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1. Organizational Structure

See next page.
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2. Mission Statement
The mission of the North Central Regional Transit District is to provide safe, secure and effective
public transportation within North Central New Mexico in order to enhance the quality of life of our
citizens by providing mobility options and spur economic development throughout the region.

(e) Route design, (f) Schedule, (g) Fare structure
NCRTD Routes are summarized below. Detailed policies and schedules for NCRTD services
can be found on NCRTD’s website.

Service |#of Description Routes Schedule Fare Reservations
Type Routes Structure
(determinted
by Board)
Fixed 3 Buses do not 100 Riverside; 110 Varies, most Free No reservation
deviate from Westside/Crosstown; | routes run necessary.
"fixed" paths, |and 340 Chile Line | Monday
stops and Red through Friday
timetables.
Fixed 23 Buses have See NCRTD website | Varies, most 21 routes are | No reservations
Flex "fixed" paths, | for names and routes run free; 2 necessary if
stops and schedules. Monday premium passenger does
timetables, but through Friday | routes charge |not request
will deviate up b/w $2 and $5; | devaition or
to 3/4 of a mile flex service on | "flex". Requests
from course for all 23 routes | for "flex"
a pre-scheduled cost $10 service must be
request made at least
one (1) day prior
to the desired
trip time, and
may be made up
to four (4) days
in advance.
Dial-a- 1 Individual 210 8:00 a.m. to Free Requests for
Ride origin-to- Pojoaque/Nambe 4:00 p.m. service must be
desination or Dial-a-Ride: Monday made at least
"curb-to-curb" | provides service through Friday one (1) hour
service, within the Pueblos of prior to the
reserved at least | Pojoaque and Nambe desired trip
one (1) hour in time, and may
advance. be made up to
four (4) days in
advance.




Demand |2 Individual Espanola Demand: |6:00 a.m. to $1.00 Requests for
origin-to- provides service 6:00 p.m. service must be
desination or within a 15-mile Monday made at least
"curb-to-curb" | radius of the through Friday one (1) day prior
service, Espanola Transit to the desired
reserved at least | Center; trip time, and
one (1) day in | 370 Chili Ride: may be made up
advance. provides service to four (4) days

within 3/4 of a mile in advance.
of route 340 Chile
Line Red in Taos

ADA Complementary Paratransit All fare services (Fixed Flex, Demand, premium) are free for ADA-
paratransit-eligble passengers. ADA-paratransit-eligble passenger are also entiled to reasonable accomodations
(such as assistance boarding/alighting).

(f) Advertising/marketing
Adpvertising and marketing is conducted by NCRTD’s Public Information Department.

3. Administrative Employees
(a) Title and job description
See next pages.



North Central

Regional Transit District
Job Description

Title: Executive Director Code: 100
Division: Executive Effective Date: 04/19
Department: Administration Last Revised: 04/19

FLSA Status: Exempt

GENERAL PURPOSE

As Chief Executive Officer, provides overall leadership and direction. Performs a variety of professional executive and
managerial duties related to planning, organizing, directing, coordinating, and controlling the development, expansion,
maintenance and operation of the North Central Regional Transit District. Establishes annual goals and objectives, short-range
and long-range plans, and policies and procedures to ensure the policy direction of the NCRTD Board of Directors is carried out
in an expeditious and cost-effective manner.

SUPERVISION RECEIVED

Works under the broad policy guidance and direction of the Board of Directors and is the sole employee of the Board of
Directors.

SUPERVISION EXERCISED

As the Executive Director, provides leadership and direction to the Senior Management Team and serves as the top-level
executive responsible and accountable for interpreting and carrying out the Board'’s directives. Provides general supervision to
district managers and supervisors. Provides close to general supervision to immediate administrative professional, technical,
and clerical staff,

ESSENTIAL FUNCTIONS

Exercises all authority, powers, or duties as prescribed by the NCRTD Board of Directors and as prescribed by statues and
adopted Bylaw’s; serves as administrative advisor and liaison to the Board of Directors and member entities as needed to inform
and apprise on operational issues; provides technical insight and recommendations related to determining operational policies,
goals and objectives; formulates implementation options and strategies, converts strategies to action plans with timetables and
deadlines; evaluates district needs and formulates short and long range plans to meet needs in all areas of responsibility.

Participates in state, regional, and metropolitan transit and transportation planning processes; represents and supports the
position of the Board majority while maintaining a professional and respectful relationship between the NCRTD staff and the
Member governments in the NCRTD.,

Assists the Board in developing and maintaining positive relationships with the office of the Governor, the NMDOT, the New
Mexico State Legislature, the New Mexico Congressional Delegation, and other key governmental agencies.

Plans, directs, coordinates and controls the activities of the district; determines work priorities and delegates assignments to
subordinate personnel; develops guidelines and deadlines, supervises staff; provides quality assurance review of work in
progress; assures that services delivered by departmental staff meet quality and timeliness standards; monitors and reports
department activities through defined management assessment programs, metric measurement systems and related
performance management methods.

Manages, directs and coordinates the development and implementation of the long range operating business plan of the District;
ensures the financial accountability and appropriate record keeping and internal controls of the District; directs the preparation
and development of District and departmental budgets and monitors fiscal controls to assure conformity with established financial
constraints governed by capital funding program; monitors financial status through financial reporting system.

Identifies and secures long range funding with the assistance of the NCRTD Board of Directors; oversees and manages federal
grant programs; assures compliance with granting authority regulations.

Manages transportation system improvement and development; manages property maintenance and purchasing, reviews and
approves work orders.
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Manages and performs the hiring and evaluating staff, overseeing the implementation of the service plan, conducts regular
performance evaluations; makes decisions impacting employee status in the organization, including retention, advancement,
discipline and termination.

Performs other related duties as required.

MINIMUM QUALIFICATIONS

1.

Education and Experience:

A. Graduation from college with a master’s degree in business administration, public administration, or a related
field;
AND
B. Ten (10) years of experience in a field directly related to above duties, four (4) years of which must have
been in an executive level management capacity;
OR
C. An equivalent combination of education and experience.

Knowledge, Skills, and Abilities:

Extensive knowledge of the political, sociological and economic complexities related to multi-jurisdictional
cooperation and general operations; financial management practices; principles of human resources, collective
bargaining, management and employee supervision; public or platform speaking, proposal development, creative
writing and presentation skills; negotiation technigques; strong interpersonal group motivation and communication skills.

Extensive skill in the art of diplomacy and cooperative problem solving.

Ability to plan, coordinate, direct and supervise personnel; interpret laws, ordinances and regulations common to
transit operations; manage operating records and prepare reports; to conduct necessary research and compile
comprehensive reports; effectively utilize personal computer, including word processing, spreadsheet; establish and
maintain effective and cooperative working relationships with District Employees, member entities and the general
public; provide effective customer service; plan, organize and implement special events; coordinate activities with other
groups and agencies; work independently and deal effectively with stress caused by work load and time deadlines.

Special Qualifications:

Must possess a valid State of New Mexico driver’s license with a satisfactory driving record. Must be able to work with
no advance notice additional hours, evenings, on-call, holidays and weekends and be able to travel.

Work Environment:

Incumbent of the position generally performs in a typical office setting with appropriate climate controls. Tasks require
a variety of physical activities, generally involve moderate muscular strain, such as walking, standing, stooping, sitting,
reaching and lifting. Must be able to lift 20 Ibs. Regular talking, hearing and seeing required in the normal course of
performing the job. Common eye, hand and finger dexterity required to perform some essential functions. Mental
application utilizes memory for details, listening, verbal instructions, emotional stability, discriminating thinking and
creative problem solving. Frequent travel required in normal course of job performance.

Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals.
Our customers come first. They are our neighbors. We believe that the following Professional Standards are crucial for
you to embody if we are going to be a match as employer and employee.

In addition to being competent in the essential functions outlined above and minimum qualifications outlined above, you
have an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the
following attitudes and behaviors while at work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.
Executive Director, page 3



e Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you
say you will do, be dependable, be accountable, act as a contributing member of our professional team).

e  Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain
the dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where
necessary).

e  Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.
e  Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

o Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask
questions about them when necessary, give them a chance and offer feedback where appropriate).

e Beasteward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth,
learning or certification to pursue every year).

*kkkk

Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this
classification. They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.
Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice. This job
description supersedes earlier versions.

Approved by Executive Director: Date








































North Central

Regional Transit District
Job Description

Title: Marketing & Promotions Coordinator Code: 145
Division : Public Information Effective Date : 07/20
Department: Administration Last Revised: 05/20

FLSA Status: Exempt

GENERAL PURPOSE

Performs branding and marketing activities related to the promotion of the District, assists in the
development and expansion of transit promotional programs, coordinates ridership and community
outreach projects, contributes to website updates and provides support to social media platforms.
Performs activities related to creating marketing, customer and public information materials, conducts
ridership and other promotions; branding; supporting community partnerships and assisting with
organizational participation in community events.

SUPERVISION RECEIVED

Works under the general supervision of the Public Information Officer.

SUPERVISION EXERCISED

None.

ESSENTIAL FUNCTIONS

Performs professional level marketing and promotional activities to include serving as a program liaison,
coordinating public processes, and providing recommendations for program direction. As a Coordinator,
coordinates services between the District and the public.

Assists in the development of all strategic and tactical marketing initiatives and plans.
Conducts market research to identify effective promotional methods.

Implements activities in support of District’s Strategic Marketing and Advertising Plan. Assists in the
research for marketing and promotional activities, monitors expenditures within authorization.

Implements specific strategies to raise awareness and use of transit by key target audiences, including
commuters, youth, seniors and the general public. Prepares, coordinates and implements specific
promotions and campaigns to raise awareness and use of transit and other District services. Supports
public involvement activities.

Works with the department specialist to ensure website is up to date and effective at reaching riders and
potential riders as well as stakeholders.

Works with department specialist to support social media platforms and new media for District
supporting rider, public, and business communications and constituent relations.

Coordinates promotional community-based activities including marketing campaigns, site-based
promotions, special events, sponsorships and cross-promotions. Coordinates with local jurisdictions,
partner agencies, press and advertising contacts, consultants, community vendors. Represents District in
community events.




Assists with publications and public communications. Coordinates photo and video shoots.

Requires interface with other public, private and non-profit sectors.

Produces on-vehicle information, on-street rider materials, and other customer communications as
needed. Monitors and ensures accurate information/materials on vehicles and on-street. Supervises transit
advertising program.

Researches and coordinates advertising media placement. Recommends ad buys. Drafts print and radio
spots and coordinates with the production of television, video and outdoor advertising.

Assists in special projects for the District. Serves as back-up media spokesperson, responding to media
inquiries and representing District information as required.

Performs other related duties as required.

MINIMUM QUALIFICATIONS

1.

A.

Education and Experience:
Bachelor’s Degree in Business Administration, Marketing, Communications, or a related field
AND
B. Five (5) years of verifiable professional experience in marketing and communications
OR
C. An equivalent combination of education and experience.
Knowledge, Skills and Abilities:

Working knowledge of Marketing and branding principles and practices; Public relations
principles; Communications principles; Advertising Principles, Web publishing methods; Graphic
design; Social media methods; Project management principles. Strong understanding of new
technologies and how they can be applied to marketing.

Considerable skill in Implementing marketing and branding plans; Preparing and distributing
promotional materials; Managing projects; Preparing press releases, news articles, and other
marketing and public information copy; Preparing business correspondence; Initiating and
maintaining community and industry contacts; demonstrate proficiency in the use of various
software applications, i.e., MS Word, Excel, Outlook, PowerPoint, Adobe Creative Cloud;
Communication, interpersonal skills as applied to interaction with coworkers, supervisor, and the
general public. Creative and innovative. Team player and problem solver.

Ability to draft reports, documents and agreements; analyze a variety of program issues and
problems and make recommendations; Develop creative ideas in relation to public information
projects; develop and implement marketing plans; organize and coordinate advertising programs;
promote existing, new and special transit services; design and develop a variety of promotional,
information and educational materials; maintain expenditures within budget constraints; negotiate
and coordinate contract services; prepare, edit and proofread written materials; make public
presentations and communicate effectively both orally and writing; establish and maintain
effective and cooperative working relationships with District Employees, member entities and the
general public; provide effective customer service; plan, organize and implement special events;
coordinate activities with other groups and agencies; work independently and deal effectively
with stress caused by work load and time deadlines.



Special Qualifications:

Must possess a valid State of New Mexico driver’s license with a satisfactory driving record.
Must be able to work with no advance notice additional hours, evenings, on-call, holidays and
weekends and be able to travel.

Work Environment:

Incumbent of the position generally performs in a typical office setting with appropriate climate
controls. Tasks require a variety of physical activities, generally involve moderate muscular
strain, such as walking, standing, stooping, sitting, reaching and lifting. Must be able to lift 20
Ibs. Regular talking, hearing and seeing required in the normal course of performing the job.
Common eye, hand and finger dexterity required to perform some essential functions. Mental
application utilizes memory for details, listening, verbal instructions, emotional stability,
discriminating thinking and creative problem solving. Frequent travel required in normal course
of job performance.

Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful,
qualified professionals. Our customers come first. They are our neighbors. We believe that the
following Professional Standards are crucial for you to embody if we are going to be a match as
employer and employee.

In addition to being competent in the essential functions outlined above and minimum
qualifications outlined above, you have an important professional role to play in NCRTD. To fill
that role, you are expected to practice and exhibit the following attitudes and behaviors while at
work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of
your comfort zone.

e Demonstrate trustworthy behavior and speech (personal integrity and professional
competence, do what you say you will do, be dependable, be accountable, act as a
contributing member of our professional team).

e Show respect for coworkers and customers (be attentive, recognize others’ contributions and
concerns, maintain the dignity of all people, empathize, honor differences, build rapport when
possible and forgiveness where necessary).

o Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.

e Communicate coherently (listen to understand, speak to be understood, no blaming, ask
questions).

e Demonstrate flexibility in the face of changes and new ideas (understand why changes are
being made, ask questions about them when necessary, give them a chance and offer
feedback where appropriate).

e Be a steward (1) of our organization’s resources (avoid waste, suggest cost saving ideas,
take care of things by keeping them clean and the area safe); and (2) of your personal
career (identify one or two areas of growth, learning or certification to pursue every year).

*hkkkk

Disclaimer: The above statements describe the general nature, level, and type of work performed

by the incumbent(s) assigned to this classification. They are not intended to be an exhaustive list

of all responsibilities, demands, and skills required of personnel so classified. Job descriptions



are not intended to and do not imply or create any employment, compensation, or contract rights
to any person or persons. Management reserves the right to add, delete, or modify any and/or all
provisions of this description at any time as needed without notice. This job description

supersedes earlier versions.

Approved by Executive Director: Date























































North Central

Regional Transit District
Job Description

Title: Grants and Projects Specialist Code: 165
Division: Executive Effective Date: 04/20
Department: Administration Last Revised: 04/20

FLSA Status: Exempt

GENERAL PURPOSE

Performs a variety of professional and technical administrative duties related to ongoing management
of the Federal Transit Administration (FTA) grants and any other grants and analyzing, evaluating,
planning, and coordinating overall transit services and structures.

SUPERVISION RECEIVED

Works under general supervision of the Strategic Initiatives and Planning Manager.

SUPERVISION EXERCISED

None.

ESSENTIAL FUNCTIONS

Grants

Performs grant research, prepares and submits applications, monitors compliance with grant
specifications and conditions; prepares and submits various financial reports as required by grantors;
coordinates interdepartmental contributions to various projects including Operations, Finance and the
Public Information Office.

Identify and research the sources of funding and prepare applications and amendments and monitor and
comply with funding requirements.

Perform tasks associated with Federal and DOT reporting requirements which include NTD Reporting
and Rural Transit Data required by the FTA through the NMDOT.

