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Preface

“Treat your customers as you
would like to be treated, if you
were a customer.”

his manual outlines operating rules and standard

operating procedures goveming Bus Operators
for the Los Angeles County Metropolitan Transporta-
tion Authority. The rules and procedures contained in
this manual were developed from nearly a century of
public transportation experience by the MTA and its
predecessor agencies inthe Los Angeles area. These
regulations may be amended orchanged by Transpor-
tation Department bulletins or notices. All sugges-
tions, especially with regard to safety or service im-
provement, are most welcome and should be submit-
ted to your immediate supervisor.

These rules dnd procedures are based on basic
principles of safety, common sense, and a service
philosophy which encourages employees to “Treat
your customers as you would like to be treated if you
were a customer.’ 4

This manual is comprised of two parts: The first
part is a book 6f rules, the contents of which must be
strictly adhered to in order to ensure safe operation.
The second part contains Standard Operating Proce-
dures (SOP’s) w!\lch serve as guidelines relatingtothe
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operation of buses in passenger service. This manual
reflects the MTA’s commitment to quality public trans-
portation by empowering Operators to make judge-
ment calls in the name of courteous service as long as
the basic tenets of saféty are notcomprised. The intent
of this manual is to stimulate improved customer
service by eliminating perceived conflicts between
following "standard" procedures and extending cour-
tesies to customers. |

Simply stated, Operators mustnotviolate the rules,
but may deviate from "standard procedure” in the
interest of better serving the customer, as long as
safety is not compromised.

In the field of public transportation, as in any
business enterprise, customers are our most valuable
asset. Customers are taxpayers entitled to safe, cour-
teous, and reliable service. For the great majority of
our customers, you, the bus Operator, are the MTA.
You are the agency’s principal representative. The
public’s opinion and perceptions about the MTA are
based on the quality and dependability of service
provided by the Bus Operators they interact with each
day. As a public transportation professional, the MTA
Operator must cope with grueling traffic conditions
and other human and environmental difficulties which
make the need for a positive, service-oriented attitude
essential for success and job satisfaction.

Courtesy wins friends. And it is contagious. If you
are courteous to your customers, they will usually
respond in kind.

As an MTA Bus Operator, you are part of a trans-
portation prganization which is second to none. You
have evelf/ reason to possess the professional pride,



self-respect, and satisfaction which comes with a
career dedicated to serving so many. Let us all work
together to encourage professionalism in the line of
duty while promoting public transportation service to
the citizens of Southem California which is character-
ized by Safety, Courtesy, and Service Rellabliity.

Daniel Ibarra
- Director of Transportation



How to Use
This Manual

his publication is presented in two parts: The first

part is the Bus Operators’ Rulebook, outlining
rules for the safe and effective operation of MTA
equipment. The second part contains detailed Standard
Operating Procedures (SOPs) which support the rules.

Some rules and SOPs correspond and should be
considered together; reading both will help to better
understand the letter as well as the spirit of the subject.
Various rules and SOPs are classified as safety-
related or ADA (Americans With Disabilities Act of
1990)-related. Icons displayed throughout this manual
will help identify rule and SOP classifications.
icons are identified as follows:

© Safety Related

ADA Related 4
Corresponding SOP
Corresponding Rule
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Major Infractions

iolation of the Authority’s rules may subject an

Operator to disciplinary action. Major infractions
will subject an Operator to disciplinary action up to and
including discharge for the first offense. Major infrac-
tions include, but are not limited to, the following:

O Excessive absenteeism %
' Q Insubordination
Q Not properly accounting for passengers (NAP)
Q Use of or possession of narcotics or drugs and
failure to submit to a chemical test immediately
b QO Accidents
O Missouts (MO)
Q Absent without permission (AWOP)
O Railroad crossing violations
Q Falsification of Sick Reports
Q Verbal threats or physical harm to an Authority
Employee who is carrying out his/her duties
Q Gross misconduct, including but not limited to:
. Failure to report an arrest and/or conviction
. Falsification orforging reports, records or docu-
ments .
. Tampering with equipment
. Reporting towork in acondition thatis ahazard
to yourself or others
. Fallure to comply with applicable laws and
regulations after having been advised to do so

o & W N =



6. Unnecessary ejéctment of a passenger

7. Discourtesy to customers or the public by use
of threats, physical or verbal intimidation,
sexual, racial, ethnicharassment, or other slurs
or profanity or failing to comply with directions
to deal with customers in a polite and profes-
sional manner

8. Other conduct unbecoming an employee



@ General Rules 1

1Im

General Statement

This publication govemns the performance and con-
duct of all Bus Operators. At times, situations not
covered by these rules and procedures may arise. In
these instances, Operators mustexercise good judge-
ment. All such situations mustbe reported to a proper
MTA representative. (See Rule 1.05)

A violation of any part of these rules and/or failure
to exercise reasonable discretion, may result in dis-
ciplinary action appropriate to the nature of the
offense.

1.01

Maintenance of Rule Book and SOP :
Itis the responsibility of each Operator to ensure that
their copy of Rulebook and Standard Operating
Procedure manual is complete, intact and up to date.

1.02

Knowledge of Rules and Procedures

This book must be carried at all times while on duty.
Operators must become thoroughly familiar with and
successfully pass any required examination on the
rules and procedures contained herein.

1-1
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General Rules

Ignorance of rules, procedures, special orders
and/or instructions will not excuse negligence or
omission of duty. When necessary, Operators must
seek the guidance of supervisory personnel regard-
ing clarification of any operating procedure or special
instruction.

1.03

Standards of Efficiency O

The MTA has the right to establish standards of
efficiency and require tests as deemed necessary to
ensure the safe and proficient performance of Opera-
tors. Operators must successfully pass any examina-
tion and/or test as required to determine their ability
to perform within these standards.

1.“

Special Orders and Instructions

Special orders and instructions issued in the form of
bulletins, notices, memos and schedule letters, su-
persede the rules and procedures contained herein
and are to be obeyed while in éffect.

1.05

1-2

Compliance with Instructions

Operators must accept responsibility for and carry
out the oral or written instruction of any proper MTA
representative. Any such instructions take prece-
dence over the written rule.

Proper MTA representatives include:
Q MTA Executive Staff Officers

Q Division Management Personnel

Q MTA Supervisory Personnel



Section 1

‘ 1.06

Reports

All oral or written reports required by the MTA must
contain complete, accurate information and must be
submitted by the Operator on the date of incident
unless relieved of the responsibility by the proper
authority.

1.07

MTA Issued Property

Operators must have all MTA issued property and
equipment in their possession at all times while on
duty. Any such property which is lost or stolen must
be reported to the Division Manager on a Miscella-
neous Report. (See SOP 1.101 & 2.109 Supplies)

1.08

Bulletin Boards, Bulletin Books and Opontm'
Mailboxes
Operators mustconsult the bulletin boards and check
their mailbox before and after each day’s assign-
ment. Operators who have been absent seven (7)
days or more, must also consult the bulletin book for
updates and changes.

The defacement or unauthorized removal of any
MTA posted material is considered gross misconduct
and is grounds for disciplinary action.

Personal Records

~ Operators must keep the Division Manager informed,

in writing, of their current address, telephone number
and family status.

1-3
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1.10

Laws and Ordinances O

The operation of MTA vehicles is governed by the
Safety Regulations of the California Highway Patrol
and the laws, ordinances and regulations of the State
of California and the counties and cities through
which MTA vehicles operate. These laws, ordinances
and regulations are hereby made a part of these rules
and procedures. Fines imposed as a result of viola-
tions of these laws, ordinances and regulations are
the responsibility of the Operator.

1.1

Cooperation With Police/Fire Department
Agencies O

Operators must cooperate with law enforcement and
fire department agencies. If such cooperation cre-
ates a dangerous situation or a departure from estab-
lished MTA procedure, the Control Center, must be
notified immediately. A Miscellaneous Report re-
garding the incident must be submitted at the end of
the work assignment.

1.12

Licenses, Medical Certificates and Verification of
Transit Training (VTT) Cards

All employees responsible for operating MTA ve-
hicles must have in their possession the required
valid licenses, medical certificates and VTT cards at
all times while on duty. Revocation, refusal, suspen-
sion or loss of a required license, certificate or card
must be reported on a Miscellaneous Report to the
Division Manager as soon as possible.



Section 1

Note: VTT certification is offered by the MTA on a
year round basis. It is the responsibility of each
Operator to ensure annual attendance of eight (8)
hours of training. (See SOP 2.109)

1.13

Physical Examinations

Operators through age fifty-four (54) must pass the
State required physical examination every two (2)
years. Additionally, the MTA requires that Operators
age fifty-five (55) and over pass a physical examination
every year. The renewal date will be two (2) years from
thedate of thelast physical examination orthe individual’s
fifty-sixth (56th) birthday, whichever comes first.

‘ 1.14

Reporting Sick

An Operator unable to report for duty as scheduled
must notify the Division not less than forty (40)
minutes prior to scheduled sign-on time. Failure to
provide the minimum 40 minutes notice may result in
a missout. i

1.15

Sick Operator’s Travel Restrictions

Operators who are off duty due to iliness or injury or
who are on indefinite sick leave, must not leave the
MTA service area without the permission of their
Division Manager. Operators living outside the MTA
service area are exempt from this restriction, but are
limited to travel within the area of their permanent
residence.

1-§
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1.16

Returning from Sick Leave

An Operator retuming from sick leave must report
intentions to the appropriate management represen-
tative, in person or by telephone, prior to 11:00 AM
the day before resuming duty. Submitting a Request
for Sick Leave Pay, an Attending Physician’s State-
ment or other doctor’s release, does not relieve the
Operator of responsibility to reportintentions to retun
to work.

1.17

1-6

Doctor’s Release

An Operator must obtain a doctor’s release in order
to return to work after having been absent for three (3)
or more working days due to an iliness or injury. The
release, which must indicate the nature of the illness
or injury for which the Operator was treated, must be
presented to the appropriate management represen-
tative before the Operator will be allowed to retum to
duty. In the event the release does not indicate the
nature of the iliness, the Operator will be permitted to
retum to work pending the MTA's check with the
physician. '

An Operator who is absent fourteen (14) times in
any twelve (12) consecutive month period must ob-
tain a medical release for each subsequent absence.
Failure to present a doctor’s release when required
may result in the Operator being withheld from ser-
vice.



Section 1

. 1.18

Long Term Sick Leave (over 30 days)

Operators who are on long term sick leave must keep
the MTA informed, at least every 30 days, of their
condition and probable return date. Failure to provide
the MTA with the required Attending Physician’s
Statement and failure to report for treatments as
ordered by the doctor, may result in discipline. (See
SOP 1.103)

Operators retumning from long term sick leave
must receive clearance from the Human Resources
Department and notify the Division Manager at least
forty-eight (48) hours prior to resuming active duty.

False Sick Reports

Operators must not feign iliness to procure sick leave
or to avoid a missout or assigned work. Falsification
of a sick report may result in discipline.

Employee Injured On-duty ®O
Any personal injury suffered by an employee while on
duty, whether medical attention is needed or not,
must be immediately reported to a proper MTA rep-
resentative. (See SOP 1.105)

1.21

~ Reporting Back from Vacation

Regular Operators returming from vacation must re-
port for duty on the first scheduled work day following
their vacation or be charged with a missout. The first
scheduled work day of an Extra Board Operator

1-7
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returning from vacation, will be the first Sunday
following the end of the vacation unless prior arrange-
ments have been made with the Division Manager.

It is the responsibility of an Extra Board Operator
to contact the Division after 3:00 PM on the last
Saturday of the vacation to confirm the following
Sunday’s assignment.

1.22

Safety O

Operators must be mindful of their safety and that of
others at all times. Safety must never be sacrificed for
schedule adherence or customer convenience. Op-
erators must not, under any circumstances, expose
themselves to the risk of assault or injury when faced
with unruly customers. Without exception, good judge-
ment must be exercised and safety must be pre-
served.

Safety in Yards ®O

Operators must be alert and take the necessary
precautions to insure their personal safety and the
safety of others while on MTA property. (See SOP
1.106)

1-8

Reading While Operating O

Operators must not read any materials such as
newspapers, books, letters, etc., while operating an
MTA vehicle.
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. 1.25

Electronic Devices O

Operators must not make use of any electronic
device (personal stereo, hand held video game,
telephones etc.) while operating an MTA vehicle.
Such devices may be used during layovers; however,
Operators must use common sense and good judge-
ment to avoid conflict with customers. When not in
use, devices of this type must be secured and kept
out of sight.

Lockers

All lockers are assigned. The use of lockers to store
flammables, firearms or other weapons, intoxicants,

narcotics, amphetamines and derivatives thereof, or
any other hamful drug is prohibited. MTA manage-
ment reserves the right to inspect lockers at any time
and assumes no responsibility for loss or damage to
locks or any articles stored in the lockers.

Advertising -

No advertisements, cards, posters or signs other
than those placed by the MTA or its agents, are
permitted either inside or outside of MTA facilities or
equipment. Operators are not pemmitted to display
any advertising, political or religious stickers, orbadges
on their equipment boxes or uniforms. Operators
must ensure that MTA authorized service pamphlets
and advertisements are safely secured.

1-9
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1.28

Restroom Facilities O

Restrooms provided by the MTA or private agencies
(restaurants, service stations, etc.) for Operators’
use, must be kept clean. Operators found guilty of
vandalism or littering in these facilities will be subject
to the appropriate disciplinary action. Where provi-
sions are made, the doors at these locations must be
kept locked.

Only customary restroom facilities are to be used
for the purpose of personal relief. The use of any part
of any building or bus not intended for that purpose,
is prohibited.

In an emergency, stopping to use a restroom
along the prescribed route is permitted. The Control
Center must be notified before or after the personal
emergency in order to make schedule adjustments if
necessary.
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General Statement
This section contains specific rules goveming the daily
duties and responsibilities required of all Operators.

Reporting for Duty

Operators reporting for duty must be in proper uniform
and fully equipped to work at the time and place set
forth by their assignment or as instructed by MTA
supervisory personnel.

2.02

Missouts
Operators must report for their assignments at the
scheduled time or they will be charged with a missout

-unless they notify the appropriate management repre-

sentative of their inability to report, due to iliness, not
less thanforty (40) minutes priorto the scheduledsign-
on time. If given a new sign-on time, failure to report in
person within eight (8) hours will result in an additional
charge of Absent Without Permission (AWOP).
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Absent Without Permission (AWOP)

Operators failing to contact the appropriate on duty
management representative within eight (8) hours
after their scheduled report time are considered to be
Absent Without Permission (AWOP).

2.04

Badge Reader System

While on duty, Operators must have in their posses-
sion their assigned Badge Reader Identification Card.
The Badge Reader System is for the purpose of
signing on and signing off each assignment. (See SOP
2.101)

Time Check

Operators must maintain their railroad approved
watches in a condition that will insure accurate time.
Watches must be checked for the correct time with the
master clock at the Division each day at the beginning
ofeach assignment. Operators mustshow theirwatches
to MTA supervisory personnel upon request.

2-2

Supplies ®

When reporting for duty, Operators must obtain all
supplies required to perform their assignment. All
supplies must be kept properly secure. (See SOP
2.109)
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Pull-outs, Pull-ins and Off-route Trips

Operators must strictly adhere to all operating proce-
dures and traffic laws on all pull-out, pull-in and off-
route trips. Operators must not park or layover in any
unauthorized place. Unnecessary diversions or de-
lays are prohibited. (See SOP 2.114)

Late Pull-out O
Operator pulling out of the division yard in excess often
(10) minutes late, for any reason, must notify the
Control Center.

Established Routes

Deviations from established routes are prohibited un-
less directed by law enforcement, fire department or
MTA supervisory personnel. When directed to detour
by anyone other than MTA supervisory personnel,
Operators mustimmediately notify the Control Center.
(See SOP 2.114) .

2.10

At Relief Point

Operators scheduled for relief must not arrive at the
relief point more than one (1) minute ahead of the
scheduled relief or departure time. Operators failing to

- getrelieved must not wait at the relief point longer than

one (1) minute after the scheduled relief time unless
the Operator making relief is in sight. If the Operator
making relief is not in sight, the Operator scheduled to

2-3
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be relieved must continue in service and notify the
Control Center as soon as possible.

An Operator making relief with a CEA unit must
park in the prescribed location and give the unit keys
to the Operator being relieved. If the bus has not
arrived within ten (10) minutes -after the scheduled
time, the Operator making relief must call the Control
Center for instructions.

2.11

Service Delays

When an Operator becomes aware that a delay or
blockade will interrupt service for more than ten (10)
minutes, the Control Center must be notified immedi-
ately. Once the delay or blockade has been cleared,
the Operator must call the Control Center and report
the time service was resumed.

