than this limit on a case
by case basis when it is in the best interest of the Agency.

NVTA reserved the right to amend these Personnel Policies and Procedures at
any time.
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SECTION 1 - COMMUNICATIONS AND PUBLIC AFFAIRS

1. SUMMARY/PURPOSE

The purpose of this policy is to ensure consistency in communicating to the public
and to ensure information is received and understood. Additional policies about
Board and Committee Agenda Preparation and Meeting Procedure Guidelines
section of the NVTA Policies and Procedure Manual. As a public agency, the
NVTA has an obligation to ensure that the public is informed about the agency’s
responsibilities and activities. The Public Communications chapter provides
guidelines on elements of public outreach meetings, publicizing meetings, and
communications with the press.

The policy is also intended to provide guidance on meeting Title VI and
Environmental Justice requirements for planning processes established by the
Federal Highway Administration and the Federal Transit Administration. To that
end, NVTA is committed to:

e Identify residential, employment and transportation patterns of low-income
and minority populations, identify and address needs, and assure that
benefits and burdens of transportation investments are fairly distributed.

o Improve public involvement processes to eliminate participation barriers and
engage minority and low-income populations in transportation decisions.

2. POLICY
A. The policy is applicable to public meeting protocol, the development of public
materials and communications, including but not limited to: meeting materials,
press releases, letters to the editor, presentation materials, and press
interviews.

B. PLANS, NOTIFICATIONS AND PUBLIC MEETINGS

i. Major Plans/Activities

Public Outreach and Meetings are a priority for NVTA. Public meetings
are a critical tool for communicating information about the agency’s
activities and plans. Public meetings should be used to inform
members of the public about major planning activities and to receive
public input. The number of meetings and types of meeting
should be determined by the significance of the activity. Major plan
updates such as the Countywide Transportation Plan and the Short
Range Transit Plan should involve public meetings located in central
locations (e.g. City of Napa, City of American Canyon, etc.) at facilties
that can accommodate and are germane to the community or sub-sector
(e.g. seniors, Spanish-speaking audiences) to which the meeting is
being directed.
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Major plans should also engage stakeholder groups that represent a
broad sector of the community. These groups include but are not limited
to: seniors, Spanish-speaking community, disabled community, transit
riders, bicycle community, Vintner Associations, Grape Grower
Associations, Napa Valley Farm Bureau, Visit Napa Valley, chambers of
commerce, NVTA, City, and Town governments. Existing standing
committees (i.e. Technical Advisory Committee, Community Advisory
Committee, Paratransit Coordinating Council, Active Transportation
Advisory Committee) can serve to represent specific interests.

ii. Minor Plans
Minor plans and technical studies should at minimum convene a
stakeholder committee or working group that is open to the public. This
could include standing committees as referenced in paragraph i. above.

iii. Notification

Public meetings should be noticed 15 days in advance with a written
notification to appropriate groups, including, at a minimum, Board and
standing committee members. Notice should also be placed on the
agency’s websites. Materials should also be posted on the agenda
kiosk at the Soscol Gateway Transit Center and on Vine Buses.
Meeting materials will be translated as requested by
the public.

iv. Conducting Public Meetings
Public meetings should be held in accessible locations that can
accommodate a large number of individuals, and on days and times that
would generate the most participants. Materials should be available in
both English and Spanish. A Spanish and American Sign Language
interpreter should be engaged upon request.

Meeting materials should be printed using font large and clear enough
for all participating members to understand. Visualization tools, such as
maps and diagrams, should be used to help demonstrate ideas and
concepts. Acronyms should be spelled out and defined on all materials.

Presentations should be clear and concise. A meeting agenda should

be provided. A specific time and opportunity for public input should be

designated on the agenda. Information about additional meetings and

opportunities to communicate with the NVTA Board should be shared.
C. Oral and Written News Media Communication

i. Queries From and Interviews With the News Media
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NVTA staff is encouraged to work with the media on stories pertaining
to NVTA, it's projects, policies, plans, and programs. Staff members
should inform their supervisors and the ED about the query or interview
in the event of follow-up questions.

ii. Letters to the Editor
Letters to the Editor must come from the Executive Director and only
when necessary to clarify a news story or to respond to concerns heard
from the public.

iii. Press Releases
Press Releases are to be used to announce public meetings, public
hearings, special events, and noteworthy projects and plans. The press
release will be drafted by the staff for ED review. Once the ED has
approved the press release, the press release is directed to the
Communications Department to be placed on the appropriate form and

distribution. The NVTA Press Release Form is found at:
H:\NVTA\0200 Public Communications\02 Press Releases

D. Presentations to Elected Boards and Councils, Civic Organizations,
Non-Government Agencies and Special Interest Groups

i. Presentations and Meetings to Elected Boards and Other Groups
NVTA Staff is encouraged to engage the public through various
avenues, including presenting to City/Town Councils, the Board of
Supervisors, Civic Organizations, and other interest groups.
Presentations and messaging should be approved by the ED.
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SECTION 2 - SOCIAL MEDIA USE POLICY

1. SUMMARY/PURPOSE

The purpose of this policy is to establish consistent standards for and ensure appropriate
use of NVTA-sponsored Social Media sites in reaching out to the public with the intended
purpose of sharing and gathering information about NVTA and its various projects.

For this policy, “Social Media” (and Social Networking) refers to technologies that allow
NVTA staff to share pertinent and important information over the Internet with the public.
Example include (but are not limited to) NVTA websites, Facebook, Instagram, Nextdoor,
etc. that allow NVTA staff to communicate with a broad audience.

This policy applies to all NVTA-sponsored Social Media sites (“NVTA Social Media sites”)
and to all NVTA employees and approved volunteers, consultants, service providers, and
contractors performing business on behalf of NVTA. This policy is not intended to regulate
the personal (non-work-related) activities of NVTA employees, volunteers or contractors.
Nevertheless, employees are cautioned that blogging under assumed names/identity about
agency-related affairs will not be tolerated.

2. POLICY
A. Application of Related NVTA Policies

All official NVTA presences on Social Media sites are subject to all related
administrative policies, including, but not limited to, confidentiality, conflict of interest,
general conduct and sexual harassment. Please refer to specific NVTA policies that
cover privacy and security of NVTA technology assets (including data and
information) and the Policy for Maintaining a Harassment and Discrimination Free
Work Environment.

B. Front Page Requirements - Identification & Maintenance as a Napa
NVTA Site

To help distinguish NVTA/Vine Transit Social Media sites from non-professional (or
personal) uses of these tools, NVTA/Vine Transit sites must state that they are
maintained by NVTA and that they are subject to this Social Media Policy. Each site
must have the standard NVTA Privacy and Disclaimer Notice posted on its front
page. [Refer to the NVTA's Privacy and Disclaimer Notice.]
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C. Napa NVTA's Official Website

NVTA’s official websites, NVTA.ca.qgov and VineTransit.com, will remain the NVTA's
primary and predominant Internet presence.

D. Link back to Official NVTA Website

Content on NVTA Social Media sites shall not be offered in lieu of official information
on the NVTA's official Website or a department’s official Web pages. All NVTA Social
Media site shall contain a link back to the sponsoring department’s official
Website, where the announcement, press release, form(s), document(s), online
services and/or other information relevant to the matter shall be posted.

E. Records Retention

NVTA Social Media site posts that are prepared, owned, used or retained by the
NVTA (including its departments), will be archived and managed in accordance with
the applicable NVTA and Department records retention schedule.

Exception: Comments posted back to a NVTA Social Media site are generally
transitory in nature and are not considered to be records that are required under law
to be kept, or necessary or convenient to the discharge of a public officer’s duties,
or made for the purpose of preserving its informational content for future reference.
Comments are retained only until they have been removed and destroyed unless
otherwise required by law to be retained (such as where the content is subject to
litigation or potential litigation or pending Public Records Act requests). [For more
information, refer to the NVTA Records Management Policy.]

F. Public Records Act Requests for Production

Posts on NVTA Social Media sites that are prepared, owned, used or retained by
the NVTA, or its departments, may be considered public records subject to
disclosure under the California Public Records Act (“PRA” - Government Code §§
6250 et. seq.). Any PRA requests for the production of posts on a NVTA Social
media site shall be referred to the NVTA Counsel’s Office for review and response.

Preparedness to Comply with PRA Requests: The posting Department must be
prepared to respond to PRA requests and e-Discovery requests.

G. Comments Posted Back on Social Media Sites

1) A primary purpose of Social Media sites is to welcome public comment on
posted topics. Wherever appropriate and possible, the NVTA encourages the
solicitation of comments on Social Media sites. Where comments are not
desirable or practical, the department should carefully consider both
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appropriate social media and other media tools. While the NVTA welcomes
public comment by email, letter, and phone, the receipt of public comments
on an NVTA Social Media site invites certain legal risks and administrative
challenges.

2) The following requirements should be adhered to in using and managing a
NVTA Social Media site:

a. Posting of NVTA Privacy and Disclaimer Notice: The standard NVTA
Privacy and Disclaimer Notice must be posted on the site’s front page,
detailing how posts and public comments may be subject to the Public
Records Act or to discovery under pending litigation.

b. Daily Monitoring of Comments: The posting Department must
dedicate sufficient resources and time on a daily basis to monitor for
disallowed public comments as set forth in Section Il. G.2) d.,
“Disallowed Content” or to respond to requests or questions.

C. Disabling of Public Comments: There may be occasions where
disabling of public comments on a Social Media site is desirable. In
these instances, comments may be invited via email to a designated
NVTA department email address that is regularly monitored. Refer to
the NVTA's Social Media Best Practices for further guidance.

d. Disallowed Content: Users and visitors to NVTA Social Media sites
shall be notified that the intended purpose of the site(s) is to serve as
a mechanism for communication between NVTA departments and
members of the public. A site that allows public comment shall
inform visitors of the intended purpose of the site. The site must
provide a clear statement of the discussion topic introduced for public
comment so that the public is aware of the limited nature of the
discussion and that inappropriate posts are subject to removal.

Napa NVTA social media postings, articles and comments
containing any of the following forms of content shall not be allowed:

o Profane language or content;

o Content that promotes, fosters, or perpetuates discrimination
on the basis of race, creed, color, age, religion, gender, marital
status, status with regard to public assistance, national origin,
physical or mental disability or sexual orientation;

o Sexual content or links to sexual content;

o Comments in support of or opposition to political campaigns or
ballot measures;

o Solicitations of commerce;

. Conduct or encouragement of illegal activity;
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. Information that may compromise the safety or security of the
public or public systems;

. Content that violates a legal copyright/ownership interest of any
other party;

o Comments not topically related to the particular social medium
article/posting being commented upon.

o For site security, hypertext links in comments are
prohibited.

3) These guidelines on comments must be displayed to users (e.g. through the
NVTA Privacy and Disclaimer Notice) or made available by hyperlink. Any
content removed must be retained and documented in accordance with the
NVTA’s Social Media Best Practices.

H. Content of Posts

1. Posts Represent the NVTA: Employees, contractors, and other
individuals authorized to use Social Media to communicate on behalf of
NVTA should be mindful that statements posted represent the NVTA,
including its elected officials. Therefore, employees, contractors and other
authorized individuals should use discretion when posting.

2. Purpose of Posts: Posts should be designed to increase the public’'s
knowledge, trust and use of NVTA departments, programs or services.

3. Posts for Official Business Only: Posts should always be work-
related within the subject matter jurisdiction of the posting
department and should be consistent with the NVTA's public service
mission. Only information authorized by this policy shall be posted. NVTA
staff authorized to use NVTA Social Media sites must ensure that all
information posted is professionally presented, accurate and appropriate for
dissemination to the public.

4. NVTA Branding: NVTA Social Media sites must identify the department
responsible for the information displayed, such as all descriptions, logos,
and images representing the NVTA services.

5. Protection and Non-Disclosure of Confidential/Sensitive Information:
Confidential, sensitive, proprietary or non-public information must never be
shared.

Information posted on NVTA Social Media sites or links from those sites to
NVTA sites must not contain data or information that relates, or can be
connected to, an individual or group of individuals containing specific health
information (doctors, diagnoses, medication/prescriptions, etc), personally
identifiable information (names with social security numbers, bank
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accounts) or information deemed to be sensitive in nature or protected by
Federal, State, or NVTA rules and regulations.

It is the responsibility of all NVTA staff authorized to use NVTA Social Media
sites to ensure that information posted on these sites do not contain
confidential, sensitive, proprietary or personal information.

6. Copyright Laws: Postings must respect copyright laws, and reference or
cite sources appropriately. This includes, but is not limited to, quotes, images,
documents, links, etc.

7. No Political Advocacy or Private Commercial Activity: Departments and
their employees must not use NVTA Social Media sites for advocacy of
political purposes or to conduct private commercial activities.

8. No Expectation of Privacy: Users of NVTA Social Media sites, including
employees, are cautioned not to have any expectation of privacy as to any
posting.

9. Ongoing Monitoring and Updating of Sites: Departments must monitor
and maintain their sites, and delete or replace stale posted information in
accordance with the NVTA's Social Media Best Practices.

10. Right to Remove Content: The NVTA reserves the right to restrict or
remove any content that is deemed in violation of this social media policy or
any applicable law.

11. Disclaimer of Liability: Users shall be informed on NVTA Social Media
sites that the NVTA disclaims any and all responsibility and liability for any
materials that the NVTA deems inappropriate for posting, which cannot be
removed in an expeditious and otherwise timely manner.

L Responsibilities of Departments and Information and Technology
Services

1. NVTA Department Heads are ultimately responsible and accountable for the
management of department site(s) in a manner consistent with this policy
and related policies and procedures, including the NVTA's Social Media
Best Practices. Department Heads must designate authorized Social Media
administrators. Only authorized administrators may be permitted to
respond, comment, or manage NVTA Social Media sites. All such authorized
administrators must sign and complete the Standard of Conduct
Agreement. Employees who post to or respond to comments on a NVTA
Social Media site and who are not authorized as Social Media
administrators may be subject to disciplinary action.

2. NVTA Information Technology Services (“ITS”) is responsible for:
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. Jointly working with the ED and NVTA Counsel to develop and
administer usage standards, guidelines and procedures, and training
for all approved “Social Media” tools.

. Providing guidelines and standards for the security and protection of
NVTA information and technology from destructive cyber incidents.

J. Related Documents
o NVTA Privacy and Disclaimer Notice
o Social Media Use Policy - Acknowledgement Form
. NVTA's Social Media Best Practices
o Records Management Policy

K. Enforcement

Violators of this policy may be subject to appropriate disciplinary action, up to and
including employment termination, termination of agreements, denial of service,
and/or legal penalties, both criminal and civil.
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SECTION 3 - PUBLIC RECORDS REQUESTS

1. SUMMARY/PURPOSE

The purpose of this policy is to ensure a communications standard and
responsiveness to the public when a public record request has been made of the
agency or of an individual staff member.

2. POLICY

A. Statutory Requirements
As a public agency, NVTA is subject to the disclosure of public records
pursuant to California Government Code 6250-6270. The Code requires that
public agency respond with in 10 days.A response may be delayed not more
than 14 days if an “unusual circumstance” can be substantiated.

B. Responsibility and Processing

All requests received should be submitted to the Administrative Manager and
noticed should be given to the ED. Staff members responsible for administering
public records requests are required to be familiar with the statutory
requirements. The Administrative Manager is responsible for clarification of any
requests that are made and for identifying and assigning staff members
necessary to complete the request. The ED shall be notified if anticipated delay
beyond the statutory guidelines is likely.

C. Records

To avoid duplication of work and to ensure information is retained in a way that
would assist staff or legal counsel in the event of further legal action, all
documents requesting public records and all documents provided shall be
maintained on the agency’s main drive at: H:\NCPTA\1000 Congestion
Management Authority\Public Records Requests. If the number of documents
is so large that it will cause unnecessary use of storage space, a list of the
records provided and their location should be saved in lieu of the actual
documents.
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|| SECTION 4 - Advertising Policies and Guidelines |

1. SUMMARY/PURPOSE

The purpose of the Advertising Policies and Guidelines is to adhere to a set of
standards for advertising on NVTA properties. Property includes all buildings,
buses, shelters, stops, park and rides, websites, applications, and social media
sites owned and/or operated by NVTA.

2. POLICY

1) NVTA intends that its vehicles and facilities constitute nonpublic forums
that are subject to the viewpoint-neutral restrictions set forth herein. Certain forms
of paid advertising will not be permitted for placement or display on or in NVTA
facilities or vehicles. Unpaid advertisements will not be permitted with the
exception of government or non-profit agency public service announcements in
designated areas and NVTA operational and promotional material.