Administers the Federal Transit Administration (FTA) program grants including formula fund grants, and
discretionary grants for transit operations and capital purchases.

Obtains required information internally and externally to draft documents for grant applications.

Utilizes FTA and New Mexico Department of Transportation system software to apply for and track
grants and other reporting (i.e. ridership, revenue-hours, accidents, fleet status, maintenance expenditures,
etc.).

Ensures compliance with federal and FTA requirements regarding contracting, procurement, and
allowable expenses, depending on grant source.

Coordinates and works with the Santa Fe Metropolitan Planning Organization and the
Northern Pueblos Regional Transportation Planning Organization to ensure that District transit grants are
appropriately identified in the Metropolitan and State Transportation Improvement Program.




Develops departmental grant policies and procedures, as needed; reviews existing policies to ensure
compliance with the Federal Transit Administration.

Reconciles and conducts financial analysis of federal grants awarded to the City and oversees the
disbursement of funds to subrecipients; may perform associated accounting and financial work.

Develops documentation for grants to ensure appropriate management of documents represents accurate
records of grant management.

Compiles information related to each grant to justify the use of the grant funding, develops reports to
report back to the granting agency, as required.

Provides justification and summaries on the use of grant funds; develops federal and milestone reports for
each grant.

Conducts cost/price analyses and gathers information required for independent cost estimates as necessary
for procurement purposes.

Monitors grant expenditures to ensure actual expenditures do not exceed the projected expenditures and
that expenditures are allowable based on the source of funds.

Develops quarterly reports and other reports as needed.

Reviews files and programs for contractors and subrecipients to verify that the contract or subrecipient is
suitable and following FTA regulations for grant funds.

Maintains files and records and ensure compliance with local, state and federal recordkeeping
requirements.

Projects

Coordinates major special operational and/or administrative projects including service restructuring plans
and activities related to service changes as assigned.

Coordinates special projects including District’s compliance with the Americans with Disabilities Act,
Title VI, Federal and State compliance and Para transit and demand services evaluations.

Track and record ridership on all routes as well as total annual ridership for monthly reporting; monthly
analyze ridership information reported through AVAIL. Assure that all reports are turned in for
tabulation and inclusion in statistics; prepare appropriate monthly statistical reports including illustrative
information on each route, ridership performance, as well as total annual tracking for reporting.

Coordinates with Operations Department and Public Information Office to develop plans to promote new
routes and major changes that offer the greatest opportunity for increased ridership.

Conducts special projects, performs analyses and develops plans as requested by Strategic Initiatives and
Planning Manager; prepares Board reports and other reports; utilizes AVL/CAD software to generate,
analyze and prepare management assessments as needed.

Performs other related duties as required.

MINIMUM QUALIFICATIONS

1. Education and Experience:



A. Graduation from college with a bachelor’s degree from an accredited college or
university in Transportation, Public Administration, Transportation Planning, Business
Administration or another related field.

AND

B. One (1) years of (full-time equivalent) verifiable professional transit planning or related
operational or administrative experience.
OR
C. An equivalent combination of education and experience.

Knowledge, Skills and Abilities:

Knowledge of methods and techniques of researching and interpreting data and information;
principles and practices of public transit systems; federal and state funding sources related to
transit; statistical methods and proficiency with related software. Some knowledge of
socioeconomic data collection and analysis methods; forecasting and modeling processes.
General knowledge of grant writing.

SKill in the art of diplomacy and cooperative problem solving; using personal computers and
applicable software applications including spreadsheets and data base programs; public speaking;
responding to requests and inquiries from media and the general public as authorized.

Ability to identify funding sources and write grants and to aggressively pursue potential and
innovative funding and revenue generation ideas and leads from local, state and federal funding
sources; conduct statistical and cost/benefit analysis; prepare complex financial and analytical
reports and grants; research, analyze and evaluate a variety of data including financial,
organizational, administrative and operational; prepare concise and effective written
communications; manage multiple projects and operations simultaneously; work independently
under time deadlines and within project budget; maintain credibility while balancing competing
demands within the District; build and maintain effective working relationships with those
contacted in the course of work using principles of good customer service; Make public
presentations and communicate effectively both orally and writing; establish and maintain
positive, effective and cooperative working relationships with District Employees, member
entities and the general public; exercise independent judgment in the analysis and solution of
complex service planning and scheduling issues.

Special Qualifications:

Must be available to work outside regular business hours, as required by the demands of the job.
Must possess a valid Driver's License with a satisfactory driving record. Demonstrated skill in
computer software programs including MS Word, Excel, Outlook, and PowerPoint. Demonstrate
regular and reliable attendance. Project a positive image and support for the Executive Director’s
Office and NCRTD at all times.

Work Environment:

Incumbent of the position generally performs in a typical office setting with appropriate climate
controls. Tasks require a variety of physical activities, generally involve moderate muscular
strain, such as walking, standing, stooping, sitting, reaching and lifting. Must be able to lift 20
Ibs. Regular talking, hearing and seeing required in the normal course of performing the job.
Common eye, hand and finger dexterity required to perform some essential functions. Mental
application utilizes memory for details, listening, verbal instructions, emotional stability,
discriminating thinking and creative problem solving.

Professional Standards:



At North Central Regional Transportation District, we offer services as a team of respectful,
qualified professionals. Our customers come first. They are our neighbors. We believe that the
following Professional Standards are crucial for you to embody if we are going to be a match as
employer and employee.

In addition to being competent in the essential functions outlined above and minimum
qualifications outlined above, you have an important professional role to play in NCRTD. To fill
that role, you are expected to practice and exhibit the following attitudes and behaviors while at
work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of
your comfort zone.

e Demonstrate trustworthy behavior and speech (personal integrity and professional
competence, do what you say you will do, be dependable, be accountable, act as a
contributing member of our professional team).

e Show respect for coworkers and customers (be attentive, recognize others’ contributions and
concerns, maintain the dignity of all people, empathize, honor differences, build rapport when
possible and forgiveness where necessary).

o Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.

e Communicate coherently (listen to understand, speak to be understood, no blaming, ask
questions).

e Demonstrate flexibility in the face of changes and new ideas (understand why changes are
being made, ask questions about them when necessary, give them a chance and offer
feedback where appropriate).

e Be a steward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take
care of things by keeping them clean and the area safe); and (2) of your personal career
(identify one or two areas of growth, learning or certification to pursue every year).

*kkikk

Disclaimer: The above statements describe the general nature, level, and type of work performed
by the incumbent(s) assigned to this classification. They are not intended to be an exhaustive list
of all responsibilities, demands, and skills required of personnel so classified. Job descriptions
are not intended to and do not imply or create any employment, compensation, or contract rights
to any person or persons. Management reserves the right to add, delete, or modify any and/or all
provisions of this description at any time as needed without notice. This job description
supersedes earlier versions.

Approved by Executive Director: Date:




(b) Code of Conduct Policy
See next pages.

































(c) Training Plan/Record Keeping Policy and Procedures
See next pages.
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North Central Regional Transit District (NCRTD)
Resolution No. 2012-17

ADOPTION OF AN AMENDED NCRTD RECORDS AND
EMAIL RETENTION POLICY

WHEREAS, the records of the North Central Regional Transit District (NCRTD) are important
assets and include essentially all records the NCRTD produces, whether paper or electronic; and

WHEREAS, the law requires the NCRTD to maintain certain types of records, usually for a
specified period of time and failure to retain those records for those minimum periods would be improper
and could subject the NCRTD to spoliation of evidence claims or civil liability; and

WHEREAS, the NCRTD on November 4, 2011 adopted Resolution No. 2011-13 establishing a
Records and Email Retention Policy and Disposition Schedule; and

WHEREAS, the Federal Transit Administration (FTA) in their Financial Management Overview
found the NCRTD Records and Email Retention Policy to be incomplete in regards to specific language
pertaining to Accounting Records; and

WHEREAS, the NCRTD wishes to incorporate the FTA comments as addressed in the Records
Retention and Disposition Schedule, Appendix A, page 7, item 8, “Accounting Records”; and

WHEREAS, the NCRTD wants to add an additional category regarding “Aboveground Storage
Tank Facility Files” to the Records Retention and Disposition Schedule, Appendix A, page 11, item 23;
and

WHEREAS, the NCRTD desires to implement and move forward with an updated and amended
policy.

NOW THEREFORE BE IT RESOLVED BY THE NCRTD BOARD THAT, the NCRTD
Records and Email Retention Policy is approved and adopted as amended and attached_hereto as “Exhibit

A” on this 3rd day of August 2012.
DWne, Chair
Approved as to form:

AP & il

Petgﬁwyer, Counsel




Exhibit A

NORTH CENTRAL REGIONAL TRANSIT DISTRICT

RECORDS AND EMAIL RETENTION POLICY AND DISPOSITION SCHEDULE

1.0 Objective

To establish a records retention schedule for the orderly management and retirement of records
necessary for carrying out the Public Records Act.

The records of The North Central Regional Transit District (“NCRTD") are important assets.
Records include essentially all records the NCRTD produces, whether paper or electronic. A
record may be as obvious as a memorandum, an email, a contract or a case study, or something
not as obvious, such as a computerized desk calendar, an appointment book or an expense
record.

The law requires the NCRTD to maintain certain types of records, usually for a specified period
of time. Failure to retain those records for those minimum periods could subject the NCRTD to
liability.

2.0 Applicable Staff

The NCRTD expects all employees to fully comply with any published records retention or
destruction policies and schedules including the retention and disposition schedule module
incorporated as part of this policy, provided that all employees should note the following general
exception to any stated destruction schedule: If you believe, or the NCRTD informs you, that
NCRTD records are relevant to litigation, or potential litigation (i.e., a dispute that could result in
litigation), then you must preserve those records until Legal Counsel determines the records are
no longer needed. That exception supersedes any previously or subsequently established
destruction schedule for those records. If you believe that exception may apply, or have any
question regarding the possible applicability of that exception, please contact the Executive
Director.

Failure to comply with this Document Retention Policy may result in an action against an
employee, including suspension or termination. Questions about this policy should be referred to
the Executive Director of the NCRTD, who is responsible for enforcing and directing the
administration and updating of this policy.



3.0 Reference to Future Compliance

From time to time the NCRTD will establish, maintain or supplement retention or destruction
policies or schedules for specific categories of records in order to ensure compliance, and also to
accomplish other objectives, such as preserving intellectual property and cost management.
Several categories of documents that bear special consideration are identified below; also
incorporated is a retention and disposition schedule modeling the schedule provided by the NM
Commission of Public Records, Department of Transportation Executive Records Retention and
Disposition Schedules (ERRDS). While minimum retention periods are suggested, the retention
of the documents identified below and of documents not included in the identified categories
should be determined primarily by the application of the general guidelines affecting document
retention within this document.

4.0 Definitions

A.

B
C.
D

"Administrator" means the NCRTD records administrator
"Agency" and/or “District” means the NCRTD
"Archives” means the NCRTD archives.

"Disadvantaged business" means a for-profit small business that is at least 51
percent owned by one or more individuals who are both socially and
economically disadvantaged or, in the case of a corporation, in which 51 percent
of the stock is owned by one or more such individuals; and whose management
and daily business operation are controlled by one or more of the socially and
economically disadvantaged individuals who own it.

"Disposition” means final action that puts into effect the results of an appraisal
decision for a series of records (i.e., transfer to archives or destruction).

“Electronic document management system" means a system that manages
electronic documents contained in an information technology system, using
computer equipment and sofiware to manage, control, locate, and retrieve
information in the electronic system.

“Let or Letting" means the process of preparing bid for release on NCRTD
construction projects.

“Non-record” means extra copies of documents kept solely for convenience of
reference, stocks of publications, records not usually included within the scope of
the official records of the NCRTD, and library material intended only for
reference or exhibition. The following specific types of materials are non-records:
materials neither made nor received in pursuance of statutory requirements nor in
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connection with the functional responsibility of the officer of the NCRTD; extra
copies of correspondence; preliminary drafts; blank forms, transmittal letters or
forms that do not add information; sample letters; and reading file or
informational files.

"Public record” means all books, papers, maps, photographs or other documentary
materials, regardless of physical form or characteristics, made or received by the
NCRTD in pursuance of law or in connection with the transaction of public
business and preserved, or appropriate for preservation, by the agency or its
legitimate successor as evidence of the organization, functions, policies,
decisions, procedures, operations or other activities of the government, or because
of the informational and historical value of data contained therein.

"Records custodian”" means the statutory head of the agency using or maintaining
the records or the custodian's designee.

"Records management” means the systematic control of all records from creation
or receipt through processing, distribution, maintenance and retrieval, to their
ultimate disposition.

"Records retention and disposition schedule" means rules adopted by the NCRTD
Board of Directors describing records of an agency, establishing a timetable for
their life cycle and providing authorization for their disposition.

"Retention" means the period of time during which records must be maintained by
an organization because they are needed for operational, legal, fiscal, historical or
other purposes.

ABBREVIATIONS AND ACRONYMS:

A ARG siandstor secidentrecordicitation

AB.  “ADA? stands for Americans With Disabilities Act
e RR " siagndytorcertied-returm-receipt

BB. "DOT" stands for Department of Transportation

b EMS  siandsforemergeney-medicat-service

CE.  “FSR” Financial Status Report

D “FTA™ Federal Transit Administration

Gr—GPS " standster glabal-pesitioning-system

H——— D standsforousingand-urban- development
F——MPO standstor-metropotian-planningerasnization
. — MMV D standstormetervehicle divisien

- =MCICY standsfor-national-erime-information-center
F—"NMAC S stands{or New - Mexdeo-administrative code
EM.  "NMSA" stands for New Mexico statutes annotated
N. "RRO" stands-for rural planning organization.

O HRADAS standsHor-traf e data-arabesissystem:
FR.  "US" stands for United States



4 ,—\\.-

5.0

Instructions

A.

For records of a general administrative nature, financial nature, personnel nature
and medical nature refer to “Appendix A” labeled “Records Retention and
Disposition Schedule.”

Retention periods shall be extended until six months after all current or pending
litigation; current claims, audit exceptions or court orders involving a record have
been resolved or concluded.

The descriptions of files are intended to be evocative, not complete. For example,
there will always be some documents that are filed in a file that are not listed in
the description, and similarly, not every file will contain an example of each
document listed in the description.

Confidentiality is denoted for files likely to contain confidential materials, but
files without a confidentiality note nonetheless may contain confidential or
privileged materials, and failure to include an express confidentiality note in the
description of a file does not waive the confidential or privileged nature of those
materials. Some or all materials in a file may be confidential. Refer questions
concerning the confidentiality of a file or portions of a file to legal counsel for the
agency.

Access to confidential documents or confidential files shall be only by
authorization of the NCRTD Executive Director or attorney general or by court
order, unless otherwise provided by law. Release of confidential documents to
law enforcement and other government agencies shall only be upon specific
statutory authorization subpoena or court order. Nothing herein shall prohibit
duly designated NCRTD personnel from performing their job functions including
the review of personnel files and other confidential records where such review is
necessary to perform a job duty.

Records, papers or documents may be photographed, microfilmed, micro-
photographed or reproduced on film. Such photographs, microfilm, photographic
film or microphotographs shall be deemed to be an original record for all
purposes, including introduction in evidence in all courts or administrative
agencies

Public records placed on magnetic tapes, disks or other data processing media
shall be retained for the length of time specified in “Appendix A of the Records
Retention and Disposition Schedules” and are subject to the same confidentiality
and access restrictions as paper records.