When a vehicle is delayed enroute and cannot
reach the terminal in order to depart less than ten (10)
minutes late, the Operator must contact the Control
Center for instructions.

2.12

Running Time
Operators shall govemn the speed of the bus in a
manner that will enable them to safely arrive at time
points on schedule and must not depart time points
earlier than the scheduled time. Operators must not
arrive at fare zone check points more than one (1)
minute ahead of the scheduled departure time.
Unless otherwise instructed by MTA supervisory
personnel, Operators must depart the terminallla
over at the scheduled time. Operators shall exercise




Section 2

good judgementin an effortto assist in providing timely
service and must notify the Control Center for authori-
zation prior to deviating from the schedule. Operators
must distribute running time evenly.

2.13

Announcing Fare Zone Limits and Inspection of 1.D.
Checks ®

Operators must clearly announce fare zone check -
points and requestcustomers to have their fare checks
ready. Upon arrival at the fare zone check point,
Operators mustinspect and/or collect the zone checks
to verify proper fares. (See SOP 2.117,8.125 & 8.126)

‘ 2.14

Stops on Turn Around Loops and Detours O

While operating through detours and on tum-around
loops, stops must be made at any intersection where
it is safe to allow customers to board and/or alight.

2.15

Layover Zone ®O i
Operators must follow all procedures for spotting and
securing vehicles in layover zones during the layover
period.

When layover exceeds one (1) minute, the engine

must be tumed off. (See SOP 2.118)

‘ 2.16

Vehicle Lights at Layover / Terminal ®O
During hours of darkness, the proper interior and
exterior lights must remain on. (See SOP 3.107)

2-§
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2.17

Noise
Operators shall avoid making any unnecessary noise
at terminals and layover zones.

2010

Litter
Operators shall not discard litter except in the proper
trash receptacles.

2.19

Unattended Buses @O

When it becomes necessary to leave the bus unat-
tended at any location, the bus must be properly
secured and all supplies must be protected and out of
sight.

Operators must retum to their buses in sufficient
time to prepare them for service, allow customers to
board, and depart at the scheduled time. (see SOP
2.119)

Announcing Departure from Stations

Operators must insure that their impending departure
has been announced prior to departing from any
station.

2.21

2-6

Freeway Emergency Call Boxes

If a bus becomes disabled on a freeway the Operator
shall attempt to move to the right shoulder. If the bu
radio isinoperative, the Operator must properly secure
the vehicle, proceed to the nearest call box and re-
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quest that the CHP Operator notify the MTA’s Control
Center. Operators must never attempt to cross the
freeway lanes on foot to reach a call box.

Operating While Il or FatiguedO©

Operators must not operate an MTA vehicle if their
ability or alertness is impaired as a result of iliness,
fatigue or any other condition thatcould create a safety
hazard. Operators experiencing such conditions must
immediately report the problem to the Control Center
or other proper MTA supervisory personnel.

Authorized Operators

Except for MTA mechanics, MTA supervisory person-
nel, Transit Police and/or student Operators assigned
for instruction, MTA vehicles may only be driven by
assigned Operators. A violation of this rule is consid-
ered gross misconduct and may result in discipline.

Transporting MTA Authorized Articles

Operators must carry and deliver articles to the proper
destination when instructed to do so by authorized
MTA supervisory personnel.

Unless otherwise instructed by supervisory person-
nel, any article found on the street, in an MTA vehicle
or on MTA property, must be tumed in to the appropri-

2-7
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ate management representative at the Division the
day the item is found.

Carrying of Animals ®

Operators musttransport authorized animals in accor-
dance with the guidelines set forth on the Standard
Operating Procedures. (See SOP 2.122)

2.27 ldentification at an Accident Scene

When involved in an accident, an Operator must
supply law enforcement officers and the other party(ies)
involved with:

QO The Operator's name

Q The Operator’s badge number

Q The Operator’s division number

Q The MTA'’s vehicle number

Q The Operator’s driver’s license
number

Upon request,Operators shall present their current -
driver’s license for inspection. (See SOP 2.123)

2-8

Reporting Accidents or Incidents

Any accident or incident, whether actual or alleged,

must be immediately reported to the Control Center by

the Operator involved. If the bus radio is inoperative,

the Operator must use the first available telephone.
Accidents involving MTA vehicles must be noted

on the Vehicle Condition Report Card. Any defects
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which may have contributed to the accident must be
noted on the report.

Requests for Assistance @O

Any requests foremergency assistance mustbe made
through the Control Center. Operators may personally
request the assistance of a law enforcement officer
located at the scene; however, the Control Center
must be notified as soon as possible. (See SOP 2.124)

Courtesy Cards @O

Operators must obtain as many courtesy cards as
possible from the customers when required to report
an accident or incident. Operators must carry an
Accident Kit consisting of at least fifty (50) Courtesy
Cards, ten (10) pencils and an accident information
envelope in their possession while on duty. (See SOP
2.125)

2.31

Vehicle Accident / Incident Written Report :
Any accident or incident, actual or alleged, requires a
written Vehicle Accident/Incident report at the end of
the work assignment. The Division Manager must be
notified if the written report cannot be made on the day
of occurrence. (See SOP 2.126)

2-9
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2.32

Vehicle Fire Report ®O
A Vehicle Fire Report form must be completed when
involvedin avehicle fire. This report must be submitted
to the appropriate management representative as
soon as possible.

When involved in an accident resulting in a vehicle
fire an Operator must complete a Vehicle Fire Report
form. (See SOP 2.126)

2.33

2-10

Striking a Fixed Object or Unattended Vehicle ®O
If an MTA vehicle strikes a fixed object or unattended
vehicle, the Operator must make a reasonable effortto
locate the property owner or driver of the vehicle. If
unable to locate the owner or driver, the Operator must
leave a note with:

Q The Operator's name

Q The Operator's badge number

Q The MTA’s vehicle number

Q The MTA’s address and phone
number

Place a note with the listed information in a visible
place on the object struck. The Control Center mustbe
notified immediately and a Vehicle Accident/Incident
Report (SAFE- 3) must be filed upon the completion of
the assignment. Failure to comply with this rule is
considered gross misconduct and may result in disci-
pline. (See SOP 2.126)
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. »2.34

Hold-Ups, Disturbances and Altercations ®O

Operators must report all hold-ups, disturbances
and/or altercations to the Control Center as soon as itis
safe for them to do so. (See SOP 2.127, sections 9& 10)

Witness Reports @O

Operators who witnesses an accident or incident within
fifty (50) feet of their MTA vehicle must report the
incident to the Control Center as soon as possible and
file a Vehicle Accident/Incident Report upon the comple-
tion of the assignment. (See SOP 2.126)

Confidentiality at Accident Scene

The particulars of an accident and the mechanical
condition of equipment must not be discussed with

anyone other than MTA supervisory or maintenance

personnel. Any exchange of information must take

place away from customers. Individuals requesting

information or statements must be dlrected to MTA

supervisory personnel.

2.37

Unenforced Rule Report @O

Operators must not insist upon compliance with a rule
to the point of jeopardizing their safety. Avoid situa-
tions which may lead to altercations or cause harm to
the employee and/or customers. An Operator must
quote the rule once and, if the individual refuses to
comply, complete an Unenforced Rule Report (Form

2-1
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32 56A). All Unenforced Rule Reports must be tumed
in to the appropriate management representative at
the Division upon completion of the Operator’s assign-
ment. (See SOP 2.130 & Sec. 7)

Inspection at Storage Location

Upon arrival at the division yard or any “tie down”
storage location, Operators mustcheck their buses for
damage or defective equipment. Any damage or de-
fects found must be noted on the Vehicle Condition
Report Card.

CEA Unit Seat Belt Requirement O

In accordance with California State Law, seat belts
must be used when operating CEA units. Inoperable
seat belts, as any other mechanical defect, must be
noted on the Vehicle Condition Report Card.

Bus Change Inside Division Yard

Operators who receive a bus change in the division
yard during pre-pull-out inspections, and relief Opera-
tors pulling-out a replacement (OK) bus, must notify
the Control Center of the new bus number.

241

2-12

Disabled Bus Outside of Division Yard ®O

Operators must notify the Control Center immediately
when a bus becomes disabled. If mechanical assis-
tance or a TOS does not arrive within thirty (30)
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minutes, the Operator must recontact the Control
Center and continue doing so at thirty (30) minute
intervals until assistance arrives. If amechanic arrives
and repairs or replaces the bus prior to the arrival of a
TOS, the Operator must contact the Control Center for
instruction. (See Rule 3.02 and SOP 3.102[3])

2.42

Accepting Bus Changes

Operators must accept a bus change. If the Operator
finds the replacement bus unfit for service operations,
the Control Center must be notified. Any defects found
must be noted on the Vehicle Condition Report Card.
in the event the mechanic fails to bring a Vehicle
Condition Report Card with the new bus, the Operator
must accept the bus and notify the Control Center and

request that one be provided.

Owl Line-up

Buses in the Central Business District (CBD), sched-
uled to make connections -at the Owl line-up, must
allow transferring customers sufficient time to board .
their desired buses. Operators shall not depart the
line-up location until such time as directed by MTA
supervisory personnel. (See SOP 2.133)

2.4

Owl Connections
Whenever a scheduled Owl connection is not made
Operators must notify the Control Center and, if the
connecting bus in not in sight after waiting three
minutes, continue in service. (See SOP 2.134)
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2.45

Transfer Connections O
Operators must ensure that customers arriving or
approaching a transfer point are given an opportunity
to board their buses. '
At short-line tum-arounds, Operators on through
trips must wait for short-line buseés entering the zone.
Operators must check their paddieboards for spe-
cial notations regarding line connections.

Completion of Assignments

Operators must complete all scheduled trips unless
otherwise instructed by MTA supervisory personnel or
law enforcement officers. When directed by law en-
forcement officers, the Control Center must be notified
immediately.

2|47

2-14

Bus Check Prior to Pull-in©
Upon arrival at the last scheduled terminal, the Opera-
tor must check the bus for lost articles and/or sleeping
orintoxicated persons. Customers must neverbe carried
into division yards. Operators finding such individuals,
must contact the Control Center for instructions before
pulling-in.

As always, any damage or defects found must be
noted on the Vehicle Condition Report Card.
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. 2.48

Turn-Ins
Atthe completion of each daily assignment, Operators
must tum in the following:

Q Operator’s Daily Report card

Q Transportation’s copy of the Operator’s Vehicle
Condition Report card

Q Paddleboard

Q Unused timetables

Q Unused, over punched and collected transfers

Q Copies of issued refund receipts

Q Any additional required reports

2.49

Violations of Hours of Service ®O

Any Operator who for any reason violates the regula-
tions regarding hours of service or driving time must
notify the appropriate management representative
immediately and submit a Late Sign Off Insufficient
RestFom, explaining the circumstances, atthe comple-
tionofthe assignment. (SeeSOP2.110,2.111&2.112)

Exchange of Assignments

Operators may not exchange daily assignments with-
out first obtaining permission from the Division Man-
ager or designee.

2-15



Rulebook - Operator’s Procedures

2.51

2-16

Operator's Daily Report CardO

The Operator’s Daily Report card must be completed
each work day and submitted to the appropriate man-
agement representative at the completion of the as-
signment.



® Vehicle Operations

General Statement
This section contains rules govemning the safe opera-
tion of MTA vehicles and equipment.

3.01

Pre-Pull-out Safety Inspection O®®

- Operators must perform a pre-puli-out safety inspec-

tion prior to pulling any vehicle out of the division yard
and complete a Vehicle Condition Report Card as
detailed below in section 3.02. (See SOP 3.101)

Operator’s Vehicle Condition Report O®

After performing the pre-pull-out safety inspection, the
Operator must complete the Operator’s Vehicle Con-
dition Report ¢ard prior. to leaving the division yard.
This card must be kept in the receptacle provided until
the busiis pulled into the division yard. If a safety defect
is found, the Operator must contact the Maintenance

Department.
Operators making relief must conduct an in-ser-

_ vice safety inspection. Operators should note any

defects or damage occurring after making relief on the
Operator’s Vehicle Condition Report card. This card
must be kept in the receptacle provided until the bus is
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pulled into the division yard. If a safety defect s found,
contact the Control Center immediately.

Upon completing an assignment, the Operator
must detach the Transportation Department’s copy
and submit it to the appropriate management repre-
sentative. Unless otherwise instructed, the Mainte-
nance Department’s copy must remain in the provided
receptacle. (See SOP 3.103)

3.03

In-service Safety Inspections OO ®

When receiving a bus change outside of the division
yard or when making relief, the bus must be inspected
for damage and/or safety defects. The Operator as-
suming control of the vehicle must complete a Vehicle
Condition Report Card. When possible, any damage
or defects found should be called to the attention of the
relief Operator ormechanic conducting the bus change.
If necessary, the Control Center should be notified and
each party must submit the appropriate report, as
directed by the management representative at the
division. (See Rules & SOP 3.102)

3-2

Operation Within Division/Storage Yard O®
Vehicles must be operated at a safe speed according
to conditions, but never to exceed eight (8) mph. All
safety stops must be obeyed. This applies to all ve-
hicles operating within the yard, including CEA units.
(See SOP 3.139)
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Tampering with Equipment O

Any attempt to adjust, alter or tamper with the poslﬂon
or normal operation of any MTA equipment such as
wheelchair lifts, thermostats, govemnors, fareboxes,
door mechanisms, radios, alan‘n systems, efc., is
strictly prohibited.

The attachment of wires, hooks or clips to MTA
vehicles is forbidden. Operators finding such objects
attachedto vehicles mustnotify the Control Centerand
submit a miscellaneous report describing the condi-
tion in detail.

Operators shall not tape, clip or otherwise attach
any newspaper, cardboard or other objects to any
portion of the windshield, driver's side window, dash-
board or divider behind the Operator’s seat for any
purpose unless directed to do so by MTA supervisory
personnel.

Signs O®
Operators are to display proper bus run numbers,
destination and route signs at all times. When buses
are operating out of service on pull-out, pull-in or off-
route trips, a “Not in Service’ headsign with the route
number must be displayed.

Operators are not permitted to display or place in
view of customers any sign other than those specified.
(See SOP 3.104)
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3.07

Starting or Stopping of Engines O®
Operators must not start the engine more than twenty
(20) minutes before the scheduled pull-out time from
the division yard.

Operators must not start the engine more than one
(1) minute prior to the scheduled departure time from
a layover zone. (See SOP 3.105)

Air Pressure O®
Air Pressure must be no less than ninety (90) psi
before engaging the transmission or moving the bus.
(See SOP 3.106)

Use of Parking / Emergency Brakes O

Operators must test service (foot) and emergency/
parking brakes before leaving the yard. The bus must
come to a complete stop before setting the hand or air
operated parking and emergency brake, except in the
emergency of failing service brakes.

3.10

Use of Lights O®

Headlights, clearance, and taillights must be on during
hours of “darkness,” which are from one half (}2) hour
after sunsetto one half (12) hour before sunrise, and at
any other time when there is not enough light to clearly
see any person, vehicle, or object at a distance of one
thousand (1000) feet. During these hours, all interior
and destination sign lights must be tumed on.
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Onin-service interurban buses equipped with read-
ing lights the dome lights may be turned off when
operating on freeways or open highways.

Interior lights on buses may be tumed on during
daylight hours at the Operator’s discretion when the
interior of a bus is darkened due to inclement weather,
operating through tunnels (except Gibson Tunnel on
the Busway) or when shaded streets and/or tinted bus
windows reduce inside lighting to the point where
normal vision is impaired.

High beam headlights must not be used when
following a vehicle at a distance less than three hun-
dred (300) feet, or approaching an oncoming vehicle at
a distance less than five hundred (500) feet. High
beam headlights must never be used to signal another
vehicle. Upon entering the contra-flow lane, head-
lights of the bus must be tumed on (low beam) until
leaving the lane.

All light circuits must be tested one (1) hour before
sunsetso that, if necessary, replacementcan be made
before lights are needed. (See SOP 3.107)

3.1

Care of Tires©
Except when curbing wheels for proper securement,
vehicles must be operated in such a manner thatthe -
tires do not come in contact with the curb or any object
that could damage the tires. If damage is done to the
tires, the Operator must note it on the Vehicle Condi-
tion Report Card and complete a Vehicle Accident/
Incident Report.
Inmeeventoflowalrpressureoraﬂattireonany
MTA vehicle, the Operator must immediately stop the
vehicle in a safe place and notify the Control Center.
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3.12

Backing the Bus O®

Operators shall not back a bus unless absolutely
necessary. If it becomes necessary to back the bus, a
reliable guide and good judgementmustbe used. (See
SOP 3.108)

3.13

Parking O
Parking MTA or private vehicles in other than autho-
rized locations within division or storage yards is
prohibited.