2) The NVTA will not allow advertising for products that are expressly
prohibited by federal, state, local, or community ordinances.

3) NVTA will not display or permit to be displayed any advertisement
that falls with one or more of the following categories:

A. Demeaning or Disparaging. The advertisement contains material that
demeans or disparages an individual, group of individuals or entity. For
purposes of determining whether an advertisement contains such material,
NVTA will determine whether a reasonably prudent person, knowledgeable of
NVTA's customerprofile and using prevailing community standards, would
believe that the advertisement contains material that ridicules or mocks, is
abusive or hostile to, or debases the dignity or stature of an individual, group
of individuals or entity.

B. Tobacco and/or Cannibis. The advertisement promotes the sale or use
of tobacco or cannabis or related products or depicts such products.

C. Alcoholic Beverages Marketed to Youth. The advertisement promotes
the sale to or consumption by persons under the age of twenty one years
of age of beer, wine or distilled spirits.

D. Profanity. The advertisement contains words recognized by the
community as vulgar, indecent or profane for display in a public setting
that includes minors.
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E. Graffiti. The advertisement contains graphics or language that promotes,
resembles or otherwise encourages graffiti or vandalism.

F. Human or Animal Graphics. The advertisement contains graphics that
include, but are not limited to, the depiction of a human or animal body or
body parts, or fetuses, in states of mutilation, dismemberment, decomposition
or disfigurement.

G. Violence. The advertisement either (1) contains an image or description of
graphic violence, including, but not limited to the depiction of weapons or
other implements or devices used in the advertisement to depict an act or
acts of violence or harm to a person or animal; or (2) the advertisement or
any material contained therein, incites or encourages, or appears to incite or
encourage, violence or violent behavior.

H. Unlawful Goods or Services. The advertisement, or any material contained
in it, promotes or encourages the use or possession of unlawful or illegal
goods or services.

|. Unlawful or Detrimental Conduct. The advertisement, or any material
contained in it, promotes or encourages unlawful or illegal behavior or
activities, or behavior that promotes activities that are detrimental to the
maintenance and safe operation of the NVTA system.

J. False or Deceptive Commercial Speech. The advertisement proposes a
commercial transaction and the advertisement, or any material contained in
it, is clearly false or deceptive.

K. Libelous, Copyright or Patent Infringement. The advertisement, or any
material contained in it, is libelous, or an infringement of a copyright or a
patent or is otherwise unlawful, illegal or likely to subject NVTA to
litigation.

L. Obscenity or Nudity. The advertisement contains obscene material or
images of nudity. For purposes of these guidelines, the term “obscene
matter” shall have the meaning set forth in California penal Code Section
311.

M. Prurient Interest. The advertisement contains material that describes,
depicts, or represents sexual activities, or aspects of human activity ina way
that the average adult, applying contemporary community standards, would
find appeals to the prurient interest of minors or adults. For purposes of these
guidelines, the term “minor” shall have the meaning contained in California
Penal Code Section 313.

N. “Adult”’-oriented Goods or Services. The advertisement promotes or
encourages, or appears to promote or encourage, a transaction related to,
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or uses brand names, trademarks, slogans or other materials which are
identifiable with films rated “X” or “NC-17,” adult books stores, adult video
stores, nude dance clubs and other adult entertainment establishments, adult
telephone services, adult internet sites and escort services.

O. Endorsement. The advertisement, or any material contained in it, implies or
declares endorsement by NVTA, its directors, management or employees
of any service, product, or point of view, without the expressed prior written
authorization of the NVTA Board of Directors.

P. Injurious to NVTA and its Mission. @ The advertisement proposes a
commercial transaction, and the advertisement, or any material contained in
it, denigrates NVTA or promotes alternatives to NVTA in a manner that
directly impairs NVTA ridership and/or revenue.

Q. Political. Advertisements promoting or opposing a political party or
campaign or promoting or opposing the election of any candidate or group of
candidates, or campaign, for federal, state, judicial or local government offices
are prohibited. In addition, advertisements which are political in nature or
contain political messages, including advertisements involving an issue that is
political in nature in that it directly or indirectly implicates the action, inaction,
prospective action, or policies of a governmental entity are prohibited.

R. Harmful or Disruptive to a Transit System: Any materials that is objectionable
under contemporary community standards as to be reasonable foreseeable that it
will result in harm to, disruption of or interference with the transportation system
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CHAPTER 1 AGENDA ITEM PREPARATION

Section 1.1. Purpose

The purpose of this policy and the following procedures is to ensure that members
of the Board of Directors, Committee members, stakeholders and Staff are
provided with necessary information, sufficiently prior to meetings, to permit the
adequate study and preparation needed to allow for making informed decisions.

Section 1.2. Persons Affected

All management, supervisory and administrative employees.
Section 1.3. Definitions

For the purposes of these rules the following definitions shall apply:

Agenda: Refers to the listing of agenda subject items (titles) conferred upon by
the Board Chair, Executive Director, General Counsel, and Board Secretary and
approved by the Board Chair

Board: Refers to the Board of Directors

Committee: Refers to a Standing Committee of the Board of Directors

Agenda Memo: Refers to a report prepared to address an agenda item

Meeting: Refers to a Regular Meeting of the Board of Directors and/or Committee

Affected Department: Refers to departments which have specific areas of
expertise which warrant their review and comment.

Originating Department: Refers to the department with the overall responsibility
to plan, organize, prepare and present an Agenda Memo.

Section 1.4. Agenda Memo
The Agenda Memo template is available on the Shared Drive (H Drive)
1.4.1 Types of Agenda Memos

Each item presented by staff on a Board or Committee agenda shall be supported
by a memo prepared by the originating staff member, in consultation with all
affected departments, and approved by the Executive Director.

(1) Information Items: Are informational in nature and require no action.
These items may be presented for discussion, or updates on specific
items requested by the Board/Commmittee, or forwarded to the
Board by a committee for consideration.

(2)  Action Iltems (Recommended Motion): Require discussion and/or
action.  All proposed action items shall be reviewed by the
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appropriate Committee (if applicable) first and then forwarded to the
Board of Directors for action at a proceeding meeting.

1.4.2 Preparation Guidelines

(1)

(2)

3)

(4)

()

(6)

Subject: Be specific but brief. This is the first thing the public looks
for in trying to identify items of interest on the agenda. Use key
phrases, be consistent and spell out any acronyms. Maintain
consistency in referring to specific programs or projects by the same
title each time it is presented in a Memo to the Board, i.e.
Transportation Fund for Clean Air (TFCA). This section should be
typed in title-case (non-bold) format. Subject typically should not
include an action word, i.e. Approval of ...., Authorization for .... etc.

Recommendation: The action(s) requested in this section require
careful wording to ensure that the Board takes the action being
sought. If you fail to ask the Board to take all necessary actions, you
will have to return another time. Pursuant to the Brown Act, the
Board cannot act on items not listed on the agenda. If multiple
actions are being requested, it is helpful to list them or bullet them in
the recommendation. If there is a fiscal impact related to the item,
the dollar amount should be listed as part of the Recommendation.
The sentence typically begins with “That the Napa Valley

Transportation Authority (NVTA) Board approve....... .

Committee Recommendation: This section contains the
recommendation from the appropriate Committee, if applicable,
otherwise state “None”. Note: this section is for Board agenda
Memos only.

Executive Summary: This section contains a concise summary
covering all critical elements of the issue. It is a brief summary of
why this action needs to occur and provides a general overview of
related details.

Fiscal Impact: This section should detail the amount of funds that
are available for, required for, or assigned for a particular purpose
and the source of funding if not already budgeted; what the
immediate and long-term impacts are on the budget; and the
consequences, if any, if the action is not approved. |If there is no
fiscal impact to your item, you must note that there is no fiscal impact.

CEQA Requirements (Environmental Impact): Any environmental
impact is thoroughly explained here. Note: this section is for Board
Agenda Memos only.

Background: This section is a detailed outline and background of
the proposed item. In this section, you are building the case to
support the recommended action, providing the purpose of the
request. The history of the item should be covered, including all
previous actions taken by other Committees and their concerns and
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recommendations. History should also include any prior agreement
or contract information, previous applicable resolutions or
ordinances, etc. If the Board took previous action on the item,
historical background should be presented, beginning with the most
recent. This Background should include the impacts of the previous
actions. This section should also cover a discussion of policy
impacts of new precedents.

This is the area where questions from the public and the Board
should be anticipated and answered. Exhibits or attachments should
be thoroughly explained in the section (and itemized in the
‘ATTACHMENT(S)” section of the Board Memo).

Alternatives: This section states the consequences if the Board or
Committee does not approve the recommended action. The
alternative options available for consideration should be noted, and
why the staff recommendation is the most suitable action.

Attachments: All supporting documents including but not limited to
resolutions, proposed contracts, agreements, ordinances, or other
associated documentation must be itemized in this section.
Identification is done through a numbering sequence of (1), (2), (3),
etc. keeping the title of each the exact same as what is contained on
the associated document. Each separate attachment must have its
own header located on the top right corner of its first page. The
header includes associated attachment number, agenda item
number and date of meeting.

Section 1.5. Agenda Memo Development

The following guidelines shall be followed for the development and submission of
Agenda Memos. All Memos shall be submitted to the Board Secretary (for Board
of Directors agendas) or the appropriate Administrative staff member (for
Committee agendas) electronically, for final approval by the Executive Director.

1.5.1

1.5.2

Interdepartmental Communication

Communication between report authors and all departments affected by the
subject of the report is the first step in developing an Agenda Memo. Early
communication will assist the author in gathering a broad picture, versus a
department picture, of the subject. Ideally, this communication should begin
before reports are drafted.

Routing and Approval Process

(1)

Departmental Review: Report authors shall submit first drafts of
Agenda Memos to their respective manager, if applicable. The
Management Staff member shall forward the Agenda Memo to the
affected departments (e.g. planning, finance, or transit) prior to
submission to the Board Secretary or Administrative staff member, if
applicable. Each Management staff member shall review and revise
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reports to ensure that the affected department’s input has been
incorporated, the contents of the report are accurate and concise,
and the report meets the general expectations outlined in the Agenda
Memo Preparation Guidelines as described in Section 1.4.2.

Finance Department Review: Prior to submission to the Board
Secretary, the Finance Department shall review and approve all
Budgetary/Fiscal Impact statements. Finance Department review is
only required for reports with a Recommended Motion that has an
impact of the budget. Informational items do not need Finance
Department review. In all cases, Managers are required to carefully
review the Fiscal Impact Statement for completeness as part of the
overall review of the report prior to submitting it for final approval.

Legal Review: Once the final report is approved by the Executive
Director, the Board Secretary will forward to Legal Counsel for review
and approval, all documents which are legal in nature including, but
not limited to: resolutions, public hearing notices, environmental
documents and contract. Depending on the nature of the agenda
item, the memo author and/or respective manager may need
advanced direction from Legal Counsel during the report drafting
process.

1.5.3 Deadlines

Final Agenda reports, complete with attachments, must be submitted to the Board
Secretary or Administrative staff member no later than 5:00 p.m. 20 days prior to
the scheduled meeting. Agenda Packets will be distributed to the appropriate
Board/Committee members seven (7) days in advance of the meeting. The Board
Secretary will develop and distribute to staff, an annual Board Agenda Deadline
calendar for reference. Deadlines are subject to change to better serve the needs
of the Agency.

1.5.4 Attachments

(1)

(2)

All attachments to reports must be listed on the Agenda Memo under
the “ATTACHMENT(S)” section and must be labeled accordingly
with the attachment number, Agenda Iltem number and meeting date
noted in the upper right hand corner of the document Header (align
text right, using 10pt Ariel Bold font) as shown in the sample provided
below. Label documents electronically.

Attachment X
NVTA Board Agenda Iltem X.X
Date

Attachments on legal sized paper, or larger that fold up or fold out
require extra time to print and assemble manually. Unless the use
of large sized paper is absolutely essential to the presentation,
please use standard letter size paper, 8.5 x11.
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(3) Attachments must be saved as a PDF file to prepare for electronic
insertion to the Board packet. If the supporting documentation
originates in another format, such as Excel, Word, JPEG or
otherwise, the author of the Agenda Memo must save it as a PDF
and reformat to ensure clear legibility of the information.

1.5.5 Special Instructions

(1)  Color documents are acceptable for electronic Agenda packet
distribution. Color documents will not be provided in printed Agenda
packets unless otherwise specified. @ When requested, color
documents will be included in the meeting handout packet and
provided to the Board of Directors at the meeting.

(2)  Watermarks: Watermarks should be light enough as to not obscure
the text of the document after it is photocopied or printed. In lieu of
using watermarks, words like “Draft’, Sample”, “Copy”,
“Confidential”’, etc. be noted in the upper right hand corner of the
document under the Agenda Item number header.

1.5.6 Certified Documents

Requests for certified documents, including the number of copies requested and
the date needed must be provided to the Board Secretary at least one day prior to
the Board of Directors meeting.

Certified documents, i.e. resolutions, letters, etc., which require immediate filing
with a funding entity, for example, must be prepared for signature by the Board
Secretary and presented to the Board Chairperson and Legal Counsel upon
conclusion of the Board of Director's meeting in which the item was considered
and approved. Upon full execution of the document by the Board Secretary, the
necessary certified copies will then be prepared and forwarded to the requesting
department the next day.

Section 1.6. Guidelines for Development of Public Hearing Notices

The following guidelines shall be followed for the development and submission of
Public Hearing Notices.

1.6.1 Scheduling

As soon as a department determines the need to schedule a public hearing, it
should give notice to the Board Secretary to place the matter on the appropriate
Board agenda(s). Action by the Board to set a public hearing should take place
no less than 30 days before the proposed date of the hearing unless more notice
is required by law. In addition, Legal Counsel shall review the Agenda Memo once
it has been reviewed and approved by the Executive Director.
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1.6.2 Development of Legal Notices

The process for the development of the legal notice is as follows:

Activity

Responsible Department

Routing draft notice to Board Secretary,
Executive Director and Legal Counsel

Initiating Department

Review meeting date, time, location and
interpreter information

Board Secretary

Project description, proposal

Initiating Department

Overall review of content

Legal Counsel

Incorporating all changes into final document

Initiating Department

Review and sign-off on the finalized legal
notice

Executive Director

Translation/Publication of Legal Notice

Administrative Staff
member/Office Coordinator

1.6.3 Publication Information

The Administrative Staff member (Office Coordinator) is to provide the Board
Secretary with the publication date(s) and a list of the publications the notice

appeared in as soon as this information is available.

1.6.4 Affidavit of Publication

The Board Secretary is to receive a copy of all affidavits associated with the
publication of public hearing notices for incorporation into the record of the

meeting.
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CHAPTER 2 MEETINGS AND PUBLIC HEARINGS

Section 2.1. Purpose

These procedures set forth guidance to Agency employees regarding meeting and
Public Hearing Notices compliance.

Section 2.2. Brown Act Requirements/Notices
2.2.1 Scheduled Meetings

Government Code Sections 54954.1 & 54954 .2 of the Ralph M. Brown Act (Brown
Act) state that meeting Agendas and packets must be posted, distributed (either
by email or mail), and made available for public access at least 72 hours before a
regularly scheduled meeting. Administrative staff is responsible for
Agenda/Meeting packet distribution and timely posting in accordance with the
Brown Act of the meetings for which they are responsible.

Agendas are to be posted at a location freely accessible to members of the public
at the NVTA offices, 625 Burnell Street, Napa, CA. If a meeting is held at additional
or alternative location, it is required for the agenda to be posted at the site in the
same manner. .

Agendas and meeting packets are also posted to the Agency's website. This
process is generally facilitated by Administrative staff but can be accomplished by
the Board Secretary or respective manager to meet Brown Act compliance.

2.2.2 Changes to Agendas

When changes or additions to a previously distributed meeting agenda occur, the
Agency is obligated to post and make available on its website the revised agenda
at least 72 hours before the regularly scheduled meeting.

2.2.3 Special Meetings and Emergency Meetings

Special meetings and Emergency meetings are noticed as per Sections 54956 and
54956.5 of the Brown Act, which requires that written notice be delivered to each
member of the legislative body (and to each local newspaper of general circulation
requesting written notice) at least 24 hours before the time of the meeting specified
in the notice.

2.2.4 Public Hearings

Periodically, the Agency must hold a public hearing and provide proper notice to
the public. Notice of the time and place of a public hearing shall be published in
the local newspaper (and made available for public inspection) prior to the day of
the hearing and in accordance with state or local law requirements.