Appendix A, North Central Regional Transit District (“NCRTD”) Records
Retention and Disposition Schedule, and Appendix B, North Central
Regional Transit District (“NCRTD”) Email and Email Retention and Disposition
Policy are incorporated herein
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Appendix A

North Central Regional Transit District (“NCRTD"”)
Records Retention and Disposition Schedule

ELECTRONIC DOCUMENT MANAGEMENT SYSTEM:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: document management system that stores images and electronic
records produced by the NCRTD. Data may include payroll and personnel data,
contracts and agreement data, project files, environment reference files, etc.

Data retention:

(1) Metadata: until related records are destroyed.

(2) Federal reports: 10 years after close of calendar year in which report is
created.

(3) Local government project files: permanent, transfer to archives 25 years after
project completion,

(4) District maintenance project files: permanent, transfer to archives 25 years
after project completion.

(5) Request for property abandonment files: permanent, transfer to archives 25
years after date of request.

(6) Abandonment document forms: permanent, transfer to archives 25 years after
abandonment filed.

(7) Encroachment files: 30 years after final disposition of encroachment, then
transfer to archives for review and final disposition.

(8) Property sales files: permanent, transfer to archives 25 years after date of sale.
(9) Disclaimer files: five years after date property is disclaimed, transfer to
archives for review and final disposition.

(10) Contract award recommendations files: six years after project completion
date.

(11) Payroll records: 10 years after end of federal fiscal year in which created.
(12) Accident reports: seven years after end of federal fiscal year in which
created.

Output: Because the electronic document management system is a data-based
system, ad hoc and regularly scheduled reports may be generated upon request or
demand. When produced, these reports are forwarded to the requesting entity.

FEDERAL PLANNING REPORTS:

A.
B.

Program: NCRTD records custodian
Maintenance System: [NCRTD preference]
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Description: reports containing various federally-mandated information. Some of
these reports may include performance monitoring system report, monthly volume
summary reports, monthly and quarterly audit reports,

Retention: 10 years after close of calendar year in which created

FEDERAL AND STATE APPORTIONMENTS REPORTS FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: reports concerning obligated federal and state funds for various
transit related projects (i.e., construction, planning programs, feasibility studies,
consultants, etc.).

Retention: five years after end of federal fiscal year in which created

DAMAGE CLAIM FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: damage claims submitted by the NCRTD to individuals or
representatives of individuals that have negligently damaged NCRTD property.
File may include police reports, estimate of damage, cost reports, final demand
notices, receipt of payments, correspondence, etc.

Retention: three years after final disposition

INTERNET SITE VISIT MONITORING REPORTS:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: monthly report, if any showing NCRTD employee internet visits to
both agency permitted and agency blocked internet addresses. Report may include
NCRTD employee name, date, time, source, destination, internet protocol
address, protocol, category, etc.

D. Retention: six months after report created

ACCIDENT FILES:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning accidents involving any NCRTD Bus and Driver
File may include copies of accident reports, medical information, annual summary
of accident information,

D. Retention: 10 years after date of accident, then transfer to archives for review and

final disposition
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Confidentiality: Portions of record may be considered confidential pursuant, but
not limited to 5 USC, Section 552a and 42 U.S.C. § 405(c)2)C)(viii)1). (i.e.,
social security number), Section 14-6-1 NMSA 1978 (i.e., health information) and
Section 14-2-1 NMSA 1978 (i.e., "law enforcement records that reveal
confidential sources, methods, information or individuals accused but not charged
with a crime").

ACCIDENT RECORDS CITATION SYSTEM:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: database or other records maintenance system that maintains
accident report information for statistical purposes. Data may include personal
identifiers of individuals involved in an accident (i.e., name, social security
number, address, license number, age, etc.), location of accident, accident detailed
information, etc.

Data retention: seven years after end of federal fiscal year in which created
Confidentiality: Portions of record may be confidential pursuant, but not limited
to 5 USC, Section 552a (i.e., social security number), Section 66-7-508 NMSA
1978 Confidentiality of records, Section 29-10-4 NMSA 1978 (i.e., arrest records)
and Section 14-2-1 NMSA 1978 (i.e., "law enforcement records that reveal
confidential sources, methods, information or individuals accused but not charged
with a crime").

Input: All records used as input for the accident records citation system are
destroyed once input to system is verified and complete.

ACCOUNTING RECORDS

O

Program: NCRTD records custodian

Maintenance System: [NCRTD prefcrence]

Description: records must be maintained that adequately identify the source and
application of funds provided through Federal and State grants and suberants for
financially-assisted activities. These records must contain information pertaining
to grant or subgrant awards and authorizations, obligations. unobligated balances.
assets, liabilities. outlays or expenditures and income.

Retention: Except as otherwise specified. records must be retained for three vears
from the starting date.

Starting date of retention period:

(1) General Records. The starting date for retention of records related to multi-
year projects is the date of submission of the final FSR upon project
completion or. if waived. the date it would have been due.

Equipment Records. The three year retention period for equipment records
starts from the date of the equipment’s disposition or replacement or transfer
at FTA’s direction.

9
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BID LETTING AND AWARD SYSTEM:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: database or other method of record retention that captures letting,
bidding and award information for NCRTD projects. Data may include contractor
bids for a specific project, advertising documentation, district office
recommendations for award, authorization from a federal administration, bid
reviews, preliminary award of contract, project estimates, cost list, items list to
generate proposals for contractors, bid letting information, data used to analyze
bids, etc.

Data retention: six years after project completion date

Confidentiality: Portions of this file may contain confidential information
pursuant, but not limited to Section 13-1-122 NMSA 1978 (i.e., Competitive
sealed qualifications-based proposals; award of architect, engineering, landscape
architect and surveying contracts) and CFR 40 Subsection 53.15 (i.e., trade
secrets and confidential or privileged information).

AUTHORIZATION FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning authorization for project advertising and letting
requirements that are going to be let in a given month. Files may include letting
schedule, licensing requirements, project information work sheet, invitation for
bid, addendum to projects, preliminary design plans, work sheet for working days,
disadvantaged business goal, and certifications from appropriate in-house offices,
etc.

Retention: six years after project completion date

Confidentiality: Portions of this file may contain confidential information
pursuant, but not limited to Section 13-1-122 NMSA 1978 (i.e., Competitive
sealed qualifications-based proposals; award of architect, engineering, landscape
architect and surveying contracts) and CFR 40 Subsection 53.15 (i.e., trade
secrets and confidential or privileged information).

CONTRACT AWARD RECOMMENDATIONS FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning recommendations and award information from
the DOT bid review committee to award a contract to a particular bidder. Files
may include advertising documentation, recommendations for award.
authorization from federal highway administration, DOT contract goal for
disadvantaged business in highway construction, bid review work sheets, bid
tabulations, copy of preliminary award of contract letter, etc.

Retention: six years after project completion date
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Confidentiality: Portions of this file may contain confidential information
pursuant, but not limited to Section 13-1-122 NMSA 1978 (i.e., Competitive
sealed qualifications-based proposals; award of architect, engineering, landscape
architect and surveying contracts) and CFR 40 Subsection 53.15 (i.e., trade
secrets and confidential or privileged information).

SITE MANAGEMENT SYSTEM:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: system that tracks and maintains information for all aspects of
construction management. Data may include construction contract data, daily
diaries, change orders, contractor payments, finalization, disputes, claims,
materials used, etc.

Retention: six years after project completion date

CALLED IN LOAD LOG:

A.
B.
C.

REQU
A

B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: log used to record the overload permits issued by the department of
public safety to travel on state bridges. Log may show date, load number,
requester, time, firm name, load type, gross weight, height, width, length, axle
number, weight, distance, origin, truck unit number, destination, number of axles,
route numbers, remarks, rejected, notified, etc.

Retention: three years after close of calendar year in which created

EST FOR PROPERTY ABANDONMENT FILES:

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning NCRTD’s recommendations and decisions
regarding incoming requests from entities on properties owned and abandoned by
NCRTD. File may include right of way maps showing parcels of land, copy of
associated easement, survey of intended abandonment, legal land description,
interdepartmental comments and recommendations for or against abandonment,
declaration of vacation and abandonment, etc.

Retention: permanent, transfer to archives 25 years after date of request

ABANDONMENT DOCUMENT FORMS:

vOow>

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: form that documents property abandonment

Retention: permanent, transfer to archives 25 years after abandonment filed
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ENCROACHMENT FILES:

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning encroachments onto NCRTD property. Files may
include surveys, copies of deeds, contracts, notice of encroachment on highway
right of way, license for encroachment, correspondence, etc.

Retention:

(1) Structural encroachment files: 25 years afier final disposition of
encroachment, then transfer to archives for review and final disposition

(2) All others: transfer to archives 25 years after disposition of encroachment for
review and final disposition

PROPERTY SALES FILES:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning the sale of NCRTD property. Files may include
right of way maps, quitclaim deeds, correspondence, etc.

D Retention: permanent, transfer to archives 25 years after date of sale

DISCLAIMER FILES:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning the NCRTD disclaimer of interest or ownership
of specific property. Files may include right of way maps, disclaimer,
correspondence, etc.

D. Retention: five years after date property is disclaimed, transfer to archives for

review and final disposition

AIRSPACE FILES:

A.

B.
C.
D

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning the leasing of the NCRTD right of way airspace.
File may include lease agreements, right of way maps, correspondence, etc.
Retention: six years after termination of lease agreement

BILLBOARD OWNER PERMIT FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning the approved issuance of permits to erect or

maintain outdoor advertising along the city, county, interstate and other federally

funded primary highways. File may include application for permit, inspection
10
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documentation of proposed advertising location, check copies, billing
information, plats, local government permit copy, renewal notice copy, copy of
permit plates issued, correspondence, etc.

Retention:

(1) Approved permit: permanent, transfer to archives 25 years after termination of
permit

(2) Rejected application: five years afier date of rejection

CULTURAL RESOURCE REPORT FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning investigation and assessments conducted to
determine any historic or archeological site issues affecting proposed or existing
NCRTD properties or rights of way. Files may include site investigation report,
surveys, clearance letter, denial letter, correspondence, etc.

Retention: permanent, transfer to archives 25 years after date of letter of clearance
or denial

Confidentiality: Portions of record may be confidential pursuant, but not limited
to Section 18-6-11.1 NMSA 1978, Confidentiality of site location.

ENVIRONMENTAL REFERENCE FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: environmental assessments conducted on NCRTD properties and
potential property acquisitions. Files may include site investigation reports (i.e.,
detailed site investigation, field notes, drill logs, laboratory results, disposal
manifest, etc.), hazardous materials assessments, photos, clean up report,
correspondence, etc.

Retention: permanent, transfer to archives 25 years after file assessment
conducted

ABOVEGROUND STORAGE TANK FACILITY FILES

cRp

D.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: _Records _concerning the design and construction. maintenance,
Jnspection. repair and removal of aboveground storage tanks located on the

grounds of any NCRTD property, Files may include contracts for removal. work

plans and approvals. photos. authorizations to work. correspondence. etc,
Retention: seven years after facility is closed or tank is removed

UNDERGROUND STORAGE TANK FACILITY FILES:

A.

Program: NCRTD records custodian

Formatted: Font: Times New Roman.

'Formamd: Font: Times New Roman

Formathéd: Font: Tnmés New ﬁc;r-lan
Formath_ed: Font. Times New Roman

Formati;_ed: Font: Times New Roman

Fomatt_edé Font: Times New Roman
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Maintenance System: [NCRTD preference]

Description: records concerning the maintenance, inspection and removal of
underground storage tanks located on the grounds of any NCRTD property. Files
may include contracts for removal, work plans and approvals, photos,
authorizations to work, correspondence, etc.

Retention: permanent, transfer to archives 25 years after date storage tank
removed

LABORATORY INFORMATION MANAGEMENT SYSTEM:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: database or any records retention method that maintains information
regarding the testing of materials used for maintenance and construction projects.
Data may include test sample name, lab number, project number, hours worked,
materials used, maintenance activity, date reported, district number, test, date
sampled, nature of source, location of source, date received, test results,
identifiable marks, manufactured by, district number, refinery source, weekly
asphalt report number, tested by, approved by, etc.

Data retention: permanent

PRODUCT EVALUATION DATABASE:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: database or any records retention method that maintains information
on products available for construction projects. Data may include product name,
evaluation of product, approved date and status, product specifications,
representative name and demographic information, comments, etc.

D. Data retention: until product is no longer approved or use is discontinued

PRODUCT FILES:

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning approved products available for construction
projects. Files may include application for product evaluation, data sheet on use of
product, product specifications, material safety sheets, correspondence, etc.

D. Retention:

(1) Approved products: 20 years after product evaluation approved
(2) Rejected products: three years from date of rejection

EQUIPMENT MANAGEMENT SYSTEM:

A.
B.

Program: NCRTD records custodian
Maintenance System: [NCRTD preference]
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Description: database or any records retention method that maintains information
on all heavy equipment and fleet vehicles. Data may include district information,
class unit, item number, contract number, vendor, base price, options to be
ordered, total cost, date paid, budget balance, warranties, serial number, dealer
name, body style, fuel type, shipping weight, vehicle description, activity code,
mileage (beginning and end), daily miles, project code, account code, part
number, labor, parts (i.e., task code, part number, vendor, quantity, unit price and
part description, etc.), fixed assets number, inventory value, mile or hour
readings, servicing information, inspections, book value, resale value, etc.

Data retention: two years after date of disposition of heavy equipment or vehicle
Input: All records used as input for the equipment management system are filed in
fixed asset (equipment) acquisition history files

EQUIPMENT MAINTENANCE FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: complete service and maintenance history on heavy equipment and
vehicles. Files may include equipment inspection report, equipment registration,
equipment transfer form, change report, preventative maintenance report,
inspection condemnation report, certificate of property loss, equipment usage
report, copy of authorization to purchase surplus equipment, copy of verification
of public entity funds for purchase of surplus equipment, etc.

Retention: two years after date of disposition of heavy equipment or vehicle

PUBLIC ENTITY BUDGET AUTHORIZATION FILES:

A,
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records relating to purchase of NCRTD equipment by public entities.
Files may include authorization to purchase surplus equipment, verification of
public entity funds for purchase of surplus equipment form, copy of memo of
charge, request for waiver, hardship analysis report from department of finance
and administration, correspondence, etc.

Retention: three years after close of fiscal year in which authorization received

AUCTION DATABASE:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: database maintains or records maintenance system containing
information pertaining to the auction of NCRTD equipment. Data may include
inventory lot number, description, fixed asset number, serial number, meter
reading, location, inspection and condemnation number, transfer number, bid
number, bid amount, bidder name, bidder address, etc.

Data retention: five fiscal years after date in which sale occurred
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AUCTIONEER REPORT FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: report listing all equipment sold at auction. File may include
equipment acquisition packet (i.e., dealer name, registration, equipment
inspection report, etc.) and disposal packet ( i.e., inventory lot, description, fixed
asset number, serial number, meter reading, location, inspection and
condemnation number, transfer number, bid number, bid amount, sold with,
bidder name, bidder address, transfer title request, etc.), copy of memo of charge,
etc.

Retention: five fiscal years after date of sale

FACILITY INSPECTION FILES:

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: routine inspections of the department facilities. Files may include
inspection reports, cover letter to supervisor of facility, listing of areas inspected,
discrepancies noted, response from supervisor on corrective action,
correspondence, etc.

Retention: five years after date of inspection

SAFETY RESEARCH FILES (STUDIES):

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning research conducted on safety issues (i.e.,
workplace violence, safety vests, safety processes, etc.). File may include study,
employee safety analysis, notes, etc.