3.14

Vehicle Cleanliness O

Operators must check the interior of the bus for clean-
liness prior to pulling-out. if the bus is not clean and
presentable, the condition must be reported to the
Maintenance Department.

Once in service, Operators must insure that the
interior of the bus remains clean and free of debris.
Accumulated paper and other trash mustbe deposited
in the proper receptacles. If the bus becomes soiled to
the extent that it may cause damage to clothing or
discomfort to customers, the Operator must contact
the Control Center for instructions.

3.15

3-6

Ventilation O

The climate control switch must be in the "on" position
when operating in service. Should the climate control
system fail, prudent judgement must be exercised i
ventilating the bus. Emergency rooftop exits must not
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be opened unless an operating procedures decal,
indicating that it can be used for both emergency exit
and ventilation, is attached. The front doors must
never be opened as a means of ventilation while the
bus is in motion. Should the climate control system fail
on a bus equipped with customer windows that cannot
be opened, the Control Center must be notified. Note
all ventilation system defects on the Vehicle Condition
Report Card.

3.16

Proper Use of Vehicle Controls O

The controls of vehicles must be handled in a smooth
and efficient manner to ensure customer safety and
comfort. Under no circumstances shall any door con-

trol be engaged for braking purposes.

3.17

Use of Windshield Wipers O
When it is necessary to use windshield wipers, both
wipers must be used.

3.18

Directional Signals O
Directional signals must be properly used to indicate
any intended change of direction such as tums, nego-
tiating bus zones and changing lanes. Arm signals
may be used in addition to directional signals when
considered necessary.

When leaving the bus stop, the left tum signal shall
notbe activated until the customers have been boarded
or alighted and the doors are securely closed.

3-7
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3.19

Gauges and Indicator Lights O®

The Operator must observe the gauges and indicator
lights at frequent intervals to ensure all systems are
functioning properly. The air pressure gauge must be
observed to make certain that sufficient air pressure is
maintained to properly operate the brakes. Gauges
and indicator lights must not be obstructed from view.
(See SOP 3.101)

Mirrors O®

All mirrors must be properly adjusted. Mirrors must be
checked every three (3) to five (5) seconds to properly
observe the areainside and around the bus. (See SOP
3.114)

3.21

Following Distance O®

Operators mustallow sufficient distance between MTA
vehicles and vehicles ahead to permit a safe, con-
trolled stop.(See Rule 11.02 & SOP 3.128)

3-&

3-8

Operating Speed O®
Operators must maintain a safe speed while attempt-
ing to remain on schedule. Safety must never be
sacrificed for schedule. Extreme caution mustbe used
when operating within any principle business district or
congested area. The speed of the bus must be gov-
emed to avoid unnecessary use of the brakes.

At no time shall posted speed limits be exceeded.
Posted freeway exit speeds are advised for automo-
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biles only. Buses must reduce speed to ten (1 0) mph
below that of the posted exit speed.

When making a rightor lefttum, orwhen approach-
ing and operating through curves and dips, the speed
of the bus must be reduced to insure the safety of the
bus and the comfort of the customers. (See SOP
3.116)

Operation ““Under Control” O®

Operating “Under Control” means that the vehicle
must be operated in such a manner that a stop can be
made safely with a normal application of the brake.
Operators must not conduct any transactions while
their vehicle is in motion if it requires the removal of
both hands from the steering wheel. Operators must
not assume any unnatural or unsafe driving position,
and must not engage in any activity that could interfere
with the proper observation of traffic or the safe opera-
tion of the vehicle.

Attention While Driving © - - -

When operating any MTA vehicle, Operators must
devote full attention to driving and traffic conditions.
Operators must not engage in any unnecessary con-
versation while operating the bus.

improper Driving Position O ,
While operating any MTA vehicle, Operators must not
use any part of the dash, side panel, farebox support



Rulebook - Vehicle Operations

rail, or hand brake as a footrest, nor assume any other
unsafe or unnatural driving position.

3.26

Intersections/Crosswalks (Gridlock) O®

When approaching an intersection, the Operator must
determine that there is sufficient room farside to allow
complete clearance of the intersection or marked
crosswalk before proceeding through the intersection.
This rule shall also apply when making turmns. (See
SOP 3.128)

3.27

Traffic Signals O@

Operators must not leave a bus zone or enter an
intersection on a yellow or red light. When approach-
ing an intersection Operators must be “under control”
(Rule 3.23) so that they will be able to safely stop
before entering the crosswalk or passing the limit line
should the signal change to yellow or red.

When waiting at the signal, Operators must not
advance until the signal tums green and the intersec-
tion is safe to enter. Buses stopped at nearside bus
zones must remain in that position until the signal tums
green and it is safe to proceed.

3-10

Emergency Buzzer and Warning Lights O

in the event an emergency buzzer or waming light
activates, the Operator must position the bus in a safe
location, shut the engine off, and notify the Contro
Center.
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Pushing or Towing O

Unless authorized by MTA supervisory personnel,
pushing or towing any MTA vehicle by a non-emer-
gency vehicle is prohibited. Before any MTA vehicle
may be pushed or towed, all customers must be
requested to alight unless instructed otherwise by law
enforcement or MTA supervisory personnel.

Mechanic Working on Vehicle - Road Call O

When a mechanic is working on any portion of the bus
during a road call, the Operators must not attempt to
move the controls of the vehicle unless specifically
instructed to do so by the mechanic performing the
work.

3.31

Broken Glass/Mirror O

Ifthe window or mirror of a vehicle is cracked orbroken
while in operation, the Operator must notify the Control
Center immediately and, at the conclusion of the
assignment, complete a Vehicle Accident/Incident
Report. '

Standing Buses O

The foot brake must be applied while the customers
are boarding or alighting, or while the bus is standing
without the parking brake applied. Prior to leaving the
seat, the hand or air operated parking brake must be
set and the gear shift selector placed in the neutral
position. The engine must not be left running for more

3-1
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than one (1) minute. When it is necessary for the

~ Operatorto leave the bus unattended, the engine must

be tumed off.

Door Operation O®

Operators must not open or close doors while the bus
is in motion. At no time may the rear door be used as
abrake. The bus mustcome to acomplete stop before
opening the door and the door must be completely
closed before moving the bus. The rear door by-pass
switch may be used for any customers who have
difficulty alighting. Door malfunctions should be re-
ported to the Control Center as soon as possible and
must be properly noted on the Vehicle Condition
Report Card. (See SOP 3.125, 3.126)

3.34

3-12

Vehicle Check at Line Terminal ©

Upon arrival atline terminals, Operators mustimmedi-
ately select their proper destination signs and then
inspect their buses for:

Q Sleeping or Intoxicated Persons
Q Lost Articles

Q Debris -
Q Damage to Equipment
Q Low Tires

Q Loose Advertising Signs
Q Proper Lights (at night)
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Grade Operation O® |
Operators must never hold a bus on an upgrade by using
the rear door interlock or by depressing the acceleratorto
elevate the engine RPMs. (See SOP 3.127)

Rear Door Interlock O

The rear door interlock is a safety feature only and
must not be relied upon when boarding or alighting
customers. Operators must keep the brake pedal
depressed until the interiock is completely released.The
interlock system must never be used as a parking brake.

g

Obstructions or Hazards in Bus Zones O®

When an obstruction or hazard in a bus zone makes it
impossible to safely pull the bus into the zone, the
Operator must spot the bus four (4) feet from and
paraliel to the curb. (See SOP 3.137)

Street Excavating, Workmen or Hazards ©

When approaching and passing locations where con-
struction, street excavation or other hazards exist,
Operators must reduce speed and exercise extreme
caution in order to protect the safety of workmen and
avoid damage to equipment. When operating over
excavation work covered by steel plates, buses must
not exceed 15 mph.

3-13
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3.39

Fire Hoses O

Operators must not drive any MTA vehicle over a fire
hose unless the hose is covered by a hose bridge or
directed to do so by law enforcement, fire department
or MTA supervisory personnel.

Deep Water O®

Buses must never be operated through water in ex-
cess of eighteen (18) inches in depth. Under such
conditions the Operator must contact the Control Cen-
ter for instructions. (See SOP 3.121)

3.4

Pedestrians O
If a pedestrian occupies a crosswalk, Operators must
come to a complete stop and allow the pedestrian to
proceed. Should the pedestrian signal the Operator to
proceed, the Operator must not proceed until the
pedestrian is in the clear.

Operators must not give any hand signals or body
motions to pedestrians or others indicating that they
may proceed.

3.42

3-14

Stopping for School Buses O

The Operator of any MTA vehicle must not pass a
school bus when its red flasher lights are activated for
the purpose of boarding or alighting students. Opera-
tors must remain stopped until the lights stop flashing.
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A stop is not required when the roadway is divided
and the school bus is stopped on the opposite side of
the divider or, at an intersection controlled by a traffic
control officer or traffic signal.

Funeral Processions O
Operators must not drive through or otherwise inter-
rupt a funeral procession.

3.“

Emergency Vehicles O :

Upon the approach of an emergency vehicle with lights

and/or siren activated, Operators must immediately

move to the right lane or shoulder, if possible, and stop.

If moving to the right is not possible, the Operator must

come to a complete stop and remain in position until -
the emergency vehicle has passed unless directed

otherwise by law enforcement personnel.

Caravans OO @

When operating buses in a caravan Operators must
adhere to rules regarding following distance as out-

lined in Rule 3.21. Under adverse conditions or when .

speeds exceed forty (40) mph, additional time, five (5)
seconds or more, is required. (See SOP 3.128)

School Zone O :

When operating through a school zone when students
are present, Operators must proceed with extreme
caution at a speed not to exceed twenty-five (25) mph.

3-15



Rulebook - Vehicle Operations

3.47

Off-Street Terminal/Station Operation O®

While operating through off-street terminals and/or
stations, Operators must not exceed eight (8) mph or
the posted speed limit and shall be govemed by the
instructions ofthe Service Director or MTA supervisory
personnel. (See SOP 3.142, 3.139)

Freeway Bus Stops O®

In service Operators must operate through designated
bus tumouts and freeway bus stop lanes whether there
are customers waiting or not. Operators must never
pass other buses servicing the same freeway stop.
(See SOP 3.143)

3.49

Freeway Lanes O®
Buses must never be operated side by side in adjacent
lanes while on the freeway. (See SOP 3.144)

Slow Moving Vehicles (Freeway) .

MTA vehicles operating at less than the speed of the
flow of traffic on a freeway, must be operated in the
extreme right hand lane.

3.51

3-16

Railroad Crossings O®

At no time will a stop be made on railroad tracks.
Operators must exercise extreme care and take every
precaution to make certain that railroad crossings can
be safely crossed before operating any MTA vehicle
over any such crossing. (See SOP 3.145 - 3.148)
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Approaching Rallroad Crossings O® ‘
Operators must approach every railroad crossing dur-
ing the last one hundred (100) feet under control and
at a speed not to exceed fifteen (15) miles per hour.

Coasting with gears in neutral or clutch disen-
gaged on approach to any crossing is prohibited. (See
SOP 3.145 - 3.148)

Stop Required at Railroad Crossings

Upon approaching any non-exempt railroad crossing
whetherin-service or not-in-service, the Operator must
bring the bus to a complete stop in the right-hand or
curb lane, or the appropriate left tum lane if a left tum
immediately after the crossing is necessary.

The Operator must stop ata pointwhere the tracks
can been seen clearly in both directions. Such stops
must be made not less that fifteen (15) feet nor more
than fifty (50) feet from the nearest rail of the crossing.

After making the required stop, the Operator must
not proceed over the railroad crossing until having
listened for the sound of, and looked in both directions
along the track for the approach of, any train. If neces-
sary, the Operator mustalight from the bus and visually
inspect the track to determine that it is clear and that
the railroad crossing can be crossed safely. '

When approaching a stop sign at the raliroad
grade crossing, the Operator shall stop at a limit line if
marked. Otherwise, the Operator must stop before
entering the crosswalk on the near side of the intersec-
tion. -
If there is no limit line or crosswalk, the driver shall
stop at the entrance to the intersection roadway or
railroad grade crossing.

3-17
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If the railroad crossing is protected by gates, the
stop must be made at a location that will not interfere
with the railroad crossing gates when they are lowered.

No Operator will proceed through, around or under
any railroad crossing gate while such gate is closed.
The Operator must not raise or. attempt to raise a
railroad crossing gate. (See SOP 3.145 - 3.148)

Exempt Rallroad Crossings O®

Operators are not required to make a complete stop at
railroad crossings where the “exempt” sign is properly
displayed. However, stops mustbe made when a train
is approaching or occupying the railroad crossings or
when the Operator cannot see or read such a sign.
(See SOP 3.145 - 3.148)

3-18

Controlling Speed While Crossing Tracks O®

The speed of the bus must be controlled by the

Operator so that the transmission of the bus will not

shift until the railroad tracks have been crossed.
Under no circumstances will an Operator attempt

to cross the railroad tracks under the following condi-

tions:

Q Activated guard rail

Q Flashing lights

Q Flagman’s waming of an approaching train or car
Q Visible or audible approaching train

If an Operator is stopped at a railroad crossing by
amechanical waming device or railroad crossing gate



Section 3

and said device or gate is defective causing itto remain
active, the Control Center must be notified immedi-
ately. With the permission of the Control Center, the
Operator may proceed through a defective flashing
waming light provided the Operator first alights from
the bus and makes a visual.inspection of the track in
both directions. Defective railroad crossing gates must
not be altered in any manner to permit the passage of
abus. Operators mustrequest MTA supervisory assis-
tance from the Control Center.

Should abus become stalled on the railroad tracks,
the Operator must immediately request and assist
customers to alight to a place of safety and then make
every effort, under the existing conditions, to signal
any approaching train. (See SOP 3.145 -3.148)

Accidents at Rallroad Crossing

If there is an accident or stalled vehicle on the tracks
regardless of whether the Operator is involved, the
Operator must report it to the Control Center.

If the Operator has an accident on the tracks, the
Operator must attempt to get the bus off of the tracks
before contacting the Control Center and checking for
damage. If the bus cannot be moved clear of the track,
the Operator must immediately request and assist -
customers to alight to a place of safety away from the
tracks and must not stay on the bus with a train

approaching.

3-19
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Slow Orders ©

Operators must adhere to all “Slow Orders” and/or
“Reduced Speed Orders” listed on route sheets, posted
on bulletin boards or directed by MTA supervisory
personnel.

Coasting in Neutral O
Allowing any MTA vehicle to coast with the transmis-
sion lever in neutral is strictly prohibited.

Company Equipment Assigned (CEA) Units O

CEA's must be inspected prior to leaving the division
yard for damage and cleanliness. If damage is found
the appropriate management representative must be
notified immediately.



® -Operators’

Gode of Conduct

4.00

General Statement

This section contains rules governing the conduct of all
Operators. The MTA expects all its employees to treat
customers and co-workers with courtesy and respect.
Words or acts of hostility to customers and/or officers,
agents, or employees of the MTA will not be tolerated.
As employees of a public agency, each of us has the
obligation to conduct ourselves in a manner befitting
the public’s trust.

4.01

Discipline ©

Violation of the Authority’s rules may subject an Op-
erator to disciplinary action up to and including dis-
charge.

4.02

Fighting O

Fighting is prohibited exceptin self defense. Operators
must use prudent judgement when dealing with unruly
passengers and avoid any use of force. Operators
shall not insist upon the enforcement of rules to the
point of conflict or alight from the bus to pursue any
individual for the purpose of confrontation.



Rulebook - Operators’ Code of Conduct

4.03

Language and Conduct

Operators’ conduct with customers, co-workers and
others must be respectful and civil at all times. Boister-
ous actions and profane language is not permitted.
While in service, Operators must not engage in any
unnecessary conversation. Acts of harassment by the
use of slurs or derogatory statements involving race,
color, national origin, creed, sex, age or disability will
not be tolerated. Operators must notengage in behav-
ior which brings discredit upon the MTA and/or its
employees.

4.04

Horseplay ©
Horseplay is not permitted while on duty or on MTA
property.

4.05

Acceptance of Service Inspector’s Written Notice
of Violation '

When a Service Inspector gives written notice to an
Operator of any violations observed, said report is to be
accepted courteously and withoutincident. Any Operator
who verbally or physically abuses a Service Inspector will
be subject to appropriate disciplinary action.

4.06

Arrest

Operators arrested, whether on or off duty, must report
the arrest to the Division Manager in a Miscellaneous
Report as soon as possible. Conviction of a felony or
any misdemeanor which brings discredit upon the
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MTA and/or fellow employees may be considered
gross misconduict.

4.“1

Traffic Violations ©

Operators issued traffic citations while operating MTA
vehicles must submit a Miscellaneous Report to the
Division Manager at the end of the work assignment.
Operators must notify their Division Manager as soon
as possible after receiving a traffic citation involving
either the company’s vehicles or their personal ve-
hicles. California State Law requires thatcommercially
licensed drivers convicted of a traffic violation outside
the State of California, notify both theiremployer and
California Department of Motor Vehicles.