After publication of the newspaper ad, the original is clipped and retained or
original copy with affidavit is placed in the Board Secretary’s file for recordkeeping.
Three copies are made and distributed as follows:

e One copy to the file
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e One copy to Accounts Payable
e One copy retained for the Agency's Auditors

Section 2.3. Agenda Preparation and Packet Distribution

Government Code Sections 54954.1 & 54954 .2 (Per the Ralph M. Brown Act) state
that meeting agendas and packets must be posted, emailed and/or mailed, and
made available at least 72 hours before a regular meeting.

The process begins with the preparation of the Agenda as outlined in Chapter 1,
and includes assembly of supporting documentation, review of the agenda and
packet material, posting of the agenda, and distribution in the form requested by
interested parties.

2.3.1 NVTA and NVTA Board of Directors

The Board Secretary is responsible for developing the NVTA and NVTA-TA Board
Agendas and posting to the designated software platform and completing the
agenda mail-out, if applicable.

Preliminary draft copies are distributed to the Executive Director for review and
input. The Executive Director will review subsequent draft copies, and approve
the finalized Board agenda.

The Board Secretary will email any Board Report/Resolution/Contracts/etc (for the
Agency meeting) needing legal review to legal counsel.

2.3.2 Technical Advisory Committee (TAC)

The —Manager of Planning and Programming is responsible for development of
the TAC agenda. The Administrative Assistant is responsible for posting the TAC
agenda to the website, software platform and completing the agenda mail-out, if
applicable.

2.3.3 Paratransit Coordinating Council (PCC)

The Director of Transit or designated manager is responsible for development of
the PCC agenda. The Administrative Assistant is responsible for posting the PCC
agenda to the website, software platform and completing the agenda mail-out, if
applicable.

Note that PCC agenda type is a large, clear font which is compatible with the needs
of its target audience.

2.3.4 Community Advisory Committee (CAC)

The Manager of Planning and Programming is responsible for development of the
CAC agenda. The Administrative Assistant is responsible for posting the CAC
agenda to the website, software platform and completing the agenda mail-out, if
applicable.

2.3.5 Active Transportation Advisory Committee (ATAC)

The Manager of Planning and Programming is responsible for development of the
ATAC agenda. The Administrative Assistant is responsible for posting the ATAC
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agenda to the website, software platform and completing the agenda mail-out, if
applicable.

Section 2.4. Meetings

All meetings of the legislative body are open and public, as per Section 54953 of
the Brown Act. Scheduled meetings are held in the Agency's Board Room unless
otherwise specified in the public notice.

In advance of all meetings, administrative staff ensures that ample supplies of
public comment forms are available by placing them near the entrance. Meeting
Sign-In and Speaker Form templates may be located on the Agency’s shared H
drive.

241 Meeting Reminders

Administrative Technician or Assistant is responsible for reminding
Board/Committee Members of scheduled meetings, in an effort to ensure that a
quorum is present. These reminder telephone calls, emails or messages are to be
placed no less than two days before the scheduled meeting. Board/Committee
Members are reminded of the meeting date and time, and asked to contact their
alternates and NVTA Administrative Technician or Assistant if they are unable to
attend. It is assumed that Board/Committee Members will attend scheduled
meetings, unless NVTA has been notified. Therefore, no follow-up calls (for voice
messages left) are necessary.

When advised by a Board/Committee Member that he/she is unable to attend and
that arrangements have been made for an alternate, the Administrative Technician
or Assistant should place a reminder call to the designated alternate who will be
attending the meeting in the Board Member's absence.

Administrative Technician or Assistant must communicate anticipated meeting
attendance status to the appropriate Management staff person and
Board/Committee Chair in advance of the scheduled meeting.

2.4.2 Meetings-General Checklist
2.4.2.1 Before the Meeting:

1.  Meeting handouts are labeled in upper right-hand corner with the
meeting date, "Handout", and corresponding Agenda item number.
Copies of the handouts are printed and brought to the Committee
meeting by the presenter of the agenda item. When possible,
meeting handouts for Board meetings should be provided to the
Board Secretary in advance, for appropriate distribution.

2. Arrange Board room. (Name plates, tables, and chairs per seating
diagrams). Place handouts in Agenda-item order at each Board
Member/attendee's place at the meeting tables).

3. For prospective interested public attendees, place 6-8 Agenda
packets (made previously) and a small supply of any meeting
handouts on a table situated near the entrance to the Board room.

4. Check battery life and available space on recorder, if applicable.
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5. Turn on Board Room microphones, speaker monitors and/or
necessary technical equipment to operate the public meeting.

6. Note for chairs to be removed near the entrance of the public
seating area to facilitate convenient wheelchair access to both
meeting tables and accommodate wheelchair "audience" seating.

7. For NVTA Board meetings, prepare coffee using the large (60 cup)

coffee maker and water carafes. Have available in the Board room,

tea bags, sugar, napkins, coffee and drink cups.

Update Guest Sign-In with meeting date, and post on clipboard.

Have available a supply of Speaker Forms. For evening meetings,

unlock back doors from parking lot to Board Room approximately

30 minutes before meeting start time.

2.4.2.2 After the Meeting:

1.  Obtain Chair's and Legal Counsel’s signature as needed on
documents.

2. Remove dishes, papers, and name plates from the Board Room.

3. Put away microphones or other equipment and turn off
monitors/recording devices/cameral/etc.

4. Turn out lights (if last to leave).

©

2.4.3 Meeting Sign-In/Registration

The Administrative Technician or Assistant will affix a meeting sign-in sheet to the
clipboard in the entrance area to the Board Room, for (public) meeting registration.
Section 54953.3 of the Brown Act states that registration is optional, and that the
meeting Sign-In form must clearly indicate that meeting attendance is not
conditioned upon signing the attendance sheet. Meeting Sign-In templates may
be accessed on the Agency’s shared H drive.

2.4.4 Public Comment

Members of the public wishing to address the legislative body (see Brown Act,
Section 54954.3) should complete a Speaker Form in advance of the meeting, and
give it to a Board Secretary or Committee Staff person (as indicated on the
Speaker Form). The Board Secretary/Committee Staff will promptly forward the
completed Speaker Form(s) to the meeting Chair. Speaker Forms may be
accessed on the shared H drive.

2.4.5 Meeting Handouts

Any change or addition to the meeting packet relating to a scheduled agenda item
(from the time of distribution/posting on the website) must be distributed at the
meeting as a "handout". This may include new material received,
changes/corrections to Board or Committee Letters or supporting documentation,
or other helpful, supplemental information. Outlined below are the procedures that
Administrative staff will follow for the handling of handouts for their respective
meetings:
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2.4.6 Labeling Handouts

Prior to copying, any "original" handouts must be labeled as such in the upper,
right-hand corner with meeting date and agenda item number(s).

2.4.7 Distributing Handouts

Handouts are placed near each Board/Committee Member's position at the Board
Room table, arranged in agenda item number order to correspond with the
sequence in which they will be referred to during the meeting. A small supply of
each handout (for interested members of the public) is placed on the credenza
located near the entrance to the Board Room (which also contains 6-8 copies of
the Agenda/meeting packet, also for members of the public).

2.4.8 Scanning Handouts

Handouts must be scanned for incorporation into the PDF copy of the
agenda/meeting packet. Within the PDF file, meeting handouts should be
arranged to the rear of the agenda/meeting packet.

249 Filing Handouts

“Original” handouts must be filed in front of the original meeting packet in the
master files.

Section 2.5. Minutes

All Agency meetings are recorded and available to access either by video and/or
sound, depending on the state of the available recording options. The meeting
recordings are used as a tool by staff for developing preliminary draft minutes.
Once the written minutes are adopted, they are considered the official record of
the meetings. Meeting minutes are saved in the shared H drive and posted for
public access to view on the Agency website and within the software platform,
Granicus.

2.5.1 General Minutes Guidelines
Font Type/Size Arial, 12 point

Board or Committee Member Names: Member names, (and sometimes staff and
certain text) will be italicized in the minutes, depending on the
preferences/direction of responsible Management staff.

Tense: Minutes of meetings are written in reported speech, in simple past (did),
past perfect (had done), and future-in-the-past (would do) tense.

Motions: Motions are noted as being moved and seconded, in the following
format:

MOTION MOVED by (MEMBER LAST NAME) SECONDED by (MEMBER LAST
NAME) to APPROVE (insert approval recommendation language here). Motion
Passed 00-00 (00-00 represents vote to approve — vote to not approve).

Resolutions: Resolutions should be noted as being approved.
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Contracts/Agreements: Contracts/Agreements should also be noted as being
approved.

Votes: Votes taken will be reflected in the minutes by noting the names of those
casting "No" votes or abstaining, in cases where the vote is not unanimous.

Items Scheduled for Discussion Only (no vote): When items are not scheduled
for a vote but are discussed, minutes should indicate "Information Only" in the
"Action" section following the agenda "blurb".
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ATTACHMENT 3
AGENDA ITEM 9.8
DECEMBER 17, 2025

TA

MNAPA VALLEY TRANSPORTATION AUTHORITY

“ POLICIES, PRACTICES, AND PROCEDURES MANUAL “

CHAPTER 6:
TRANSIT ADMINISTRATION

The effective administration of transit services is essential to ensuring safe, reliable, and
equitable mobility for the communities we serve. As stewards of public resources, we are
committed to maintaining transparent processes, sound management practices, and clear
lines of responsibility that support the efficient operation of our transit programs.

This Transit Administration Policy establishes the framework by which administrative
decisions, operational oversight, and programmatic coordination are conducted. It outlines
the standards, expectations, and procedures that guide staff in fulfilling their roles, while
safeguarding compliance with federal, state, and local regulations.

Through this policy, the organization affirms its dedication to public accountability,
operational integrity, and continuous improvement. All employees, contractors, and
partners share responsibility for upholding these principles and ensuring that our transit
system remains responsive, resilient, and aligned with the mobility needs of our
communities.

Board of Directors Approval Date:
07/15/2015

Amendment Approval Date:
10/19/2016
04/18/2018
10/23/2019
05/21/2025
12/17/2025
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SECTION 1 INTRODUCTION

Section 1.1. Overview

The Napa Valley Transportation Authority (NVTA) is responsible for the provision
of all public transit service in the Napa Valley. It is the agency’s commitment to
operate safe, effective, and efficient services, maintain the highest standards of
quality, integrity and customer service, and comply with all applicable local, State
and Federal laws. The polices and standards identified are designed to uphold
these ideals.

1.1.1 Service Standards
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EFFECTIVENESS PERFORMANCE/EFICIENCY
) ) Peak and Service ) Route Load Fac- Vehi- Stop o Farebox Passen- On-time
Service Type Density | Base Ifre- Span* Scheduling Struct tor* ’ Spadi Stop Amenities Recov- gers per Perform-
quencies* pan ucture o cles pacing ery hour ance*
Local 4,000 to 7 AM to Clock Head- Modified 1.25 Standard 1/4 to 1/2 Sheltersbased | Meetor Twelve 90% of
(City of 5,000 |Notto exceed 7PM ways Grid: uses 40'or mile on high ridership | exceed passenger service will
Napa (Medium | 30 minutesin| (Monday to preferred the layout smaller depending routes in areas 17% per hour operate on
Fixed Den- | thepeakand | satur-day); ofthe urban vehicleto | on density with lower time (betweery
Routes sity) 60 minutes | 5AM to9 area meet load frequency 0 minutes
and [suchas midday PM for early and 5
Routes urban valley-wide minutes late)
10 and areas of commuter
11) Napa] routes.
Regional 3,000 to Notto 6 AMto | Scheduled to Focal 1.00 Standard | 1/2to 1 mile | Shelters  based| Meetor Seven 90% of
(Urban) 4,000 exceed 2 7PM meet  regional Point: 40'or | depending on| on high ridership| exceed | passengers | service will
(Routes21& | o hoursinthe | (Monday | connections provides smaller | density 0{ 1P| routes in areas 17% perhour | operate on
29) Density) peak. No | to Friday) access vehicle to angenga?a%r:)rs with lower time
Midday 9 PM for between meet (zgﬁgis frequency (between 0
standard. valley- two focal load shopping, minutes
medical
wide areas to early and 5
commuter provide minutes late)
routes. regional
and
intercity
connectivit
y
Community 3,000to Notto exceed 7 AM to As required to Focal 1.25 30' ] Shelters based | Meetor Five 90% of
(American 4,000 | 45 minutesin 5PM meet demand Point: vehicle or | 17210 1 mile on high ridership | exceed passenger serviee-will
Canyon) (Low the pgak and | (Monday provides smaller depe!-ldlng 9" routes in areas 10% per hour operate-on
Density) 90 rplnutes to Friday) access density or rip with lower time
midday generators
or based between and attractors frequency {between0
upon focal areas (such as rrinutes—
available within a school, early-and-5
funds small shopping, minutes late)
community medical) 90% of
service will
arrive within
30 minutes
of call in
City 3,000 Upon callin, Service As requested No No standard 30 No standard | Shelter locations | Meetor Two 90% of
Demand and service will based standard vehicle or are responsibility | Exceed passengers | service will
Response below arrive within upon smaller of city partners 10% per hour arrive within
(Calistoga, 15-30 available (includes 30 minutes
St. Helena, minutes. funds City or of call in
and other
Yountville) sponsor
funding)
*Required by Title VI for Fixed Route Service Only

1.1.2 Performance Measures and Performance Standards
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In order to meet the mobility needs of the residents of Napa County, NVTA strives to
implement the highest quality transit services possible. The measures and performance
standards ensure that NVTA can monitor and responded to any deficiencies that may be
the outcome of poor quality of service.

Measure

Standard

Total Ridership

Fixed Route: Increase over prior fiscal year
Paratransit: Growth should not lead to denials
Community Shuttles: Growth should not lead to
excessive wait times

Passengers per Revenue
Vehicle Hour

Fixed Route: Greater than 80% of system average
Paratransit: Greater than 2.0
Community Shuttles: Greater than 4.0

Load factor

Fixed Route: Less than 1.5 in peak for local service,
less than or equal to 1.0 in off peak for local service. All
commuter services should be equal to or less than 1.0
during all times of day.

Paratransit: Never exceed 1.0

Community Shuttles: Less than 1.5 in peak for local
service, less than or equal to 1.0 in off peak.

Percent Missed Trips per
Trip Miles

Fixed Route: Less than .01%
Paratransit: 0%
Community Shuttles: Less than .01%

Scheduled On-Time Arrivals

Fixed Route: Equal or greater than 90% on-time
Paratransit: Equal or greater than 97% on-time
Community Shuttles: 90% of service will arrive within
30 minutes of request for service.

Passenger Injuries

All Modes: Less than 1 per 100,000 passenger trips

Preventable Accidents

All Modes: Less than 1 per 100,000 revenue miles

Complaints

Fixed Route: Less than 1 per 100,000 revenue miles
Paratransit: No more than 1 complaint for every 600
passenger trips.

Community Shuttles: Less than 1 per 5,000 revenue
miles

Percent of Trips Denied

Paratransit: 0%

Cleanliness of Buses

Interiors and exteriors cleaned daily

Proximity to Service

Fixed Route: 95% of dwelling units in areas having six
or more units per acre to be located with 1-4 mile of a
stop, all major destinations to be within 1-8 of a mile of a
stop.

Paratransit: Service will be available to all qualifying
residents of Napa County with residences, destinations,
or the ability to find alternate means to come within 3/4
of a mile from Vine fixed route service.

Frequency of Service

Fixed Route: Frequency of service should never be
more than one bus per hour for local and intercity
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Measure

Standard

buses. Commuter service frequency should never be
more than one bus per one and half hours. System
average should be 45 minutes or less.

Percentage of ADA
Accessible Stops

100% of all new stops shall be ADA accessible, existing
stops should be made accessible to the greatest extent
possible.

Bus Stop Amenities

Stops which average 50 or more riders a day should
have a shelter installed if feasible.

Trip length

Paratransit: Trips should not exceed 1.25 times that of
an equivalent trip on fixed route transit.
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1.1.3 Operate Safe, Reliable, and Comfortable Service

Safe, reliable, and comfortable service are NVTA'’s top priorities. Promoting safe habits
for drivers and delivering service people want to use benefits the agency as well as the
community.

Measure Standard
Fixed Route: Average age should not exceed 12
years.
Ave_rage Age of Fleet by Paratransit: Average age should not exceed 4 years.
Vehicle Type

Community Shuttles: Average age should not exceed
4 years.

Average Mileage of Fleet by
Vehicle Type

Fixed Route: Average should not exceed 500,000
miles.