Retention: 10 years after research is completed

RESOLUTION FILES

A. Program: NCRTD records custodian
B Maintenance System: [NCRTD preference]
C. Description: formal statements expressing the opinion, will, or intent of the
NCRTD governing body.
D Retention: permanent
CAPlTAL PROJECT FILES
A. Program: NCRTD records custodian
B. Maintenance System: [NCRTD preference]
C. Description: records concerning the use of capital funds. Records document the

progress and completion of capital projects (e.g., construction, redesigning,
renovation, remodeling of NCRTD structures, streets, utility lines, etc.). Files may
contain bid or quote documentation, contracts, payroll documentation,

14
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expenditure reports, blueprints, architectural drawings, soil tests or analyses,
engineering specification, payment documentation, etc.

Retention:

(1) Fiscal or contractual documents (e.g., bids, quotes, agreements, contracts,
etc.): 10 years after completion of project

(2) Technical documents (e.g. blueprints, architectural drawings, soil tests or
analyses, engineering specifications, etc.): permanent

(3) All other documents: two years after close of fiscal year in which project
completed

NCRTD BONDS, NOTES, INTEREST COUPONS, AND CERTIFICATES OF
INDEBTEDNESS

A.

B.
C.
D

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: record of debt in form of a bond, note, certificate of indebtedness, or
interest coupon incurred by the NCRTD.

Retention;

(1) When paying agent is a bank, savings and loan associjation, or other third
party: until paid and certificate of destruction has been prepared

(2) When paying agent is the debtor agency (i.e., NCRTD): two years following
payment and certificate of destruction has been prepared

INDUSTRIAL REVENUE BOND FILES

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning the issuance of NCRTD revenue bonds to
acquire, own, lease, or sell projects for the purpose of promoting industry and
trade other than retail trade. Files may include agreement for the abatement of
taxes, project descriptions, industry or trade information, correspondence,
memoranda, etc.

Retention: six years after termination of agreements

NCRTD BOND CERTIFICATE OF DESTRUCTION

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: shows the number and maturity of the bond, note, certificate,
coupon, the date paid, etc.

D. Retention: six years after date created

NCRTD BOND REGISTER

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]
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C. Description: record of bonds or notes issued and paid. Register shows the bond or
note issue numbers, amount of issue date bond or note canceled, coupon numbers,
payment information, etc.

D. Retention: 10 years after date of maturity

PETITION FILES

A, Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning requests on a variety of issues (e.g., special
election, ordinance change, traffic light installation, speed bump installation, etc.).

D. Retention:

(1) All other petitions: one year after close of fiscal year in which received

ADA COMPLIANCE FILES

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning the Americans With Disabilities Act. File may
contain ADA plan, policies, grievance procedures, grievances, resolutions, etc.

D Retention:

(1) Plans, policies, and procedures: until superseded or one year after affected
grievances have been resolved

(2) Grievances and resolutions: one year after date closed

[Note: Policies and plans adopted by ordinance or resolution.]

COLLECTIVE BARGAINING FILES

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning transactions with labor organizations
representing employees in collective bargaining. Files may contain copy of
certification of labor organization as the exclusive representative of employees,
mediation documentation and recommendations, agreements, grievances and
resolutions, decertification, correspondence, memoranda, etc.

D. Retention;

(1) Agreements: six years after termination of agreement
(2) Grievances and resolutions: three years after date of resolution
(3) All other documentation: until no longer needed for reference

CLAIM OF LIEN FILES

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: records concerning liens placed against private property for services

rendered by the NCRTD. Files may contain claim of lien, assessment table, copy

16



.'/’-“\'.

45.)

46.)

47.)

48.)

D.

of notice of public hearing, copy of notice of violation, court order, copy of work
order, copy of billing, release of lien, correspondence, memoranda, etc.
Retention: six years after close of fiscal year in which lien released

VEHICLE FILES

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning the history of NCRTD-owned or leased vehicles.
Files may include purchase or lease information, warranty documentation,
maintenance documentation, maintenance expenditure information, disposal
information, etc.

Retention: three years after disposition of vehicle

VEHICLE MAINTENANCE FILES

A.
B.
C.

Program: motor pool records

Maintenance System: [NCRTD preference]

Description: records concerning the maintenance performed on NCRTD-owned
vehicles. Files may include work orders, repair orders, work schedules,
maintenance orders, maintenance schedules, work reports, etc.

Retention: three years after close of fiscal year in which created

BUS ROUTE PLANNING FILE

Program: transportation and transit records

Maintenance System: [NCRTD preference)

Description: records used to establish and modify the NCRTD transit route
system. File may include studies, maps, population surveys, schedule plans, route
schedules, etc.

Retention:

(1) Route schedules and maps: until superseded

(2) All other records: three years after close of calendar year in which created

CHARTER BUS FILES

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: records concerning charter rentals of transit system buses to private
groups. Files may include rental information, fiscal documentation, related
correspondence, etc.

Retention: three years after close of fiscal year in which created
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50.)

51.)

52.)

53.)

DAILY BUS PASSENGER REPORT

A.
B.
C.

Program: transportation and transit records

Maintenance System: [NCRTD preference]

Description: records concerning all NCRTD buses, -icludine airport shuitle buses
per route in the NCRTD transit system, used to summarize operational statistics
for management review purposes. Report may show name of operator, number of
regular fares, senior citizen fares, handicapped persons fares, etc.

Retention: three years after close of fiscal year in which created

BUS DRIVERS DAILY CHECKLIST

A.

B.
C.
D

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: record concerning the condition and appearance of NCRTD buses
ineluding airport-shuitle-buses-used to identify maintenance problems on vehicles.
Retention: three years after close of fiscal year in which created

TRANSIT OPERATION SUMMARY REPORTS

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: reports documenting daily fares received. Reports may include
monthly reports documenting ridership, revenue, route information, fuel usage,
and other operational details.

D. Retention: three years after close of fiscal year in which created

TAX RECORDS

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: Include but may not be limited to, documents concerning payroll
expenses, accounting procedures and regarding the NCRTD’s revenues.

D Retention: six years from the date of filing a return if applicable.

EMPLOYMENT RECORDS/PERSONNEL RECORDS

A.
B.
C.

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description State and federal statutes require the NCRTD to keep certain
recruitment, employment and personnel information. The NCRTD should also
keep personnel files that reflect performance reviews and any complaints brought

against the NCRTD or individual employees under applicable state and federal
statutes. The NCRTD should also keep all final memoranda and correspondence
reflecting performance reviews and actions taken by or against personnel in the
employee's personnel file.

Retention: six years



55.)

56.)

57)

58.)

54.) PRESS RELEASE/PUBLIC FILINGS

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: Permanent copies of all press releases and publicly filed documents
should be retained under the theory that the NCRTD should have its own copy to
test the accuracy of any document a member of the public can theoretically
produce against the NCRTD.

D. Retention: All in perpetuity

LEGAL FILES

A. Program: NCRTD records custodian

B. Maintenance System: [NCRTD preference]

C. Description: Legal counsel should be consulted to determine the retention period
of particular documents.

D. Retention: should generally be maintained for a period of ten years.

MARKETING AND SALES DOCUMENTS

>

B.
C.
D

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description:  Copies of marketing and sales documents, invoices, contracts,
leases, licenses and other legal documents

Retention:

(1) Marketing and Sales Documents should be maintained for at least six years
(2) Sales invoices, contracts, leases, licenses and other legal documentation;
Three years beyond the life of the agreement.

CONTRACTS

A.

B.
C.
D

Program: NCRTD records custodian

Maintenance System: [NCRTD preference]

Description: Final, execution copies of all contracts entered into by the NCRTD
should be retained.

Retention: three years beyond the life of an agreement, and longer in the case of
publicly filed contracts.

EMAIL

A.

B.
C.
D

Program: NCRTD records custodian
Maintenance System: [NCRTD preference]
Description: Email and Email Retention and Disposition is hereby incorporated as
Appendix B, Email and Email Retention and Disposition Policy.
Retention: printed in hard copy and kept in the appropriate file; or downloaded to
a computer file and kept electronically or on disk as a separate file. The retention
period depends upon the subject matter of the e-mail, as covered elsewhere in this
policy.
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Appendix B

North Central Regional Transit District (‘NCRTD?”)
Email and Email Retention and Disposition Policy

Objective

The purpose of this policy is to provide guidance to NCRTD employees in managing information
sent or received through email transmissions and to ensure the proper use of the NCRTD email
system.

Applicable Staff
All NCRTD employees

Definitions

"Email" means a message transmitted electronically over a communications network. A system
that enables users to compose, transmit, receive and manage electronic messages and images
across networks and through gateways connecting to other local area networks.

"Electronic record” means a computer-generated item such as an email message, a document
file, an image file, etc.

"Non-record" means extra copies of documents kept solely for convenience of reference, stocks
of publications, records not usually included within the scope of official records of an agency or
government entity, personal correspondences that do not pertain to NCRTD business and library
material intended only for reference or exhibition. The following specific types of materials are
non-records: materials neither made nor received in pursuance of statutory requirements or in
connection with the functional responsibility of the officer or agency; extra copies of
correspondence; preliminary drafts; blank forms, transmittal letters or forms that do not add
information; sample letters and reading or informational files.

"Public records" means all books, papers, maps, photographs or other documentary materials,

regardless of physical form or characteristics, made or received by any agency in pursuance of
law or in connection with the transaction of public business.
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Policy Statement

It is the policy of the NCRTD to provide employees email resources and services to assist them
in the performance of their work. All email resources and services are to be managed in a lawful
and effective manner. To assure this, the NCRTD has the right to monitor all aspects of the email
system to ensure compliance with this policy and applicable law. Employees should not have the
expectation of privacy in anything they create, send or receive on the NCRTD email system.
Employees shall conduct themselves in a manner consistent with appropriate behavior standards
as established in existing NCRTD policies. All NCRTD policies relating to intellectual property
protection, privacy, misuse of NCRTD equipment, sexual harassment, sexually hostile work
environment, data security and confidentiality shall apply to the use of email.

Public Records

All email transmissions made or received by the NCRTD in pursuance of law or in connection
with the transaction of business are public records. Employees shall determine if email
transmissions, both "sent” and "received,” are public records; separate “public records” from
“non-records”; and store only that information that is a public record. Records shall be stored and
retained based on the retention period for the particular records series established in records
retention and disposition schedules and agency procedures.

Electronic documents, including email, are subject to the provisions of the Public Records Act
and the Inspection of Public Records Act.

Destruction of a public record before its retention period has been met is illegal and is a fourth
degree felony pursuant to Section 30-26-1 NMSA 1978, Tampering with Public Records.

Passwords

All passwords upon request must be made known to the Executive Director. s Fnamcial
Manager: The use of passwords to gain access to the email system or to secure specific files does
not provide employees with an expectation of privacy in the respective system or document.

Encryption
Employees may not encrypt any emails without obtaining written permission from their

supervisor. If approved, the encryption key(s) must be made known to the agency's Executive
Director.
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Privacy and Access

Subject to tribal sovereignty rights. email messages sent or received in conjunction with NCRTD
business may be releasable to the public under the Inspection of Public Records Act with several
exceptions such as medical records, letters of reference, matters of opinion, attorney-client
information, trade secrets, tactical response information and law enforcement investigative files.
Employees are prohibited from disclosing, copying, distributing or forwarding email messages
exempted from public disclosure under state and federal laws.

Personal Use

Personal email shall not impede the conduct of NCRTD business. Employees shall not subscribe
to mailing lists or mail services that fall outside of the employees scope of work. Use of social
media during working hours for non-work related purposes shall not impede the conduct of
NCRTD business.

Questionable Email

The NCRTD will provide employees with periodic Anti-Virus updates for personal computers. It
is the employee's responsibility to update his or her assigned computer when notified. Employees
shall not willfully and knowingly open email messages that look questionable nor shall they open
attachments unless the user is certain that the attachment is from a known sender, is expected and
is pertinent to the employee's job. Questionable emails and attachments are to be deleted
immediately and then "double deleted" by emptying the Trash bin.

Unacceptable Use of Email

Employees shall not use email resources and services for commercial purposes, including but not
limited to, on-line trading and e-bay operations.

Employees shall not send or forward emails containing libelous, defamatory, offensive, racist or
obscene remarks. If an employee receives an email of this nature, they must promptly notify their
supervisor.

Employees shall not use email to conduct prohibited political activities or business activities
related to the holding of public office.

Employees shall not establish user profiles or forward, import or create email accounts other than
the profile and account established on their behalf by the NCRTD. Serious disciplinary action up
to and including termination of employment may result from evidence of prohibited activity
obtained through monitoring or inspection of electronic messages, files, or electronic storage
devices. Illegal activity involving NCRTD IT resource usage may be referred to appropriate
authorities for prosecution.
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4. Operations Employees:. Managers, Drivers, Mechanics and

Dispatchers
(f) Titles and Job descriptions
See next pages.












North Central

Regional Transit District
Job Description

Title: Senior Transit Supervisor Code: 305
Division: Field Operations Effective Date: 07/20
Department: Operations Last Revised:  05/20

FLSA Status: Non-Exempt

GENERAL PURPOSE

Coordinates and directs the movement of NCRTD public transit vehicles through the supervision of operations coordinators and
dispatch/customer service representatives; manage, coordinate and deliver training for the Driver's Academy to ensure all staff is
adequately trained and understands and adheres to all safety and security standards.

SUPERVISION RECEIVED

Works under the general supervision of the Transit Operations Manager

SUPERVISION EXERCISED

Provides close to general supervision to Operations Coordinators and Customer Service Representative(s).
ESSENTIAL FUNCTIONS

Develops and delivers classroom training to ensure compliance; deliver all Driver Academy training and assist with Safety
Training Programs to employees; Schedules and conducts re-cert and re-training.

Performs variety of supervisory, administrative, reporting, tracking and customer service tasks as needed to fulfill daily
transportation commitments and schedules; monitors services in process and evaluates operational performance to ensure
quality and customer satisfaction; trouble shoots and manages emergency situations, adjusts to customer issues; assess best
solution and utilizes most effective and efficient resources; prepares fuel utilization, rider accident, maintenance and “tally sheet”
and demand manifest reports; suspends “no-show” riders.

Responsible for staff professional development, including development of performance plans and conducting annual
performance appraisals. Makes hiring, termination, and disciplinary recommendations for subordinate staff.

Ensures that Transit Operations Coordinators and Dispatcher/customer service representatives observe and adhere to all
federal, state and local laws, rules and procedures; and to all District and Transit Division operating policies and procedures;
observes and adheres to policies and procedures specified in the current Collective Bargaining Agreement.

Monitors and evaluates Transit Operations Coordinators and Dispatcher/Customer Service Representatives in-service
performance provides additional instruction and feedback, recommends additional training when needed, and documents
information used for progressive discipline in conformance with District policies and Collective Bargaining Agreement.

Provides instruction and evaluation to Transit Operations Coordinators and Dispatcher/Customer Service Representatives in
behind the wheel skills; proper pre-trip and post-trip bus inspections; safety and security issues; defensive driving, customer
relations and emergency management skills; and proper accident procedures and prevention techniques; conducts new hire
orientation, training and evaluation; and annual refresher training programs.

Assists, monitors, and oversees Dispatcher/Customer Services Representatives and Transit Operators with special re-routing
due to road closures caused by weather, street construction, traffic accidents, etc.

Oversees and monitors the preparation of the daily/weekly work schedule by the Dispatcher/customer service
representatives/Customer Services Representatives to ensure adequate coverage of all bus routes.

Performs field supervisory duties, e.g., customer relations; on-time performance; ride checks; route evaluation; re-routing; bus
stop and passenger shelter inspections; accident/incident investigations; and coaching and guidance.

Prepares and submits bi-weekly, for all Transit Operations Coordinators and Dispatcher/Customer Service Representative under
their supervision, a computerized payroll form.



Maintains up-to-date Transit Operations Coordinators and Dispatcher/Customer Service Representative files documenting all
performance appraisal reviews, commendations, training, incidents and accidents, informal coaching and guidance, written
reprimands, and formal disciplinary actions.

