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[bookmark: _Toc48058765][bookmark: _Toc207270259]Organizational Structure (Current)
                                                        
[bookmark: _Toc48058766]Mission Statement
[bookmark: _Toc143066976][bookmark: _Toc207270260][bookmark: _Toc48058767]Mission Statement:
The Mission of Atomic City Transit is to improve and strengthen mobility in Los Alamos County through an effective, efficient, and dependable transit system.
[bookmark: _Toc207270263][bookmark: _Toc48058768]Brief Description of Transit Program
[bookmark: _Toc207270264][bookmark: _Toc48058769]Service Area:
For the local public transportation program, the service area incorporates all of Los Alamos County, which includes the communities of Los Alamos and White Rock. Atomic City Transit provides a pulsed fixed route system with the ease of transfer at a centrally located location every thirty minutes.  
[bookmark: _Toc207270265][bookmark: _Toc48058770]Route Design: 
Routes are designed on a timed transfer system like how packages are distributed by Federal Express.  Routes come together at the Transit Center where passengers can then transfer to other routes.  It is the goal of Atomic City Transit to ensure that the elderly, mobility limited, low-income and school age children are well served.  It is also a goal to serve those citizens who have a choice in transportation modes, for example, those that are environmentally conscious, financially prudent and health aware.  Due to these demographics the County’s transit system is reliable, coordinated, consolidated, rapid and direct.

[bookmark: _Toc207270266][bookmark: _Toc48058771]Schedule: 
Schedule includes:
· Hourly service on six neighborhood routes (Main Hill to/from White Rock, Truck Route to/from White Rock, Canyon/Central, North Community, Barranca Mesa and North Mesa) between 6:00 a.m. and 7:00 p.m.
· Twice an hour service on one neighborhood route (North Mesa) during peak periods.
· Service every 30 minutes on three routes (Downtown Circulator, North Community and Canyon/Central) between 6:00 a.m. and 7:00 p.m.
· Service every 15 minutes on the Downtown Circulator during peak periods.
· ADA Complementary Paratransit Service for individuals with disabilities during the same days and hours of the fixed route service. 
· Dial-a-Ride service for the general public between 6:30 p.m. and 9:00 p.m. Monday through Friday. 
· Seasonal service between White Rock and Bandelier National Monument 7 days per week from approximately 9:00 a.m. to 5:10 p.m. Frequency is every 30 minutes on weekdays and 20 minutes on weekends.
· Afternoon Express service operates only on school days and is open to the general public.  In addition to scheduled drop off locations, Afternoon Express buses drop riders off at other marked bus stops along each of the routes, except for bus stops located on Trinity Drive.
[bookmark: _Toc207270267][bookmark: _Toc48058772]Fare Structure: 
All Atomic City Transit services are free to the general public.
[bookmark: _Toc207270268][bookmark: _Toc48058773]Advertising/Marketing:
The following marketing efforts, as well as others, are ongoing: 
· Logo and Tag Line developed and used consistently for brand awareness. 
· Buses painted uniformly. 
· Presentations given to various community groups. 
· www.AtomicCityTransit.com website promoted and updated regularly. 
· Schedule available in numerous locations throughout community—Professional Ride Guide has been developed and distributed. 
· Various ads run in local newspaper, radio station and at local movie theatre. 
· Annual Earth Day Ridership Contest coordinated with Los Alamos National Laboratory.
· Bus Safety Training Program presented to all Los Alamos Public Schools. 
[bookmark: _Toc207270269][bookmark: _Toc48058774]Administrative Employees
[bookmark: _Toc207270270][bookmark: _Toc48058775]Title and Job Description: 
Transit Manager:  The Transit Manager provides direction and guidance to the Management Analyst and Transit Supervisors for the day-to-day operations of the Transit Division. Provides support and oversight in planning and organizing workflow, initiating, and implementing operating policies and procedures, personnel and budget management and record maintenance. Maintains confidentiality of all privileged information. Develops a strategic plan for transit; establishes, implements, and communicates goals, objectives, policies, and procedures in accordance with strategic plan.