Paratransit: Average should not exceed 100,000
miles.

Community Shuttles: Average should not exceed
100,000 miles.

Scheduled On-Time Arrivals

Fixed Route: Equal or greater than 90% on-time
Paratransit: Equal or greater than 97% on-time
Community Shuttles: 90% of service will arrive within
30 minutes of request for service.

Passenger Injuries

All Modes: Less than 1 per 100,000 passenger trips

Preventable Accidents

All Modes: Less than 1 per 100,000 revenue miles

Complaints

Fixed Route: Less than 1 per 100,000 revenue miles

Paratransit: No more than 1 complaint for every 600
passenger trips.

Community Shuttles: Less than 1 per 5,000 revenue
miles

Percent of Trips Denied

Paratransit: 0%

Cleanliness of Buses

All Modes: Interiors and exteriors cleaned daily

Percent Missed Trips per Trip
Miles

Fixed Route: Less than .01%
Paratransit: 0%
Community Shuttles: Less than .01%

Preventative Maintenance
Work Completed On-Time

Greater than 99%

Vehicle Service Miles
Between Road Calls

Greater than 25,000 miles

Load factor

Fixed Route: Less than 1.5 in peak for local service,
less than or equal to 1.0 in off peak for local service. All
commuter services should be equal to or less than 1.0
during all times of day.

Paratransit: Never exceed 1.0

Community Shuttles: Less than 1.5 in peak for local
service, less than or equal to 1.0 in off peak.
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Measure

Standard

Frequency of Service

Fixed Route: Frequency of service should never be
more than one bus per hour for local and intercity
buses. Commuter service frequency should never be
more than one bus per one and half hours. System
average should be 45 minutes or less.

Percentage of ADA
Accessible Stops

100% of all new stops shall be ADA accessible,
existing stops should be made accessible to the
greatest extend possible

Bus Stop Amenities

Stops which average 50 or more riders a day should
have a shelter installed if feasible.

Trip length

Paratransit: Trips should not exceed 1.25 times that of
an equivalent trip on fixed route transit.
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1.1.4 Efficiently Use of Resources

NVTA strives to use its resources in an efficient and responsible manner. Ensuring needs
are met and budgets are not overrun are two of NVTA's top financial goals.

Measure Standard

Fixed Route: Increase over prior fiscal year
Paratransit: Growth should not lead to denials
Community Shuttles: Growth should not lead to
excessive wait times

Total Ridership

Fixed Route: Greater than 80% of system average

Paratransit: Greater than 2.0
Community Shuttles: Greater than 4.0

Passengers per Revenue
Vehicle Hour

Fixed Route: At or less than $6.50
Subsidy per Passenger Paratransit: At or less than $40

Community Shuttles: At or less than $15
Operating Cost per Service

H Fixed Route: At or less than $60
our

Operating Cost per Revenue Paratransit: At or less than $90
Hour Community Shuttles:

Fixed Route: At orless than $4.50
Paratransit: At or less than $24
Community Shuttles: At or less than $75

Operating Cost per
Passenger

Fixed Route: Meet or exceed 15%.

Farebox Recovery Ratio Paratransit: Meet or exceed 10%.
Community Shuttles: Meet or exceed 10%.

Fixed Route: Less than 1.5 in peak for local service,
less than or equal to 1.0 in off peak for local service.
All commuter services should be equal to or less than
Load factor 1.0 during all times of day.

Paratransit: Never exceed 1.0

Community Shuttles: Less than 1.5 in peak for local
service, less than or equal to 1.0 in off peak.

Fixed Route: Less than .01%
Paratransit: 0%
Community Shuttles: Less than .01%

Percent Missed Trips per Trip
Miles

Fixed Route: Equal or greater than 90% on-time
Paratransit: Equal or greater than 97% on-time
Community Shuttles: 90% of service will arrive within
30 minutes of request for service.

Scheduled On-Time Arrivals

Fixed Route: Less than 1 per 100,000 revenue miles
Paratransit: No more than 1 complaint for every 600

Complaints passenger trips.
Community Shuttles: Less than 1 per 5,000 revenue
miles

Percent of Trips Denied Paratransit: 0%
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Measure

Standard

Proximity to Service

Fixed Route: 95% of dwelling units in areas having six
or more units per acre to be located with 1-4 mile of a
stop, all major destinations to be within 1-8 of a mile of
a stop.

Paratransit: Service will be available to all qualifying
residents of Napa County with residences,
destinations, or the ability to find alternate means to
come within 3-4 of a mile from Vine fixed route service.

Frequency of Service

Fixed Route: Frequency of service should never be
more than one bus per hour for local and intercity
buses. Commuter service frequency should never be
more than one bus per one and half hours. System
average should be 45 minutes or less.
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1.1.5 Be a Forward Think Organization Meeting the Needs of an
Evolving and Diverse Community
NVTA is always looking for new and useful technology that will make operating the system
more efficient as well as attract new riders. By listening to the needs and wants of the
community as well as introducing useful tools to the system NVTA will be able to create
a strong and vibrant transit system.

Measure Standard
Stops should be spaced no closer than 1-4 of a
mile and no further than 1-3 of a mile in urban
. areas. Stops located in rural areas will be
Stop Spacing

evaluated on a case by case basis to ensure that
ADA accessibility requirements are met and there
is a clear and present demand.

Proximity to Service

Fixed Route: 95% of dwelling units in areas
having six or more units per acre to be located
with 1-4 mile of a stop, all major destinations to be
within 1-8 of a mile of a stop.

Paratransit: Service will be available to all
qualifying residents of Napa County with
residences, destinations, or the ability to find
alternate means to come within 3-4 of a mile from
Vine fixed route service.

Frequency of Service

Fixed Route: Frequency of service should never
be more than one bus per hour for local and
intercity buses. Commuter service frequency
should never be more than one bus per one and

half hours. System average should be 45 minutes
or less.

Percentage of ADA Accessible
Stops

100% of all new stops shall be ADA accessible,
existing stops should be made accessible to the
greatest extend possible

Bus Stop Amenities

Stops which average 50 or more riders a day
should have a shelter installed if feasible.

Average Age of Fleet by Vehicle
Type

Fixed Route: Average age should not exceed 12
years.

Paratransit: Average age should not exceed 4
years.

Community Shuttles: Average age should not
exceed 4 years.

Average Mileage of Fleet by
Vehicle Type

Fixed Route: Average should not exceed 500,000
miles.

Paratransit: Average should not exceed 100,000
miles.
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Measure

Standard

Community Shuttles: Average should not
exceed 100,000 miles.

Total Ridership

Fixed Route: Increase over prior fiscal year
Paratransit: Growth should not lead to denials
Community Shuttles: Growth should not lead to
excessive wait times

Passengers per Revenue Vehicle
Hour

Fixed Route: Greater than 80% of system
average

Paratransit: Greater than 2.0
Community Shuttles: Greater than 4.0

Maintain an up-to-date list of
stakeholders

Contact individuals and organizations yearly to
ensure information is up-to-date on contact list.

Implement Public Outreach in
Accordance with the Title VI
Public Participation Plan

Complete check-list of required processes in
accordance with Title VI Public Participation Plan
prior to an outreach event.

Land Use Coordination

Comment on all design referrals with obvious
transit nexus. Ensure participation on any TAC for
major local land use projects
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SECTION 2 MAJOR SERVICE CHANGES

Section 2.1. Overview

Prior to Board approval all major service changes will be subject to an equity
analysis, which includes a disparate impact analysis and disproportionate burden
analysis.

2.1.1 Major Service Change

A “Major Service Change” is defined as the following, unless otherwise noted
under E. EXCEPTIONS:

A. A new transit route. (The reassignment of existing route numbers,
including reassignment of numbers resulting from splitting or
combining two or more existing routes, which creates a new route
‘number” will not constitute a new transit route. Should the
adjustment impact miles or hours, criteria (c) and (d) shall be
considered); or

B. New service on streets not previously used by any route (excluding
major arterial streets and streets designated as a truck route); or

C. Any aggregate change of 30 percent or more of the number of transit
revenue hours of a route computed on a daily basis for the day of the
week for which the change is proposed; or

D. Routing changes that alter 40 percent or more of a route’s path.
Minor changes to an existing route shall not constitute a “major
change in route.”

E. EXCEPTIONS: Exceptions to the major adjustments of transit
service include:

1. Changes to a service on a route with productivity levels at 50
percent or below of NVTA’s Transit standards in a typical
service day are not considered “major” unless service on that
route is eliminated completely on any such day. Productivity
standards are based on NVTA’s Transit’s route typology as
adopted in the Short Range Transit Plan.

2. Headway adjustments from existing headways of up to 20
minutes not made in conjunction with a change in revenue
vehicle miles or hours provided in (c) and (d) above.

3. Standard seasonal variations, unless the variation, as
compared to operations during the previous season, fall within
the definition of major adjustments listed above.

4, The introduction or discontinuation of short- or limited-term
service (e.g., promotional, demonstration, seasonal or
emergency service, or service provided as mitigation or
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diversions for construction or other similar activities), as long
as the service will be or has been operated for no more than
twelve months. Emergency service changes include changes
in routes of service frequencies that may be necessitated due
to a disaster that severely impairs public health or safety;
changes in access to public streets (such as street closures);
or the ability of Agency equipment to travel on public streets.

The restoration of service previously eliminated due to budget
constraints, provided the service runs on the same route as it
had prior to its elimination, subject to minor deviations that do
not exceed the requirements of (a), (b), (c), or (d) above.

Changes to infrequent, seasonal, or supplemental routes,
including supplemental school routes that meet the
requirements of (a) or (b).
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SECTION 3 PASSENGER FARES, PASSES & TRANSFERS

Section 3.1. Definitions
For the purposes of these policies, the following definitions shall apply:

Fare: The fee charged and received by NVTA in exchange for transit services
provided. The fare can be in the form of cash payment at the time of service,
prepayment through other means or Clipper. Many transit fares are typically
collected and recorded via an electronic recording device, known as a farebox;
however, this is not the only method of collecting and recording fees. This policy
may use the term fare and farebox interchangeably and shall be interpreted as the
totality of the fees.

Base Fare: For purposes of the fare policy, the base fare will be defined as the
single unlinked trip, full cash fare.

Youth Fare: Fare for any rider 18 years of age and under (photo ID with proof of
age required).

Child Fare: Fare for any child 5 years of age and younger.

Express Bus Route: A deluxe bus route characterized by one or more segments
of high-speed, non-stop operation, and with a limited number of stops which are
generally provided for commuter service.

Fare Media: Fare media shall be defined as all passes, tickets, cards or IDs sold
or otherwise distributed for use on various NVTA services.

Half-Fare: Fares, as defined above, for eligible persons with disabilities, senior
riders or Medicare cardholders. The cash half fare is the maximum of one-half of
the full cash fare or the current FTA guidelines (Code of Federal Regulations, Title
49, Subtitle B, Chapter Vi, Part 609), rounded down to an increment of $0.05.

Local Bus Route: Any fixed route bus service not designated as an express,
regional, or shuttle bus route.

Regional Bus Route: Any fixed route bus service not designated as an express,
local or shuttle bus. Characterized as longer multi-jurisdictional routes with
frequent stops and do not contain segments of high speed, non-stop operation.

Shuttle Bus Route: Local distribution services that operate in a small area and
are used for shorter than average length trips are classified as shuttle services.

Mode: Defines the different types of services offered by NVTA, which includes
local bus, express bus, shuttle bus and Paratransit.

Senior: Any person aged 65 or older (photo ID with proof of age required at
boarding).

Person with Disability: People who meet the currently enforced Federal Transit
Administration’s (FTA) definition of people with disabilities. At the time of the
adoption of this policy, the definition is: “any individual who, by reason of illness,
injury, age, congenital malfunction, or other incapacity or temporary or permanent
disability (including any individual who is a wheelchair user or has semi-ambulatory
capabilities), cannot use effectively, without special facilities, planning or design,
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mass transportation service or a mass transportation facility.”

Medicare Cardholders: Individuals who have been issued a Medicare card,
regardless of age or disability.

Day Pass: A 24-hour period pass valid for unlimited travel on all VINE fixed route
services (excluding Route 29) for one calendar day from the time of activation
through the end of the service day.

Monthly Pass: A thirty (31) day period pass valid for unlimited travel on all VINE
fixed route services (excluding the Route 29) for 31 calendar days from the day of
activation through the end of the 31st consecutive service day.

Section 3.2. Fare Policies

Napa Valley Transportation Authority’s (NVTA) Fare Policy establishes principles
and polices that govern recovery of passenger revenues in support of NVTA’s
vision of the Vine being a customer-driven and efficient public transportation
system serving the County of Napa.

3.21 Revenue Collection Principles

Generally, fares are required to generate revenue to offset a component part of
NVTA'’s expenses as defined by the Transportation Development Act (TDA) as part
of a sustainable long-term Financial Plan. The following principles guide
establishment and management of NVTA'’s fare revenue collections:

A. Promote ridership on all transit related services: NVTA seeks to
encourage and facilitate transit ridership within VINE'’s service area.
Vine’s fares shall; therefore, be devised to be attractive to the widest
possible range of existing and potential rider groups.

B. Equitable fares: To be equitable, fares must take into account the
needs of Vine’s riders as well as the cost and value of the service
provided by the Vine. Vine’s fares shall support the travel patterns
and requirements of transit riders throughout the service area and
shall also reflect differences in the characteristics and frequency of
the service provided, while not undervaluing Vine’s service.

C. Enhance mobility & access: Vine fares shall enhance the ability of
riders to access the system and move through it with ease. To do
so, Vine fares shall be easy to understand and shall promote a
unified system by simplifying and, where effective and possible,
unifying fares across services.

D. Effective & cost efficient: Vine’s fare pricing, fare policy, fare media
distribution channels, and fare collection technologies shall be
developed and operated to be easily applied by transit operating
employees, as well as to minimize the costs associated with fare
collection, fare media distribution and revenue processing.

E. Management: Vine’s fares and fare collection system shall be
designed to facilitate data collection to foster analytical decision
making by NVTA's staff.
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In keeping with these principles, the policies governing Vine’s fares are set forth

below:

A.

Farebox Recovery: Vine collects fares from passengers riding its
transit services as one element of funding these services. These
fares are then used to offset the costs of providing the transit service,
otherwise known as Farebox Recovery. The Farebox Recovery ratio
is defined as the ratio of the transit fares to the operating costs.
NVTA'’s farebox recovery ratio target shall be equal to those targets
set forth by Transit Development Act regulations. Urban transit
services, Vine and American Canyon Transit, have a farebox
recovery target different than that of rural transit (Calistoga Shuttle,
St. Helena Shuttle and Yountville Trolley) and ADA Paratransit
services. See note D at the end of this document for current
regulatory farebox recovery rates.

Vine Fare Adjustments: Fare adjustments are defined as any
permanent changes to Vine's fare structure. Decisions on fare
adjustments are made by the NVTA’s Board of Directors. Prior to
making a decision on a fare adjustment, the Board shall consider the
recommendation by NVTA’s staff, including but not limited to an
analysis of the impacts on minorities and low-income individuals
consistent with Title VI of the Civil Rights Act of 1964 (42 U.S.C. §
2000d et seq), the Federal Transit Administration (FTA) Title VI
regulations (49 CFR part 21), and FTA’s Circular 4702.1B, including
any future amendments thereto, as well as NVTA'’s Title VI Policy.
Prior to raising a fare, NVTA shall solicit and consider public
comment in compliance with 49 USC Chapter 53 and FTA Circular
9030.1C, including any future amendments thereto. Implementation
of a fare adjustment shall occur no earlier than 30 days and no later
than 12 months following approval by the Board of Directors. Any
change in the fare shall be rounded to the nearest $.05.

Fare adjustments shall be considered by the NVTA Board under the
following scenarios:

1. Following NVTA’s annual report if VINE has failed to meet its
farebox ratio goal defined in the fare policy.

2. Every three years the NVTA Board of Directors will consider
fare adjustments to match the previous three years of CPI-U
for the San Francisco — Oakland — San Jose Region or to
match the percent increase in Vine expenditures for the
previous three years whichever is greater. Unless the farebox
ratio for the previous fiscal year is equal to or greater than
20%. In which case fare increases shall be paused.

NVTA staff will annually report to the Board a review of
farebox revenues and the farebox recovery ratio for the entire
system and service. NVTA staff will recommend possible
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solutions for meeting the minimum farebox recovery if
analysis indicates it has not been met. Solutions may include
a recommendation for a fare adjustment. Such
recommendation will include consideration of economic
trends, Vine’s current and future operating health and the
value of services, both qualitative and quantitative, in the
communities served.