Serves as Dispatcher/Customer Service Representative or Transit Operations Coordinator in cases of emergency or because of
unforeseen staffing shortages.

Assures drivers are available and assigned to vehicles in computer system; monitors actual performance via AVL/MTD and two-
way radio systems (for future CAD software).

Analyzes and makes recommendations regarding schedule adherence, and other operational needs or problems; reports
discrepancies and/or unsafe conditions to appropriated personnel; and recommends and implements corrective actions. Reviews
schedule for any necessary changes.

Receives, researches, and resolves customer complaints; conducts customer/site inspections; opens/closes facility to allow
access for employees; issues oral and written instructions to staff on schedule changes, fares, policies, etc.; updates staff and
files with various document information.

e Prepares and submits accident-related compliance forms, maintains files, or otherwise submits data to appropriate
person or organization.

e  Performs road checks of driver performance.

e  Provides various reports and analyzes, including safety trends. Develops cost saving recommendations.

Performs related duties as required.
MINIMUM QUALIFICATIONS
1. Education and Experience:

A.  Graduation from high school or GED;
AND
B. Eight (8) years of progressively responsible experience in passenger bus transportation (i.e., school bus,
fixed-route, Para-transit, transit agency, charter bus, etc.) work experience; two (2) years of which must have
been in a lead position;
OR
C. An equivalent combination of education and experience related transit field services supervision.

2. Knowledge, Skills and Abilities:
Considerable Knowledge of supervisory principles and practices. Ability to use computers and variety of software
programs; the ability to plan, assign, direct, coordinate and review the work of others; to establish effective working
relationships with associates and the public; to communicate effectively and to produce required reports relative to
transit operations; principles and practices of customer service and public relations methods; operation principles,
methods, systems and traffic regulations to be used in implementing an efficient, safe and dependable transit program;
applicable federal, state and local laws, rules and regulations.

Some Skill in supervision, operation of transportation vehicles, computer operations, etc.

Ability to read and understand maps and time tables, which includes determining directions and following a mapped-
out route; use prudent judgment and common sense in making quick, safe decisions with minimal supervision and
adapt to constantly changing operating environments; work unusual hours, split shifts, weekends, holidays, and
overtime as required; effectively communicate, both orally and in writing, while interacting with customers and RTD
staff in a courteous, professional manner. This includes providing good customer service by attending to the needs of a
diverse customer base in a sensitive manner; work and maintain professional composure while under stress and
pressure; handle matters of a confidential nature; climb stairs, reach above shoulder level, walk for an extended
distance, bend, stoop, lift, and push/pull up to 70 pounds without assistance as well as sit for an extended length of
time; work effectively in a diverse workforce.

3. Special Qualifications:
For Driving by District Reqgulations: (1) Ability to sit without discomfort for prolonged periods of time on a variety of
driver's seats in different models of transit vehicles, and fit behind the steering wheel with clearance between abdomen
and wheel; (2) turn head up to 180 degrees in either direction on a regular and frequent basis; (3) walk to enter and
exit the vehicle. For Wheel Chair Tie-Downs; Ability to bend, crouch, and/or kneel and balance while simultaneously
manipulating and fastening tie-down straps. Licensing and Special Requirements: (1) Must obtain and maintain a
valid State of New Mexico Commercial Driver’s License(CDL-A or B) with (P) endorsement and airbrake certification or




must obtain and maintain a NM Commercial Driver's License (CDL-A or B) with a “P” endorsement through the North
Central Regional Transit District within six (6) weeks of hire date and meet the District's driving standards; obtain and
maintain all other endorsements/clearances required by DMV and obtain DOT medical certificate and maintain such for
the duration of employment as a Driver. (2) Must satisfactorily complete the District's New Operator Training Program.
This position is deemed to be a safety sensitive position under FTA drug and alcohol regulations, and therefore is
subject to random drug testing. Provides on-call response to operations issues, 24/7.

Work Environment:

While performing the duties of this job, the employee is normally within a field environment; exposure to dust, fumes,
exhausts, various noise levels, various temperatures, and chemicals for an extended length of time as well as in
various outdoors weather conditions as required. Position requires maintaining physical condition necessary for sitting
for prolonged periods of time.

Transit Supervisor, page 3
Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals.
Our customers come first. They are our neighbors. We believe that the following Professional Standards are crucial for
you to embody if we are going to be a match as employer and employee.

In addition to being competent in the essential functions outlined above and minimum qualifications outlined above, you
have an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the
following attitudes and behaviors while at work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.

e  Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you say you
will do, be dependable, be accountable, act as a contributing member of our professional team).

e  Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain the
dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where necessary).

e  Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.
e  Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

o Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask questions
about them when necessary, give them a chance and offer feedback where appropriate).

e Be a steward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth, learning
or certification to pursue every year).

*kkkk

Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this
classification. They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.
Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice. This job
description supersedes earlier versions.

Approved by Executive Director: Date






















North Central

Regional Transit District
Job Description

Title: Transit Security Officer || Code: 320
Division: Operations Effective Date: 04/20
Department:  Administration Last Revised:  04/20

FLSA Status: Non-Exempt

GENERAL PURPOSE

The purpose of this position is to perform general transit security enforcement services for the North Central Regional Transit District
(NCRTD). This is accomplished by enforcing transit-related rules and policies. Assisting passengers, providing a safe and
comfortable customer riding experience. Providing onsite patrols of NCRTD property and vehicles.

SUPERVISION RECEIVED

Works under the general supervision of the Director of Operations

SUPERVISION EXERCISED

None. However, may occasionally provide clarification to questions from Transit Officer |. Maybe assigned to provide field training
and mentor new Transit Officer's. Maybe assigned to conduct field performance assessments of new hires regarding processes,
procedures, routes and operating policies and procedures. Maybe assigned to provide lead supervision as assigned by Operations
Director.

ESSENTIAL FUNCTIONS

Reporting:

e Immediately report any confrontations or security-related issues.

e Report potentially hazardous conditions in buildings or areas and items in need of repair, e.g. inoperative locks, broken
fences, barrier damage, lighting and landscaping deficiencies, and any other potentially dangerous situation. Immediately
follow up with written reports and log entries.

e  Create written incident reports, independent from the police report, of intrusion, fire, theft, vandalism, disruptive behavior,
criminal behavior, persons requiring emergency assistance, security breaches, unauthorized entry by any persons known
or unknown, conditions which may be a hazard to the health or safety of employees or visitors, surveillance being
conducted, or suspicious activity. Incident reports shall list all pertinent facts, including damage to property, or the
observation of any unusual or suspicious activities, and immediate appropriate action taken to address the issue.

e  Maintaining a written record of all checks performed; include time, date and name of the Transit Security Officer performing
the checks.

e Maintain a duty log of activities or incidents that require action at a station or post. Separate additional reports shall be
prepared on accidents, injuries, fires, bomb threats and all other unlawful acts, security violations, or any other unusual
incidents or events using the prescribed paperwork.

e  Ensure that all reports and other documents (i.e. event reports, logs, accident reports, and report of investigations), are
written clearly, legibly and accurately.

e  Conduct preliminary and follow-up investigations on incidents or complaints as assigned by the Transit Operations
Director.

e Report all safety concerns immediately.




Patrols and Inspections:

Check assigned work site at the beginning and end of each shift including perimeter check, fencing, lighting, equipment,
doors and overall safety and security. This check will be repeated over the course of the shift and just prior to end of shift
Patrolling, when directed to do so by District personnel, and reporting unauthorized persons either on the property or
observed attempting to enter the facility by any means other than through the appropriate gated entrances.

Provide security during special events and emergency situations to protect facilities, employees, properties and visitors.
Monitor building security parameters and report non-compliance of rules and regulations and taking appropriate actions.
Conduct security inspections to ensure the protection of property, building security and fire and safety hazards.

Plan and conduct daily scheduled and unscheduled security inspections of property and facilities.

Monitor CCTV systems at any District sites with cameras as directed by the Transit Operations Director.

Customer Service:

Demonstrate a professional attitude at all times and be fully prepared to work at designated times in assigned post areas.
Provide personalized service when appropriate to meet customer needs. When a problem arises, offer assistance.
Communicate effectively, including seeking hilingual assistance when necessary. Maintain eye contact and check for the
customer’s understanding, i.e., ask questions.

Provide general information about the District; greet Transit passengers and answer general questions about routes and
the transit system.

Offer a solution and follow through when problems arise.

Summon medical assistance as appropriate

Remain calm, show an understanding for the badge holders and or customer’s situation and notify supervisor or
management personnel when necessary to keep a situation from escalating.

Be courteous, professional, and informative when interacting with the public, District personnel, and vendors.

Perform other duties, as assigned.

MINIMUM QUALIFICATIONS

1.

Education and Experience:

A High School Diploma or GED;

AND

B. Four (4) years' experience to demonstrate an aptitude and ability to perform above and related duties;
OR

C. Equivalent combination of education and experience.

Must be able to obtain and maintain a New Mexico - Level 1 Security Guard License
Must be able to obtain and maintain a CPR/First Aid Certification

Knowledge of general security concepts and practices related to the enforcement of applicable rules, regulations,
ordinances, policies and procedures. Practical application of computers and peripheral equipment. English grammar,
punctuation, spelling and usage. Principles and procedures of record keeping and basic report preparation. Safe work
practices.



Skills — Strong customer service skills and problem solving; skilled in the operation of PC Computer, related software, fax
machine, copy machine, telephone, and other office equipment. Skill in interpretation and explanation of District policies
and procedures.

Ability to follow all District protocols and site-specific protocols. Ability to use a two-way radio. Ability to communicate
clearly and concisely and to maintain courteous demeanor. Ability to prepare clear and concise reports. Establish and
maintain effective working relationships with those contacted in the course of work. Perform the essential functions of the
job with or without reasonable accommodation. Work flexible and irregular work hours. Ability to work independently and
follow verbal and written instructions. Ability to maintain confidentiality as needed.

Work Environment:

While performing the duties of this job, the employee is normally within a field environment; exposure to dust, fumes,
exhausts, various noise levels, various temperatures, and chemicals for an extended length of time as well as in various
outdoors weather conditions as required. Position requires maintaining physical condition necessary for sitting, standing
and walking for prolonged periods of time running and light carrying. Exposure to potentially hostile environments; and
inclement weather conditions.

Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals. Our
customers come first. They are our neighbors. We believe that the following Professional Standards are crucial for you to
embody if we are going to be a match as employer and employee.

In addition to being competent in the essential functions outlined above and minimum qualifications outlined above, you have
an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the following
attitudes and behaviors while at work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.

e Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you say
you will do, be dependable, be accountable, act as a contributing member of our professional team).

e  Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain the
dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where necessary).

e  Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.

e  Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

o  Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask questions
about them when necessary, give them a chance and offer feedback where appropriate).

e Be a steward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth,
learning or certification to pursue every year).

*hkkhhk

Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this classification.
They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job descriptions are not
intended to and do not imply or create any employment, compensation, or contract rights to any person or persons. Management reserves the right to
add, delete, or modify any and/or all provisions of this description at any time as needed without notice. This job description supersedes earlier versions.

Approved by Executive Director: Date






















North Central

Regional Transit District
Job Description

Title: Transit Security Officer | Code: -
Division: Operations Effective Date: 04/20
Department:  Administration Last Revised:  04/20

FLSA Status: Non-Exempt

GENERAL PURPOSE

The purpose of this position is to perform general transit security enforcement services for the North Central Regional Transit District
(NCRTD). This is accomplished by enforcing transit-related rules and policies. Assisting passengers, providing a safe and
comfortable customer riding experience. Providing onsite patrols of NCRTD property and vehicles.

SUPERVISION RECEIVED

Works under the general supervision of the Director of Operations

SUPERVISION EXERCISED

None.

ESSENTIAL FUNCTIONS

Reporting:

o Immediately report any confrontations or security-related issues.

e  Report potentially hazardous conditions in buildings or areas and items in need of repair, e.g. inoperative locks, broken
fences, barrier damage, lighting and landscaping deficiencies, and any other potentially dangerous situation. Immediately
follow up with written reports and log entries.

o Create written incident reports, independent from the police report, of intrusion, fire, theft, vandalism, disruptive behavior,
criminal behavior, persons requiring emergency assistance, security breaches, unauthorized entry by any persons known
or unknown, conditions which may be a hazard to the health or safety of employees or visitors, surveillance being
conducted, or suspicious activity. Incident reports shall list all pertinent facts, including damage to property, or the
observation of any unusual or suspicious activities, and immediate appropriate action taken to address the issue.

e  Maintaining a written record of all checks performed; include time, date and name of the Transit Security Officer performing
the checks.

e  Maintain a duty log of activities or incidents that require action at a station or post. Separate additional reports shall be
prepared on accidents, injuries, fires, bomb threats and all other unlawful acts, security violations, or any other unusual
incidents or events using the prescribed paperwork.

e Ensure that all reports and other documents (i.e. event reports, logs, accident reports, and report of investigations), are
written clearly, legibly and accurately.

e  Conduct preliminary and follow-up investigations on incidents or complaints as assigned by the Transit Operations
Director.

e Report all safety concerns immediately.




Patrols and Inspections:

Check assigned work site at the beginning and end of each shift including perimeter check, fencing, lighting, equipment,
doors and overall safety and security. This check will be repeated over the course of the shift and just prior to end of shift
Patrolling, when directed to do so by District personnel, and reporting unauthorized persons either on the property or
observed attempting to enter the facility by any means other than through the appropriate gated entrances.

Provide security during special events and emergency situations to protect facilities, employees, properties and visitors.
Monitor building security parameters and report non-compliance of rules and regulations and taking appropriate actions.
Conduct security inspections to ensure the protection of property, building security and fire and safety hazards.

Plan and conduct daily scheduled and unscheduled security inspections of property and facilities.

Monitor CCTV systems at any District sites with cameras as directed by the Transit Operations Director.

Customer Service:

Demonstrate a professional attitude at all times and be fully prepared to work at designated times in assigned post areas.
Provide personalized service when appropriate to meet customer needs. When a problem arises, offer assistance.
Communicate effectively, including seeking bilingual assistance when necessary. Maintain eye contact and check for the
customer’s understanding, i.e., ask questions.

Provide general information about the District; greet Transit passengers and answer general questions about routes and

the transit system.

Offer a solution and follow through when problems arise.

Summon medical assistance as appropriate

Remain calm, show an understanding for the badge holders and or customer’s situation and notify supervisor or
management personnel when necessary to keep a situation from escalating.

Be courteous, professional, and informative when interacting with the public, District personnel, and vendors.

Perform other duties, as assigned.

MINIMUM QUALIFICATIONS

1.

Education and Experience:

A High School Diploma or GED;

AND

B. Two (2) years' experience to demonstrate an aptitude and ability to perform above and related duties;
OR

C. Equivalent combination of education and experience.

Must be able to obtain and maintain a New Mexico - Level 1 Security Guard License
Must be able to obtain and maintain a CPR/First Aid Certification

Knowledge of general security concepts and practices related to the enforcement of applicable rules, regulations,
ordinances, policies and procedures. Practical application of computers and peripheral equipment. English grammar,
punctuation, spelling and usage. Principles and procedures of record keeping and basic report preparation. Safe work
practices.

Skills — Strong customer service skills and problem solving; skilled in the operation of PC Computer, related software, fax
machine, copy machine, telephone, and other office equipment. Skill in interpretation and explanation of District policies
and procedures.



Ability to follow all District protocols and site-specific protocols. Ability to use a two-way radio. Ability to communicate
clearly and concisely and to maintain courteous demeanor. Ability to prepare clear and concise reports. Establish and
maintain effective working relationships with those contacted in the course of work. Perform the essential functions of the
job with or without reasonable accommodation. Work flexible and irregular work hours. Ability to work independently and
follow verbal and written instructions. Ability to maintain confidentiality as needed.