Management Analyst:  Under general direction of the Transit Manager, this employee manages, administers and coordinates administrative functions and long-range strategic planning for the Transit Division in accordance with associated Federal and State regulations and the County’s established goals and policies; and acts as an advisor to the Transit Manager, Department Director, County Departments, County Boards and Commissions, and County residents on transit related matters. Assignments may involve administrative, operational, and organizational development activities. Maintains confidentiality of all privileged information. Supervises Senior Office Specialist.
Transit Supervisor:  Under general supervision of the Transit Manager, plans, supervises, monitors, adjusts and coordinates transit operators and transit service to ensure the delivery of safe, efficient, and on-time service to the community. Communicates with the public and with other transit personnel by radio, phone or in person and provides verbal and written reports on a regular basis. Supervises Transit Lead Operators and Transit Operators.
Senior Office Specialist: Performs a variety of administrative support duties, including payroll administration, marketing, coordination of intelligent technology applications, website and social media maintenance, reports, studies, statistics and other specialized material; assists in editing and design of projects or reports; opens and distributes mail; arranges travel and maintains schedules for department personnel. Supervises Customer Service Representatives/Dispatchers.
[bookmark: _Toc48058776][bookmark: _Toc207270271]Code of Conduct Policy 
Los Alamos County has adopted by County Code a Code of Conduct Policy which can be found as a supplemental document attached to the application for funding or on Los Alamos County web page https://www.losalamosnm.us/government/open_gov.  A summary of language includes  

Sec. 30-4. - Standard of conduct. 
(a)  A public official shall at all times maintain a high standard of conduct. 
(b)  A public official shall treat government service as a public trust. The public official shall use the powers and resources of public office, employment, or service to advance the public interest and not to obtain personal benefits or pursue private interests. 
(c)  Public officials shall conduct themselves in a manner that justifies the confidence placed in them by the people, at all times maintaining integrity and ethically discharging the high responsibilities of public service. 
(d)  Full disclosure of real or potential conflicts of interest shall be a guiding principle for determining appropriate conduct. At all times, reasonable efforts shall be made to avoid undue influence and abuse of office in public service. 
[bookmark: _Toc48058777]Appearance and Conduct: 
All personnel of Los Alamos County must conduct themselves in a professional manner in accordance with their job description.  In addition Los Alamos County has included core values in every job description for every position.  
· Demonstrate regular and reliable attendance. 
· Work well with others and participate fully in a team-oriented environment. 
· Interface with other employees and customers in a courteous and respectful manner.
· Project positive support of their department and all county organizations at all times; and, 
· Maintain and enhance the county’s commitment to customer service excellence.

[bookmark: _Toc207270272][bookmark: _Toc48058778]Training Plan/Record Keeping Policy and Procedures: 
Administrative employees receive new employment training as well as ongoing professional development training.  
[bookmark: _Toc207270273][bookmark: _Toc48058779]Operations Employees: Customer Service/Dispatch, Transit Operators, Maintenance:
[bookmark: _Toc207270279][bookmark: _Toc48058780]Job Description: 
Customer Service Representative/Dispatcher:  Under general supervision of the Senior Office Specialist, responds to calls for service, identifies and dispatches appropriate units, gathers and relays pertinent information, documents calls and responses, coordinates both scheduled and on-demand operations, implements and adjusts the daily schedule, and complies with policies and procedures to assure the coordination of personnel and units with corresponding public needs.  Serves as Transit Operator during emergencies, relief, or shortage of staff. No supervisory responsibilities.
Transit Lead Operator: Under general supervision of the Transit Supervisor, performs all the duties of a Transit Operator, provides new-hire and refresher training for other operators, and assists in special projects and reports for the Transit Division. Supervises Transit Operators in the absence of the Transit Supervisor.
Transit Operator:  Under general supervision of the Transit Supervisor, provides safe, courteous, and on-time transportation to the general public in a variety of mass transit vehicles; adheres to all traffic regulations; provides verbal and written information to the public regarding routes, schedules, transfer points and events; communicates, assists and interacts with individuals of various backgrounds and abilities in a professional and friendly manner; communicates with other transit personnel by radio, phone or in person and provides verbal and written reports on a regular basis. Punctuality and regular attendance are required to provide dependable service to the public. No supervisory responsibilities.
Fleet Manager: Under general direction of the Public Works Director, plans, organizes and manages the operations and staff of the Fleet Division, prepares and manages the annual budget for maintenance and replacement of county vehicles and equipment, designs and manages the preventive maintenance program, establishes the replacement schedule for vehicles and equipment, and manages fuel availability.  Maintains confidentiality of privileged information. 
Fleet Shop Foreman:  Under direct supervision of the Fleet Manager, provides day -to-day coordination and leadership of the Equipment Mechanics and Fleet Shop.  Assists with maintenance repair activities, prepares work orders, and orders necessary parts and supplies, interacts with customers and vendors, coordinates all shop activities.  
Fleet Supervisor:  Under general supervision of the Fleet Manager, supervises the day-to-day operations of the shop and fleet services, supervises, schedules, trains, evaluates and disciplines staff, and assures that operations are in compliance with federal, state and local laws and regulations.  Maintains confidentiality of all privileged information.  
Fleet Mechanic II: Under direct supervision of the Fleet Supervisor, performs major and minor mechanical repairs on all county equipment and vehicles.  Maintains confidentiality of all privileged information.  
[bookmark: _Toc48058781]