Fare Differentials: Vine’'s fares shall balance simplicity and
uniformity of fares with the equity of pricing services consistent with
the cost and value of providing that service. The number of fare
types, levels, and fare payment instruments shall consider the ease
of enforcement by vehicle operators, ease of understanding by
customers and the ease of tracking with both the farebox technology
and the back-office technology.

Services that cost more to operate or provide additional value to
passengers compared with local bus service are considered
premium services, and may be priced higher (but never lower) than
local bus service. Premium services include express buses,
paratransit, and if implemented in the future, bus rapid transit. The
price structure for each premium service will be set separately.

Local distribution services that operate in a small area and are used
for shorter than average length trips provide less value to riders and
are classified as shuttle services. Shuttle services may be priced
equal to or lower than local bus service.

Vine-GO Paratransit Fares: Vine Go’s policy, in compliance with the
Americans with Disabilities Act of 1990 (42 U.S.C. Section 12143)
and the implementing FTA Regulations (49 CFR Section 37.121) is
that ADA complementary paratransit fares will equal twice the regular
fixed-route fare for the same trip. If the Act is changed, this policy
shall be changed to be consistent with federal law. If ADA
complementary paratransit provides service beyond or in addition to
the federally defined ADA complementary paratransit service, a
higher fare shall be charged for that service.

Vine Local Passes: Prepayment of fares on the fixed-route system
shall be encouraged. Monthly local Vine passes shall be discounted
to provide some savings to commuters compared with the cash fare,
but not less than 30 (See Attachment A) times the cash fare. Day
passes shall be priced at least equivalent to the cost of three
boardings and no more than the cost of six boardings. Twenty ride
passes shall provide the equivalent of 20 rides and shall be
discounted no more than 10% (See Attachment A) from the actual
value. These policies shall be applied equitably across all fare types
(Adult, Youth and Discount). Passes shall be priced to expedite the
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boarding process.

Employer, university or schools and other qualifying group pass
programs shall be priced so that either:

1.

The anticipated average revenue per boarding to VINE from
such programs is approximately equal to or greater than
VINE’s average revenue per boarding for the two most recent
fiscal years excluding these programs, or

The anticipated revenue from the program is at least equal to
the estimated revenue previously generated by the riders
switching to the program.

Vine Express Fares and Passes

1.

Vine Route 29: Vine Route 29 is a partially grant funded
premium express service from The Redwood Park and Ride
in the City of Napa to the EI Cerrito Del Norte BART Station.
As such it is primarily intended to service commuters traveling
to and from the Bay Area. As a grant funded route, the farebox
requirement for the Route 29 is 20% and the fare structure is
independent of the local Vine routes. As a commuter route,
the discounted fare provisions of this policy do not apply to the
Route 29, therefore, all cash and pass fares shall be equal.
The Route 29 farebox ratio and fares shall be reviewed on the
same schedule set forth for the local routes but there is no
provision for automatic increases to the fares. Passes will cost
no less than 20 (See Attachment B) times the cash fare. Only
Route 29 monthly passes shall be valid on the Route 29.
Punch passes can be used on the Route 29 but a single ride
will cost multiple punches depending on the destination.
Transfers are not accepted onto the Route 29 but transfers
shall be issued for use on other eligible VINE routes upon
request.

Vine Route 21: Vine Route 21 is a grant funded premium
express route servicing a connection between the Soscol
Gateway Transit Center and the Suisun City Train Depot. As
a grant funded route, the Route 21 is not required by law to
meet a specific farebox recovery ratio but by NVTA policy it is
the goal of the agency to reach a farebox recovery ratio equal
to that of the regulatory minimum for rural transit services. The
Route 21 farebox ratio and fares shall be reviewed on the same
schedule set forth for the local routed but there is no provision
for automatic increases to the fares. Cash fares for the Route
21 are set independent of the VINE local fares and as a
commuter route the discounted fare provisions of the
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local VINE service do not apply to the Route 21. The Route
21 does not have a distinct monthly pass but all other passes
are valid for use on the Route 21. In the case of a punch pass
one ride shall be equal to two punches. Transfers are
accepted onto the Route 21 from any other VINE route.

Local Shuttle Services: Local shuttle service fares (St. Helena,
Yountville, Calistoga and American Canyon) are defined by the
individual Agreements between the jurisdiction and NVTA. These
shuttle services are not subject to any provision stated in the Fare
Policy except those required by law and defined within the relevant
Agreement.

Promotions and Special Events: Fare promotions, including
special event fares, may be used to attract riders to Vine services.
Fare promotions can be a cost-effective method of attracting riders
to new services (such as new bus routes) and existing services. For
the purpose of this policy, Fare Promotions shall be defined as any
new fare card, fare media, cash fare or other transit fare which is not
part of the adopted fare structure and may be priced higher or lower
than Vine’s regular fares. Fare Promotions are not required to
include a specific fare for seniors, Medicare cardholders or
individuals with disabilities, however the rates charged seniors,
Medicare cardholders or individuals with disabilities during off-peak
hours must not exceed one-half of the rates generally applicable to
other persons at peak hours (excluding the Fare Promotion) as
required by FTA regulations (Code of Federal Regulations, Title 49,
Subtitle B, Chapter Vi, Part 609). Fare promotions must be able to
be implemented within the capabilities of the current fare collection
technology in use at the time of the implementation. Fare promotions
shall not exceed a six (6) month period. If the promotion is deemed
to be successful and management desires it to be part of the fare
structure, then management shall bring the issue and analysis to the
Board of Directors for adoption into the current fare structure. Should
the fare promotion result in “free rides”. Pass holders with a 31-day
pass activated before the beginning of the promotion and valid during
the period of the promotion shall receive a period pass equal to the
free period. To remain equitable all paratransit service shall be free
during free ride promotions

New Payment: Options Fare payment options that effectively attract
a different market segment or encourage increased use of Vine
services by current riders shall be developed; but must be within the
realm of current or planned hardware, software and back-office
technologies. Initial pricing for such options shall be set such that
VINE is not expected to lose fare revenue, unless the Board of
Directors specifically approves an estimated amount of lost revenue.

Design: The design of fare payment instruments shall consider the
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ease of enforcement by bus operators, ease of understanding by
customers and the ease of tracking with both the farebox technology
and the back-office technology.

Child and Youth Fares - Vine Local Route Services: Up to two
children, 5 years of age or less, ride free with each adult over 18
paying their fares. Additional children must pay $.50 per child. No
child under the age of seven may ride without an accompanying
adult.

Youth shall be defined as persons ages 6 - 18. Youth may qualify for
a reduced fare based on the type of service being provided and the
publicized fare. Youth fare is calculated by subtracting $.50 from the
full adult fare. In all cases, the youth will no longer qualify for any
youth discounts on their 19th birthday.

Half-Fare Program - Vine Local Fixed Route Services: The
objective of the Half-Fare Program is to provide reduced fares for
fixed route services for seniors, persons with disabilities and
Medicare cardholders in compliance with the Federal Transit
Administration’s  half-fare  requirements (Code of Federal
Regulations, Title 49, Subtitle B, Chapter Vi, Part 609).

Who is eligible for the half-fare program?

1. Persons aged 65 and older, unless the FTA regulations
defining seniors are changed in the future, in which case the
FTA regulations shall be followed.

Medicare cardholders

People who meet the currently enforced Federal Transit
Administration’s (FTA) definition of people with disabilities. At the
time of the adoption of this policy, the definition is: “any individual
who, by reason of illness, injury, age, congenital malfunction, or
other incapacity or temporary or permanent disability (including any
individual who is a wheelchair user or has semi-ambulatory
capabilities), cannot use effectively, without special facilities,
planning or design, mass transportation service or a mass
transportation facility.”

Lifetime Pass — The objective of this program is to allow people of
advanced age, defined as over 85 to continue to ride the transit
system by offering free rides on all transit services.
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NOTES

A.

The local monthly pass multiplier is based on an analysis of other local transit
services within the Bay Area and what is currently being used by the Vine. See
Attachment A.

The discount for the punch pass is based on an analysis of other local transit
services within the Bay Area and what the VINE is currently using. See Attachment
A.

The Route 29 monthly pass multiplier is based on an analysis of other express
route services within the Bay Area and what is currently being used by the Vine.
See Attachment B.

As of June 1, 2014 the regulatory minimum farebox recovery ratio is 16% for urban
transit services and 10% for rural and ADA paratransit services.

Vine offers reduced fares to senior citizens and disabled persons. The Vine honors
the federal Medicare identification card, the California Department of Motor
Vehicles disability ID card, the Regional Transit Connection Discount Card, or any
other current identification card issued by another transit operator that is valid for
the type of transportation service or discount requested; and when offering reduced
fares to senior citizens, it also offers the same reduced fare to disabled patrons.
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SECTION 4 PASSENGER COMPLAINT & COMMENT POLICIES & PROCEDURES

Section 4.1. Overview

NVTA maintains a philosophy of providing exceptional customer service and
responsiveness to the public.

411 Complaints & Comments

A.

Complaints and comments from the public may be received
electronically through email and the Vine/NVTA web site, prepaid
comment cards available in English and Spanish on Vine vehicles,
standard written correspondence, testimony at public meetings,
and/or via telephone or in-person communication.

NVTA'’s transit operations contractor may also receive complaints or
comments in one or more of the formats noted above

When complaints are received, NVTA staff and/or contractor will
acknowledge receipt of the complaint within 24 business hours from
the time it is received.

All complaints should be investigated and resolved within 5 business
days.

Complaining party shall be notified of the agency’s resolution of the
complaint within 5 business days. NVTA’s contractor shall maintain
documentation of all complaints received and their resolution and
provide monthly written summaries to be included in the contractor’s
monthly invoice to NVTA.

NVTA’s contractor shall maintain documentation of all complaints
received and their resolution and provide monthly written summaries
to be included in the contractor's monthly invoice to NVTA.

NVTA will store physical comment cards and emails on the shared
office drive available (H:\NCTPA\TRANSIT\03_Complaints &
Suggestions) so that all NVTA personnel can review complaints.
Additionally, NVTA utilizes an online software to receive, track, and
respond to comments, complaints and suggestions.

Copies of relevant comment cards received shall be shared with the
agency’s contract operator with the originals retained in hard copy or
electronic form.
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41.2 Requests for Reasonable Modification

Public Transit passengers with disabilities may request reasonable
modifications be made to accommodate their use of public transit.

A.

B.

Requests should be made in written form and submitted to the
Manager of Public Transit.

Individuals requesting modifications shall describe what they need in
order to use the service.

Individuals requesting modifications are not required to use the term
“reasonable modification” when making a request.

Whenever feasible, requests for modifications shall be made and
determined in advance, before the transportation provider is
expected to provide the modified service, for example, during the
paratransit eligibility process, through customer service inquiries, or
through NVTA’s complaint process.

Where a request for modification cannot practicably be made and
determined in advance (e.g., because of a condition or barrier at the
destination of a paratransit or fixed route trip of which the individual
with a disability was unaware until arriving), operating personnel shall
make a determination of whether the modification should be provided
at the time of the request. Operating personnel may consult with
NVTA management before making a determination to grant or deny
the request.

Requests for modification of NVTA’s policies and practices may be
denied only on one or more of the following grounds:

(1) Granting the request would fundamentally alter the nature of
NVTA’s services, programs, or activities;

(2) Granting the request would create a direct threat to the health or
safety of others;

(3) Without the requested modification, the individual with a disability
is able to fully use NVTA’s services, programs, or activities for their
intended purpose.

In determining whether to grant a requested modification, NVTA shall
be guided by the provisions of Department of Transportation 49 CFR
Part 37, § 37.169 Appendix E.
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SECTION 5 ADA PARATRANSIT POLICIES

Section 5.1. Service Overview

Section 5.2. NVTA Eligibility Standards In compliance with the American’s
with Disabilities Act (ADA) of 1990 the Napa Valley Transportation
Authority (NVTA) provides complementary paratransit service (Vine Go) to
the Vine fixed route bus system. This service is available to all individuals
deemed eligible that are making a trip with an origin and destination within
three-quarters (%) of a mile of a Vine fixed route corridor. Vine Go
paratransit operates as a curb-to-curb service.

Per the ADA regulations individuals falling into one or more of the below categories
are eligible to receive complementary ADA paratransit service:

Category 1: Any individual with a disability who is unable, as the result of a physical
or mental impairment (including a vision impairment), and without the assistance
of another individual (except the operator of a wheelchair lift or other boarding
assistance device), to board, ride, or disembark from any vehicle on the fixed route
system which is readily accessible to and usable individuals with disabilities.

Category 2: Any individual with a disability who needs the assistance of a
wheelchair lift or other boarding assistance device and is able, with such
assistance, to board, ride and disembark from any fixed route vehicle which is
readily accessible to and usable by individuals with disabilities if the individual
wants to travel on a route on the system during the hours of operation of the system
at a time, or within a reasonable period of such time, when such a vehicle is not
being used to provide designated public transportation on the route.

Category 3: Any individual with a disability who has a specific impairment-related
condition which prevents such individual from traveling to a boarding location or
from a disembarking location on such system.

. Under this condition an emphasis is placed on prevents. A condition
which makes traveling to boarding location or from a disembarking location
more difficult for a person with a specific impairment-related condition than
for an individual who does not have the condition, but does not prevent the
travel, is not a basis for eligibility.

. Architectural barriers not under the control of the public entity
providing fixed route service and environmental barriers (e.g., distance,
terrain, weather) do not, standing alone, form a basis for eligibility under this
paragraph. The interaction of such barriers with an individual's specific
impairment-related condition may form a basis for eligibility under this
standard, if the effect is to prevent the individual from traveling to a boarding
location or from a disembarking location

Section 5.3. Eligibility Determination Process

Individuals wishing to apply for ADA paratransit service shall submit an application
to NVTA and schedule an appointment with NVTA’s designated eligibility
contractor. Applicants will complete an in-person or telephone evaluation
performed by NVTA'’s contractor before a determination of eligibility is made. All
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decisions regarding an applicant’s eligibility shall be rendered in written form within
twenty-one (21) days of receiving the applicant’s determination form regardless of
any follow up.

Section 5.4. Eligibility Categories

NVTA separates eligible individuals into three distinct categories: unconditional,
conditional, and temporary. Unconditional eligibility is assigned to individuals who
are unable to use fixed route transit under any circumstances. Conditional eligibility
is assigned to individuals who are able to independently use fixed route transit
under some circumstances. Those “circumstances” are determined at the time of
an applicant’s evaluation and are then adhered to when scheduling rides.
Temporary eligibility is assigned to individuals who experience a temporary loss of
functional ability that prevents them from using fixed route service. Each eligibility
category shall result in differing terms regarding the span of time in which an
individual is certified to use ADA paratransit. Individuals deemed unconditional
shall remain eligible indefinitely due to the fact most disabilities that would result in
this type of categorization do not improve with time. Unconditional individuals will
receive a letter every three (3) years to ensure the most up to date information is
on record. Conditionally eligible individuals shall remain certified for a period of
three (3) years. Prior to their expiration conditionally eligible individuals will be sent
a letter asking to renew as well as a new application. The determination of eligibility
may change during their renewal, should their disability either improved or
deteriorated. Temporarily eligible individuals will also be sent a letter and
application at the end of their term giving them the opportunity to renew should
they feel that their condition still prevents them from riding fixed route transit.

Section 5.5. Appeals Process

If a paratransit applicant is deemed ineligible and does not agree with the
determination they have the right to appeal the decision. To formally appeal a
decision a letter must be submitted to NVTA within 60 days of receiving an eligibility
determination letter. The letter shall be addressed to NVTA 625 Burnell St. Napa,
CA 945509 to the attention of the Manger of Public Transit. Upon receiving the letter
an appeals panel will be assembled to hear an applicant’s appeal. The applicant
or someone they appoint to speak on their behalf shall be contacted and an in
person meeting with the panel will be scheduled. The panel shall consist of a
member of Napa County’s Paratransit Coordinating Council (PCC), a member of
NVTA'’s Evaluation Contractor’s evaluation staff, and the Manager of Public Transit
or his/her designated staff member. The appeals panel will render a final written
decision within thirty (30) days of hearing the appeal. Should the appeals panel
not render a decision within the thirty (30) days after the completion of the appeals
process, NVTA shall provide paratransit service to the applicant until a decision is
rendered. Free transportation shall be provided to the appealing applicant and their
personal care attendant (PCA) to the appeals hearing.