Work Environment:

While performing the duties of this job, the employee is normally within a field environment; exposure to dust, fumes,
exhausts, various noise levels, various temperatures, and chemicals for an extended length of time as well as in various
outdoors weather conditions as required. Position requires maintaining physical condition necessary for sitting, standing
and walking for prolonged periods of time running and light carrying. Exposure to potentially hostile environments; and
inclement weather conditions.

Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals. Our
customers come first. They are our neighbors. We believe that the following Professional Standards are crucial for you to
embody if we are going to be a match as employer and employee.

In addition to being competent in the essential functions outlined above and minimum qualifications outlined above, you have
an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the following
attitudes and behaviors while at work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.

e Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you say
you will do, be dependable, be accountable, act as a contributing member of our professional team).

o  Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain the
dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where necessary).

e  Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.

e  Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

o  Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask questions
about them when necessary, give them a chance and offer feedback where appropriate).

e Be a steward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth,
learning or certification to pursue every year).
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Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this classification.
They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job descriptions are not
intended to and do not imply or create any employment, compensation, or contract rights to any person or persons. Management reserves the right to
add, delete, or modify any and/or all provisions of this description at any time as needed without notice. This job description supersedes earlier versions.

Approved by Executive Director: Date




North Central

Regional Transit District
Job Description

Title: Transit Operator Il / Lead Code: 325
Division: Field Operations Effective Date: 04/13
Department: Operations Last Revised: 02/20

FLSA Status: Non-Exempt

GENERAL PURPOSE

Performs advanced, CDL licensed duties in the operation of assigned NCRTD transport and passenger vehicles as needed to
travel assigned fixed and “demand” service routes. Must possess a CDL license with multi-passenger “P” endorsement. Assists
with field training duties as assigned.

SUPERVISION RECEIVED

Works under the close to general supervision of the Transit Shift Supervisor(s) or Transit & Faciliies Operations Director.
SUPERVISION EXERCISED

May provide lead supervision and training to Transit Operators on an assigned basis, or in the absence of a Supervisor.
ESSENTIAL FUNCTIONS

Performs various lead operator duties; may be assigned to provide field training and mentor new Transit Operators as they are
shadowing during introductory/probationary periods; may conduct field performance exams testing new hires regarding
processes, procedures, routines and operating policies and practices.

Operates assigned passenger vehicles employing defensive driving techniques, maintaining professional courtesy while under
stress, making public address announcements, properly answering questions and solving transit-related concerns of passengers,
and exercising prudent judgment under a variety of constantly changing operating conditions.

Conducts self in an appropriate manner as a representative of the RTD, working effectively in a diverse work environment, using
prudent judgment at all times, performing duties in a safe manner, and assuring professional quality of services to all external
and internal customers.

Operates transit vehicles in revenue and non-revenue service while in strict compliance with RTD policies, directives, and
procedures and all Federal and New Mexico traffic laws and regulations. This includes using proper defensive driving
techniques.

Performs RTD pre and post trip inspection of transit vehicles for mechanical problems prior to beginning scheduled run. This
includes conducting an externalfinternal visual inspection of the transit vehicle and pre-testing of necessary equipment,
operating/safety devices, and transit vehicle controls for use while in service. Also conducts an internal visual inspection at the
end of the schedule service day to collect and turn-in lost items.

Completes accident and incident reports accurately and legibly as necessary at the end of scheduled shift resulting from traffic
accidents, customer issues or complaints.

Provides customer service information in a courteous, professional manner. This includes operating the automated stop
announcements system and /or stating stop and public information announcements over the public address systems, and
properly answering questions and solving transit-related concerns of passengers.

Complies with American with Disabilities Act (ADA) in operating the transit vehicle. This includes providing accessibility for
disabled passengers to board and de-board by properly operating the accessibility lift and safely securing such passengers in a
courteous manner, announcing designated stops, and pre-testing all passenger accessibility lifts and equipment during pre-trip
inspections.

Communicates with Central Dispatch for the purpose of providing information on fares, transfers, ticket refunds, routes, and other
District Transit policies and rules concerning conduct, service, and policy changes.
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Informs Central Dispatch of passenger lift pick-up and drop-off locations, and when hydraulic passenger lift fails to operate
properly or of missed pickups of passengers.

Observes and responds to emergency situations involving passengers, the public, or buses for the purpose of maintaining
public/passenger safety, and proper bus operation.

Performs other related duties as required.

MINIMUM QUALIFICATIONS
1, Education and Experience:
A, Graduation from high school or GED;
AND
B.  Six (6) years of driving experience and preferred two (2) years of experience performing above or related
duties;
OR
C. Anequivalent combination of education and experience.
2. Knowledge, Skills and Abilities:

Working Knowledge of stress management, current bus routes and stops within the District: transit system
operations, routing and scheduling; basic customer relations techniques, i.e. fostering a positive attitude, maintain a
courteous, helpful and professional demeanor, etc.; principles and procedures of record keeping; basic mathematic
functions.

Skill in using personal computers and applicable software applications including spreadsheets; English and grammar
skills.

Ability to successfully complete the Bus Operator Training Program, which includes achieving the required minimum
scores on all written and driving tests and evaluations; tell time and keep a timely schedule; read and understand maps
and time tables, which includes determining directions and following a mapped-out route; demonstrate maturity
sufficient to deal with high volume customer service interaction and related stress; use prudent judgment and common
sense in making quick, safe decisions with minimal supervision and adapt to constantly changing operating
environments; keep all information confidential within the department; adhere to all approved District policies and
procedures and regulations; maintain a clean, healthy, and safe working environment; be responsible and accountable
for property assigned; effectively communicate, both orally and in writing, while interacting with customers and RTD
staff in a courteous, professional manner. This includes providing good customer service by attending to the needs of a
diverse customer base in a sensitive manner.

3. Special Qualifications:

Must be 21 years of age. For Driving by District Requiations: (1) Ability to sit without discomfort for prolonged
periods of time on a variety of driver's seats in different models of transit vehicles, and fit behind the steering wheel
with clearance between abdomen and wheel; (2) turn head up to 180 degrees in either direction on a regular and
frequent basis; (3) walk to enter and exit the vehicle. For Wheel Chair Tie-Downs; Ability to bend, crouch, and/or
kneel and balance while simultaneously manipulating and fastening tie-down straps. Licensing and Special
Requirements: (1) Must obtain and maintain a valid State of New Mexico Commercial Driver’s License(CDL-A or B)
with (P) endorsement and airbrake certification or must obtain and maintain a NM Commercial Driver’s License (CDL-A
or B) with a “P" endorsement through the North Central Regional Transit District within six (6) weeks of hire date and
meet the District's driving standards; obtain and maintain all other endorsements/clearances required by DMV and
obtain DOT medical certificate and maintain such for the duration of employment as a Driver. (2) Must satisfactorily
complete the District's New Operator Training Program.

4. Work Environment:

While performing the duties of this job, the employee is normally within a field environment; exposure to dust, fumes,
exhausts, various noise levels, various temperatures, and chemicals for an extended length of time as well as in
various outdoors weather conditions as required. Position requires maintaining physical condition necessary for sitting
for prolonged periods of time.

5, Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals.
QOur customers come first. They are our neighbors. We befieve that the following Professional Standards are crucial for
you to embody if we are going to be a match as employer and employee.
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In addition to being competent in the essential functions outiined above and minimum qualifications outlined above, you
have an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the
following attitudes and behaviors while at work.

e Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.

¢ Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you say you
will do, be dependable, be accountable, act as a contributing member of our professional team).

s Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain the
dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where necessary).

¢ Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.
o Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

e Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask questions
about them when necessary, give them a chance and offer feedback where appropriate).

»  Be asteward (1) of our organization’s resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth, leaming
or certification to pursue every year).

Fekkkk

Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this
classification. They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.
Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice. This job
description supersedes earlier versions.
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North Central

Regional Transit District
Job Description

Title: Transit Operations Coordinator Code: 330
Division: Field Operations Effective Date: 07/20
Department: Operations Last Revised:  05/20

FLSA Status: Non-Exempt

GENERAL PURPOSE

The Operations Coordinator will provide assistance to the Transit Shift Supervisors, Senior Transit Supervisor and Operations
Manager with a variety of first-line supervisory duties as needed to organize, coordinate and oversee day-to-day delivery of
safe, efficient and on time transportation services to the customer throughout the NCRTD. and to keep bus service safely
operating, To coordinate and oversee day-to-day delivery of safe, efficient and on time transportation services, to ensure all
policies and procedures are adhered to and for responding to emergency situations. Operations Coordinators will provide overall
backup in the absence of a Transit Route Supervisor, Transit Operator or Dispatch and support to Transit Operators in all phases
of transit route operations. This position is deemed to be a “supervisor in training’.

SUPERVISION RECEIVED

Works under the general supervision of the Senior Transit Supervisor or Operations Manager.
SUPERVISION EXERCISED

Provides close to general supervision to Transit Operator(s) and Customer Service Representative(s).
ESSENTIAL FUNCTIONS

Performs variety of supervisory, administrative, reporting, tracking and customer service tasks as needed to fulfill daily
transportation commitments and schedules; monitors services in process and evaluates operational performance to ensure
quality and customer satisfaction; trouble shoots and manages emergency situations, adjusts to customer issues; assess best
solution and utilizes most effective and efficient resources; prepares fuel utilization, rider accident, maintenance and “tally sheet”
and demand manifest reports; suspends “no-show” riders.

Ensures that Transit Operators and Dispatcher/customer service representatives observe and adhere to all federal, state and
local laws, rules and procedures; and to all District and Transit Division operating policies and procedures; observes and adheres
to policies and procedures specified in the current Collective Bargaining Agreement.

Monitors and evaluates Transit Operators and Dispatcher/customer Service Representatives in-service performance provides
additional instruction and feedback, recommends additional training when needed, and documents information used for
progressive discipline in conformance with District policies and Collective Bargaining Agreement.

Provides instruction and evaluation to Transit Operators and Dispatcher/customer service representatives in behind the wheel
skills; proper pre-trip and post-trip bus inspections; safety and security issues; defensive driving, customer relations and
emergency management skills; and proper accident procedures and prevention techniques; conducts new hire orientation,
training and evaluation; and annual refresher training programs.

Assists, monitors, and oversees Dispatcher/Customer Services Representatives and Transit Operators with special re-routing
due to road closures caused by weather, street construction, traffic accidents, etc.

Assists with the preparation of the daily/weekly work schedule to ensure adequate coverage of all bus routes.

Performs field supervisory duties, e.g., customer relations; on-time performance; ride checks; route evaluation: re-routing; bus
stop and passenger shelter inspections; accident/incident investigations; and coaching and guidance.

Prepares and submits bi-weekly, for each Transit Operator and Dispatcher/customer service representative under their
supervision, a computerized payroll form.

Maintains up-to-date Transit Operator and Dispatcher/customer service representative files documenting all performance
appraisal reviews, commendations, training, incidents and accidents, informal coaching and guidance, written reprimands, and
formal disciplinary actions.

Serves as Dispatcher/customer service representative or Transit Operator in cases of emergency or because of unforeseen
staffing shortages.



Assures drivers are available and assigned to vehicles in computer system; monitors actual performance via AVL/MTD and two-
way radio systems (for future CAD software).

May be assigned to provide field training and mentor new Transit Operators as they are shadowing during
introductory/probationary periods; may conduct field performance exams testing new hires regarding processes, procedures,
routines and operating policies and practices.

Operates assigned passenger vehicles employing defensive driving techniques, maintaining professional courtesy while under
stress, making public address announcements, properly answering questions and solving transit-related concerns of passengers,
and exercising prudent judgment under a variety of constantly changing operating conditions.

Analyzes and makes recommendations regarding schedule adherence, and other operational needs or problems; reports
discrepancies and/or unsafe conditions to appropriated personnel; and recommends and implements corrective actions. Reviews
schedule for any necessary changes.

Receives, researches, and resolves customer comptaints; conducts customer/site inspections; opens/closes facility to allow
access for employees; issues oral and written instructions to staff on schedule changes, fares, policies, etc.; updates staff and
files with various document information.

Performs additional related duties as required.

MINIMUM QUALIFICATIONS FOR OPERATIONS COORDINATOR

1. Education and Experience:

A, Graduation from high school or GED;
AND
B. Three (3) years of driving experience in passenger bus transportation (i.e., school bus, fixed-route, Para-
transit, fransit agency, charter bus, etc.) work experience; one (1) year of which must have been in a lead
position;
OR
C. Anequivalent combination of education and experience related transit field services supervision.

2. Knowledge, Skills and Abilities for Operations Coordinator:

Knowledge of supervisory principles and practices. Ability to use computers and variety of software programs; the
ability to plan, assign, direct, coordinate and review the work of others; to establish effective working relationships with
associates and the public; to communicate effectively and to produce required reports relative to transit operations;
principles and practices of customer service and public relations methods; operation principles, methods, systems and
traffic regulations to be used in implementing an efficient, safe and dependable transit program; applicable federal,
state and local laws, rules and regulations.

Some Skill in operation of transportation vehicles, computer operations, etc.

Ability to read and understand maps and time tables, which includes determining directions and following a mapped-
out route; use prudent judgment and common sense in making quick, safe decisions with minimal supervision and
adapt to constantly changing operating environments; work unusual hours, split shifts, weekends, holidays, and
overtime as required; effectively communicate, both orally and in writing, while interacting with customers and RTD
staff in a courteous, professional manner. This includes providing good customer service by attending to the needs of a
diverse customer base in a sensitive manner; work and maintain professional composure while under stress and
pressure; handle matters of a confidential nature; climb stairs, reach above shoulder level, walk for an extended
distance, bend, stoop, lift, and push/pull up to 70 pounds without assistance as well as sit for an extended length of
time; work effectively in a diverse workforce.

3. Special Qualifications:
Must be 21 years of age. For Driving by District Regulations: (1) Ability to sit without discomfort for prolonged
periods of time on a variety of driver's seats in different models of transit vehicles, and fit behind the steering wheel
with clearance between abdomen and wheel; (2) turn head up to 180 degrees in either direction on a regular and
frequent basis; (3) walk to enter and exit the vehicle. For Wheel Chair Tie-Downs; Ability to bend, crouch, and/or
kneel and balance while simultaneously maniputating and fastening tie-down straps. Licensing and Special
Requirements: (1) Must obtain and maintain a valid State of New Mexico Commercial Driver's License{CDL-A or B)
with (P} endorsement and airbrake certification or must obtain and maintain a NM Commercial Driver's License (CDL-A
or B) with a "P" endorsement through the North Central Regional Transit District within six (6) weeks of hire date and




meet the District's driving standards; obtain and maintain all other endorsements/clearances required by DMV and
obtain DOT medical certificate and maintain such for the duration of employment as a Driver. (2) Must satisfactorily
complete the District's New Operator Training Program. This position is deemed to be a safety sensitive position under
FTA drug and alcohol regulations, and therefore is subject to random drug testing. Provides on-call response to
operations issues, 24/7.

Work Environment:

While performing the duties of this job, the employee is normally within a field environment; exposure to dust, fumes,
exhausts, various noise levels, various temperatures, and chemicals for an extended length of time as well as in
various outdoors weather conditions as required. Position requires maintaining physical condition necessary for sitting
for prolonged periods of time.

Professional Standards:

At North Central Regional Transportation District, we offer services as a team of respectful, qualified professionals.
Our customers come first. They are our neighbors. We believe that the following Professional Standards are crucial for
you to embady if we are going to be a match as employer and employee.