Hiring Procedures: 
Los Alamos County has implemented a computerized application process through the Los Alamos County website.  Applications for all positions are reviewed for qualified candidate by the County Human Resource Department and list is then provided for the Division for interview process.  Interview panel of a minimum of three recommend hiring of the best qualified and trained candidates to join our team.  The hiring process includes a background check to include previous participation in drug and alcohol screening programs, driving records checks to include prior and after reports, assuring the candidates driver’s license is valid and in good standing.  The details of these processes are stated in detail below.  
[bookmark: _Toc207270275][bookmark: _Toc48058782]Background Check: 
The County of Los Alamos performs a background check of all candidates prior to employment.  Currently, the County procures our background check services from Hire Right Inc.  The background check includes a full social security number and federal/state criminal records report.  
[bookmark: _Toc207270277][bookmark: _Toc48058783]Valid Driver’s License: 
The County of Los Alamos performs driver’s license monitoring through our Samba Driver’s License Monitoring system.  The software performs a monthly check of valid, suspended, and expired driver’s license for all transit employees.  The software also contains a feature to access the Motor Vehicle Report for any individual entered the system.  This is helpful when determining severity of infractions. 
[bookmark: _Toc207270278][bookmark: _Toc48058784]Training Plan: 
New hire employees follow a four to six-week training plan according to the credentials with which they were hired and ability to learn the skills necessary to perform the duties at the standards required by Atomic City Transit.  Due to the shortage of experienced Commercial Driver’s License with a passenger endorsement application, Atomic City Transit has developed a training program to select candidates with great customer service experience and empathy and train these employees.  Documentation and example of training records (See Appendix A) which includes the two-day required DOT bus operator training are provided.  Ongoing training is provided according to DOT training requirements and identified operational needs throughout the calendar year.  

Below please see a sample of the yearly training calendar for all Atomic City Transit employees. 
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[bookmark: _Toc48058785]Code of Conduct Policy 

Los Alamos County has adopted by County Code a Code of Conduct Policy which can be found as a supplemental document attached to the application for funding or on Los Alamos County web page https://www.losalamosnm.us/government/open_gov.  A summary of language includes  

Sec. 30-4. - Standard of conduct. 
(a)  A public official shall at all times maintain a high standard of conduct. 
(b)  A public official shall treat government service as a public trust. The public official shall use the powers and resources of public office, employment, or service to advance the public interest and not to obtain personal benefits or pursue private interests. 
(c)  Public officials shall conduct themselves in a manner that justifies the confidence placed in them by the people, at all times maintaining integrity and ethically discharging the high responsibilities of public service. 
(d)  Full disclosure of real or potential conflicts of interest shall be a guiding principle for determining appropriate conduct. At all times, reasonable efforts shall be made to avoid undue influence and abuse of office in public service. 
[bookmark: _Toc48058786]Appearance and Conduct: 
All Operators and Dispatchers are uniformed and must conduct themselves in a professional manner in accordance with their job description and the standard provided by the County of Los Alamos. 