Intoxicants, Narcotics or Drugs O

The MTA’s Comprehensive Alcohol and Drug Abuse
Policy stipulates that, the use of intoxicants, narcotics
or other harmful drugs by Operators either on duty, or
subject to duty, is forbidden. Operators must not be
under the influence of, nor shall their ability to perform
their duties be impaired by any intoxicants, narcotics,
amphetamines, harmful medications or derivatives
thereof. Operators must not have such items in their
systems, possession, orthe odor of intoxicants on their
breath, when reporting for duty, on duty, on or about
MTA property. Operators suspected of being underthe
influence of alcohol or drugs or the residual effects of
drugs may be required to submit immediately to a
chemical test. Refusal or failure to submit to this test
immediately will constitute gross misconduct.
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4.09

Possession of Weapons While on MTA Property ©
Operators shall notuse or have in their possession any
firearm, lockable blade knife, or other device or object
classified as a deadly weapon under the laws of this
state, at any time while on duty or on MTA property.
Self defense devices such as stun guns, tasers, pep-
per sprays or any such devices intended for use as a
weapon to inflict bodily harm, are prohibited. Opera-
tors who carry mace must have in their possession a
valid certificate of training and identification.

4.10

Tobacco/Smoking Restrictions
Smoking is prohibited in any MTA vehicle and in all
MTA facilities. Operators must not smoke, hold in their
hand or mouth, or place on the instrument panel, any
cigar, cigarette or pipe, lit or unlit, while operating an
MTA vehicle. Operators wishing to smoke while at
layovers, terminals or stations, may only do so outside
of the bus.

Chewing tobacco or snuff is prohibited at all times
while on MTA property.

4.1

Gaming Restrictions

All forms of gambling are forbidden while on duty or on
MTA property. Dominos, ping-pong, pool, checkers,
chess, MTA authorized mechanical games, and card
games are permitted with the following restrictions:

Q No gambling of any kind is permitted. No money,
tokens, chips or other monetary substitute may be
used.
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] :

QO Nocard games generally associated with gambling

may be played. These games include, but are not

limited to: poker, black jack, red dog and acey
ducey.

Q Card playing in areas other than the trainroom is
prohibited.

Q The playing of cards, dominoes, checkers and
_chess will be permitted during designated hours
provided there is no interference with Division
operations.

Card playing privileges may be suspended if any of
these restrictions are abused by one or more Operators.

4.12

e

Unauthorized Use of MTA Property or Time
The use of MTA property, time or personnel, for other
than MTA business, is prohibited.

4.13

Safeguarding MTA Property

Operators must protect MTA property by storing equip-
mentproperly, particularly at outside locations. Care in
the operation and use of MTA equipment must be
exercised. Acts of vandalism and other incidents re-
sulting in damage must be reported immediately.
Operators must not engage in acts of vandalism or
littering on MTA vehicles and properties.
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4.14

Food/Beverage on Board (By Operator) O

The consumption of foods and/or beverages on board
MTA vehicles is permitted in the Division yard during
the pre-pull-out period, and at terminals and layovers,
under the following cor;:ditions:

Q Food and beverage containers must not be placed
on the dash panels of vehicles or in any location
where spillage would damage the controls or wiring
of the vehicle;

Q Allempty or used containers must be placed in the
trash receptacles and the area inside the bus must
be kept clean; and, -

O Any unused containers or uneaten food must be
properly stored and out of public view.

Foods and beverages must not be consumed at any
time while operating an MTA vehicle or while riding as
a passenger, whether or not the vehicle is in service.

4.15

Transporting Friends or Relatives O
Transporting friends, relatives or other unauthorized
personnel on not-in-service trips in any MTA vehicle is

" prohibited.

4.16

Misuse of Employee Pass
Operators must not allow their passes to be used by
unauthori'fed persons. Dependents who allow unau-
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|
thorized persons to use their passes will lose pass
privileges.

4.17

Occupying Seats to the Exclusion of Fare Paying
Customers

Employees and their dependents riding on passes
must not occupy seats to the exclusion of fare paying
customers. The seat restriction does not apply to Line
Instructors, Schedule Checkers or MTA Supervisory
personnel who are assigned to ride for the purpose of
checking or instructing. Operators deadheading on in-
service MTA buses shall not occupy the first seat
behind the driver or the two front seats on the rightside
of the bus. '

4.18

Solicitation

Soliciting money or public support by employees for
political, religious, social or other causes while on duty
or on MTA property is not permitted without the written
consent of proper MTA representatives. Operators
must use good judgement in prohibiting solicitors from
disturbing customers and distributing or displaying unau-
thorized materials on MTA property or vehicles. Making
lewd or suggestive remarks to customers or soliciting
addresses and telephone numbers is prohibited.

v

4.19

Wage Garnishments

Operators who fail to meet their financial obligations,
resulting in gamishment for more than one judgement
may be subject to disciplinary action.
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4.20 Employment Exclusive
Specific written approval from the Division Manager
must be received before an employee may become

identified with or engaged in any other business or
employment. '



@ Appearance

General Statement
Since an agency’s public image is largely influenced
by the appearance of its employees, MTA Operations
personnel must maintain a neat and businesslike
appearance at all times. Bus Operators interact di-
rectly with the public and must therefore present a
professional, service oriented appearance.

This section contains rules goveming the appear-
ance of Operators.

When Reporting for Duty

When reporting for duty Operators must appear neat,
clean, orderly and dressed in a regulation Operator’s
uniform as described in Rule 6.01, Section 6 of this
book of rules.

HairO

An Operator’s hair must be clean and well groomed.
For safety reasons, hair must not hang over the eyes
to interfere with peripheral vision.
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5.03 Moustache, Beard and Sideburns
Moustache, beard and sidebums must be trimmed
and groomed.

5.04 Fingernails @O

§5-2

In order to ensure maximum control, an Operator must
be able to fully grip the steering wheel. As a safety
precaution, an Operator’s fingernails must not be of a
length which would prohibit making a clenched fistwith
the nails hidden from view. (see 3.117)
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General Statement
This section contains rules govemning the Operator's
uniform authorized in 1994. When reporting for duty,
the uniform must be neat, clean and wrinkle free.
Shoes must be shined.

Uniforms

Operators must report to work in regulation uniforms
as prescribed herein. This includes reporting for in-
struction or additional qualification. Employees who
are off duty must not wear the uniform at any time or
place that may bring discredit to the MTA. Operators
will be considered on duty from the time they report for
sign-on until they sign-off at the end of their assign-
ment. Fallure to report to. work in regulation uniform
that is neat and clean, may result in removal from
service. (See SOP 6.101)

Minimum Uniform

The prescribed minimum uniform must be wom when
on duty. The wearing of partial uniforms will not be
pemitted, except for new employees (trainees) who
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have not yet completed qualification and are assigned
to a Line Instructor.

Fabric for all caps, berets, neckwear, trousers,
Eisenhower jackets, and ladies blazers is a dark navy,
wool blend (tropical weave).

Fabric for all shirts is a steel-blue, lightweight wool
blend.

The minimum uniform Is as follows:

Male Operators: Uniform shirt, uniform trousers, black
belt, black shoes and black or navy blue socks. Regu-
lation neckwear must be wom when wearing the
uniform long-sleeved shirt.

Female Operators: Uniform shirt/blouse, uniform trou-
sers, black belt, black shoes, black or navy blue socks/
hosiery. Regulation neckwear must be wom when
wearing the uniform long-sleeved shirt.

Student Trainees: Uniform shirt/blouse, dark trou-
sers, black shoes and dark socks.

Uniform jackets, sweaters, shirts and blouses must
bear the regulation MTA emblem with a legible badge
number.

6-2

Jacket
Mens’s: "Eisenhower" styling

Ladies’: Modified blazer design. All jackets have light-
weight, insulated removalbe liners.
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Bomber Jackets

Unisex styling. Fabric is Dupont Cordura® nylon; dark
navy in color with front zipper closures. Features a
lightweight, insulated zipout liner with full sleeves and
adjustable snap cuffs.

Trousers

Designed with westem-style pockets, permanent front
creases, and straight leg styling. The center rear
waistband of the ladies’ trousers has a non-roll, stretch
background.

Shirts/Blouses

The long-sleeved shirt is designed in dress-styling
with front and rear permanent creases. The short-

sleeved shirtis designed in sport-styling with a squared
bottom edge. Ladies’ blouse is identical to the men'’s
except for minor design variations.

If a short-sleeved shirt is wom with a necktie or an
Eisenhower or blazer style jacket, the shirt must be
tucked inside the trousers. Sleeves on all shirts must
not be tucked under, folded or rolled up. Only the top
collar button may remain unbuttoned if neckwearisnot
wom.

Regulation neckwear must be wom with long-
sleeved uniform shirts.
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Sweaters
Cardigan Sweaters: Unisex, V-neck design, dark
navy. Button-front, with long sleeves and ribbed cuffs.

Sweater vest: Unisex, V-neck design, dark navy.
Pullover design, sleeveless.

6.07

Neckwear

Men'’s tie consist of four-in-hand styling and the ladies’
is a mini-ascot design. Both are designed with adjust-
able band extensions and Velcro® closures. Female
Operators may wear the four-in-hand style tie.

Shoes ©

Footwear is to be black only, solid in color, hard soles
with a polishable finish. Limit on heel - one and three-
eights (1 3 ) inches high at instep, sole one-half (12)
inch thick. Closed toe and of conservative style. Dress
Boots: Black, solid color, with polishable finish. Trou-
ser leg must remain outside boot at all times. Limit on
heel - one and one-half (112) inches atinstep, sole one-
half (12) inch thick.

6-4

Accessories
Caps - Approved eight-point cap for male Operators
and approved beret for female Operators.

Tie - Approved MTA styles only.
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Belt and leather accessorles - Black leather only.
Belt buckles must be of a conservative style and size.

Socks - Black or dark navy blue in color only.
Punch Holder - Black to match the color of the belt.

Badges and Emblems - MTA -issued shoulder patches
with embroidered badge number shall be wom on both
sleeves of all uniform shirts, sweaters and jackets.
Operators will be allowed to wear United Transporta-
tion Union emblems not to exceed one and one-half
(1%) inches in diameter on the left breast pocket flap
only. One approved MTA-issued service award or
other approved pin may be wom on the right breast
pocket flap only. No other pins or emblems are allowed.

Undershirts - Any undershirt womn beneath the uni-
form shirt that may be visible when not wearing a
necktie must be white with no lettering or graphics that
may be seen through the uniform shirt material. The
sleeveofundershirtisnottoexceedmelengﬂlofme
uniform shirt sleeve.

Service bars - Regulation Transportation Department
issued only. One bar is issued for every five years of
service. Bars are displayed on the left sleeves of long-
sleeved shirts and Eisenhower jackets and blazers.
Two years of part-time service shall count for one year
of service for the purpose of awarding service bars.

Collar bars - Right collar: LACMTA -
Left collar: Division number



Rulebook < Uniforms

6.10

6-6

Watches @

All employees whose duties affect the movement of
buses must have in their possession when on duty a
regulation railroad approved pocket or wrist watch.
Operators must have their watches certified by the
Instruction Section Personnel. Digital watches are not
permitted. (See SOP 6.102)



® Operator/Customer

Relations

7-”

General Statement

In order to reflect a positive image of the MTA, it is
imperative that Operators become familiar with and
adhere to the rules and procedures goveming effec-
tive customer relations.

‘ 7.01

Customer Relations

Operators shall treat customers in a courteous, re-
spectful and professional manner at all times. Cour-
tesy is the key to continual success in any public
enterprise.

MTA recognizes thatoccasionally during the course
of extending service to our customers, a balance
should be struck between strict adherence to standard
operating procedures and acts of professional cour-
tesy. While rules and basic safety practices must

never be violated or compromised, Operators are

empowered to asses each situation and, if safe to do
so, depart from prescribed procedures in the interest
of courtesy and personalized customer service.
Princples of safety must never be compromised. (See
SOP 7.100)

7-1
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7'02

Assisting Customers O® ®

Operators must offer assistance when it appears that
a customer needs help with boarding or alighting;
however, Operators must never place their hands on
customers who do not wish to be assisted. (See SOP
3.124) h

7.03

7-2

Calling StopsO

Operators must announce all transfer points, major
intersections, destination points , points of interest and
any stop upon request. Operators must make an-
nouncements at sufficient intervals (stops) along the
route. Announcements must be made in a clear, dis-
tinct voice to enable all customers to hear and under-
stand. Public address (PA) systems must be used for
these announcements when available.

The Americans with Disabilities Act (ADA) of 1990
mandates that all Operators call stops along the route
of the line. Calling stops also promotes good customer
relations which leads to top quality service.

Announcements at sufficient intervals will help
individuals with visual impairments or other disabilities
reachtheir destinations. The calling of stops will greatly
assist our customers to alight at their desired stop
without difficulty or inconvenience. (See SOP 7.103)
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Passenger Stop Request Signal O

In order to allow customers to signal their intent to
alight, the “Stop Request Signal Switch” mustbe inthe
“ON” position at all times.

7.“

Conversation O

In the interest of safety, Operators must avoid all
unnecessary conversation while the bus is in motion.
Questions must be answered briefly and politely, with-
out diverting attention from the road.

7.06

Fare Disagreements O®

A reasonable effort must be made to collect a proper
fare. A reasonable effort is considered to be a courte-
ous, one time quotation of the fare. Should a disagree-
ment arise between the Operator and the customer,
the Operator should not pursue the matter. An Unen-
forced Rule card mustbe filled out and submitted to the
appropriate managment representative upon comple-
tion of the assignment. (See SOP 8.102)

1.01

Enforcement of Laws, Ordinances and MTA Policy
When requesting customers to comply with laws,

ordinances, and MTA policies, Operators must be
respectful and civil. Requests for compliance should
be made only once. If the customer fails to comply with
the request, the Operator must not pursue the matter.
An Unenforced Rule Card must be completed and
tumned in to the appropriate management representa-

7-3
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tive at the Division upon completion of the day’s
assignment.

7.08

Detaining Customers ©

Operators must not attempt to prevent customers from
leaving the bus unless it is unsafe to alight. Common
sense and courtesy must be exercised when handling
situations of this type.

7.09

7-4

Ejectment O

It is illegal and prohibited for an Operator to place
hands upon a customer without that customer’s per-
mission. Customers behaving in a destructive or offen-
sive manner should be requested to stop the offending
conduct; however, situations that could lead to alterca-
tions must not be pursued.

Should it be deemed appropriate to request the
offending party to alight, Operators must use good
judgement and common sense. Such requests must
not be made in unsafe or uninhabited areas. Small
children or persons who appear to be in a helpless
condition mustnotbe ejected. However, if the situation
warrants, the Operator should contact the Control
Center for police assistance.

All ejectments must be reported to the Control
Center. Additionally, if the ejectment was effected by
either an Operator or the Transit Police, the Operator
must submit a Miscellaneous Report. If the ejectment
was effected by an outside law enforcement agency,
the Operator must submit an Accident/Incident Re-
port. Either report should be accompanied by as many
Courtesy Cards as possible.
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' 7.10

Refusing Transportation©

An Operator may refuse transportation to any
individual(s) who pose a threat to or endanger the
safety of the Operator, customers and/or MTA equip-
ment. Incidents of refusal of service must be reported
to the Division Manager in a Miscellaneous Report,
accompanied by as many Courtesy Cards as possible.

.1

Passing-Up Customers©O

Operators must make every effort to insure that cus-
tomers are not passed-up. Aside from instances of
refusing to transport as explained in Rule 7.10, Opera-
tors must never intentionally pass-up passengers at
any bus stop except for the following reasons:

Q When instructed to do so by MTA supervisory
personnel.

Q When the customer load is at full capacity. The
Control Center must be contacted any time cus-
tomers are passed due to a capacity load. Upon
resumption of normal revenue service;, the Control -
Center must be contacted and given the location
where service was resumed and an approximate
number of customers who were passed. A Miscel-
laneous Report describing the circumstances must
be submitted to the Division Manager.

Q When two buses on the same line and route are
operating together, they may skip stops to assist
one another. However, far terminal buses must
make all stops. Empty or partially loaded buses

7-5
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must notpass a bus thatis loading in azone without
first determining that customers are not being
passed-up, and Express or Limited buses must not
pass any designated Express or Limited stop with-
out first determining that customers who may want
such service are not being passed-up.

1.12

Not in Service Trips - Customers ©

Customers will not be allowed to ride buses on “Not In
Service" trips without authorization from proper MTA
supervisory personnel.

1.13

Unnecessary Service Delays ©

While in service, an Operator must never stop his/her
bus to purchase food, beverage or conduct personal
business.