Napa Valley Tran?%;')rtation Authority



Section 5.6. Visitors

Complementary paratransit service is available to visitors. A visitor is defined as
anyone coming from an area outside of the nine (9) Bay Area Counties. All visitors
must submit a proof of eligibility as determined by the jurisdiction in which they
formally reside prior to their use of the Vine Go system. In a case where an
individual has no formal documentation of ADA eligibility, the individual is to
provide documentation of residence outside of the Bay Area, and if the individual’s
disability is no apparent, proof of disability. Visitors shall be able to use Vine Go
for a total of twenty-one (21) days within a three hundred and sixty-five (365) day
period. Should an individual need service beyond the twenty-one (21) total days
they shall be required to apply for local certification.

Section 5.7. Reservation and Scheduling

Eligible individuals may schedule their trips as early as seven (7) days in advance
or as late as the day before the intended trip. For clarification, the “day before” is
not considered to be twenty-four (24) hours prior to the intended trip. A request
for a morning trip can be made in the afternoon of the day before. Trips are
schedule on a first come, first serve basis. No trips will be given priority over the
other based on trip purpose or destination. Reservationist may negotiate an eligible
individual’'s requested pickup time up to one hour before or after the desired pickup
time. Reservationists shall be available to schedule trips from 8:00AM to 6:00PM,
Monday through Friday and 8:00AM to 5:00PM Saturday through Sunday. NVTA
does not provide subscription service.

Section 5.8. Hours of Operation and Service Area

NVTA shall operate complementary paratransit service during the same days and
hours that fixed route service operates. Thus, if an individual can travel from a
given origin to a given destination on a particular fixed route at a certain time of
day, a paratransit eligible person must also be able to travel from the same origin
to that same destination on paratransit at that time of day. Because paratransit
service is required to be available during the same hours and days as the fixed
route system, and because not all fixed routes will necessarily be operating at a
given time on a given day, the shape of the paratransit service area can be
expected to change accordingly. For example, it is common for certain routes to
not run late at night or on Sundays. Those routes, and their associated paratransit
corridors, are not served with paratransit when the fixed route system is not running
on them.

Section 5.9. Fares

NVTA shall set its fares for paratransit trips at twice that of a comparable fixed
route trip. Eligible individuals shall pay their fare upon boarding. Personal care
attendants (PCA) that are specifically identified in an eligible individual’s file ride
for free. Should an eligible individual have a companion that is not their designated
PCA, that individual shall be required to pay the same fare amount as the eligible
individual they are travelling with.
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Section 5.10. Mobility Devices

Vine and Vine Go transit vehicles are designed to accommodate most wheelchairs
and mobility aids. NVTA defines a wheelchair as a mobility aid that belongs to any
class of three or more wheeled devices, is manual or powered, usable indoors and/
or outdoors, and designed or modified for an individual’s mobility impairments. The
maximum amount that a lift on the fixed route system can safely accommodate is
600Ibs (rider and mobility device combined). Some ramp equipped fixed route
vehicles can accommodate 800lbs however there is no guarantee that those
specific vehicles will be available for one’s trip. For safety reasons riders and their
mobility device that have a combined weight of 600Ibs or more are encouraged to
use paratransit. The maximum the lifts on NVTA’s paratransit fleet can safely
accommodate is 800lIbs. If the combined weight of a rider and their mobility device
is 800lbs or greater Vine Go cannot accommodate them safely and the rider will
be directed to make other transportation arrangements.

Section 5.11. Passenger Accompaniment

NVTA guarantees any eligible paratransit user one travel companion. Additional
persons accompanying eligible individuals are to be served on a space-available
basis to prevent displacement of other ADA paratransit eligible individuals. NVTA
does not limit who the companion may be; the companion may be a family member,
friend, or business associate, etc. NVTA requires that the eligible individual
reserve a space for the companion when reserving his or her own ride. A personal
care attendant (PCA), someone designated or employed to assist the eligible
individual, may always ride with the eligible individual. If there is a PCA on the trip,
the eligible individual may still bring a companion, as well as additional companions
on a space-available basis. To be considered as “accompanying” the eligible
individual, a companion must have the same origin and destination points as the
eligible individual.

NVTA allows service animals to accompany paratransit users on all trips. A service
animal is defined by the ADA as “any guide dog, signal dog, or other animal
individually trained to work or perform tasks for an individual with a disability,
including, but not limited to, guiding individuals with impaired vision, alerting
individuals with impaired hearing to intruders or sounds, providing minimal
protection or rescue work, pulling a wheelchair, or fetching dropped items.”
Emotional support, therapy, comfort, or companion animals are not considered
“service animals” as they have not been trained to perform a specific job or task.
Operational staff may ask if an animal is a service animal or ask what tasks the
animal has been trained to perform in cases where it is not obvious that an animal
is a service animal. NVTA shall not require the exclusion of a service animal unless
the animal is out of control and the animal's owner does not take effective action
to control it or the animal poses a direct threat to the health or safety of others.
NVTA does not limit the number of service animals accompanying a user as long
as each animal meets the definition of a service animal and is kept under the
control of the rider.
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Section 5.12. Passenger Assistance

As defined in Section | of these policies NVTA’s ADA paratransit shall operate as
a curb-to-curb service. Drivers will provide assistance beyond the curb on an as-
needed basis. NVTA shall ask users upon requesting their ride to inform the
reservationist if this aid is needed for their pickup and/or drop-off. Should a user
not inform the reservationist or a barrier becomes present that was unknown
creating the requirement of assistance from the driver, assistance shall not be
denied. Although assistance beyond the curb shall be provided on a case-by-case
basis it is NVTA policy that drivers are able to maintain “effective continuing
control” of the vehicle. Effective continuing control is defined by the NVTA as the
driver being able to maintain visual contact with the vehicle at all times in cases
where a user needs assistance beyond the curb. Drivers are also prohibited to
enter private residences or past the first exterior door of any other building even if
visual contact with the vehicle can be maintained.

Section 5.13. No-Shows

A no-show is defined as a situation where a rider does not take a scheduled ride
or cancels their trip an hour or less before their scheduled pickup time due to
reasons within their control. Trips missed due to sudden illness, family emergency,
or transit agency error or lateness considered outside of the rider’s control are not
considered a “no-show”. A no-show often results in a wasted trip that could have
otherwise been given to someone else. Due to critical nature of paratransit trips
NVTA takes chronic no-shows very seriously. ADA regulations allow paratransit
service to be suspended for a reasonable amount of time when a rider consistently
does not appear for scheduled trips. Missing three (3) trips or 10% or more of a
passenger’s total trips in a calendar month is considered chronic no-show
behavior. If a rider presents chronic no-show behavior, he or she will be provided
with written notification of their impending suspension and the degree of their
penalty. The penalties are described below:

. 1st month — Passenger will receive a phone call and a letter to review
the policy and rider expectations.

. 2nd month — Seven (7) day suspension

. 3rd month — Fourteen (14) day suspension

. 4th month and after — increasing penalties by one (1) week up to one
(1) month suspension.

. Penalties will reset after a year period from the first warning letter.

At any point that an individual receives a written warning or impending suspension
notice they may appeal the suspension within sixty (60) days of receipt. The
appeals panel will render a final written decision within thirty (30) days of receiving
the appeal.

Section 5.14. Pick-Ups

NVTA requests that riders be ready for pick-up at their scheduled time. Drivers
shall wait five (5) minutes past the scheduled pick-up time for a registrant to make
an indication they are present and planning to make their trip. If a registrant does
not show themselves or make a good faith effort to inform the driver they are
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making their way to the vehicle the driver will depart and the registrant will be
considered a no-show. This five (5) minute window shall commence from the
scheduled time of pick-up, not when the vehicle arrives. If a driver arrives prior to
the scheduled pick-up, they cannot commence the countdown until the scheduled
pick-up time. Should a driver arrive early there is no obligation for the registrant to
board the vehicle. Although there is no obligation a registrant may elect to depart
early, and the trip will be considered early. A trip is considered “on-time” when a
vehicle arrives within thirty (30) minutes of the scheduled pick-up time. If the
vehicle arrives outside of the thirty (30) minute window they are considered late.
To ensure a high quality of service NVTA expects that 90% of pick-ups are either
on-time (within the 30-minute window) or are early.

Section 5.15. Denials and Missed Trips

NVTA shall have no denials of service. NVTA’s operator shall make it a top priority
to provide enough capacity on the system to meet demand. Missed trips are trips
that are not completed due to agency error. They shall be defined as follows.
. The vehicle arrives and leaves before the beginning of the pickup
window without picking up the rider and without any indication from the rider
that he or she no longer wants to make the trip. Note that a rider is not
obligated to board until the beginning of the pickup window or—for transit
agencies that have a 5-minute wait-time policy—from the start of the pickup
window until 5 minutes have elapsed.
. The vehicle does not wait the required time within the pickup window,
there is no contact with the rider, and the vehicle departs without the rider.
Note that if during the wait time the rider indicates he or she no longer wants
to take the trip, this is typically recorded as a “cancel at the door.”
. The vehicle arrives after the end of the pickup window and departs
without picking up the rider (either because the rider is not there or declines
to take the trip because it is now late).
. The vehicle does not arrive at the pickup location.

Section 5.16. Trip Length

NVTA shall sample twenty (20) random weekday trips, five (5) Saturday trips, and
three (3) Sunday trips on a monthly basis to ensure that travel times are
comparable to the travel times an individual would have on a comparable fixed
route trip. NVTA expects trips to be comparable 95% of the time.

Section 5.17. Equivalent Service

NVTA operates four on-demand shuttle services in the communities of Calistoga,
St. Helena, Yountville, and American Canyon. These on-demand services shall
operate as complementary ADA paratransit for all trips originating and ending
within their respective service areas. To ensure equitable service NVTA shall
ensure that response times, fare, geographic service area, hours/days of
operation, restrictions, availability of information and reservation capability, and
constraints on capacity or availability are equal between ADA and non-ADA eligible
riders of each on-demand shuttle service.
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SECTION 6 CHARTER & SCHOOL BUS

Section 6.1. Statement of Policy

Consistent with federal regulations, NVTA shall not operate charter or school bus
services except as permitted under CFR 49 - Part 604 and 49 CFR Part 605
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SECTION 7 SHARED VEHICLE PROGRAM

Section 7.1. Statement of Policy

The Shared Vehicle Program shall be expressly for 501(c)(3) organizations that
serve the elderly and/or disabled.

7.1.1 Participation

Participating organizations must:

A.
B.
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Sign a Memorandum of Understanding (MOU) with NVTA;

Identify a staff member or volunteer from their agency as a
prospective driver

Add driver on the borrowing agency’s workers’ compensation policy
Have insurance for general Liability

Have insurance for Hired & Non-Owned Auto Liability

Name NVTA as an additional insured on the above listed insurance
policies

Provide proof that driver candidate is an employee or volunteer
covered under that agency’s workers compensation insurance
Schedule time to borrow a vehicle on an as available basis

Pick up and return the vehicle

Prepare and submit necessary trip paperwork on the use of the
vehicle

Replace the gasoline used at their expense

NVTA Responsibilities

NVTA must perform a Department of Justice background check on
the driver candidates.

NVTA shall provide driver training to driver candidates.

Driver candidates must secure the appropriate license.

Driver candidates must agree to undergo random drug testing.
NVTA shall add drivers onto its vehicle insurance policy.
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SECTION 8 TAXI SCRIP

Section 8.1. Statement of Policy

NVTA provides a limited amount of subsidized taxi rides as a lifeline service to
supplement regular fixed-route transit.

The NVTA Taxi Program shall be a lifeline service for Napa County residents over
the age of 65 years or persons with disabilities. Napa County residents that have
been ADA Vine Go certified have presumptive eligibility in the Taxi program. Taxi
Scrip Program Guidelines may be periodically approved and modified by the NVTA
Board.
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SECTION 9 PASSENGER POLICIES

Section 9.1. Statement of Policy

NVTA is committed to providing a safe, enjoyable experience for all passengers.

Section 9.2. Passenger Code of Conduct

To keep Vine Transit Services enjoyable for all, the following rules apply:

A.

Smoking: NVTA prohibits smoking on all vehicles and at all transit facilities.
The no smoking rule applies to all tobacco and cannabis products, including
the use of e-cigarettes and vaporizers.

Eating: Eating is not allowed on any transit vehicle with the exclusion of
snack bars.

Drinking: Drinking is allowed on buses if the liquid is in a closed container,
such as a bottle or thermos. Cups with lids are not allowed unless it is tight
fitting. Alcoholic beverages are strictly forbidden on transit vehicles, at
transit facilities, and transit stops.

Entertainment Devices: Playing videos, games, and/or music without
headphones is not allowed on Vine buses. Please keep headphone volume
respectable.

Littering: All trash shall be placed in a designated trashcan on all vehicles
and trashcans located at select bus stops.

Vandalism: Causing damage in any way to Vine property is strictly
prohibited. Prohibited actions include, but are not limited to, marking,
etching, and cutting.

Obscene Language or Behavior: Using language or actions that can be
interpreted as abusive, threating, or rude to fellow riders or transit staff is
not allowed.

Animals: No animals, except properly documented service animals, are
allowed on board. Service animals must ride at their owner’s feet or on their
lap and be under control of the owner at all times. Animals are not permitted
on seats. Non-service animals can be brought on board if they are in a
secure cage or carrier for the entirety of the trip. The cage or carrier must fit
on your lap or under your seat.

Hazardous Materials: Hazardous Materials are strictly prohibited on Vine
buses. These include, but are not limited to, corrosive material, flammable
items, car batteries, materials emitting noxious odors, human or animal
waste, etc.

Weapons: Weapons of any kind are strictly prohibited on Vine vehicles and
at any transit facility.

Carry-On Items: Riders may bring luggage, shopping bags, or other non-
hazardous material on the bus as long as the rider can easily handle and
secure the items on or near their body.

Bikes on Buses: All buses (except VineGo vehicles) are equipped with
bike racks on the front of the bus. Availability of bike racks is on a first-come,
first- served basis. Bicyclists are responsible for loading, securing and
unloading their bicycles. Bus drivers may not assist. Bikes are only
permitted inside the bus on buses retrofitted
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with interior bike racks or on the last trip of the day. Small scooters, including
electric, are permitted inside the bus if they can be secured by the rider.
Electric bicycles and/or their batteries must go on the outside front bike rack
as they are not allowed inside the bus. The outside bike racks can
accommodate bicycles that meet the following requirements:

e Bicycles with wheel sizes from 20 inches to 29 inches, excluding
tandems and recumbent bicycles

e Bicycles with a wheelbase dimension of up to 44 inches
e Tire widths up to 2.3 inches

e Bicycles less than 55 pounds
Wheelchairs, Scooters and other Mobility Aids: The Vine allows all
mobility devices on its fixed route vehicles as long as rider can maneuver it
onto the vehicle and have it properly secured. VineGo vehicles with a lift
can only accept a device and rider who weigh less than 600 pounds
combined.
Strollers: Strollers must be able to collapse. Riders with strollers may ask
the driver to lower the ramp to assist them in moving it into the bus. A child
may remain in the stroller to board the bus, however, they must be removed
when the vehicle is in motion. If there is no room to strap in or lock the
stroller in the designated mobility device space or a passenger using a
mobility device boards the vehicle after the stroller is placed onboard, the
parent or guardian must collapse the stroller to allow room. Strollers cannot
block aisles, doors, steps or emergency exits and must be in the control of
the parent or guardian.
Securing Mobility Devices: All Wheelchairs and Scooters must be
secured. Passengers may transfer to a seat, or if they remain using the
wheelchair or scooter, the driver will also recommend that they are secured
with an over-the-shoulder strap.
Walkers: The driver will secure walkers inside the bus.
Oxygen Units: Portable oxygen units are preferred. Large oxygen cylinders
must be transported in a holder on wheels or attached firmly to a manual
wheelchair.
Boarding by the Wheelchair Ramp: Passengers who prefer to board the
bus using the ramp should ask the driver to assist them.