[bookmark: _Toc48058787]Drug &Alcohol Policy for Safety Sensitive Employees 

Los Alamos County complies with FTA Drug and Alcohol policy and requirements.  A complete copy of the Los Alamos County Drug and Alcohol Policy is uploaded in the additional documents portion of the Black Cat Application section
[bookmark: _Toc48058788]Vehicle Fleet 
[bookmark: _Toc48058789]Black Cat Software:
The Black Cat system has been updated to include current mileage, assure documentation is attached.  Vehicle identified for disposal has been processed.  
[bookmark: _Toc48058790]Maintenance Schedules: 
All transit maintenance is completed by the Los Alamos County Fleet Division. Preventative Maintenance (PM) is completed by Fleet on an A, B, C system.  For example, oil changes are completed every 5,000 miles for “A” maintenance.
[bookmark: _Toc207270285][bookmark: _Toc332817852][bookmark: _Toc48058791]Inspection Procedures: 
Safety checks are conducted by the Fleet Division scheduled at a minimum of monthly.  Attached please find a sample of the inspection sheet used to identified deficiencies.  Drivers are required to perform a pre/post inspection of all transit vehicles assigned for revenue service.  Procedures are identified in the 2019 Transit Operator Vehicle Handbook provided to each employee.  A copy of the Transit Operator Handbook is uploaded in the additional documents of the application section of Black Cat Software.   
[bookmark: _Toc207270286][bookmark: _Toc332817853][bookmark: _Toc48058792]Vehicle Replacement: 
Vehicles are replaced in accordance with the NM DOT replacement schedule identified in the New Mexico State Management Plan (SMP) for the Administration of Federal Transit Grants.  A complete schedule for vehicle replacement has been uploaded under additional documents of the Black Cat application software.  Currently, FFY 22, Los Alamos County is not requesting additional or replacement vehicles.  
[bookmark: _Toc207270287][bookmark: _Toc332817854][bookmark: _Toc48058793]Accident/Incident Reporting Procedures
[bookmark: _Toc207270289][bookmark: _Toc332817856][bookmark: _Toc48058794][bookmark: _Toc207270288][bookmark: _Toc332817855]Accident/Incident Reporting Forms in Vehicles: 
All drivers are required to carry incident reporting forms. Supervisors have a prepared “Accident/Incident” packet to respond to any emergency an Operator may encounter.  A copy of Accident Reporting is provided under the additional documents upload in Black Cat software.  Also a detailed description is provided in the Transit Operator Handbook. 
[bookmark: _Toc48058795]Insurance Forms in Vehicles: 
All vehicles have insurance forms. An annual inspection to assure vehicle insurance forms are up to date is done and corrected.  

[bookmark: _Toc207270290][bookmark: _Toc332817857][bookmark: _Toc48058796]Passenger Policy and Procedure
(See next page)
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[bookmark: _Toc48058797]Appendices A - sample of new employee training schedule


ATOMIC CITY TRANSIT







NEW EMPLOYEE TRAINING SCHEDULE






DATE 



Milestones


	
	

	Transit Orientation
	Wednesday – 8-15		

	
	

	 NMDOT Training:
	Monday – 8-20

	
	

	CDL Written Test:
	Friday –  8-17-18 or Mon 8-20

	
	

	ICS Training
	Friday – 8-24  

	
	

	Defensive Driving Training:
	Thursday – 8-16

	
	

	First Aid/CPR Training:
	TBD

	
	

	CDL Skills Test:
	Wednesday – 9-05 

	
	

	Behind the Wheel Route Training:
	Thursday – 9-06 through Tuesday 9 11-18

	
	

	Start New Shift
	Wednesday – 9-12

	
	

	
	

	
	

	
	

	
	







NEW HIRE TRAINING – WEEK 1

MONDAY – 8/13

	Morning:   
8:00 – 12:00   Human Resources Orientation– Initial Sign-up, badge, Diversity training

Lunch: 12:00 - 1:00

Afternoon:
1:00 – 5:00    County Tour
		
TUESDAY – 8/14

Morning:  
8:00 – 12:00 HR Benefits

Lunch: 11:00 – 11:30

Afternoon:
1:00 – 1:30 – Tour of transit and PCS     
2:30 – 4:30 – Study for written tests at small meeting room
                        