In addition to being competent in the essential functions outlined above and minimum qualifications outlined above, you
have an important professional role to play in NCRTD. To fill that role, you are expected to practice and exhibit the
following attitudes and behaviors while at work.

o  Remain a professional, balanced, respectful, problem-solver, even under stress or when out of your comfort zone.

o  Demonstrate trustworthy behavior and speech (personal integrity and professional competence, do what you say you
will do, be dependable, be accountable, act as a cantributing member of our professional team).

e  Show respect for coworkers and customers (be attentive, recognize others’ contributions and concerns, maintain the
dignity of all people, empathize, honor differences, build rapport when possible and forgiveness where necessary).

o  Keep a positive, “can do” attitude toward tasks, coworkers, management and customers.
e  Communicate coherently (listen to understand, speak to be understood, no blaming, ask questions).

e Demonstrate flexibility in the face of changes and new ideas (understand why changes are being made, ask questions
about them when necessary, give them a chance and offer feedback where appropriate).

e Be a steward (1) of our organization's resources (avoid waste, suggest cost saving ideas, take care of things by
keeping them clean and the area safe); and (2) of your personal career (identify one or two areas of growth, learning
or certification to pursue every year).

*kkkk

Disclaimer: The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this
classification. They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified. Job
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.
Management reserves the right to add, delete, or modify any andfor all provisions of this description at any time as needed without notice. This job
description supersedes earlier versions.

Approved by Executive Director: %%W ﬂ%//ﬂﬂ Date 5;’/2/,/ o2





























































(g) Hiring procedures (ie) background check, driving record, valid driver’s license
Drivers must fulfill requirements listed in job description.
(h) Training Plan/Record Keeping Policy and Procedures
Refer to Records and Email Retention Policy in section 3.
(i) Code of Conduct Policy
Refer to Code of Conduct Policy in section 3.
(J) Drug & Alcohol Policy for Safety Sensitive Employees
See next pages.
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NCRTD

Drug and Alcohol Policy

Effective as of September 8, 2017
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FTA Drug and Alcohol Policy - NCRTD

Adopted by: NCRTD Board of Directors Date Adopted:  9/8/17

Last Revised: 11/74/11

|. Purpose of Policy

This policy complies with 49 CFR Part 655, as amended and 49 CFR Part 40, as amended. Copies of
Parts 655 and 40 are available in the drug and alcohol program manager’s office and can be found on the
internet at the Federal Transit Administration (FTA) Drug and Alcohol Program website
http://transit-safety.fta.dot.gov/DrugAndAlcohol/.

All covered employees are required to submit to drug and alcohol tests as a condition of employment in
accordance with 49 CFR Part 655.

Portions of this policy are not FTA-mandated, but reflect NCRTD’s policy. These additional provisions
are identified by bold text.

In addition, DOT has published 49 CFR Part 29, implementing the Drug-Free Workplace Act of 1988,
which requires the establishment of drug-free workplace policies and the reporting of certain drug-related
offenses to the FTA.

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is
prohibited in the covered workplace. An employee who is convicted of any criminal drug statute for a
violation occurring in the workplace shall notify the Human Resources Director no later than five days
after such conviction.

2. Covered Employees

This is the policy of the North Central Regional Transit District which shall hereinafter be referred
to as the NCRTD or the "District."

This policy applies to every person, including an applicant or transferee, who performs or will perform a
“safety-sensitive function” as defined in Part 655, section 655.4. and such additional employees as may
be subjected to the policy under state and local law to the extent that they further define the term
"safety-sensitive."

You are a covered employee if you perform any of the following:
e Operating a revenue service vehicle, in or out of revenue service
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e Operating a non-revenue vehicle requiring a commercial driver’s license

e Controlling movement or dispatch of a revenue service vehicle

e Maintaining (including repairs, overhaul and rebuilding) of a revenue service vehicle or
equipment used in revenue service

e Carrying a firearm for security purposes

See Attachment A for a list of covered positions by job title.

In addition, the provisions regarding pre-employment testing shall apply to all employees of the
District.

3. Prohibited Behavior

Use of illegal drugs is prohibited at all times. All covered employees are prohibited from reporting for
duty or remaining on duty any time there is a quantifiable presence of a prohibited drug in the body above
the minimum thresholds defined in Part 40. Prohibited drugs include:

e marijuana

e cocaine
e phencyclidine (PCP)
e opiates

e amphetamines

All covered employees are prohibited from performing or continuing to perform safety-sensitive functions
while having an alcohol concentration of 0.04 or greater.

If the North Central Regional Transit District has actual knowledge of the use of alcohol while the
employee is performing safety-sensitive functions, the employee will not be permitted to continue to
perform the safety sensitive duty.

All covered employees are prohibited from consuming alcohol while performing safety-sensitive job
functions or while on-call to perform safety-sensitive job functions. If an on-call employee has consumed
alcohol, they must acknowledge the use of alcohol at the time that they are called to report for duty. If the
on-call employee claims the ability to perform his or her safety-sensitive function, he or she must take an
alcohol test with a result of less than 0.02 prior to performance.

All covered employees are prohibited from consuming alcohol within four (4) hours prior to the
performance of safety-sensitive job functions.

All covered employees are prohibited from consuming alcohol for eight (8) hours following involvement
in an accident or until he or she submits to the post-accident drug and alcohol test, whichever occurs first.

A. Manufacture, Trafficking, Ingestion, and Use
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Any employee engaging in the manufacture, distribution, dispensing, possession or use of
prohibited substances on North Central Regional Transit District premises, in public transit vehicles, in
uniform or while on business related to a public transportation system will be subject to disciplinary
action up to and including termination. Ingestion of stated drugs is prohibited at all times. Law
enforcement shall be notified, as appropriate, where criminal activity is suspected.

B. Notification of Criminal Drug Conviction

All employees are required to notify the transit system of any criminal drug statute conviction
for a violation occurring in the workplace within five days after such conviction. Failure to comply with
this provision shall result in disciplinary action, up to and including termination. Any safety sensitive
employee must also report any circumstances where there was a criminal conviction or loss of driving
privileges due to drug or alcohol misuse within 5 days of such conviction or loss of privileges.

C. Supervisory Action Following a Positive Test

Any time that the NCRTD performs a test and the tested individual tests positive or refuses
the test the supervisor responsible for the employee shall make reasonable efforts to provide
assistance to the employee in obtaining transportation needed for the employee to safely travel to his
or her non-work destination and to make arrangements for recovering or removing any privately
owned vehicle that may be upon NCRTD property at the employee's sole cost and expense. The
NCRTD will not prohibit or interfere in the tested employees ownership, use or operation of privately
owned vehicles but may alert law enforcement if it has reason to believe that the employee intends
to operate a vehicle while impaired.

4. Consequences for Violations

Following a positive drug or alcohol (BAC at or above 0.04) test result or test refusal, the employee will
be immediately removed from safety-sensitive duty and referred to a Substance Abuse Professional.

Following a BAC of 0.02 or greater, but less than 0.04, the employee will be immediately removed from
safety-sensitive duties for at least eight hours unless a retest results in the employee’s alcohol
concentration being less than 0.02.

Zero Tolerance

Per NCRTD policy, any employee who tests positive for drugs or alcohol (BAC at or above 0.04) or
refuses to test will be referred to a Substance Abuse Professional (SAP) and terminated from
employment pursuant to the District's personnel rules and regulations and subject to such
additional procedural requirements as may be imposed by the District or pursuant to a valid
collective bargaining agreement.
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5. Circumstances for Testing

Pre-Employment Testing

Pre-employment alcohol tests are conducted after making a contingent offer of employment or transfer.
All pre-employment alcohol tests will be conducted using the procedures set forth in 49 CFR Part 40.

A negative pre-employment drug test result is required before an employee can first perform safety-
sensitive functions. If a pre-employment test is cancelled, the individual will be required to undergo
another test and successfully pass with a verified negative result before performing safety-sensitive

functions.

If a covered employee has not performed a safety-sensitive function for 90 or more consecutive calendar
days, and has not been in the random testing pool during that time, the employee must take and pass a
pre-employment test before he or she can return to a safety-sensitive function.

A covered employee or applicant who has previously failed or refused a DOT pre-employment drug
and/or alcohol test must provide proof of having successfully completed a referral, evaluation, and
treatment plan meeting DOT requirements.

Reasonable Suspicion Testing

All covered employees shall be subject to a drug and/or alcohol test when NCRTD has reasonable
suspicion to believe that the covered employee has used a prohibited drug and/or engaged in alcohol
misuse. A reasonable suspicion referral for testing will be made by a trained supervisor or other trained
company official on the basis of specific, contemporaneous, articulable observations concerning the
appearance, behavior, speech, or body odors of the covered employee.

Covered employees may be subject to reasonable suspicion drug testing any time while on duty. Covered
employees may be subject to reasonable suspicion alcohol testing while the employee is performing
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after
the employee has ceased performing such functions. The NCRTD will provide transportation to and
from all testing and employees refusal to accept transportation by and from the NCRTD shall be
deemed a refusal to test.

Post-Accident Testing

Covered employees shall be subject to post-accident drug and alcohol testing under the following
circumstances:

Fatal Accidents

As soon as practicable following an accident involving the loss of a human life, drug and alcohol
tests will be conducted on each surviving covered employee operating the public transportation
vehicle at the time of the accident. In addition, any other covered employee whose performance
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could have contributed to the accident, as determined by NCRTD using the best information
available at the time of the decision, will be tested.

Non-fatal Accidents
As soon as practicable following an accident not involving the loss of a human life, drug and

alcohol tests will be conducted on each covered employee operating the public transportation
vehicle at the time of the accident if at least one of the following conditions is met:

(1) The accident results in injuries requiring immediate medical treatment away from the
scene, unless the covered employee can be completely discounted as a contributing
factor to the accident

(2) One or more vehicles incurs disabling damage and must be towed away from the
scene, unless the covered employee can be completely discounted as a contributing
factor to the accident

(3) The vehicle is a rail car, trolley car or bus, or vessel, and is removed from operation,
unless the covered employee can be completely discounted as a contributing factor to
the accident

In addition, any other covered employee whose performance could have contributed to the
accident, as determined by NCRTD using the best information available at the time of the
decision, will be tested.

A covered employee subject to post-accident testing must remain readily available, or it is considered a
refusal to test. Nothing in this section shall be construed to require the delay of necessary medical
attention for the injured following an accident or to prohibit a covered employee from leaving the
scene of an accident for the period necessary to obtain assistance in responding to the accident or to
obtain necessary emergency medical care.

The NCRTD will provide transportation to and from all testing and employees refusal to accept
transportation by and from the NCRTD shall be deemed a refusal to test.

Random Testing

Random drug and alcohol tests are unannounced and unpredictable, and the dates for administering
random tests are spread reasonably throughout the calendar year. Random testing will be conducted at all
times of the day when safety-sensitive functions are performed.

Testing rates will meet or exceed the minimum annual percentage rate set each year by the FTA
administrator. The current year testing rates can be viewed online at
www.transportation.gov/odapc/random-testing-rates.

The selection of employees for random drug and alcohol testing will be made by a scientifically valid
method, such as a random number table or a computer-based random number generator. Under the
selection process used, each covered employee will have an equal chance of being tested each time
selections are made.
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A covered employee may only be randomly tested for alcohol misuse while the employee is performing
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after
the employee has ceased performing such functions. A covered employee may be randomly tested for
prohibited drug use anytime while on duty.

Each covered employee who is notified of selection for random drug or random alcohol testing must
immediately proceed to the designated testing site.

Random Testing — End of Shift

Random testing may occur anytime an employee is on duty so long as the employee is notified prior to
the end of the shift. Employees who provide advance, verifiable notice of scheduled medical or child care
commitments will be random drug tested no later than three hours before the end of their shift and random
alcohol tested no later than 30 minutes before the end of their shift. Verifiable documentation of a
previously scheduled medical or child care commitment, for the period immediately following an
employee’s shift, must be provided at least 30 minutes before the end of the shift.

6. Testing Procedures

All testing shall be performed by an independent contractor of the NCRTD following all federally
mandated, state and local procedures.

All FTA drug and alcohol testing will be conducted in accordance with 49 CFR Part 40, as amended.

Dilute Urine Specimen

If there is a negative dilute test result, NCRTD will accept the test result and there will be no retest,
unless the creatinine concentration of a negative dilute specimen was greater than or equal to 2 mg/dL,
but less than or equal to 5 mg/dL.

Dilute negative results with a creatinine level greater than or equal to 2 mg/dL but less than or equal to 5
mg/dL require an immediate recollection under direct observation (see 49 CFR Part 40, section 40.67).

Split Specimen Test

In the event of a verified positive test result, or a verified adulterated or substituted result, the employee
can request that the split specimen be tested at a second laboratory. NCRTD guarantees that the split
specimen test will be conducted in a timely fashion. The employee shall be required to pay for the test.
However, analysis shall not be conditioned upon the employee's payment.
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7. Test Refusals

As a covered employee, you have refused to test if you:

(1)
2)

3)

4)

)
(6)
(7

®)
©)

(10)
(11)
(12)
(13)

Fail to appear for any test (except a pre-employment test) within a reasonable time, as
determined by NCRTD.

Fail to remain at the testing site until the testing process is complete. An employee who leaves
the testing site before the testing process commences for a pre-employment test has not refused
to test.

Fail to attempt to provide a breath or urine specimen. An employee who does not provide a
urine or breath specimen because he or she has left the testing site before the testing process
commenced for a pre-employment test has not refused to test.

In the case of a directly-observed or monitored urine drug collection, fail to permit monitoring
or observation of your provision of a specimen.

Fail to provide a sufficient quantity of urine or breath without a valid medical explanation.
Fail or decline to take a second test as directed by the collector or NCRTD for drug testing.
Fail to undergo a medical evaluation as required by the MRO or NCRTD’s Designated
Employer Representative (DER).

Fail to cooperate with any part of the testing process.

Fail to follow an observer’s instructions to raise and lower clothing and turn around during a
directly-observed test.

Possess or wear a prosthetic or other device used to tamper with the collection process.

Admit to the adulteration or substitution of a specimen to the collector or MRO.

Refuse to sign the certification at Step 2 of the Alcohol Testing Form (ATF).

Fail to remain readily available following an accident.

As a covered employee, if the MRO reports that you have a verified adulterated or substituted test result,

you have refused to take a drug test.

As a covered employee, if you refuse to take a drug and/or alcohol test, you incur the same consequences
as testing positive and will be immediately removed from performing safety-sensitive functions, and
referred to a SAP.

8. Voluntary Self-Referral

Any employee who has a drug and/or alcohol abuse problem and has not been selected for
reasonable suspicion, random or post-accident testing or has not refused a drug or alcohol test may
voluntarily refer her or himself to the Human Resources Director, who will refer the individual to a
substance abuse counselor for evaluation and treatment.
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The substance abuse counselor will evaluate the employee and make a specific recommendation
regarding the appropriate treatment. Employees are encouraged to voluntarily seek professional
substance abuse assistance before any substance use or dependence affects job performance.

Any safety-sensitive employee who admits to a drug and/or alcohol problem will immediately be
removed from his/her safety-sensitive function and will not be allowed to perform such function
until successful completion of a prescribed rehabilitation program.

9. Prescription Drug Use

The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited but
is subject to the District's Over-the Counter and Prescription Drug Policy. However, the use of any
substance which carries a warning label that indicates that mental functioning, motor skills, or
judgment may be adversely affected must be reported to the District's Human Resources Director.
Medical advice should be sought, as appropriate, while taking such medication and before performing
safety-sensitive duties. When possible, alternative substances should be requested from the
prescribing physician. It is the employee's responsibility to inform the physician the nature of
employee's job duties.

|0. Contact Person

For questions about NCRTD’s anti-drug and alcohol misuse program, contact the District's
Human Resources Director.