1.14

7-6

Articles Carried Onboard MTA Buses©

Customers will be allowed to carry articles aboard
MTA buses provided such items can be kept in a
location where they will not interfere with the safe
operation of the bus or block the aisle or doors. Any
item which, because of its size or nature of contents
creates a safety hazard is prohibited. The following
items must not be carried on MTA buses:

Q Glass or sharp objects, not properly packaged;
Q Bicycles (except on designated lines);

Q Surfboards;

Q Explosive, flammable liquids or materials; and
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Q Any item likely to endanger the safety of the cus-

tomers.

Note: Disabled persons mustbe allowed to board with
respiratory equipment and/or portable oxygen tank.
Additionally, any type of walking aid is permitted.

1.15

Wheelchairs/Disabled Customers O® :
In compliance with the Americans with Disabilities Act
(ADA), Operators must make every effort to accom-
modate customers with disabilities and afford such
persons equal access to MTA services. By law, effort
shallinclude the request that able persons occupying
elderly/disabled priority seats surrender them in defer-
ence to the boarding disabled party. While Operators
are required to make the request, they shall not
demand compliance.

If for any reason a wheelchair customer is denied
service, the Control Center must be immediately noti-
fied of location and the reason the customer could not
be accommodated.

Complete wheelchair Ill't procedures are outlined
in Section 7 of the Standard Operating Procedure
section of this manual. (See SOP 7.110)

1.16

Standees on Wheelchair Lift O8®

Specificin ADA guidelines is that use of the wheelchair
lift shall not be restricted to persons confined to wheel-
chairs. Upon request, individuals who, although am-
bulatory, may have difficulty climbing steps, must be
allowed to use the wheelchair lift to board and\or alight

7-7
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as well. This applies to all buses in service with the
MTA.

When providing such access, Operators must ex-
ercise extreme caution and follow prescribed proce-
dures for safe lift operation. The customer shall be
instructed to use the handrails, remain still and be alert
to overhead hazards. Only one customer may occupy
the lift at a time. (SOP 7.110)

117

Walkers/Canes/Crutches/Braces OO

Customers with walking aids are afforded the same
protection of rights under ADA as are wheelchair
bound customers. Operators mustmake every effortto
accommodate and provide seats for customers with
such devices.

1-1'

Restroom Facilities - Customers

On inter-urban lines, when customers request to use
the restroom facilities at a station, Operators must
attempt to accommodate them and give them a rea-
sonable amount of time to retum to the bus. Operators
must not leave any customers behind without first
notifying the Control Center of the situation.
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General Statement

The rules in this section govern the collection of fares.
Separately published tariff and transfer regulations,
current as revised, are hereby made a part of these
rules. j

Defective Farehoxes

If a farebox becomes defective or inoperable for any
reason, the Control Center must be notified immedi-
ately. If possible, customers will be requested to con-
tinue to depositfares in the defective farebox until such
time as the unit can be repaired. An Operator being
relieved must inform his/her relief Operator of any
defects which may exist.

Tampering With Farebox
Any form of tampering with the farebox is prohibited.

Depositing Fares

Alifares, including fare zone overrides, mustbe placed
in the farebox by the customer whenever possible.
Operators may only deposit fares for person(s) with
disabilities who are unable to do so for themselves. At
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terminals, customers who have boarded the vehicle
during the Operator’s absence must be requested, in
a courteous manner, to deposit their fares in the
farebox. (See SOP 8.101)

8.04

Fare Disagreements O @ ®

A reasonable effort must be made to collect the proper
fare if a customer presents invalid fare media or
refuses to pay. Once a reasonable effort has been
made, and the properfare clearly stated, do notpursue
the matter any further. The Operator must report such
incidents on an Unenforced Rule Card. (See Rule
2.37,7.06, SOP 2.131, & 8.102)

Not Accounting for Passengers (NAP)

Missed fares, unnecessary hand collections, improper
sale or acceptance of transfers or tickets, failure to
handle fares correctly, failure to issue or inspect iden-
tification checks, failure to tum in transfers collected,
as per these procedures, will be considered as not
accounting for passengers. Violation of any part of this
rule is a major infraction.

8-2

Confiscating Passes/Fare Media O ®

Operators must never snatch or risk altercation at-
tempting to ascertain a suspected counterfeit pass or
other type fare media. Should an Operator come in
contact with counterfeit fare media discretion must be
exercise. A "Counterfeit Fare Media Incident Report”
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must be submitted providing identification an other
pertinent information of person(s) using or attempting
to use the fare media. (See SOP 8.118)

Fare Identification Checks
All Operators must issue and collect fare ID checks to
identify and verify customers proper fare payment
when service includes fare limits. Fare limits are listed
on the reverse side of the route map (individual line
tariff).

Operators must ensure that current individual line
tariff instructions are adhered to. (See SOP 8.125)
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Two-Way Radio

Operation

General Statement

The Bus Operations Control Center’s (BOCC) ability to
effectively manage emergencies and routine requests
for assistance is dependenton the individual Operator’s
knowledge of and ability to follow the procedural guide-
lines goveming the use of the two-way radio system.
Operators must exercise good judgement and avoid
unnecessary calls to the Control Center.

Radio Conduct

MTA'’s two-way radio system falls under the direction
of and is regulated by the Federal Communications
Commission (FCC). Operational conduct prohibited
by Federal Law includes: - -

Q The use of obscene or profane language;

Q Unauthorized use of messages;

Q Excessive, false, or deceptive signals orcommunica-
tions;

Q Unauthorized call signs; and

9-1
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Q Tampering. (The components which make up the
radio must not be tampered with at any time. Only
authorized, licensed radio technicians shall per-
form repair functions on radio units.)

Each Operator bears the responsibility to project a
positive image of the MTA by transmitting clear con-
cise messages via radio. Unnecessary comments,
slang terms and profanity are prohibited without ex-
ception. (See SOP 9.101)

Restrictions

O Operators must not pick up the handset unless the
call is for them.

O Operators must not request thatthe Control Center
give customers information over the handset or
radio loudspeaker.

O The radio system must only be used by authorized
personnel.

Q Operators must not disclose the system’s charac-
teristics or emergency features to customers or
other non-MTA patrties.

9-2

Channel Assignments

Prior to pulling-out and when making relief, Operators
must insure that the channel selector on the control
head is set to the assigned channel.
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Note: Operators being relieved enroute, must inform
the relief Operators of any temporary channel assign-
ment changes which may have been issued via Code
1 broadcast. (See SOP 9.102)

9.04 Radio Codes
MTA radio codes must be used while transmitting over
MTA radio systems. (See SOP 9.105)

9.05 Discretionary Use

Operators must never abuse the system by using the
radio needlessly, and must Initiate calls through the
proper mode, ie., request to talk or priority. Failure to
comply could possibly delay the response to bona fide
emergencies. (See SOPs 9.102 & 9.103)

9-3
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10.00

General Statement

This section contains rules which must be followed
when it becomes necessary to activate the Silent
Alarm System (SAS).

10.01

Restricted Use

Operators must activate the Silent Alarm only when
immediate danger or potential for physical harm to the
Operator and /or customers exists. (See SOP 10.100,
10.101)

10.02

Clearing the SAS

An active SAS must be cleared and the Control Center
must be notified immediately when it is safe to do so.
(See SOP 10.102, 10.103, 10.104)

10-1
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@ E!/ Monte Busway

Regulations . 11

11.00

General Statement

This section contains specific rules goveming the
operation of buses on the busway lane between
El Monte and Union Station.

11.01

Laws and Ordinances O
The operation of MTA vehicles on the busway lane is
subject to the laws and ordinances contained in the
Vehicle Code of the State of California. All such laws
and ordinances are hereby made a part of these rules.
Operators must comply with any directives given
by law enforcement officers, even if they are in conflict
with the regulations contained herein. When such
directives are given, the Control Center must be noti-
fied as soon as possible and a Miscellaneous Report
must be submitted at the completion of the day’s
assignment. :

11.02

Following Distance on the Busway O

Operators must maintain a minimum five (5) seconds
following distance time when operating buses on the
busway and a minimum three (3) second following
distance for other MTA vehicles.

11-1
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11.03

Busway Speed O®

The speed of the bus must be govermned by the posted
speed limit and the Basic Speed Laws of the California
Vehicle Code. Speed restriction at certain busway
locations must be obeyed. (see SOP 11.101)

11.04

Gibson Tunnel O
When entering and passing under the railroad bridge
and through the Gibson Tunnel at the east end of the
Busway lane, the eastbound speed must not exceed
forty-five (45) MPH and westbound speed must not
exceed thirty-five (35) MPH. If a train is operating
through the tunnel in the opposite direction, the speed
should by further reduced.

Operators should not tum the bus interior lights on
during daylight hours to travel through this tunnel.

11.05

Fremont Curve Restrictions O

Westbound speed should not exceed forty-five (45)
MPH when approaching and operating through the *S*
curve near Fremont Avenue. Caution should be exer-
cised due to vehicles exiting the busway lane onto the
freeway.

11.06

11-2

Del Mar Ramp and Speed Restrictions O

Speed should not exceed thirty (30) MPH when oper-
ating on the Del Mar Avenue ramp. When operating
eastbound, Operators should reduce vehicle speed to
a point that will enable them to make a safe smooth
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stop under control, before entering Del Mar Avenue
should the traffic signal change. :

11.07

Standing Vehicles - Emergency Stopping Areas O

When passing standing vehicles on the Busway lane,
Operators must reduce speed to amaximum of twenty-
five (25) orMPH slower if necessary for passing safely.
Operators should tap the hom while approaching and .

be prepared to stop.

11.08

Stops (Busway) ©
Operators are required to service all Busway stations
in both directions and must operate in the lanes estab-
lished for these stops. Operators entering stations to
service stops must reduced their speed to a maximum
of ten (10) MPH when approaching the loading area
and should stop the bus in the most forward available
loading position. Operators should not attempt to pass
another bus when both are in a loading lane.
Operators leaving the Busway stations must yield
the right-of-way to through traffic in passing lanes.
The posted speed limit must be observed when
operating in passing lanes at Busway stations.

11.09

Disabled Bus on Busway O

Should a bus become disabled on the Busway, the
Operator must activate the hazard lights and position
the bus in the emergency lane. During daylight hours
only, if the hazard light system is not functional, the

11-3
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Operator must raise the engine cover of the bus.
Exercising extreme caution, the Operator should place
emergency reflectors to the rear of the bus and notify
the Control Center. :

When passing a disabled bus, Operators must
reduce speed to a maximum of 15 mph. No stop shall
be made behind a disabled bus unless an MTA super-
visor or an officer of the CHP directs an Operator to
position the bus for customer transfer. When stopping
to rendersuch assistance, Operators must activate the
emergency flashers.

11.10 -

11-4

Merging Traffic ©
The right-of-way must never be contested. If a doubt
exists as to who has the right-of-way, the Operator
must yield. Operators on the Busway must yield to
merging vehicles.
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1.100

-

General Statement
This section contains general information on standard
operating procedures not covered in other categories.

1.101

MTA Issued Property

Operators are personally responsible for all MTA prop-
erty issued to them. Any such property which is lost or
stolen must be reported to the Division Manager on a
Miscellaneous Report. Whenterminating employment,
all MTA issued equipment must be returned. items not
retumed or retumed damaged, will be charged to the
Operator. (See Rule 1.07& 2.109 Supplies)

1.102

Leave of Absence

Operators may be granted leaves of absence limited to
ninety (90) days in a one (1) year period without loss
of seniority. Special consideration will be given to
Operators in instances involving iliness or death in the
family or major confirmed personal problems. Ex-
tended leaves may be granted through agreement
between the MTA and the Local or General Chairper-
son of the UTU. Operators shall not lose seniority due
to leave of absence because of iliness or injury up to
twelve (12) months within a sixteen (16) month period.

1-1
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If said leave is in excess of twelve (12) months, it may
be granted through agreement between the MTA and
the Local or General Chairperson of the UTU.

1.103

Long Term Sick Leave (over 30 days)

The submittal of an “Attending Physician’s Statement”
is required for Operators on long term sick leave. (See
Rule 1.18)

1.1“

Jury Duty

Any Operator receiving a notice to report as a prospec-
tive juror or notice of a call to jury duty shall show the
notice to the Division Manager within three (3) days
from the date of receipt.

1.105

1-2

Employee Injury (On Duty)

Any Operator injured while on duty shall complete the
necessary report(s) on the same day of occurrence
and see the company physician..

Reports for injuries
Q HCM Clain Initiator

Q Employee’s Claim for Workers’ Compensation
Benefits

Q Acknowledgment of Receipt of the Worker's Com-
pensation Claim Form

Q Accident/Incident Report
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Ifinjury is such that a report cannot be made, notify
the Division Manager at the earliest opportunity. First
aid will be provided or arrangements for medical
attention will be made if required. Medical attention is
authorized at MTA approved medical facilities only.
Doctor, hospital and pharmacy bills associated with an
on-duty injury must be directed to the Division Manager.

Any Operator reporting a recurrence of a previous
occupational injury must submit on the day of occur-
rence a completed report and see the original physi-
cian. (See Rule 1.20) »

1.106

Personal Safety in Yards, Terminals, and Other
Facllities

To avoid pedestrian accidents in the division yards,
terminals and other facilities, Operators must adhere
to the following yard safety instructions:

When Driving
Q Enter and exit yards, terminals or other facilities

only at the appropriately marked gates.

Q Makeacompletastopatallstdpslgm,stopllnes
and crosswalks.

Q Adhere to the eight (8) mph maximum speed limit,
or the posted speed limit. Slower speeds may be
warranted due to inclement weather or yard condi-
tions.

Q Use headlights between sunset and sunrise or
when visibility is poor.

1-3
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Q Drive cautiously and watch for moving vehicles
and/or persons walking in MTA yards.

When Parking ,
Q Park vehicles within the lines; crosswalks must be
kept clear of parked vehicles...

Q Watch for persons walking within the yard or facility.
Q Do not park in unauthorized locations.

When Walking
Q Do not run in MTA yard.

Q Be alert for moving vehicles.

Q Cross yard only in designated pedestrian cross-
walks when possible. If necessary to walk between
parked vehicles or alight from a vehicle, be cau-
tious and look in both directions before stepping out.

Q Stay out of open traffic lanes when walking through
parking areas. (See Rule 1.23)

1.107

1-4

Earthquake Instructions O

The following procedures are designed to protect both
Operators and customers in the event of a significant
earthquake:

Earthquake procedures
Q Remainonthe bus, stay calm, and alert all passen-
gers to do the same. Explain to the passengers that
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it is safer to remain on the bus. The bus provides
some protection.

Q Instructcustomers to move away from the windows
if possible. :

D When possible, drive away from high buildings,
power poles or other objects thatcould fall on the bus.

Q Ifthe bus cannot be moved, or is in a safe and open
area, shut the engine off to prevent a possible fire
hazard in the event of leaking fuel. Instruct custom-
ers to not smoke.

Q If on a freeway or open area, pull the bus to the
shoulder or side of the road and await instructions.

cautlon:lfposslble.donotstopundéroronabrldge‘
or overpass and do not stop in a tunnel.

When the earthquake has ended, customers may be
allowed to get off the bus provided no dangerous
conditions exist outside. If there are electrical wires
near the bus, inform the customers and advise that -
they not alight. If the bus cannot be moved, and fire is
near and appears to be threatening, evacuate custom-
ers in an orderly manner, directing them to use the
emergency exits as needed according to the condi-
tions outside.

The radio should not be used unless a severe

- emergency exists such as a serious injury to the

Operator and/or a customer(s). Emergency instruc-
tions will be broadcasted by the Control Center.

1-§
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If it is safe to proceed, the Operator should con-
tinue on route unless instructed otherwise by law
enforcement or MTA supervisory personnel. (See
SOP 12.102)
1.108 Fire Safety O@®

1-6

An Operator may spend an entire career without
experiencing abusfire; however, itis always advisable
to be prepared. Vehicle fires, due to the available fuel
source, can spread quickly and produce heavy, inca-
pacitating smoke. Following, are some guidelines which
will help reduce the risk of Operator/customer injury
and/or damage to MTA equipment:

Q Check the fire extinguisher during the pre-pull-out
inspection. Ensure that it is unused, fully charged
with the pin in place, and that it has been inspected
within the last twelve (12) months.

Q If a fire occurs, immediately stop the bus in a safe
location, place the transmission in neutral, set the
parking brake, activate the hazard lights. open the
front and rear doors(if safe to do so)and shut the
engine off.

Q Request the customers to evacuate, quickly but
orderly, and move to a location a safe distance
away from the bus. Ensure that all customers
comply.

Q Without taking undue risk, attempt to put the fire
out. Remove the fire extinguisher from the bracket,
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pull the pin, aim the unit at the base of the fire and
use a sweeping, side to side motion to extinguish
the fire. '

O If itis safe to do so, contact the ControlCenter via
the bus radio, otherwise, use the first available
telephone.