9.2.1 Suspendible Offences

A. The following acts may result in immediate and permanent suspension
and possible criminal prosecution:

¢ Physical abuse or causing physical injury to another rider or driver
¢ Purposeful destruction or vandalism of Vine property.
B. For violating any other codes of conduct the following will be enforced:
e One (1) violation will result in a verbal warning
e Two (2) violations will result in a written warning.
e Three (3) or more violations will result in suspension of service for a
minimum of 30 days.
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C. Riders may appeal warnings or suspensions. An appeal can be made
in writing within 60 days of the incident in question. Written appeals
should be mailed to 625 Burnell St Napa, CA 94559. Riders may also
file an appeal in person at the Transit Center or call the main
administrative line at (707) 259-8631. Riders may also submit their
requests for an appeal through the Vine “Contact Us” portal on the
vinetransit.com.

e Appeals will be reviewed and considered by the Executive Director
and the residing Chair of the Napa Valley Transportation Authority
Board of Directors. A joint decision on maintaining the ban or
removing it will be given within ten (10) days of receipt.
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SECTION 10 VEHICLE ACCIDENT POLICIES & PROCEDURES

Section 10.1. Statement of Policy
NVTA considers passenger safety the highest priority in its public transit services.

All vehicle incidents and accidents involving injury shall be reported to NVTA staff
by the agency’s contractor within 24 hours of occurrence. In the event of serious
injury, NVTA staff should be notified immediately

Within 72 hours NVTA’s contractor shall provide the agency complete
documentation of all accidents/incidents including, but not limited to, accident
investigation forms, supervisor’'s notes, photographs and/or video of vehicle(s) and
accident scene.

A summary of all accidents and incidents shall be provided by operations
contractor in each monthly billing invoice.

The NVTA Executive Director shall be notified of any accident or incident in which
medical care was provided at the scene and/or subjects were transported to a
medical facility.
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SECTION 11 STATE OF GOOD REPAIR

Section 11.1. Statement of Policy

Maintaining the agency’s transit assets in a state of good repair is essential for
delivering safe and reliable transit service.

The agency will maintain an asset management database to log the value and
condition of capital assets.

In developing transit budgets and short and long range transit plans, the agency
shall prioritize the replacement and/or repair and refurbishment of capital assets to
maintain a state of good repair.

The agency contractor will schedule maintenance on intervals that support system
wide state of good repair and maintain records of service and maintenance for
vehicles and equipment for which they are contractually responsible to maintain.

The agency will schedule maintenance on intervals that support system wide state
of good repair and maintain records of service and maintenance for those items
not operated by contractor.
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SECTION 12 SAFETY & SECURITY
Section 12.1. Statement of Policy

NVTA'’s contract transit provider shall maintain, implement and annually update a
Safety and Security Management Plan.
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SECTION 13 BUS STOP PLACEMENT
Section 13.1. Statement of Policy

The recommended stop spacing guidelines are based upon the best practices
research and staff knowledge of local conditions. The goal is to balance the
needs of passengers and the operator. While a short distance between stops
means a shorter walk for customers, the result is a longer ride for them in the
end. The more opportunities for boarding and alighting along a route results in
longer trips because of the time it takes for the bus to decelerate, come to a
complete stop, collect fares from passengers, wait for the passengers to sit
down, and then accelerate and merge into traffic.

A. Local Route

Local stop spacing is broken down into two categories, urban and
suburban. Urban is relegated to Downtown defined as First through Fifth
Street and Main to Franklin Street and Suburban is the rest of the City of
Napa. For the Urban service type, the average distance between stops is
1,000ft apart and for Suburban the average is 1,500ft.

B. Regional Route

On the Routes 10 and 11 there is a wide range of stop distances due to
the different land uses and densities along these two routes. The
recommended average distance is 4,500 ft. The idea is that within
incorporated areas the stops on average can be 1,500ft, in alignment with
Suburban standards, and then in rural areas, particularly along the
Route10, the stops can be further apart, closer to 20,000 ft.

Type of NVTA Service Range Average
Local
- Urban 500 to 1,500 ft 1,000 ft
- Suburban 1,000 to 2,000 ft 1,500 ft
Regional 1,500 to 20,000 ft 4,500 ft
Express Major Employment 25,000 ft
Center

The Routes 10 and 11 share an alignment between Napa Valley College
and the Redwood Park and Ride. There may be opportunities to eliminate
some duplicative stops along this shared alignment especially along
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Soscol Ave near the Soscol Gateway Transit Center (SGTC) where there
are stops less than 1,500 ft from the SGTC that predate the construction
of the SGTC.

C. Express Routes

The recommendation for stops to be located at a major employment
center with an average distance of 25,000 ft apart is similar to the current
spacing along the Routes 11X, 21 and 29. As outlined in the Express
Bus Corridor Study completed by NVTA in 2017 the Route 21 stop at
Corporate Drive was eliminated due to low boarding at that stop, which
results in the modification of the route alignment between the Napa
Valley College and the Devlin Road/Airport Blvd stop and a decrease the
travel time on the Route 21.

As additionally outlined in detail in the Express Bus Corridor Study, in order
to speed up the Route 29, the stop at the Soscol Gateway Transit Center was
moved on October 30, 2022 to the Imola Park and Ride in order to be closer
to the main Highway 29 corridor. If stops are added in the future, the stops
should only be at major employment centers.

Section 13.2. Process for Implementing Bus Stop Spacing
Recommendations

A. Evaluate the Current Distance Between Bus Stops Against
Spacing Guidelines

The next steps is to evaluate the current distance between bus stops
against spacing guideline and either leave the stop unchanged, insert an
additional stop, consolidate the stop or eliminate a stop as follows:

Unchanged - if the stop meets the spacing interval

Insert Additional Stop — spacing greater than the maximum recommended
interval

Consolidate Stop
If spacing is less than interval then evaluate both stops

One stop is either a hub or has a shelter, evaluate the other
stop

If the other stop meets the seven requirements of the
Stop Consolidation Checklist then move forward with
consolidation.

Eliminate Stop

If spacing is less than interval then evaluate both stops
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Neither stop is a hub or has a shelter, evaluate the stop with the
lower ridership

If the other stop meets the six requirements of the Stop
Elimination Checklist the move forward with elimination.

B. Stop Elimination Checklist

In order to NVTA to eliminate stop the answer to the following questions
needs to be Yes.

Criteria to Eliminate Yes/No

The adjacent stops left unaltered adhere to the prescribed
spacing requirements for their service area.

Adjacent stops are designed accordingly to absorb additional
ridership.

The stops does not provide direct access to connecting
transit services, or if it does there are stops further along the
route that will provide the same connections.

The stop being removed does not meet ADA guidelines, or
both adjacent stops meet ADA guidelines.

The stops does not serve existing community resources such
as schools, hospitals, senior center, recreation centers, and
locations providing public service.

C. Stop Consolidation Checklist

In order to NVTA to eliminate stop the answer to the following questions
needs to be Yes.

Criteria to Eliminate Yes/No

The new stops location has adequate pedestrian access,
such as direct sidewalk connections and safe pedestrian
crossings

The new stop location adheres to the spacing requirements
with adjacent stops.

The new location meets ADA guidelines or can be
reasonably modified to meet guidelines.

If either stop being considered for consolidation is a transfer

stop, existing transfer opportunities at the new stops location
are possible within two or fewer street crossings or at another
sop location along the line.

The stops being considered will not impact more than 20% of
the entire route’s daily ridership

The stops being considered for consolidation do not directly
serve existing community resources such as schools,
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Criteria to Eliminate Yes/No

hospitals, senior centers, and locations providing public
services.

The new location will improve or maintain running times.

Section 13.3. Adding a Shelter

In order to be considered as a potential location for a bus shelter, the stop in
guestion must obtain a minimum of:
e 20 boarding’s per average weekday on regional or express Routes

e 10 boarding’s per average weekday on local routes

Stops which do not meet these minimum ridership requirements will not be
considered for further analysis.
e Further analysis involves the following factors ridership, exposure,
transfer, transit frequency, high priority community resources, and the
ability to remain ADA accessible.

Section 13.4. Ongoing Monitoring and Corrective Action

Existing services should be monitored annually to see if additional shelters are
necessary. All stops added to new service must adhere to the recommended Spacing
Guidelines for local, regional and express bus service outlined in this document.

SECTION 14 CONTRACTOR RELATIONS & OVERSIGHT

Section 14.1. Overview

The agency engages a variety of contractors for the provision of single, periodic
and/or on-going services. Initial Contractor solicitation and selection shall be
conducted as outlined in section Chapter 5: Contracts and Procurement.

During the duration of any contract NVTA personnel shall carry out relations with
the vendor commensurate with the highest standards of professional and ethical
conduct. Oversight and reporting of contract compliance shall be consistent with
all applicable state and federal laws and consistent with the requirements set forth
in related to the related proposal and contract documents.

The agency contracts for the operation of transit services. Agency staff shall
monitor contractor performance consistent with all FTA requirements for 3rd Party
Oversight. In addition, certain performance standards are established as part of
the contract award with the selected vendor. These metrics shall be monitored
regularly utilizing a mutually agreed methodology.
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SECTION 15 TITLE VI

Section 15.1. Statement of Policy

To ensure compliance of Title VI of the Civil Rights Act of 1964, the agency is
committed to providing transit services to individuals of diverse cultural and
economic backgrounds and, to the maximum extent practicable, removing barriers
to the use of public transit. To this end, the agency shall ensure:

A.

B.
C.
D

@mm

All Vine literature provided to the public is produced in English and Spanish

All vital documents are produced in English, Spanish and Tagalog

All public postings related to service policies and operations are produced
in English and Spanish

Bus schedules have adequate information in Spanish to allow successful
comprehension of the information presented

The Vine website has translation options consistent with industry standards
The Vine website will clearly identify Title VI complaint procedures

All buses maintain up-to-date Title VI notifications
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MAPA VALLEY TRANSPORTATION AUTHORITY
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POLICIES, PRACTICES, AND PROCEDURES MANUAL

CHAPTER 2
OFFICE MANAGEMENT

Effective office management is essential to ensuring a safe, productive, and equitable
work environment for all employees. As an organization, we are committed to maintaining
standards and practices that support operational excellence, promote accountability, and
foster a culture of respect and collaboration.

This Office Management Policy establishes the guidelines, expectations, and procedures
that govern the daily use, maintenance, and oversight of our workplace resources. Its
purpose is to provide clarity, consistency, and fairness in how our facilities, equipment,
and shared spaces are managed, ensuring that all staff members are able to work
efficiently and responsibly.

By outlining these principles, we reaffirm our commitment to organizational integrity,
employee well-being, and the effective stewardship of public resources. All personnel are
expected to adhere to this policy and contribute to a professional, safe, and well-
functioning workplace.

Board of Directors Approval Date:
10/20/2010

Amendment Approval Date:
07/15/2015
12/17/2025

Board Approved: 12/17/2025
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SECTION 1 OFFICE ISSUES

Section 1.1. Purpose

The purpose of this policy and the following procedures is to provide uniform
guidelines for the Agency’s Office Management.

Section 1.2. Policy Statement

The Agency shall establish and maintain an Office Management Guide to assist
employees in performing administrative functions of the Agency in accordance with
this policy’s uniform guidelines.

Section 1.3. Facility/Office Keys
1.3.1 Office

Each staff member is issued an office key and/or access card for unlocking the
front and back entrances to the office. Each staff member is responsible for the
safekeeping of his/her office keys. An Access Card and Key Request Form must
be completed, signed and returned to Human Resources prior to issuance. All
access cards/keys issued to staff members will be turned in immediately to Human
Resources upon resignation and/or termination for de-activation.

1.3.2 Desks and Office Furniture

Staff members may have keys to their own desks and/or office furniture. Each
staff member is responsible for the safekeeping of his/her desk or office furniture,
and locking these items is at the discretion of the staff member. Human Resources
is responsible for locking and unlocking the master files cabinet containing the
confidential personnel files. However, any and all materials held within such desks
and office furniture are the property of NVTA.

Section 1.4. Office Hours

The Agency's main office is open to the public between the hours of 8:00 a.m —
12:00 p.m. and 1:00 p.m. - 4:30 p.m.

Section 1.5. Office and Building Issues
1.5.1 Maintenance

All building maintenance issues should be communicated to the Senior
Administrative Technician (Office Coordinator), who serves as a liaison for
communicating related issues to the appropriate sub-contractor.

1.5.3 Janitorial Service

Any concerns regarding janitorial service should be communicated to the Senior
Administrative Technician (Office Coordinator), who serves as a liaison for
communicating related issues to the janitorial service provider.

1.5.4 Solicitors

The building does not allow solicitors. Agency staff should not allow solicitors to
give their business presentations or display their wares, catalogs, etc. Any
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solicitors should be reported immediately to Senior Administrative Technician
(Office Coordinator) or Human Resources.

Section 1.6. Kitchen Maintenance

All staff members are expected to clean up after themselves and refill items to
ensure a sanitary and pleasant environment for staff to enjoy. This includes
showing other common courtesies after using the kitchen facilities.

Section 1.7. Recycling/Waste — Green Business Practices
1.7.1 Paper

Paper recycling receptacles are places at each work station, copy machine
location, conference room, and kitchen.

1.7.2 Cardboard

Boxes and other cardboard items should be broken down and placed in the marked
recycling container located outside in the garbage enclosure.

1.7.3 E-Waste

It is against the law to dispose of E-waste along with regular trash. E-Waste
includes batteries, computer parts and components, and other electronic waste.
Old/used office batteries may be deposited directly into the used battery receptacle
which is located next to the copy machine. The Senior Administrative Technician
(Office Coordinator) coordinates the collection (and disposal) of E-waste items. All
E-waste items must be marked “E-waste” and placed in the designated E-waste
container.

1.7.4 Printer/Toner Cartridges

Used printer/toner cartridges are recycled or donated to a charity as appropriate.
Copy machine toner cartridges, fuse drums, toner waste cartridges, etc. will be
collected by the Senior Administrative Technician (Office Coordinator) and
returned to the manufacture/contractor for recycling at no cost to the Agency or
recycled as appropriate.

1.7.5 Batteries

NVTA uses rechargeable batteries when possible. A battery charging unit is kept
in the copy room for recharging batteries. Used batteries may be placed in the
appropriately marked “Batteries for Recycling” container located by the main
copy/mail center. The Senior Administrative Technician (Office Coordinator) will
coordinate disposal.

1.7.6 Compostable Waste

All compostable waste will be placed in the appropriately marked “Compostable
Items Only” receptacle located in the kitchen. This will include food scraps and
bio-degradable plates, utensils and paper towels. The janitorial service handles
disposal of compostable waste.

1.7.7 Recycling
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All staff must follow Napa Waste and Recycling’s current requirements for
recycling — notices are posted at the recycle bin in the kitchen, periodic reminders
and trainings will be provided. Napa Waste and Recycling checks our recycle bin
before emptying and may charge NVTA a large fee if banned items are in the bin.

Section 1.8. Meeting Room Use
1.8.1 JoAnn Busenbark Boardroom “Boardroom”

Administrative Staff (Senior Administrative Technician, Administrative Assistant)
are responsible for logging (in advance) all regularly scheduled and special
meetings on the Boardroom calendar in the Outlook NVTA Department calendar
(Standing reservations for outside agency use of the Agency's Boardroom are also
reflected on the Outlook NVTA Boardroom Calendar). NVTA meetings have
priority over any other meeting requests. Other NVTA staff may schedule
meetings in the Boardroom if it is available.

Reserved meetings take priority over a meeting that has not been reserved on the
calendar.

Staff should promptly update the Board Room calendar when a meeting is
canceled.

When reserving the Boardroom, the following information should be recorded in
the NVTA Boardroom Outlook calendar

Name of group

Purpose of meeting

Start and End time of the meeting

Number of attendees

Contact person's name, agency, e-mail address, and phone number

. The person scheduling the meeting should note “scheduled by” and
their name

A sign may be posted at the conference room entrance to identify the meeting
organization and time of meeting to be held/is being conducted in the room.

Maximum occupancy of the conference room is 96 people.

1.8.2 Outside Agency Use

Outside agencies should complete the NVTA Boardroom Agreement form for each
meeting except in the case of a standing meeting. Administrative staff will set up
the AV system for outside agencies, unless a designated person has been trained
on using the AV system. When the Boardroom is scheduled to be used after
normal business hours by an outside agency, an administrative staff member or
designee will ensure facility closure procedures are met and only the restrooms
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and Boardroom are accessible to the user. To ensure proper security the outside
agency may be required to hire security guard services. Access cards and keys
will only be issued to the security guards.

1.8.3 Downstairs Conference Room - “Big Hub”

Staff may hold meetings in the Big Hub provided they have reserved the meeting
on the NVTA Department Big Hub Calendar in Outlook. Reserved meetings take
priority over a meeting that has not been reserved on the calendar.
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SECTION 2 GENERAL OFFICE PROCEDURES
SECTION 2.1.Telephone Coverage

In general, calls to the Agency's general telephone line are to be answered by
Senior Administrative Technician (Office Coordinator) between the hours of 8:00
a.m. and 4:30 p.m. If the Senior Administrative Technician is not available to
answer incoming calls then an alternative staff member will be designated and
calls will be temporarily transferred.