Systems Contacts

Any questions regarding details of the systems and application of this policy should
contact the following North Central Regional Transit District’s representative:

e Designated Employer Representative/Program Manager:
Michelle Jacquez — Operations Administrative Assistant

1327 North Riverside Drive
Espanola, New Mexico 87532
505-629-4654

e SAMHSA Certified Laboratory:
0 Alere Labs
1111 Newton Street

Gretna, LA 70053
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0 Alere Labs
450 Southlake Boulevard

Richmond, VA 23236

e Medical Review Officer:

Dr. Stephen Kracht
8140 Ward Parkway, Suite 275
Kansas City, MO 64114

e SAP (Substant Abuse Provider):

e Kim DuTremaine, LCSW,LADAC,SAP
511 E. 20*" Street

Farmington, New Mexico 87504

e Sheena Bachelor-Evridge
4601 Paradise Blvd NW Suite G

Albugquerque, New Mexico 87411

| |. Information Disclosure

The North Central Regional Transit District will strictly adhere to all standards of confidentiality
and assure all employees that testing records and results will be released only to those authorized by FTA
rules to receive such information. All drug and alcohol testing records will be maintained in a secure manner
so that disclosure of information to unauthorized persons does not occur. Privacy of each tested employee
shall be strictly maintained. Information will only be released in the following circumstances:

1.

2.

6.

to a third party only as directed by specific, written instruction

of the employee;

to the decision-maker in a lawsuit, grievance, or other proceeding
initiated by or on the behalf of the employee tested;

to a subsequent employer upon receipt of a written request from the
employee;

to the National Transportation Safety Board during an accident
investigation;

to the DOT or any DOT agency with regulatory authority over the
employer or any of its employees, or to a State oversight agency
authorized to oversee rail fixed-guideway systems; or

to the employee, upon written request.

Employees have the unqualified right to review their drug and alcohol testing records, to
have access to information to dispute the results of any testing outcome, to have access to
any pertinent records such as equipment calibration records and records of laboratory

certifications.
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Attachment A: Covered Positions

Operations Director

Fleet and Facilities Manager

Fleet Mechanic

Fleet and Facilities Maintenance Worker
Transit Vehicle Electronics Technician
Transit Supervisor

Transit Driver 1

Transit Driver 11

Transit Driver III / Lead

10. Customer Service Rep. |

11. Customer Service Rep. 11

12. Lead Customer Service Rep. III / /Driver II

A A R o i o
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5. Vehicle fleet
(e) Update in BlackCat
(f) Preventive maintenance schedules
See next page. Completed every 6,000 miles.



Form No. FO01
Rev. 3/12

UNIT NO.:

MILEAGE:

DATE: 8/27/20

COMMERCIAL VENDOR PERFORMING INSPECTION: Point S (TIRE FACTORY)

! MULTI-POINT INSPECTION-PERFORMED AT EACH SERVICE INTERVAL OF VEHICLE

SYMBOLS: +=OK, A=ADJUSTED, C=CLEANED, R=REPAIRED/REPLACED, L=LUBED, O=OTHER AS NEEDED
X=NEEDS REPAIR, NA=NOT REQUIRED

TASK TASK DESCRIPTION

DONE RTD SUPPLIED OIL FILTER NO.: QTY.
CHANGE ENGINE OIL AND FILTER 5W20 | 5W30 15W40
INSPECT AIR FILTER REPLACE IF NECESSARY RTD AIR FILTER NO.:
CHECK TRANSMISSION FLUID LEVEL RTD FUEL FILTER NO.:

SERVICE TRANSMISSION AT MULTIPLES OF 50,000 MILES

CHECK COOLANT LEVEL

CHECK WASHER FLUID FILL IF BELOW 3/4 FULL

CHECK BRAKE FLUID

CHECK POWER STEERING FLUID

INSPECT WINDSHIELD FOR PITS

INSPECT WIPER BLADES REPLACE |F NECESSARY

INSPECT SERPENTINE BELT(S)

INSPECT RADIATOR HOSES, HEATER HOSES AND AIR CONDITIONER LINES

INSPECT FOR DEBRIS BETWEEN CONDENSER AND RADIATOR

INSPECT FOR OIL AND FLUID LEAKS

INSPECT ENGINE BATTERY/TERMINALS/CABLES FOR CORROSION, CLEAN IF NECESSARY

INSPECT AUXILARY BATTERY/TERMINALS/CABLES FOR CORROSION, CLEAN IF NECESSARY

CHECK THE OPERATION OF HORN, EXTERIOR LIGHTS, TURN SIGNALS, HAZARD AND STOP LIGHTS

GREASE CHASSIS

CHECK DIFFERENTIAL OIL LEVEL

INSPECT EXHAUST SYSTEM AND HEAT SHIELDS, BRACKETS/HANGERS

INSPECT SUSPENSION SHOCKS/STRUTS

INSPECT STEERING LINKAGE, BALL JOINTS, DRIVESHAFT AND U-JOINTS

ROTATE AND BALANCE WHEELS/TIRES (Rotate single rear wheel only)

CHECK TIRE PRESSURE AND CONDITION OF TIRES/WHEELS: 4/32 FRONT MIN.  2/32 MIN. REAR TREAD DEPTH

INSPECT BRAKE SHOES/PADS/DRUMS/ROTORS (LIFE REMAINING) % FRONT % REAR

INSPECT WHEEL ENDS FOR END PLAY AND NOISE

CHECK AIR CONDITIONER FOR TEMPERATURE OUTPUT AND PERFORMANCE (Rear also as needed)

OPEN/INSPECT/LUBRICATE RUBBER MOLDINGS/SEALS ON ALL EMERGENCY WINDOWS/DOORS

CYCLE/INSPECT AND LUBRICATE WHEEL CHAIR LIFT WITH SILCONE SPRAY ON ALL PIVOT POINTS

REMARKS/OTHER REPAIRS NEEDED

TECHNICIAN'S SIGNATURE:

DATE:




(g) Pre/Post inspection procedures
See next page.
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(h) Fleet Replacement Plan for FY 22
Contained in BlackCat.

6. Accident/Incident Reporting Procedures
(c) Procedures to include accident reporting and documentation in the
corresponding vehicle inventory record in BlackCat
See next pages.



ACCIDENT HANDLING PROCEDURES

This procedure MUST be followed in the event of ALL accidents involving a NCRTD vehicle. No
exceptions. Each driver involved in an accident, no matter how small is subject to Drug and Alcohol testing
based on the decision of management. Depending on the circumstances of the accident a driver may be
subject to disciplinary action up to and including termination.

Driver Responsibility

1. Check your location. DO NOT move your vehicle unless you are instructed to do so by law
enforcement or when leaving the vehicle where it is would expose the passengers fo greater
danger such as in a busy traffic lane, on a blind, curve, near the top of a hill, or because of
weather.

2. Secure the vehicle by disengaging the transmission (place in PARK or NEUTRAL), setting the
brakes, turning off the engine and turning on the four-way hazard flashers.

3. Make the decision to evacuate or not fo evacuate the vehicle. EVACUATE IF NECESSARY.

4. Assess the condition of your passengers and contact dispatch* providing the following
information:

a. Exact Location, cross street, direction of travel

b.  Type of emergency and exactly what has occurred

¢. Number of passengers on the vehicle, number of wheelchair passengers and any injuries
involved

d. Whattype of help you will need from law enforcement and emergency personnel

e. Whether-or-not you are blocking traffic and if the vehicle can be safely moved

*Dispatch will call 911, contact a Supervisor and Fleet Manager with relevant information
and activate a Rider Alert.

5. Respond to passenger needs and assist any injured passengers. (Al drivers must be in POSSESSIon
of a current First Aid/CPR certification).

6. Inform all passengers of the situation, what actions you have taken and how they will be affected.

7. Request that all passengers and witnesses complete courtesy cards including their names, phone
numbers and any other information they can provide. Collect the cards to turn in fo management.

8. Cooperate with law enforcement and system management. By this time a NCRTD member of the
management staff should be present. At this time they will handle the rest of the situation.

9. DO NOT assign blame or take responsibility for the accident.
10. DO NOT talk to the media, but instead refer the media to system management.

The Responder in charge (Supervisor or Fleet Manager or Operations Director) on the scene will:
OR if no Responder has arrived, driver will continue as instructed by Dispatch to:




11. Get all necessary information from other drivers, law enforcement and emergency medical
personnel including:

License numbers of all other vehicle(s)

Make, model, and color of other vehicle(s)

Name, phone number and driver license number of other driver(s)

Insurance carrier and policy number of other driver(s)

Names of ambulance company and hospital to which injured were transported
Name, department and badge number of responding law enforcement officer(s)
Any other pertinent observations, including condition or behavior of other driver(s)

@ "o 00 o

12. Complete all required accident report documentation as soon as possible.

13. Management is to determine whether-or-not drug and alcohol testing is required (using the
Accident/Incident Documentation Form in the accident response folder). In the event of a minor
incident management may determine testing is not-required, but this decision must be documented as
to why no testing was done. Drug and Alcohol testing MUST be performed in the event of 1) a fatality
(No Exceptions) or 2) in the event the vehicle must be towed or 3) if someone receives medical
attention away from the scene. The exception in cases 2 & 3 is: If the supervisor on the scene can
determine that the driver's actions were not a contributing factor to the accident. Then no post-accident
D&A testing is required but must document.

14. If responding management personnel is not the Transit Shift Supervisor, the responding
management personnel is responsible for advising the Operations and Facilities Director as soon as
possible, with complete written documentation, along with pictures of the damage to the NCRTD
vehicle and the accident scene.

15. It will be determined by staff management if any disciplinary action regarding the fransit operator
will be taken. A transit operator may be suspended pending receipt of the drug and alcohol test, and a
determination will be made as to termination based on the facts and circumstances of the accident and
if any policies and procedures have been violated.

The Responder in Charge will:

16. Responder in charge will retrieve the police report, assemble all documentation and forward
information to:

¢ Finance Director for NMSIF alerting of pending claims for repairs or injuries.
« Management Debrief Team* for debriefing of the accident.

"Management Debrief Team: Executive Director, Human Resources Director, Finance Director, Operations
and Facilities Director, Fleet and Faciliies Director, Public Information Officer and Supervisor involved or
other Responder in Charge:



DATE OF REPCRT:

g

— AGENCY:

VEHICLE ACCIDENT REPORT FORM

ABOUT THE ACCIDENT
Date of Accident Time AM.  Were You Inbound
P.M. Outbound
Veh. No. Route Name Driver Age
Driver’s ID No. Address Date of Birth
Location Of Accident
Road Condition Weather
At What Distance Did You Notice The Impending Accident Feet
What Was Your Speed MPH  What Was Your Speed At Impact MPH
Approximate Distance Traveled After Impact Feet
Did You Sound Homn
No. of Passengers On Board At Time Of Accident
Point Of Impact On Your Vehicls
Damage To Your Vehicle Confined To
NARRATIVE (DESCRIPTION OF ACCIDEN T)
WITNESSES
Mavers Address Phomne #
Name Addess Phoned
Neme Address T ThomE T ———
Name T e T —— Thome T ———
Name e — Address T ————— —

Phons #
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SKETCH OF ACCIDENT SCENE

ease indicate on the diagram the position of vehicles, directions they were facing, traffic signal lights or siop signs, and other

mivrmation which you deem pertinent.
‘ 1
TDICATE /
POINTS OF [
COMPASS |
| |

=20

NOTE: IDENTIFY VEHICLES BY NUMBER WITH THE TRANSIT VEEICLE ALWAYS LABELED &1

L ABOUT THE INJURIES
Was Anyone In Your Vehicle Injured? Yes No If yes, list below:
Name Address Taken to the Hospital?

Yes No
Yes No
Yes No
Yes No
Was Anyone In The Other Vehicle Injories? Yes No I yes, list below:
Name Address Taken to the Hospital?
Yes No
Yes No
I — - Yes No
e o
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o o’
lr ABOUT THE SECOND VEHICLE, PEDESTRIAN OR PROPERTY
Imbound ~ OQuthound
Year Make Type Color License Plate No. State
Driver or Pedestrian’s Name
Address City State Age
Owner’s Name ' Address
City State
Insurance Number Company
Agent
Point of Tmpact
Damage to His/Her Vehicle
‘What Did Driver Say
Approximate Distance Vehicle Traveled After Impact FT
Number of Passengers In Vehicle
Did Police Investigate Department
ABOUT THE THIRD VEBICLE, PEDESTRIAN OR PROPERTY _
Inbound Outbound\ o
Year Make Type Color License Plate No. State
Driver or Pedestrian’s Name
Address City Staie Age
Owner’s Name Address
City State
Insurance Number Company
Agent
Point of Impact

Damage to His/Her Vehicle

What Did Driver Say

mputeinaers Sstitase Vehiele Traveled After tmpact

FT
Number of Passengers In Vehicle

Did Police Investigate Department
Signatire of Person Preparing This Report: W\
/ERICLES, PEDESTRIANS OR
PROPERTIES 4RE INVOLVED

\ ATTACH ADDITIONAL COPIES

OF THIS PAGE

Signature of Person Receiving Thig Report:
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(d) Insurance forms, Accident/incident reporting forms in vehicle
See next pages.



Rev. 11/13

NCRTD
VEHICLE DAMAGE REPORT FORM

I. GENERAL INFORMATION
AM. PM.
DATE OF DAMAGE: / ] UNIT NO.: TIME:
DRIVER'S FULL NAME (PRINT): DRIVER'S LICENSE NO:
LICENSE PLATE NO.: ODOMETER READING:
LOCATION/ADDRESS WHERE
DAMA GE OCCURED: DESIGNATED ROUTE:

' II. DESCRIPTION OF HOW DAMAGE OCCURRED AND DAMAGE TO RTD VEHICLE

III. DAMAGE LOCATION? (IDENTIFY ON ILLUSTRATION)

st —— A

7 L '._—; .-'[‘:-.' [

- RGADSIDE

s
=4 1=

CURBASITE

DRIVER'S SIGNATURE DATE SUPERVISOR'S SIGNATURE DATE




7. Passenger Conduct Policy
See next pages.



ENHANCING YOUR RIDING EXPERIENCE

The NCRTD “Blue Bus” is committed to providing a
safe and comfortable experience. We kindly ask that
for your benefit and that of your fellow passengers
you respect the guidelines and rules outlined below so
you can continue to enjoy the service.

FOR EVERYONE'S SAFETY:

e \Vehicles are equipped with video and audio surveillance

e Please remain seated while the vehicle is in motion

o Drivers will assist passengers with visual or mental impairments, find the right
bus at stops served by multiple routes

e Children under the age of 10 must be accompanied by an adult or guardian

e We can carry only 2 bikes—bike racks are “first come, first served”

OUT OF COURTESY FOR EACH OTHER:

Please avoid playing music that can be heard by others

Please avoid talking loudly on your cell phone

Appropriate clothing must be worn (shirt, pants/bottoms and shoes)
Animals are allowed on buses under one of the following exceptions:
0 Service animals necessary for travel by passengers with disabilities
o Animals that can be safely transported in a carrier

WE TAKE PRIDE IN KEEPING OUR BUSES CLEAN FOR YOU! TO
HELP US:

e Food in a sealed container is okay, but eating is not permitted on the bus
¢ Only non-alcoholic beverages in a sealed hard container can be consumed
e Please don’t put your feet on your seat or back of the seat in front of you
e Please use trash receptacles on the bus and at the bus stops

DRIVERS HAVE THE RESPONSIBILITY TO REFUSE SERVICE WHEN
THEY SEE:

e Smoking on the bus

Open Alcoholic beverages

lllegal drugs

Offensive or threatening language
Belligerent behavior

Weapons

LOST ITEMS?

e While the NCRTD is not responsible for lost or stolen items, we encourage you
to notify the RTD at 866-206-0754 to see if it's been recovered
e Lost and found items are only kept for 30 days
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