A Vehicle Fire Report (Risk Mgmt.-3) must be
submitted on the same day of occurrence. (See Rule
2.32 & SOP 12.103)
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2.100

General Statement

This Section is designedto assistOperators inthe day-
to-day operation of their buses. As professionals,
Operators must become thoroughly familiar with this
section. b

2.101

Badge Reader System

The following is a step by step guide for using the
Badge Reader System. Contact the appropriate man-
agement representietive or TOS-Instruction when ex-

periencing any problem with the system.

Note: Operators may use the Badge Reader no more
than forty (40) minutes prior to their scheduled sign-on
time. :

To sign-on or sign-off
© Insertthe identification card into the Badge Reader
slot, with the MTA logo facing up and away with
about % inch of the Badge Reader Card remaining
outside the card slot.
® Press PUNCH IN or PUNCH OUT.

© Respond to messages received.

2-1
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Following Is a list of messages that may be dis-
played on the Badge Reader

PLEASE INSERT BADGE
The Badge Reader is functioning correctly and waltlng
for the card to be punched in or out.

REMOVE BADGE

This message appears after inserting the card and
pressing the PUNCH IN or PUNCH OUT button. It
prompts the Operator to remove the card so that the
system can validate the sign-on or sign-off.

STAND BY .
The Badge Reader system is processing your request.

THANK YOU
The Operator has successfully signed on or signed off
from the system.

SEE DISPATCHER
The Operator must see the appropriate management
representative immediately.
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ERROR SEE-DIS

A system error has occurred during the badge-on
procedure. The Operator must see the appropriate
management representative immediately.

DRVE BADGE=

The Operator has punched In with an Admin card. The
Operator will then enter the correct badge number
(leading zeros are not necessary) and press the EN-
TER button.

DRVR BADGE INVALID

An Admin card was used and the badge number was
either omitted or incorrectly entered prior to pressing
the ENTER button. Wait for the INSERT BADGE
message and try again.

PLEASE TRY AGAIN

The Badge Reader was not able to read the card. The
Operator must wait for the INSERT BADGE message
and try again. If the problem persists, please see the
appropriate management representative.

BADGE UNREADABLE:
The Badge Reader is unable to read the card. (Ex-
ample: The card may have been inserted backwards.)
Wait for the INSERT BADGE message and try again.
If the problem persists, contact an appropriate man-
agement representative.

INVALID ENTRY

The Operator has pressed a button other than PUNCH
IN or PUNCH OUT (except when using an Admin
Card). The Operatormustwaitfor the INSERT BADGE
message and try again.

2-3
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REPORT TO WINDOW
Sign-on with the appropriate management represen-
tative.

USE PAPER BACKUP
The Badge Reader has lost power. Sign-on with the
appropriate management representative.

(ADMIN) CARD

Operators who report for work without a badge reader
card may be issued an ADMIN card by the Division
management representative. After inserting the ADMIN
card and pressing the “Punch IN” button, the Badge
Reader will prompt the Operator with the message
“DRVR BADGE-=." At this time the Operator should
use the number keys to enter his/her badge number
and press ENTER. If all has gone correctly, the system
will display the message “THANK YOU.” ADMIN
cards must be retumed immediately after the sign-on
process is completed. (See Rule 2.04)

2.102

Missouts
To avoid a missout, the Operator should allow enough
travel time so that a delay while enroute will not prevent
an arrival to work on time. For example, setting an
alarm clock fifteen (15) minutes earlier may make the
difference if an Operator encounters heavy traffic
conditions or experiences mechanical difficulties on
the way to work.

Operators are advised to set two alarms, one
electric and one wind-up clock in case of a power
failure. (see 2.02)
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' ' 2.103

Work Run Book
The following is an example of a work run sheet
describing what each column represents:

Work Run - The asslgnment the Operator is sched-
uled to work.

Bus Run No. - The bus’ assignment number.

Sign - On - The time the Operator is scheduled to sign
on to an assignment.

Time - On - The time the Operator is scheduled to pull
the bus out of the Division or make rellef.

(1st Note column) - Tells the Operator to pull the bus
outof the Division, (i.e., P-10indicates the bus pulls out
of Division 3210) or in what direction relief is to be
made. If a line has more than one relief point, the first
letter in the note column will indicate the location and
the second letter will indicate the direction.

Time-Off - The time an Operator is scheduled to be
relieved or pull the bus into the Division yard.

(2nd Note column) - Tells whether the Operator gets
relieved or pulls the bus into the Division yard. If a line
has more than one relief point, the first letter in the note
column will indicate the location and the second letter.
will indicate the direction.

Sign - Off - The time the Operator is scheduled to sign
off an assignment.

2-5
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Vehicle Time - The time accumulated from “time-on”
to “time-off”.

Deadhead Travel - The time the Operator is enroute
to or from the relief point or terminal.

Miscellaneous Time - Preparation time and/or the
time it takes to walk from the Division yard to the
building.

Work Time - The time accumulated from “sign-on”
until “sign-off”.

Overtime - Time in excess of the guaranteed mini-
mum.

Premium Time - The time added to guarantee mini-
mum eight (8) hour pay and/or time in excess of
maximum allowance for split assignments worked by
regular and Extra Board Operators.

Pay Time - The total time paid for the assignment.

Symbols used in the Work-Run book
* Deadhead by driving as assigned vehicle
% Deadhead by assigned vehicle. (passenger)
$ Assigned work
@ Deadhead by assigned coach
# Deadhead by line service
There is no symbol for walkovers
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How To Read A Work Run Number
© The number to the left of the hyphen lndicates the
Line number.

© Thefirstdigittothe right of the hyphenindicates the
Type of Assignment. For. example, the “0” to the
right of the hyphen in assignment ‘020-050’ indi-
cates that 020-050 is a regular run

© The last two numbers indicate the sequential As-
signment Number.
1 2

-
020-050
E; 1

2.104

Calling For Assignment

When calling for an assignment at the Division, the
Operator must sign on to the Badge Reader System
andgweﬂ\eapproprlatemanagemntrepresentaﬂve
the following information: :

When pulling a bus out of the Division
© Bus Run Number

® Line Number

® Sign-On Time

© Badge Number

The Operator should obtain the following items

QO Operator's Daily Report card
QO Bus number and location

2-7
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Q Paddieboard
Q Transfers
Q Operator’'s Vehicle Condition Report card

When making rellef
© Work Run Number
® Sign On Time
© Badge Number

The Operator should obtain the following items
Q Key to the CEA Unit (If required)

Q Operator’s Daily Report card

Q Operator’s Vehicle Condition Report card

Q Transfers (Recommended)

When making a Walkover Relief or using line service
the Operator is required to sign on to the Badge
Reader System and reportto the appropriate manage-
ment representative before proceeding to the relief
point.

2.105

2-8

Maximum Report Time Before An Assignment

When pulling a bus out of the Division, the Operators
should not call for their assignments more than forty
(40) minutes prior to the scheduled sign-ontime. When
using a CEA unit, the Operators should not call for their
assignments more than ten (10) minutes prior to the
scheduled sign-on time.
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2.106

Paddieboards
The following is an explanation of a paddieboard and
its various symbols:

Different color paddie boards denote
White - Week Day Yellow - Sunday or Holiday
Green - Saturday = Pink - Temporary

Symbols used on paddies and pink letters

A~ Alternate route Q  Special layover

C___ Line-up connection instruction

DEP_Departing S School Day

EX_ Except SA _ Saturday

FR g&z SU Sunday

G uel Bus TF__ Thursday, Firday

H __ School Holiday TH __ Thursday

K~ Special running TTH Tuesday, Thursday
time. Normally TU _ Tuesday
left of first WD Wednesday
timepoint X  Express

LVG Leaving Y  Remain in layover

MO_Monday zone allow follower to

MTW Monday, Tuesday, pull-in or pull-out to
Wednesday _ depart

N__ Note . <____Indicate

P___ PulloutorPu ' Assiged radio

R RaceDay channel

2-9
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2.108 Extra Board
Extra Board Operators are marked-up to their
assignment(s) in the following manner:
© Assignments are marked-up in order from earliest
sign-on time to the latest sign-on time.
® The extra board is posted each day at 3:00 P.M.
The extra board should be checked for the next
day’s assignment.
© The extra board rotates 1 to 3 Operators per
day, depending on the number of Operators at
each Division.
© Days off are by seniority choice.
@ Extra Board Operators are guaranteed eight (8)
hours pay within an eleven (11) hour spread.
2.109 Supplies

2-10

Along with the items issued daily by the management
representative the Operator should have the following:

Q Valid Verification of Transit Training (VTT) card

Q Valid Medical Card

Q Valid Califomia Class B Drivers License with P
endorsement

Q Transfer Punch

Q Transfer envelopes

Q Accident envelopes

Q Courtesy Cards and Courtesy pencils
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Q Unenforced Rule Report cards

O Refund Receipts

Q Current Tariff and Transfer Regulations
Q' Current Map, Route and Stop sheets

Q Current Destination Code sheets

Q Line Schedules/Timetables

Q Advertisement/Service Pamphlets

Q Flashlight _

Q Report of Counterfiet Media

Q Graffiti Report

Extra board Operators must have in their possession
current map, route and stop sheets for each line
operating out of their Division. (See Rules 1.12 & 2.06)

Hours of Service

Operators are govermned by the Safety Regulations of
the Califomia Highway Patrol regarding hours of ser-
vice. Operators may bid runs and trippers with a total
daily “work time” not to exceed eleven (11) hours and
forty (40) minutes within a sixteen (16) hour period. An
Operator must have eight (8) consecutive hours off
duty within each twenty-four (24) hour period. (See
Rule 2.49)

2.111

Work Time O®@
Work time is the period of time between when an
Operator begins to work or is requested to be in
readiness to work, until the time the Operator is re-
lieved from all responsibilities for performing work.
The allowable on-duty time may be computed by
deducting from the total pay time any premium time
and/or overtime. (See 2.49)
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2.112

Driving Time O®@

This time includes all time spentin operating a vehicle,
plus any time spent driving company equipment to or
from relief point or terminal. The total shall not exceed
ten (10) hours driving time. If an Operator is on a pull-
in trip or en-route to a regularly scheduled relief point
at the end of ten (10) hours driving time and the total
time required to reach the relief point and retumn to the
Division does not exceed one (1) hour, this additional
time will not be counted as driving or operating time.
The allowed driving time of ten (10) hours shall be
completed within a spread of sixteen (16) hours. (See
2.49)

2.113

Biddable Trippers

Regular Operators may bid only one (1) biddable
Tripper per day which can be worked either before or
after their regular runs, provided there is no violation
with hours of service and driving time regulations.

2.114

2-12

Diverting from Established Routes O®

Operators are generally notified in advance of any
blockades or unusual conditions which will cause
buses to he diverted. However, there is always the
possibility that a situation may arise without waming
and with no authority atthe scene. Atsuchtimes, inthe
interest of limiting delays in service, the Operator may
divert from the established route. Extreme caution and
good judgement must be exercised and the Control
Center must be notified immediately. (See Rule 2.07,
2.09)
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2.115

At Relief Point

Operators scheduled for relief must not arrive at the
relief point more than one (1) minute ahead of the
scheduled relief time. Prior to surrendering the bus to
the relief Operator, the Operator being relieved must,
complete all fare transactions; notify the relief Opera-
tor of any condition such as a temporary radio channel
change, vehicle defect or detour effecting service;
secure the bus by placing the gear selector in neutral
and setting the parking brake; tum on all interior and
exterior lights; open the front door; activate the rear
door; and, actuate the emergency hazard lights.

If the assignment the Operator is to relief has not
arrived at the relief point within ten (10) minutes after
the scheduled time, the Operator must call the Control
Centerforinstructions. Operators notrelieved as sched-
uled must not wait at the relief point longer than one
minute beyond the scheduled departure time. If the
relief is not in sight, the Operator must continue in
service and notify the Control Center immediately.

When using a CEA unit to make relief, Operators -
are required to use their seat belts according to Cali-
fomia State Law and must comply with the MTA
Smoking Policy. The relief Operator must park the
vehicle at the designated location, secure as de-
scribed in SOP 2.119, and give the keys to the Opera-
tor being relieved. If the CEA cannot be parked atthe -
designated location, the Operator being relieved must -
be informed of the exact location of the vehicle. Opera-
tors must never park CEA units on private property
unless so specified in the route sheet or directed to do
so by MTA supervisory personnel or law enforcement
personnel. However, Operators may exercise prudent
judgement should an emergency arise. When more
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than one Operator is being relieved, the keys shall be
given to the Operator designated by the Work Run
Book as the driver. (See Rule 2.10 & SOP 2.119)

2.116

2-14

Service Delays

When a bus is running so late that it cannot reach its
terminal and depart on time, the Control Center may
decide to set up a relay for that bus.

A relay works as follows:
O The division sends a relay Operator and a bus (B)
to the terminal where the late bus (A) is heading.

© Bus (B) will depart the terminal at the scheduled
time indicated on bus (A)’s paddle.

© Bus (A) and Bus (B) are in service working toward
each other.

©® When the buses meet, the Operators will stop,
secure their buses, take all their equipment, and
walk across the street to the opposite bus.

© The Operator that was late is now on bus (B) and
back on scheduled time.

® The relay Operator is on bus (A) and upon arrival
at the terminal, will be under the direction of the
Control Center. Note: A relay allows for all stops to
be serviced and all stops to be completed. (see
2.11)



Section 2

The items and Information the relay Operator
should have when making a relay are

QO Take three Operator’s Vehicle Condition Report
cards, two (2) for the relay Operator and one (1) for
the late Operator

QO Bus Runnumber of the late bus. (The relay bus will
use the same bus run number).

Q Bus number of late bus.
Q Destination sign to be used.

Q Departure time from the terminal (on paddie for
late bus).

O Approximate location where the buses will meet.
O What to do after the relay has been made.

2117

Announcing Fare Zone Limits and Collection of 1.D.
Checks

Fare information, location of fare zone limits and
instructions on the collection of I.D. checks can be
found on the back of the route map of each line.

Operators shall adhere to the following procedures at -
fare zone limits:

© Announce fare zone limits at least one (1) block
prior to arrival and request that customers have

their checks ready for inspection.

2-15



§.0.P.

Operator’s Procedures

® Do not arrive at the fare zone limit more than one
(1) minute prior to the scheduled departure time.

© Ensure that the bus is properly secured before
leaving the driver's seat to inspect or collect I.D.
checks. .

@ Ask that alighting customers use the rear doors to
exit. Customers requesting to use the front door
shall be allowed to do so; however, the front door
must be safely closed before leaving the driver's
seat to inspect or collect checks.

@ After the I.D. checks have been collected or in-
spected, retumn to the Operator’s seat, open the
front door and allow any additional customers to
board.

® Customers who donothave the proper|.D.checks
should be quoted the correct fare and politely
requested to deposit the amount due in the fare
box. The matter should not be pursued beyond this
one time quote. If a dispute arises, the matter
should be handied as per Section Eight (8) of this
manual. (See Rule 2.13, 7.06 and SOP 8.102,
8.126)

2.118

2-16

Layover Zone O@

When arriving at a layover zone, the Operator should
spot the bus in the foremost position. If the Operator
must leave the bus unattended before moving into the
foremost position, good judgement must be exercised
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to ensure the zone is free of obstructions for the next
bus entering the zone. When the bus has to be spotted
outside the occupied layover zone, the Operator must
make sure that the bus is parked in a position that will
notcreate a safety hazard and is clear of intersections,
driveways, alleys, crosswalks, efc.

Ifthe Maintenance Departmenthas attached a “Do
not shut off engine” tag to the instrument panel, the
engine should be kept running. The Operator is not
required to remain in the driver’s seat provided that the
bus has been properly secured.

Operators taking scheduled layover may keep the
bus doors closed except under the following condi-
tions:

© On a Line on which the scheduled layover Is
enroute, customers are on board and the bus is left
unattended (Example Line ; and

® On tum-around loops when customers have
boarded on the loop, wish to remain on board and
the bus is left unattended (Example: Line 204 at
Vermont Ave. and Hollywood Bivd.)

Note: During times of inclement weather (rain, exces-
sive heat, etc.) Operators must allow customers to
board the bus while at the layover. (See Rule 2.14,
2.15)

2.119

Unattended Vehicles ©
When itbecomes necessary to leave any MTA vehicle
unattended at any location, it must be properly se-
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cured. This includes curbing the front wheels, placing
the transmission in neutral, setting the parking brake
and tuming the engine off. Operators shall secure all
personal and MTA issued property when leaving the
vehicle.