Lunch Hours: The office is closed for lunch between the hours of 12:00 p.m.-1:00
p.m.

SECTION 2.2 U.S. Mail
2.2.1 Incoming U.S. Mail, Courier Deliveries, and Intra-Office Mail
The following general rules apply for sorting and distributing the mail:

The Administrative Staff are responsible for date stamping, sorting, and distributing
the daily U.S. Mail and inter-office mail to NVTA staff's mailboxes. It is the
responsibility of staff to retrieve mail from their mailbox on a daily basis. The daily
U.S. Mail is delivered to the NVTA mailbox (located outside next to the building
entrance from the parking lot) and is to be distributed the same day as it is
received. In general, all incoming mail is date-stamped with the date of receipt,
initialed by individual.

The Administrative Staff and Accounting staff are also responsible for
delivering/retrieving intra-office mail to/from the mail room at County of Napa 1195
Third Street Napa Ca (located in basement directly across from the elevator) at
least one (1) time per week.

Personal and/or Confidential Items: Personal and/or Confidential items are not
opened, and the envelope only is date stamped.

Legal Documents: Legal documents are not to be marked with a date stamp.
Date stamp of receipt, with recipient’s initials and time, should be placed on the
envelope and a post-it note, which is the affixed to the first page/cover of the
document.

RFP Responses: Note that RFP responses are time sensitive. Items are date
stamped, initialed, and the time of receipt is noted.

Checks: All checks received are date stamped and forwarded to the Accountant
for processing.

Contracts and Change Orders/Amendments: All contracts, change orders, and
amendments are distributed to the Procurement and Contracts Administrator.

Invoices: All invoices received are date stamped and forwarded to Accounts
Payable for review and further processing thereof.

Liens: All liens are distributed to the Director of Administration, Finance and
Policy.
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Incoming Mail for Agency Consultants: The Administrative Staff will distribute
items addressed to various staff members and other NVTA Consultants as
appropriate.

2.2.2 Outgoing US Mail

Outgoing U.S. Mail is posted and deposited by various NVTA staff throughout the
day in the outgoing mail bin by the Senior Administrative Technician. The
Administrative Staff or designee are responsible for delivering the outgoing U.S.
Mail to the Post Office by 5 pm each day.

SECTION 2.3 Office Equipment

NVTA office equipment is for the use of all staff and Agency consultants. There
are maintenance agreements on several pieces of office equipment. Problems or
requests for service should be communicated to the Senior Administrative
Technician (Office Coordinator) who is responsible for coordinating service.

2.3.1 Workstations

Office equipment and workspaces must be kept free of clutter, trash, and other
items that detract from a professional work environment. Food waste must be
removed from workstations at the end of each day, and surfaces, equipment, and
furnishings should be wiped clean to prevent damage. No objects should be left
on the floor that may pose a tripping hazard or create obstacles during an
emergency. All workstation computers must be turned off or locked at the end of
the workday.

2.3.2 Pitney Bowes Mailing Machine/Postage Meter/integrated Scale
Resetting Postage Meter

The Pitney-Bowes mailing machine/postage meter is used for putting
postage on all outgoing mail. The remaining balance should be checked
periodically to ensure that postage does not run out. Postage is added in
increments of $2,000.00, and it is important that the Accountant be notified
whenever postage is added. The Administrative Staff are responsible for
performing these duties.

SECTION 2.4 Personal Computers

All NVTA staff are issued desktop computers and are subject to the County of
Napa’s IT policies.

All electronic files are the property of the Agency. NVTA staff must
acknowledge and comply with the Agency's Electronic Communication and
Internet Use as outline in Chapter 5, and the County of Napa’s Internet Use
Policy.

2.41 Back-up Process

All computers are backed-up by the County of Napa Information Technology
Services (ITS) Department, to the back-up server. It is recommended that staff
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close all programs at the end of each work day, so that all files may be included in
this process

SECTION 2.5 Printers

There are two printers and one plotter printer used by Agency staff, Inventory of
replacement toner cartridges for all Agency printers is maintained by the
Administrative Staff. Printer maintenance/repair is the responsibility of NVTA and
can be facilitated by the Administrative Staff.

SECTION 2.6 Office Forms and Templates

The Agency's letterhead, memo template, and other commonly used forms are
updated as necessary by the Administrative Staff or Communications Outreach
Coordinator (to reflect current Board members, etc.).

SECTION 2.7 Fare Media Management
2.7.1 Bus Passes and Taxi Scrip

Procedures for Bus Passes and Taxi Scrip sales may be found in the following
location:

H:\NCTPA\1800 Policies Practices and Procedures Manual\Bus Pass Taxi Scrip
sales-exchanges procedures.docx
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file://data2/NCTPA/NCTPA/1800_Policies%20Practices%20and%20Procedures%20Manual/Bus%20Pass%20Taxi%20Scrip%20sales-exchanges%20procedures.docx
file://data2/NCTPA/NCTPA/1800_Policies%20Practices%20and%20Procedures%20Manual/Bus%20Pass%20Taxi%20Scrip%20sales-exchanges%20procedures.docx

SECTION 3 OFFICE RECORDS AND FILE MAINTENANCE
SECTION 3.1 Agency Mailing List Database

General Overview The main NVTA address/mailing list is maintained by the
Administrative Staff.

3.1.1 Database Additions

The NVTA mailing list resides in a Microsoft Excel spreadsheet. This database is
customized to enable staff to print pre-defined reports, obtain custom mailing lists
and export data to a common word processing format. Changes and additions are
the responsibility of one person, a database administrator. Database
administration and maintenance is currently assigned to the Senior Administrative
Technician (Office Coordinator).

3.1.2 Database Changes

Changes/additions Any changes or additions to the database are to be emailed to
the Administrative Staff .Administrative staff should proactively maintain the
mailing list by researching all returned e-mails and returned US Mail.
Administrative staff should utilize the notes section when making updates, and be
sure to note the date of the update.

SECTION 3.2 Agency Master Files

The Agency maintains a master set of physical files which are located both in the
main office and first floor storage room.

3.2.1 Chronological (Chron) Files

Separate Chron Correspondence file folders are the responsibility of and
maintained by the Administrative Staff .

Chron Board Meeting Packets are maintained by Human Resources and are
stored electronically by calendar year.

Chron Committee Meeting Packets are maintained by the Senior Administrative
Technician (Office Coordinator) and are stored electronically by calendar year.

SECTION 3.3 Shared Electronic files — General Structure

H:\NCTPA contains the Agency's shared electronic files, which is a collection of
general material, historical documents and Agency forms accessible to all NVTA
staff members.

3.3.1 Archive Storage Procedure

General Overview Due to limited space in the Main Files, from time-to-time it is
necessary to archive a portion of the files. Archived files are stored in the first floor
storage room. A retention schedule is applied to determine whether archived files
are to be kept indefinitely, or destroyed after a pre-determined time period.
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3.3.2 Frequency

Each Department should conduct a thorough archiving of its file system annually,
or more frequently if necessary to make space in the on-site main file system. Files
can be archived at any time, using the procedure specified below.

3.3.3 Record Retention Policy
See the Records Retention Policy for guidelines.
3.3.4Reference Materials

Each department is responsible for maintaining electronic reference
materials specific to its department. .3.3.5 Public Records Request

In accordance with the California Public Records Act, the Agency will make
available agendas, minutes, supporting documentation, public correspondence,
reports and other such items upon public request. However, NVTA will not
disclose records that it regards as exempt under the Public Records Act, including,
but not limited to, privileged documents.

The Agency may, at its discretion, charge for the reproduction cost for the
requested documents at a rate of .50 per page for the first (5) pages and .10 per
page thereafter for copies made. There is no charge for electronic copies

The Executive Director should be notified immediately of any requests for Agency
records, and will provide direction to staff on accommodating the request.
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SECTION 4 OFFICE SUPPLIES
SECTION 4.1 General Office Supplies

The Administrative Staff responsible for maintaining a reasonable inventory of
regularly stocked office supplies. As projects and special needs arise, individual
requests may be communicated to him/her.

4.1.1 Placing Orders

In general, all office supply orders placed shall be in accordance with the
guidelines set in Procurement Policies and Procedures.

4.1.2 Receipt of Orders

The Administrative Staff will receive all orders designated for NVTA. Shipment will
be opened, inspected, verified and accounted for upon receipt. Packing slips will
be date stamped with date of receipt, if date stamp is not available hand written
date is acceptable, and initialed by the receiving agent. Receiving documents will
be maintained on hand with the Administrative Staff until receipt of invoice for
supplies ordered. Once invoice has been received and verified, the receiving
document and invoice is forwarded to the Accounts Payable department for
payment. Shipment can be temporarily placed in an obscure manner near the
designated supply cabinet prior to placing items in the supply cabinet and/or with
requestor.

4.1.3 Discrepancies

The Administrative Staff are responsible for contacting and/or notifying the vendor,
in writing or by phone, of any discrepancies (including damages) to the order
received. Discrepancies and/or damages will be annotated on the receiving report,
including any agreed backorder, return or credit agreements with vendor, which
will be marked on the receiving documents or in memo format and forwarded to
the Accounts Payable department. Return items will be sent via standard USPS
mail and/or placed near the supply cabinet for pick-up by vendor.
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SECTION 5 ELECTRONIC SYSTEMS
COMMUNICATIONS AND THE INTERNET

Information on the Electronic Communication System is not private. The Electronic
Communication System and all subject Electronic Communications are the
property of the Agency. The Agency has the right, but not a duty, to inspect or
audit any and all subject Electronic Communications, at any time, for any lawful
purpose, without notice to any employee. Accordingly, no employee shall have
any expectation of privacy regarding the content of any such Electronic
Communication.

The Electronic Communication System shall be used in a professional manner. In
the use of the Electronic Communication System, employees shall comply with all
relevant Agency policies and process, including, but not limited to the Respect in
the Workplace policy and procedure. Employees shall prepare Electronic
Communications in a lawful, ethical, professional and businesslike manner. The
use of the Electronic Communication System is a privilege which may be revoked
by the Agency at any time.

Employees shall protect the security of the Electronic Communications System.
Employees shall make all reasonable and necessary efforts to protect the
confidentiality of information which is placed in their control or care, minimize the
likelihood of inadvertent transmission of confidential information to unintended
recipients, prevent unauthorized intruders from access to the Electronic
Communications System, and prevent the introduction or spread of computer
viruses.

The Shared E-mail System shall be used for transmission. The shared e-mail
system is provided by the Agency to employees as a convenient and efficient
method of rapidly communicating transitory information in an electronic format.
The shared e-mail system is specifically intended and designed to be a tool for
transmission of information. If any information on the shared e-mail system is
required to be retained in the performance of an employee's duties, the information
may be transferred from that e-mail system to an appropriate records storage
medium.

Employees shall determine whether or not there is information on the shared e-
mail which is required to be retained in a separate system for the discharge of the
employee's official duties for the Agency. This determination shall be made using
the same criteria which is applied to information sent or received by the employee
using any other means of communication. Categories of information which are
typically retained by the Agency include: (1) required by law to be retained; (2)
documentation of notice to a member of the public of an action or position taken,
or an action or position to be taken, on behalf of the Agency; (3) documentation of
an Agency policy, regulation or official decision made on behalf of the Agency; or
(4) documentation of the transaction of business between the Agency and another
party. Employees with any questions regarding retention of information should
consult with Human Resources.
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There shall be no implication of privacy with respect to e-mail messages. The
content of distributed e-mail and maintenance of user's e-mail box is the user's
responsibility. E-mail messages may be subject to public disclosure under the
Public Records Act or litigation. The Agency reserves the right to monitor the e-
mail system for any reason. Deletion of a message or file may not fully eliminate
the message from the system. E-mail received via an Agency-provided Internet
access shall be for Agency related business, with the exception of occasional and
limited personal use as described below.

Minimize the use of e-mail for confidential communications. Employees shall
minimize the use of e-mail and maximize the use of alternative communication
media for the communication of confidential communications. All confidential
information which is contained in an Electronic Communication shall be clearly
marked Confidential, including in the subject line.

Employees shall acknowledge that he/she has read and agrees to the County of
Napa’s policy and procedure on Electronic Communications and use of the
Internet, consents to have his/her transmissions through the Agency's Internet
gateway monitored by Agency staff or authorized information systems contractor
and he/she waives all state and federal legal privacy regulations as a condition of
access to the Agency's Internet gateway. The Agency reserves the right to block
access to any Internet site which is determined to be non-applicable to Agency
related business.

Copyright laws regarding protected commercial software or intellectual property
shall be honored.

SECTION 5.1 Prohibited Uses of the Internet include:

Any unlawful purposes, including unauthorized use of a protected/secured
resource of the Agency;

The transmission of unprofessional communications not associated with normal
work responsibilities or use of Agency resources for unsolicited advertising for
personal gain;

Posting messages on bulletin boards, or participating in chat rooms, except for
Agency related business;

Downloading of software programs except by authorized Agency staff or
information systems contractor;

Browsing of the Internet other than for Agency business in excess of occasional
and limited personal use;

Any illegal activity, threats, slander/libel, defamation, obscene, suggestive or
offensive graphic images or messages, political endorsements, or commercial
activities;

Use of software not required for Agency business, including games or other
entertainment software.
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E-mail is a Public Record if it contains information relating to the conduct of the
public's business and is prepared, owned, used or retained by the Agency. Since
the primary purpose of the e-mail system is to assist employees in the conduct of
Agency business, all such e-mails are Public Records as long as they are retained
by the Agency. Therefore, although the Agency is authorized to delete “preliminary
draft” e-mails, until an e-mail is actually deleted, the e-mail is a Public Record if it
contains information relating to the public's business.

A Public Record is exempt from disclosure under the Public Records Act if: (1) the
writing is a preliminary draft, note, or memoranda, and (2) it is not retained by the
Agency in the ordinary course of business, and (3) the public interest in withholding
the record clearly outweighs the public interest in disclosure. If an employee
receives a Public Records Act request to inspect an e-mail before an e-mail is
deleted, the employee shall seek guidance from the Manager of Human Resources
and Administration.

Occasional and limited personal use of the Electronic Communications System is
allowed within certain parameters. Such occasional and limited personal use shall
be allowed when such use does not: (1) interfere with the employee's work
performance, (2) interfere with the work performance of any other user, (3) have
undue impact on the operation of the Electronic Communications System, or (4)
violate any provision of this procedure or any other Agency policy, or legal
requirement. Any such personal use is subject to inspection or audit by the Agency
at any time, for any lawful purpose, without notice to the employee. Personal use
of the Electronic Communications Systems is a privilege which may be revoked by
the Agency at any time.

General use of the e-mail system shall be conducted within the following
parameters:

While users are allowed distribution lists for specific purposes, no "All User" (mass
distribution) e-mails shall be sent without the permission of the Executive Director;

No employee shall attempt to disguise the origin of any e-mail;

No employee shall access another employee's e-mail unless authorized by the
other employee, the Executive Director, or Human Resources.

Any employee who discovers potential criminal activity involving the use of any
Electronic Communication shall immediately report the activity to the employee's
manager or to Human Resources.

SECTION 5.2 Violations of this Procedure

Violation of Agency policy or this procedure is subject to discipline up to and
including termination.

SECTION 5.3 Outlook E-mail
5.3.1 Away Message

For extended absences, NVTA staff may set up an automatic reply to incoming e-
mails through the Outlook system.

Napa Valley Transportation Authority
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5.3.2 Calendar

Employees are to allow all staff permission to view all details on their Outlook
calendar. Private appointments may be marked as private so that others cannot
see the details of the appointment.

Napa Valley Transportation Authority
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	13. All employees having long hair or wearing a moustache or beard must keep them clean, trimmed, combed, and otherwise groomed so as not to interfere with worker safety.
	14. Employees must dress in a manner that demonstrates propriety, is functional, and affords them safety from unnecessary risk of injury.  Office employees should not wear shorts, sweatpants, tank tops, shabby or holey denims, or suggestive or inappro...
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	(1) Subject: Be specific but brief.  This is the first thing the public looks for in trying to identify items of interest on the agenda.  Use key phrases, be consistent and spell out any acronyms.  Maintain consistency in referring to specific program...
	(2) Recommendation: The action(s) requested in this section require careful wording to ensure that the Board takes the action being sought.  If you fail to ask the Board to take all necessary actions, you will have to return another time.  Pursuant to...
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