WEDNESDAY – 8/15

Morning:  
 6:00 – 10:00 – Study for written test and review with James 

Lunch:  10:00 -10:30



Afternoon: 
10:30 – 11:30 – Training at HR 
11:30 - 12:30 - Study for written tests at small meeting room
12:30 – 1:30 – Bus run down with James
1:30 – 3:30 – Study for written and review with James

THURSDAY- 8/16
		 
Morning: 
7:30 – 9:30 - CDL Pre-trip with James
9:30 – 11:30 – BBP Class 

	Lunch: 11:30 – 12:00

Afternoon: 
  12:00 - 4:00 – Defensive Driving Class

FRIDAY- 8/17

Morning: 
6:00 – 10:30 CDL Skill and Pre-trip 

	Lunch: 10:30 – 11:00

Afternoon: 
 11:00 – 1:00 – Ride Express Route
  1:00 – 1:30 - Pick up keys at facilities and Review timesheets
  1:30 - 2:30 - Study for written tests at small meeting room 



			
NEW HIRE TRAINING – WEEK 2

MONDAY- 8/20
	
Morning: 
6:00 – 7:30 - Written Test preparation 
7:30 – 9:00 – Written test at MVD   	
9:00 – 11:00 – NMDOT Training	

Lunch: 11:00 – 11:30

	Afternoon: 
11:30 – 2:30 – NMDOT Training

TUESDAY- 8/21

Morning:  

6:00 – 9:00 – NMDOT Training
9:00 – 11:00 – Routes, paperwork, counters, filling out count sheets, timecard, timesheets, overtime slips, time-off requests (calendar) 

[bookmark: _Hlk509981444]8:00 – 11:00 - CDL Pre-trip on Unit 4022, (go over pre-trip sequence and have operators demonstrate their pre-trip ability).  Pre-trip daily forms. 
Pre-trip daily forms. Camera system and have your Picture taken, group picture for       
County connection.
     
Lunch: 11:00 – 11:30




	Afternoon:
11:30 – 2:30 - CDL Pre-trip on Unit 4022, (go over pre-trip sequence and have operator demonstrate their pre-trip ability).  


WEDNESDAY- 8/22

	Morning: 
6:00 – 11:00 - Bus Training

Lunch: 11:00 – 11:30

	Afternoon:
11:30 – 1:30 – Ride an Express Route 
1:30 – 2:30 CDL Pre-trip on Unit 4022 (go over pre-trip sequence and have           
operator demonstrate their pre-trip ability).  
		
THURSDAY- 8/23

Morning: 
6:00 – 10:00 - Bus Training
	
10:00 – 11:30 - Skills Test preparation

Lunch: 11:30 – 12:00
	
Afternoon:
 12:00 – 1:30 – Skills Test preparation
1:30 – 2:30 CDL Pre-trip on Unit 4022 (go over pre-trip sequence and have           
operator demonstrate their pre-trip ability.  



FRIDAY- 8/24

Morning: 
6:00 – 2:30 – ICS and CDL Skills Training


NEW HIRE TRAINING – WEEK 3

MONDAY - 8/27
   6:00 – 2:30 - Pre- trip & Skills Test preparation    



TUESDAY- 8/28
   6:00 – 2:30 - Pre- trip & Skills Test preparation    
		

WEDNESDAY- 8/29 	

 Morning: 
6:00 – 11:00 - Bus Training

Lunch: 11:00 – 11:30

	Afternoon:
11:30 – 1:30 – Ride an Express Route 
1:30 – 2:30 CDL Pre-trip on Unit 4022 (go over pre-trip sequence and have           
operator demonstrate their pre-trip ability.  