To prevent the vehicle from rolling into the streetin
the eventthe brakes fail, the wheels must be curbed as
follows:

Downhill - Tum the steering wheel clockwise to the
maximum, place the transmission in neutral, allow the
front tire to roll gently against the curb and set the
parking brake. If there is no curb, tum the wheels fully
to the right and set the parking brake.

Uphilll - Tum the steering wheel counter-clockwise to
the maximum, place the transmission in neutral, allow
the front tire to roll gently against the curb and set the
parking brake. If there is no curb, tum the wheels fully
to the right and set the parking brake.

Level ground - Tum the steering wheel clockwise to
the maximum and set the parking brake.

Note: If the vehicle fails to hold, contact the Control
Center immediately.

Buses left unattended at any off-street terminal or
layover zone should be parked in the designated
parking lane with the front wheel(s) touching the con-
crete wheel barrier and properly secured as described
above.(see 2.19)
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Note: Operators should follow the instructions of the
operating procedures for each terminal. At stations
where waiting room facilities are available, the Opera-
tor may close the front doors of the bus when leaving
it unattended, provided that there are no customers in
the bus and the bus has been properly secured.

2-19
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2.120

Freeway Emergency Call Boxes O®

When a bus becomes disabled on the freeway, the
Operator must use extreme caution while moving to
the shoulder and should notify the Control Center
immediately. If the bus radio is inoperable, the Opera-
tor can summon assistance using one of the freeway
emergency call boxes spaced approximately % mile
apart along the freeway and equipped with telephone
handsets connected directly to the California Highway
Patrol.

O Use extreme caution while walking to and from the
nearest call box. Never walk across traffic lanes in
order to get to a call box.

® Give the CHP operator your location, direction and
the call box number. -

© Request that the following information be relayed
to the Control Center:

Q Badge Number

Q Line Number

O Bus Run Number
Q Bus Number

Q Nature of problem

If bus a bus becomes disabled in a traffic lane on the
freeway and cannot be moved safely to the shoulder,
the Operator should remain on board and wait for
assistance from the CHP or MTA supervisory personnel.
(See Rule 2.21)
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' 2.121

Lost Articles

An Operator finding any lost article in the bus, on MTA
property or on the street, should comply with the
following procedures: '

O Lost articles must be turtied in to the appropriate
management representative, along with a com-
pleted “Lost Article Tag,” on the same day as
found.

(] Iffmndbyacwtomer.Mtnobtahhepe:sm’s
name and include it on the “Lost Article Tag.” -

© Unless otherwise instructed by authorized MTA
supervisory personnel, an Operator must never
attempt to contact the ownerto retum a lost article.
(See Rule 2.25) '

2.122

Carrying of Animals

Except under the following conditions, carrying ani-
malsonMTApuseelsprohlbltad:

Q A small dog or other pet enclosed in a suitable
carrier, the size of which does not interfere with the
comfort or convenience of other customers; and

O “Service Animals”, which include:

Gulde Dogs - assisting persons with visual impair-

ments (Guide dogs vary in size and breed and are not
required to be muzzled);
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Guide Dog Pupples - being trained as guide dogs
(The dog must be wearing a bright yellow jacket, which
identifies it as an Intemational Guiding Eyes Puppy);
and

Signal/Service Animals - trainedto assistthe hearing
impaired or perform tasks for disabled individuals. (If
an Operator has sufficientreasonto doubtacustomer’s
claim that their animal is a licensed service animal, the
customer may be requested to provide proper docu-
mentation.)

Consistent with Section 53.06.2 of the Los Angeles
Municipal Code, leashes must not exceed six (6) feet
in length. Owners must have full control of their ani-
mals and are held liable according to the law.

If assistance is required to handle the animal when
boarding, the customer is considered to not have full
control of the animal and must not board. A disabled
customer and a service animal may board the wheel-
chair lift together.

Operators should notify customers attempting to
board with an animal if there is already another animal
on board. Although these animals are trained to be
non-aggressive, there is always the possibility of ag-
gression between any two animals. Good judgement
mustbe employed and the prospective customershould
be allowed to make the final decision. (See Rule 2.26)

2.123

2-22

Procedures at Scene of Accident/Incident O®@
Operators must adhere to the following procedures
when involved in an accident or incident:
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© Note the exact time and location

@ Uniess it is obvious that an ambulance is needed,
do not ask the person(s) involved if one is desired.
If an ambulanoe is requested, contact the Control
Center immediately. .

@ Protect the injured person(s) but do not attempt to
move them.

If fire/ambulance service is summoned make note of
the following:

Q The time of amival;
O The name and unit number;

nThehospnalmwhbhﬁlevuinlsbemm
ported; and

QO The name(s) of persons transported or treated on
scene.

© Unless otherwise instructsd by law-enforcement
personnel, when injuries are evident the bus must
not be moved until the Control Center has been
notified and instructions have been issued by
authorized MTA supervisory personnel.

© Attempt to obtain the names and addresses of the
owner, driver, andpmrsofanyothorve-_
hideslmolved

© Attemptto obtain the driver’s license numbers and
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insurance information of the other party(ies).

@ Issue Courtesy Cards to all customers on board
the bus and to any pedestrians or other persons
who may have been in a positlon to witness the
accident.

© Write “non-customer” across the top of any cards
retumed from persons who were not on board the
bus.

@ Note the names, badge numbers, and agency
affiliation of any law enforcement officers respond-
ing to the accident. Obtain the report number, if
available.

® Inthe event of an accident in which there is property

damage only, exchange information as above and
contact the Control Center immediately.

® Should members of the news media arrive at the
scene before the TOS or other MTA support, make
no comment relative to the particulars of the acci-
dent or incident. The Control Center must be
informed of the presence of news media personnel
and all questions must be referred to the MTA’s
News Bureau. (See Rules 2.27 and 2.28)

2.124

2-24

Request for Assistance

Properly identified MTA personnel at the scene of an
accident or incident should render assistance to fellow
employees at any time such is needed.
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~

Alirequests for assistance should be made through
the Control Center. If the bus radio is inoperable,
Operators may contact the Control Center by tele-
phone at 1-(800)-252-9292 or (213) 972-6111. (See
Rule 2.29

2.125

Courtesy Cards®
When invoived in an accident/incident, the Operator
should attempt to obtain as many courtesy cards as
possible. The Operator mustbe courteous and profes-
slonal when requesting courtesy cards to be filled out.

When in the process of issuing the courtesy cards
to the customers, start at the rear of the bus and ask,
“Would you please fill out this card? | am required to
account for customers on the bus at the time of the
accident/incident”. The customers should be requested
to fill out the courtesy cards completely.

itis important to obtain as many courtesy cards as
possible from customers, pedestrians and other per-
sons who may have been in a position {0 witnhess the
accident or incident. The Operator should write “non-
customer” across the top of any Courtesy card ob-
tained from persons who were not on board the bus at
the time of occurrence. (See Rule 2.30)

2.126

Vehicle Accident/incident Written Reports ®

The Vehicle Accident/Incident Report is one of the
mostimportant reports an Operator may be requiredto
compiete. Operators should be mindful of the fact that
this report is a legal document and may be used as
evidence in a legal proceeding. Additionally, hurrying
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through this report for any reason may result in the
omission of important information which could affect
the decision as to weather or not the accident is
chargeable. Accidents or incidents which are not actu-
ally witnessed by Operators but are reported to them
by third party(ies) shall be considered “alleged’ and
shall be reported as such. For example: If a customer
tells the Operator, “| bumped my head as the bus came
to a stop a few blocks back,” the report should not
indicate; “Amale customerbumped his head.” Rather,
it should indicate, “A male customer claims to have
bumped his head,” or “Male patron allegedly bumped
his head.” (See Rule 2.31, 2.32)

2.127

2-26

Hold-ups, Disturbances or Altercations

in the event of a hold-up, altercation, disturbance or
other situation which threatens safety or presents the
need for a police response, or upon observing the
presence of suspicious persons on or about MTA
properties and terminals, Operators should comply
with the following procedures: -

O Remain calm and be observant.
Q Offer no resistance
Q Come to a safe stop as soon as possible.

Q if possible, open the doors so that customers who
wish to alight may do so.

Q Kfitis safe to do so, press the “PRI” button on the
radio control head. When answered, advise the
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Control Center of your exact location and if pos-
sible, give an appraisal of the situation and a
description of the subject(s) involved.

Q K itis unsafe to use the radio, activate the “SAS”
as perthe rules and procedures outlined in Section
10 of this manual.

QO In a safe and inconspicuous manner, formulate a
description of the offending party(ies):

® Approximate height, weight and age;

® Ethnicity (Asian, Black, Latin, White, etc.)

® Complexion (dark, light, pale, freckled, etc.)

@ Halir (black, brown, blonde, long, short, etc.)

® Eyes (blue, green, brown. efc.)

©® Marks, scars, tattoos or other distinguishing charac-
teristics.

© Speech (quick, slow, nervous, stutter, efc.)

Q Observe the subjects mode of operation (MO).

O Observe the subjects departure. Note the direction
of travel and the mode- of transportation (auto, - -
bicycie, on foot, eftc.) If departure is in another
vehicle, attempt to identify the make, model, color,
year and license number of the vehicle.

Should members of the news media arrive prior to
MTA personnel, Operators should make no comment
relative to the particulars of the incident. The Control
Center must be advised of the presence of media
personnel and all questions should be referred to the
MTA News Bureau. (See Rule 2.34 and SOP Sections
9&10)
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2.128

Miscellaneous Reports

Operators should submit miscellaneous reports to the
Division Managerwhen reporting unusual occurrences
or conditions that do not require a Vehicle Accident/
Incident Report. The following are some instances
when a miscellaneous report should be used:

O Passing up customers

Q Insufficientorexcessive running time, overioads, etc.

2.129

Urgent Situation Report/Report of Unsafe Condition
or Hazard O

Operators should report any urgent situation, unsafe
condition or hazard on Form IPPO-1-“Report of Un-
safe Condition or Hazard” to the Division Manager as
soon as possible.

2.1 30
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Unenforced Rule Report O®@

Customers are requested to observe certain rules
while riding MTA buses. Since customers do not
always abide by these rules, Operators should ask the
customers “once” to comply. Since Operators are not
expected to force customers to comply, the Unen-
forced Rule Report Card should be completed when
customers fail to follow the rules. This report fumishes
the MTA with a method for reporting the violation and
informing the Transit Police of an existing problem.
Completed Unenforced Rule Reports should be tumed
in to the appropriate management representative at



the completion of the assignment. The following are
examples of instances where the Unenforced Rule
Repott can be used: (See Rule 2.37 & SOP Sec. 7)

instances for using Unenforced Rule Report

@ Improper or no fare

@ Customer(s) smoking

© Customer(s) creating a disturbance/annoyance

© Food and/or beverage on board (carrying or con-
suming)

@ Improper transfer

® Smoking marijuana

@ Customer(s) playing a radio

2.131

Schedule Problem Reports

An Operator who encounter consistent scheduling
problems such as overloads, insufficient running time,
missed connections, etc., should complete a “Sched-
ule Problem Repoit” to be forwarded o the Scheduling
Department for review and resolution. Although &
sometimes takes several weeks, the Operator will
reeelveamsponseandwhenbasbbasohﬂonmm

problem will be implemented.

2.132

$torage Location Procodures O @

After arriving at the designated storage location and
before leaving the driver's seat, the Operator must *
place the transmission in neutral, setthe parking brake
and tum off the engine and check bus for any damage
or defective equipment.
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Operator's Procedures

2.133

Owl Line-Up @

The scheduled owl line-up at 7th & Broadway will be
releasedby TOS personnel. If a TOS is notpresent, the
buses may depart as scheduled provided all lines
scheduled to make the line-up have arrived and all
customers have been allowed sufficient time to safely
board their desired bus.

if all connecting lines are not present atthe line-up,
Operators must wait for the missing line(s) arrival. If
after three (3) minutes beyond the scheduled depar-
ture time the connection is still not in sight, the Opera-
tors may depart. If any uncertainty exists, the Control
Center should be contacted for instructions.

All buses in the CBD scheduled to make connec-
tions with the buses departing the line-up, must wait at
the designated transfer point in order to provide cus-
tomers ample opportunity to transfer. (See Rule 2.43)

2.134

2-30

Owl Connections

Operators must check their paddieboards for special
notations regarding line connections. If a scheduled
connecting line has not arrived at the designated -
point,Operators must wait a minimum of three (3)
minutes beyond the scheduled time before departing.
if after waiting the prescribed time the connecting bus
is still not in sight, the Operator may continue in
service. The Control Center must be advised of all
missed owl connections. (See Rule 2.44)
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3.100

General Statement

This Section is designed to familiarize the Operator
with the proper procedures regarding the day-to-day
operations of MTA equipment.

3.1

Pre-Pullout Safety Inspection O®@

A pre-pullout safety inspection must be performed in
compliance with Rule 3.01. Operator should perform
the inspection in the same manner each time so that
they will be less likely to overiook any of the required
elements.

The following inspection procedure description is
provided as a guide. However, Operators may perform
the inspection and incorporated tests in any sequence
Mbmmmwmmb
covered. (See Rules 3.01. & 3.02)

Start of Bus Inspection

While approaching the bus look for evidence of fluld
leaks, graffiti and body damage. Before starting the
engine, be seated, have the foot brake applied and
ensure that the parking brake is set and the transmis-
sion is in neutral. Tumn the master control switch to the
“RUN" position and engage the starter, without using
the accelerator. Do not engage the starter switch

3-1
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longer than 15 seconds continuously. If the bus fails to
start, wait one minute and try again. Once the engine
has started, activate the “fast idle” switch, if so
equipped, to build the necessary air pressure.

Now, move the master control switch to the “Lights/
NightRun” position, activate the high beams and place
the dome light switch to the normal position. While the
engine is warming and the air pressure is building,
check the following:

Q Ensurethatthe accelerator and brake pedals are in
good working order.

Q Activate tum signals (using foot switch)
Q Activate hazard lights

Q Check fumished indicator lights (using “tell-tale”
button, if so equipped)

Hot Engine *

Transmission Oil ¢

Low Air *

Low Oil * .

Brakes

Rear Door Open

High Beam

Generator Stop

Fire (engine compariment) *

Speed Light Switch

0000000000

(Designed to illuminate when the bus is operating at
less than two (2) mph, this sensor is a safety device
which prevents the rear door from opening when the
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vehicle speed exceeds two (2) to five (5) mph. and
should be on when the bus is stopped.)
* also listen for audible alarm

Q Check furnished gauges
Ammeter/Voltmeter ..
Oil Pressure

Air Pressure

Fuel

Low/Hot Water

Engine/Temperature

Q Check the heater/defroster and climate control
system for proper operation.

O Check for excessive play in the steering wheel.
(Grumman buses, series 75/76/7700, should have
no more than five (5) inches of free play. AR other
buses should have no more than two and three-
quarter (2 3% ) inches of free play. -

Q Ensumhathehomlsvyorldngpmpaﬂy.
Note: In areas prohiblting excessive noise, such as-

Divisions 6 & 7, the hom should be tested as directed
by the Division Instruction Department.

000000

Q Ensurethatthe windshield wipers function properly
and that the washer has fluid.

Q Ensure that the sun visor Is present and in good
working order.
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Q Verify that the vehicle registration and declaration
of insurance forms are present.

O Move the door handle fully forward. If the front door
fails to open, verify that the “dump valve” is prop-
erly set. Verify thatthe green light over the rear door
is lit and activate the rear door touch bar by-pass
switch to open the rear door.

Q Set the line number, bus run number and destina-
tion sign to the proper readings. Ensure that the
headsign compartment door is properly secured.

Q Verify that the radio power light is on. Ensure that
the handset is firmly set in the cradie and set the
channel selector to the assigned channel.

Q Test the P.A. system.

Q Verify thatthe passenger signal switch is tumed on
and that the chime functions properly onboth sides
of the bus.

Q Check for damage to the farebox and ensure that
the vault is present. Verify that the power light is on
and that the night light is working.

O Check the driver’s seat and seat belt for damage.
Ensure the seat adjustment works property and
adjust for comfort.

Q Check and adjustmirrors. (There are six (6) mirrors
on a two-door bus, four (4) mirrors on a one-door
bus.)
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Q Verify that there are as least three (3) refiectors
present, secure and in serviceable condition.

Q Confimthatthe fireextinguisher is properly charged
and that the inspection tag is current and dated
within the last 12 months. Ensure that the pin is
secured, the wire or plastic seal is unbroken and
the hose or nozzle is undamaged. If the fire extin-
guisher is housed out of sight, verify that a sign
indicating its location is present and visible.

Q Check for the presence of emergency decals on all
exit windows and roof hatches. Ensure that the
emergency exils are secure and free of obstructions.

Q Check that all seat frames, cushions, stanchions
and handralis are secure and unbroken. (On buses
with seats fastened to the bus wall, the seat should
be checked by lifting the seat frame to be certain it
is not loose.) Check the priority seating areas and
wheelichair securement devices for clear access

and proper operation.