THURSDAY- 8/30
   6:00 – 2:30 – Bus Training – New Flyer and 4122 or 4123 and Skills

FRIDAY- 8/31
[bookmark: _Hlk504462790]   6:00 – 2:30 – Pre- trip & Skills Test preparation    

NEW HIRE TRAINING – WEEK 4
MONDAY – 9/3
9:00 – 1:00 – Pre- trip & Skills Test preparation with Charles 
      
TUESDAY- 9/4
6:00 – 2:30 – Pre- trip & Skills Test preparation   

WEDNESDAY- 9/5
6:00 – 2:30 – Pre- trip & Skills Test preparation & Exam
  
[bookmark: _Hlk516043936]THURSDAY- 9/6
         6:00 – 2:30 – Bus & Route training with James 
Note: At 12:30p – MVD for CDL License
	
FRIDAY 9/7
          6:00 – 2:30 – Bus & Route training with James 

NEW HIRE TRAINING – WEEK 5

MONDAY- 9/10 through TUESDAY 9/11
Bandelier Route training & driving 





WEDNESDAY- 9/12
Begin New Shifts – See Schedule











Sample of Single

Employee Training

Sheet 

	Training Item
	Date
	Hours
	Trainee
	Trainer

	Transit Orientation
	08-16
	1
	Zachary
	Annette/JB/CF

	NMDOT
	05-10 &
05-11
	10
	“                     ”
	James/Mark

	Incident Command System
	05-18
	5
	
	Online

	Defensive Driving
	06-26
	4
	
	Mick

	First Aid/CPR
	05-22
	8
	
	Lloyd

	Observations
	
	
	
	

	Passenger Management
	05-15
	1
	
	James

	ADA Hands On
	05-11
	2
	
	Mick

	Vehicle Detailing
	05-11
	1
	
	Mick

	Behind  the Wheel Skills

Night Driving
Bus Stops
Mirrors &
Reference Point
Loading and Unloading in
Rural and Downtown Areas
	
	
	
	

	
	05-11
	2
	
	James

	
	05-31
	1
	
	James

	
	05-14
	1
	
	James

	
	05-14
	1
	
	James/Mark

	
	05-31
	1
	
	James

	CDL
Written Tests(MVD)
Pre & Post-trip
Skills
	5/9 – 5/16

5/9 – 5/16
5/14 – 5/30
	13

17
39.5
	

	Mick

Mick
Mick

	Bus Training
New Flyer Buses
	05/30 – 6/1
5/31-6/1
	6
4
	

	Mick & Mark
James & Mick

	Route Training
	5/31 – 6/1
	6
	
	James/Mick

	Security & Safety
	05-11
	1
	
	James

	Safety Equipment
	05-11
	1
	
	James

	Emergency Evacuation
	05-11
	1
	
	James

	Timesheet
	05-15
	1
	
	James

	Bandelier
	05-14
	6
	
	James

	    Total Hours         _133.50_  






Transit Manager


Transit Supervisor


Transit Supervisor


Management Analyst


Lead Transit Operator


Lead Transit Operator


Senior Office Specialist


Transit Operators (12)


Transit Operators (11)


Customer Service Rep/Dispatchers (2)


Lead Transit Operator
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ATOMIC CITY
TRANSIT

CUSTOMER SERVICE
POLICY

Atomic City Transit (ACT) is committed to
providing safe, accessible, professional, & timely
services for all customers. Such service can only
be provided when passengers respect & follow
certain courtesy & safety rules. Passenger safety
& welfare is contingent upon all passengers
abiding by this Customer Service Policy.
Therefore, please obey the following rules while
using this service:

1. Observing Instructions: The driver is
responsible for the safety & welfare of the
passengers riding inside the transit vehicle.
Therefore, passengers shall abide by the
instructions of the driver at all times.

2. Courtesy & Behavior: Passengers are
expected to act in a courteous manner at all times
while riding in the vehicle. Any passenger who is
verbally or physically abusive to other passengers
or to the driver will be asked to exit the vehicle
immediately.

3. Boarding the Vehicle: Prior to boarding
any transit vehicle, first allow all exiting
passengers to get off the bus.

4. Inside Seat: Move to an inside seat & place
your belongings on your lap so other riders may
use the seat next to you.

5. Feet Off the Seats: Passengers are to keep
their feet off the seats & remain seated while the
bus is in motion.

6. Exiting the Vehicle: Do not attempt to
stand or exit the vehicle until it comes to a
complete stop.

7. Profane Language: Any person using
profane language on the bus, towards the driver,
towards other passengers, or even where other
passengers can hear it, may be asked to exit the
vehicleimmediately.

8. Horseplay & Fighting: Passengers must
refrain from horseplay or fighting on the vehicle
or while boarding & exiting the vehicle. In the
event of such activity, the driver will immediately
stop the vehicle & ask the passenger to exit the
vehicle immediately. If deemed necessary, the
driver will contact Dispatch.

9. Lost or Stolen Property: Passengers are
expected to maintain control of their possessions
whileriding in the vehicle. ACT is not responsible
for any lost or stolen property.

10. Food & Beverages: Passengers may not eat
or drink on the bus. Food and/or beverages must
Dbe in a spill proof container.

11. Good Personal Hygiene: Passengers are
asked to maintain good personal hygiene so as
not to offend other passengers.

12. Alcoholic Beverages & Illegal Drugs:
Open alcoholic beverage containers & illegal
drugs are not permitted on the vehicles. Any
person found in possession of such items will be
reported to the police by the supervisor.

13. Under the Influence: Passengers who,
due to intoxication, are unable to board/alight the
vehicle under their own ability, or who cause
disruption of service, may be denied service or
asked to exit the vehicle at the discretion of the
driver upon notice to dispatch.

14. Illegal Weapons: Illegal weapons or any
other device carried with the intent of causing
bodily harm to another individual are not allowed
on any vehicle at any time. Any person found in
possession of an illegal weapon or device will be
reported to the police by the supervisor.

15. Vandalism: Any vandalism to the vehicle,
either interior or exterior, will result in the
passenger’s suspension from using the service.

16. Tobacco Free Zone: All vehicles are
tobacco free. The use of tobacco of any kind is not
permitted on the vehicles.

17. Trash Removal: Passengers are to remove
all their trash upon exiting the vehicle.

18. Dial-A-Ride and ACT Assist Buckle Up:
On all Dial-a-Ride and ACT Assist vehicles,
passengers must buckle up prior to the driver
proceeding with the trip.

19. Wheelchair Securement: All wheelchairs
must be secured.

20.Service Animals: Only service animals
accompanying individuals with disabilities will be
allowed on the vehicles. Service animals must be
under the control of the passenger.

21. Emergency Instructions: In the event of
an emergency, all passengers are to explicitly
follow the instructions given by the driver. If a
vehicle evacuation is deemed necessary, the
driver will instruct passengers with the
appropriateactions.

As a passenger, if you see any violation of this
policy by other passengers, immediately report
it to the driver.

Because the safety & welfare of all passengers is
important to ACT, services will be denied to any
person who places other passengers or the
driver at risk. Any passenger who violates these
rules may be prohibited from using this service.

Los Alamos County
Transportation Division
101 Camino Entrada
Los Alamos, NM
ATOMIC CITYy 87544 505-661-RIDE
TRANSIT jicCif i
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RIDER TIPS

Here are some tips that will help you have a safe
& enjoyable ride on Atomic City Transit (ACT).
If your children ride, please review this policy
with them & teach them these tips.

Review Routes & Be Early: Review the
schedule & be at your stop location five minutes
before the bus arrival time. If it's dark stand in a
lit area.

Never Run For the Bus: If you are late
to your stop, never run for the bus or into the
street to catchit. At this point, you will need to wait
until the bus circulates back in order to ride

Boarding the Bus: Let the riders off the
bus before you board. Quickly find a seat.

Body Parts & Objects: Keep all body
parts & objects inside the bus at all times.

Remind the Driver: When the bus is
about a half-block away from your stop, inform
the driver that you would like to exit the bus.

Exiting the Bus: When exiting the bus,
exit quickly but do not run. Take four steps away
from the bus before walking to your destination.

Crossing the Street: After exiting the
bus, remember that you are now a pedestrian &
the rules of the road apply. Always wait until the
bus leaves before crossing the street.

Cross Behind the Bus: If you are
crossing the street after exiting the bus, wait until
the bus leaves & cross behind the bus; never in
front.

Surrounding Traffic Does Not Stop:
When the bus is stopped, surrounding traffic is
still moving. Never step in front of moving traffic.

Bike Racks: Always notify the driver
before  you stow your bike & notify again when
you are going to remove your bike from the rack.
Put the rack in the up position after removing
your bike

Standing Room Only: Please offer your seat
to an elderly or person with a disability when
there is standing room only. Then move quickly
to the back of the bus & hold onto the rail.

Los Alamos County
Transportation Division
101 Camino Entrada
Los Alamos, NM 87544
505-661-RIDE (7433)
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DISRUPTIVE PASSENGER CONDUCT POLICY

PURPOSE

Atomic City Transit (ACT) provides public transportation that is open to all members of the
public, without regard to race, sex, religion, disability, age, national origin, pregnancy, gender,
sexual orientation, income level, or any other personal factor (“Personal Characteristics”). It
is expected that AC T personnel will treat all of its passengers with dignity and respect.
However, from time to time, there are situations when a passenger's conduct is so disruptive
or offensive that it threatens the welfare, comfort and safety of the passengers and ACT
drivers and/or the safe operation of the Transit System. In such circumstances, ACT reserves
the right to suspend and/or terminate a passenger’s riding privileges. This policy has been
established to protect the welfare of, and to assure the safety and comfort for, the general
public riding ACT vehicles or on ACT property and to protect the continuing safe operation
of the Transit System.

Occasionally there are times when a passenger’'s conduct on a bus is, or becomes, extremely
offensive and/or disruptive to the other passengers or to the driver, so that this passenger's
conduct threatens the safety of the passengers and the safe operation of the Transit System.
Some examples of offensive behavior include, but are not limited to:

Any illegal activity

Violence or threats of violence
Displaying a weapon

Unwelcome physical contact

Damaging another’s property or the bus
Shouting, profanity, and unruly behavior
Use of drugs or alcohol on the bus
Being intoxicated and

Spitting or relieving oneself on the bus

e 9P o000 00 0

Disruptive passengers, as described above, should be handled carefully to protect the safety
of the other passengers and the driver and the safe operations of the Transit System. Care
should be taken by ACT employees to help ensure that resolving the situation does not make
the experience even more disruptive for other passengers. The bus operator should request
police and/or supervisory assistance when the situation warrants.

These situations shall be handled in a consistent manner, without regard to any Personal
Characteristics of the individual(s) involved. The bus operator shall document all incidents
involving disruptive passengers via ACT's Incident/Accident Report.
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Disruptive passengers will generally be handled in the following manner:

o After the first incident, a written warning may be issued to the passenger by the
Transit Supervisor or his/her desighee, warning of a potential service suspension or
service termination for the passenger for and upon any future disruptive incident by
the passenger.

o After the second incident, a final written warning will be issued to the passenger by the
Transit Supervisor or his/her desighee, warning of a service suspension or service
termination for the passenger for and upon the passenger’s next disruptive incident.

o After the third or successive incident or upon a prior incident if warranted as set forth
below, the ACT Management Staff may issue a service suspension or service
termination.

e However, Atomic City Transit may deny service to an individual or individuals a t
any time when their presence presents an unsafe situation for anyone on an
ACT vehicle or the safe operation of the Transit System. A bus operator may
temporarily deny service in an emergency situation only. In these extremely rare
situations, dispatch should be contacted immediately.

Passengers who receive a written warning of any kind from ACT may, within thirty (30) days
of the date of the written warning, file a written response with Los Alamos County Public
Works Department Director and request, in writing, to meet with ACT Management staff to
discuss and review the incident. ACT Management staff shall meet with the passenger upon
timely receipt of a written request.

SERVICE SUSPENSION/TERMINATION

Should a service suspension or service termination be issued, the duration will be determined
based upon the severity of the situation and the likelihood or probability of a recurrence. If a
mailing address can be obtained for the individual being denied service, a “Letter of
Suspension/Termination” will be sent documenting the reasons for and conditions of the
service denial, and shall include the individual’s right to appeal, if any, and the requirements
to file an appeal.

Should a passenger(s) commit an act of violence or threat of violence, display or use a
firearm or other dangerous weapon, possess illegal drugs or use illegal drugs or alcohol,
while a passenger or in an ACT facility, their services shall be terminated.

It is understood that each situation involving a disruptive passenger involves a unique
set of facts and circumstances and follow up, if any, will be based on a review of these
factors. Every effort will be made to mitigate the circumstances when possible. |t
must be noted that under serious circumstances. a suspension or termination of
services may be issued after the first or second incident.

T-Board approved 7/6/2017
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