O Ensure that the bus floor is clean-and clear of
hazards and check for graffiti on the seats, walls,
celling and windows.

O Ensure that the doors are undamaged and function
properly. Check the rear door touchbar operation
and verify that the stepwell lights are lit. Ensure that
the glass over the emergency exit vaive housing (if
equipped) is unbroken and that the hammer is in
place. '

3-5
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Q If applicable, check the door sensitive edge.

Q Ensure thattrash receptacles are secure and avail-
able.

Prior to alighting the bus for the exterior inspection,
ensure that the master control switch is set to the
“Lights/Night Run” position as previously indicated
and activate the rear door interlock, hazard lights and
high beams.

Right Side of the Bus

The exterior inspection should begin at the right out-
side mirror and proceed to the rear of the bus. Begin by
checking the right outside mirror for proper mounting
and adjustment. Check for damage to the outside of
front/rear doors.

Q Checkforbody damage and/or graffiti. Inspect side
sign for correct line number and destination.

Q Check windows for cracks or scratches. Taped
Windows are to be noted on Operators’ Vehicle
Condition Report card.

Q Checkthe fronttire for obvious defects, cuts orcord
showing. Verify that tire is not recapped or
regrooved.

Q Checkrimforloose, missing or rusty lug nuts (each
lug nut must be checked; rust around the lug nuts
maymeannuts areloose). Checkforcracksinthe rim.
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Q Check for damage to the valve stem. Listen for
sounds of air leaking from the brake lines and/or
beliows.

QO Checkthe tires for even wear. Ensure that the mud
fiap and splashguard are present and in good
condition.

Q Check for grease leaks from wheel bearing seal.
Inspect front brake drum (through openings of rim)
to see if it is discolored (bluish/black), cracked or if
there is any other evidence of damage.

CHP/DMYV Test

For right and left front tires

The Operator must also be able to identify the method
for checking the condition of the brake drums, brake
linings and brake adjusters. The DMV requires atleast
% of an inch in tread depth for front tires (steering
axie). MTA standard requires % on an inch in tread

depth.

Q Check for loose access/compartment doors, fuel
cap, and advertisement signs/holders. Ensure that -
there are no fluid leaks, i.e.. fuel, transmission or
engine oll.

Q Check the exterior lights/reflectors and tum signal
indicator(s) for proper working order. Checklhe
lenses for damage.

QO Check the rear dual tires for obvious defects, cuts
or cord showing. Check the wheel for loose, miss-
ing or rusty lug nuts (each lug nut must be checked;
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rust around the lug nuts may mean that the nuts are
loose).

Q Check for cracks in the rim. Check for damage to
the valve stem. Listen for sounds of air leaking from
the brake lines and/or bellows. Thump the tires with
transfer punch to check for possible flat. Check the
tires for even wear. Ensure that the mud flap and
splash guard are present and in good condition.
Check for oil leak from axle seal.

CHP/DMV TEST

For right and left rear tires

Check for propertread depth the Operator mustcheck
for atleast 3% of an inch in tread depth. MTA standard
requires %z0f an inch in tread depth. Actual inspection
of brake condition, inside of drum, the lining and
adjusters will be perfoormed by MTA Maintenance
Department. Physical inspection for tread depth of
tires will be done by Goodyear Tire Representative
and/or Maintenance Department.

Rear of Bus .
Q Check for body damage and/or graffiti. Check the
bellows for proper inflation.

Q Ensure that the engine cover is secured and that
the inspection door(s) are in place. Ensure license
plate is clean, secured, light to illuminate plate is
working, and reflecting on the plate.

Q Checkthetum signals/hazardlights, running/clear-
ance lights, tail lights, brake lights and reflectors,
for damage and proper working order. Backup
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lights will not be inspected to see if they work.
Operators shall not leave their seats with shift
selector in gear. Schematics that show rear light
configuration for all buses in service as of the
issulngdateofmisdocumentarelndudedas
attachments.

Q Afterchecking signalhazardlights and brake lights,
tum off hazard light switch and rear door interlock.

For Neoplan buses, aiso tum master control to
“nightpark”. Retumto rearof bus and check to see
if tail lights are working. Reactivate hazard light
switch after inspecting rear of bus. If it is a Neoplan
bus, restart the engine.

Q Mfordunagadarﬂorlooeeadvemm
signs/holders.

O Check for obvious fluid leaks on ground (i.e.. cool-
ant, transmission or engine olls). Check for exces-
sive smoke from exhaust pipe. Listen for excessive
noise.

CHP/DMV Test

For rear of bus:

Q The Operator must be able to identify which lights
are for tail, brake, and signal/hazard operation.

Q The Operator mustidentify the location andmethod
for checking all fiuid leveis (coolant, motor oil,
transmission and power steering fluids), and the
method for checking belts and hoses. inspection of
fluids will be done on a regular basis by the Main-
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tenance Department. Operators are expected to
check fiuid levels if bus should breakdown.

Left Side of the Bus :

Q Check for body damage and/or graffiti. Check win-
dows for cracks and scratches: Taped windows are
tobe noted on Operators’ Vehicle Condition Report
card.

Q Check the rear dual tires for obvious defects, cuts
or cord showing. Check the rim for loose, missing
or rusty lug nuts (each lug nut must be checked;
rust around the lug nuts may mean they are loose).
Check for cracks in the rim. Check for damage to
the valve stem. Listen for sounds of air leaking from
the brake lines and/or bellows. Thump the tires with
transfer punch to check for possible flat. Check the
tires for even tread wear. Ensure thatthe mud flap
and splashguard are present and in good condi-
tion. Check for oil leak from axie seal.

Q Check for loose doors, advertisement signs/hold-
ers and fiuid ieaks on ground.

O Checkthatexterior lights, reflectors and tum signal
indicator(s) are working properly. Check for lens
damage.

Q Checkthefronttire for obvious defects, cuts orcord
showing. Verify that tire is not recapped or
regrooved.

Q Check rim for loose, missing or rusty lug nuts (each
lug nutmustbe checked; rust around the lug nuts may
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mean they are loose). Check for cracks in the rim.

Q Check for damage to the valve stem. Listen for
sounds of air leaking from the brake lines and/or
bellows. Check for even tread wear. Ensure that

the mud flap and splashguard are present and in
good condition.

Q Check for grease leaks from wheel bearing seal.
Inspect front brake drum (through openings of rim)
to see if it is discolored (bluishvblack), cracked, or
ifthere is any otherevidence of damage. Check the
left outside mirror for proper mounting, adjustment
and damage.

Front of the Bus -

Q Check for body damage and/or graffiti. Ensure the
tum signais/hazard lights, headlights (high and low
beam), destination sign light, and running/clear-
ance lights are working properly. Ensure the lenses
are clean and free of dirt and not damaged. inspect
destination sign for correct line number and desti-
nation. ’

Q Check windshield for cracks, scratches, dirt, iflegal
signs/stickers or other obstructions. Check wind-
shield wiper blades for damage (rubber nothardor -
tomn) and proper spring tension.

Q Check the bellows for proper infiation. A bus that is
not level may indicate uninflated beliows.

Q Check for fluld leaks on ground and that no one is
undemeath the bus.

3-11
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O Go to driver's seat and shut off the “Fast Idie”
‘'switch if it is on. Ensure the air pressure is at least
90 p.s.i., low air wamning light does not illuminate,
also the buzzer should not sound.

Final Alr Brake system Check ..

With Engine Running

Q Check Air Compressor Govemor “Cut-Out” (130
psi Max). The govemor controls when the air com-
pressor will pump air into the air storage tank
(reservoir). To Perform this check, depress the
accelerator using about one third (¥3 ) throttie for
airpressure buildup. The air pressure shownby the
gauge needle should stop rising when the govemnor
“cuts out” the air compressor at a level no higher
than 130 psi. At this point, the govemor stops the
compressor from pumping air into the storage
tanks. Vehicle Code 26504 and 26505

Note * Ifgauge needies do notwork as described notify
the Maintenance Department.

With Engine Running

Air Compressor Govemor “Cut-in" (85 psimin.) When
the air tank pressure falls to a “cut-in” pressure (no
lowerthan 85 psi) the govemor allows the aircompres-
sor to start pumping air back into the air storage tank
(reservoir). Perform the following check by applying
and releasing one full application to the service brake.
Pause and check the air pressure gauge. The gauge
needle should rise to indicate that the govemor has
“cut-in”. Repeat this procedure until govemor cuts in.
if the gauge needle fails to rise after several repeats
(lower than 85 psi), notify the Maintenance Depart-
ment. Low Pressure Waming Devices With Engine
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Running Light and alarm should activate between 55
and 75 psi by slowly pumping the service brake to
reduce air tank pressure. (Vehicle Code 28506 )

Static Pressure With the Engine Off

Pressure loss should not be. greater than two (2) psi
within a period of one (1) minute. Perform the following
testwiththe air system fully charged (typicaily 110-120
psi/125-130 psi for Neoplan buses). The service and
emergency parking brakes and the rear door interiock
should be released. However, i the bus is on a grade,
the emergency parking brake must be applied. (Cali-
fornia Code of Regulations Title 13, Article 1245{f))

CHP/DMV

Test R

if the parking brake is applied for static pressure test
the Operator must state the reason why to the test
examiner.

Applied Pressure With the Engine Off

If applied, release the parking brake and continue with
the test. Pressure loss shoult notbe greater than three
(3) psi within a period of one (1) minuts. The service . -
brake should be fully applied. (Califomia Code of
Regulations Title 13, Article 1245[f])

Emergency Parking Brake With Engine Off
Emergency parking brake should activate between 20
and 45 psl {the knob will pop up) by siowly pumping the
service brake to reduce the air tank preasure. This
valve is spring loaded and is designed to assist in the
movement of the piston within the vaive should the air
pressure drop below 40 psi.

3-13
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Allbuses with the exception of the RTSII (4400 and
8200-9139) and TMC-RTS (1900-2400), use the same
parking brake valve. The RTSIl and TMC parking valve
is not spring loaded. If air pressure should drop below
40 psithe valve mustbe manually pulled to activate the
parking brake. Check with the Instruction Section for
clarification. (Vehicle Code 26508 [b}[1])

Rear Door Interlock With Engine Running
Activate the rear door. With the air pressure over 90
psi, place the transmission shift selector in forward
gear, release the parking brake, the Bds should not
move and the accelerator should not function.

Parking Brake With the Engine Running

With the parking brake released, allow the bus to roll
forward slowly, less than five (5) mph; when the
parking brake is applied the bus must come to a stop.
With the parking brake set and the transmission shift
selector in forward gear, attempt to accelerate. The
bus should not move.

Service Brake Test With the Engine Running
Aliow the vehicle to move slowly (less than five [5]
mph), make a firm application of the service brake.
Check for any pulling motion to the right or left side,
unusual feel or delayed stopping motion.

Note: If the bus fails any of these tests, immediately
notify the Maintenance Department or if outside the
division yard notify Control Center.

End of Final Air Brake System
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Wheelchalir Lift and Kneeling Unit Test

Unless tagged inoperable, cycle wheelchair lift in
designated area. Ensure that the unit operates as
designed. If the unit fails, it must be reported to the
Maintenance Department. The lift barrier should not
hang down or out at the end .of the cycle. if equipped,
verify that the lift alarm is working.

Kneeling
Checkmelmeelhgunitforpmperoperaﬂonbyml- :
ing and raising the bus. If equipped, verify that the
kneeling alarm is working.

3.102

In-Service Safety inspections O @

1. Making Rellef at Terminals

When the Operator making rellef arrives at the relief
terminal, the Operator getting refieved will open both
doors, tum on all exterior and hazard fights, make sure
the transmission is in neutral, and the parking brake is
set. The Operator geiting relieved will handie all trans-
actions at the relief terminal.

The Operator making relief will check for:

O Audible air leaks

Q Any fluid leaks

O Damage to the interior/exterior

O Lost articles/sleeping or intoxicating customers
QO Deflated/damage tires

Q Lights/signals properly working and undamaged
Q Loose advertising signs

Q Proper headsign/bus run number

3-16



s.nl"

3-16

« Vehicle Operations

2. Making Relief Between Terminals

When arriving at the relief point, the Operator getting
relieved willtum on all exterior and hazard lights, place
the transmission in neutral, set the parking brake and
open both doors.

The Operator making relief will quickly make a
visual walk-around inspection (if it safe to do so)
checking for audible air leaks, damaged or bumed out
lights, fluid leaks, tire and body damage. The Operator
getting relieved will handle all transactions at the relief
pointandtum offthe exterior lights before leaving the bus.

iftraffic conditions are such thatitwould be hazard-
ous for the Operator to walk out in the street to inspect
the left side of the bus , the Operator shall make avisual
inspection of the left side for damage and defective
tum signals while standing at the front and rear of the
bus. Operators will complete their Safety Inspection of
the left side while performing a terminal safety inspec-
tion. Upon arrival at the first terminal (layover zone),
the Operator will check the previous Operator's Ve-
hicle Condition Report Card and inspect the interior of
the bus for damage, lost articles, sleeping or intoxi-
cated persons before continuing in service.

3. Bus Change.

An Operator receiving a bus change outside the Divi-
sion Yard will check to see if the bus has had a pre-
pullout safety inspection earlier in the day (Verification
will be a completed Operator's Vehicle Condition Re-
port card with the current day’s date).

Iif the bus has been inspected, the Operator will per-
form an in-service safety inspection as described in:



Q No. 1 - if bus change is at terminal
Q No. 2 - if bus change is in-service

The Operator’s Vehicle Condition Reportcardmustbe
completed. If the bus has not been inspected, the
Operator will perform a pre-pull out safety inspection
and complete the Operator’s Vehicle Condition Report
card. (See Rules 3.01, 3.02)

Note: The Operator should check all lights atieastone -
(1) hour before sunset. If a safety related defect is
noted, notify the Control Center immediately and re-
quest assistance.

3.183

Operator’s Vehicle Condition Repert Cand O @

A Vehicle Condition Report Card (Trans-173) mustbe
completed for each bus operated and the Transporta-
tion Department's copy shall be tumed in after the

" completion of the assignment. The following informa-

tion must be included:

Q Date .

Q Line Number

QO Bus Run Number
Q Bus Number

O Name (Signature)
O Badge Number

After performing the pre-pullout inspection, place a
punch mark in the box marked “Performed Pre-Trip
inspection.” If any defects or damage was found
during the inspection, place a punch mark in the box

3-17
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corresponding to the elementin question. Indicate any
body damage by placing a circle around the area as
shown on the card.

Be specific an print clearly when describing the
defect or damage in the “Operator Remarks” section.
Any defect in an area not listed must be noted in the
space provided on the bottom of both the Transporta-
tion and Maintenance Departments’ portion of the
card. If no defects are found during the inspection,
place a punch mark in the “No Defects” block.

The Operator must retain possession of the card
until the completion of the assignment. The Operator
will then detach the Transportation Department’s por-
tion and tum it in to the appropriate management
representative. The Maintenance Department’s por-
tion of the card will be left with the bus.

Operators who encounter safety defects or expe-
rience mechanical difficulty outside of the Division
yard, should note the problem on the Vehicle Condition
Report and contact the Control Center for instructions.
(See Rule 3.02)

3.104

3-18

Signs O @
AnElectronicdestination signcode sheetmustbe carried
at all times. While in-service or not-in-service the proper
headsign should be displayed.

When the display of a destination or message in the
headsignis notnecessary enter the code “000”. This will
cause the headsign to go blank and thereby reduce the
sun’s fading of the display dots. (See Rule 3.06)



Section 3

3.105

Starting/Stopping of Engines O @

Prior to starting the engine, ensure the parking brake
is set, the shift selector Is in the neutral position and the
master control switch is in the “ON" position. After
doing so, engage starter switch/button without accel-
erating to start the engine. if equipped, use the “Fast
Idle” switch to build up the necessary air pressure. On
buses without the fast idle device, no more than one
third (Vs ) throttie shall be used for air pressure build-up.

Caution: Do not engage starter switch longer than 15
seconds continuously. Wait one (1) minute before
attempting to restart.

if when pressing the starter switch/button the engine
does notstart, make sure the transmissionis inneutral,
leave the master control switch in the “RUN” position,

go to the engine compartment, lift the cover and:

© If equipped, ensure that the
damperhas notbeentripped;

QEnsurematmemareomml
switches are in the nomal

position; and

© Attempt to start the engine
from the rear by placing the
engine control switch in
“REAR RUN" position and
holding the starter switch in
the “REARSTART” position.
If the engine starts, flip the
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switches up to “NORMAL" position, close and
secure the engine compartment door.

If all attempts to start the engine fail, notify the Mainte-
nance Department. If out side the Division yard, notify
the Control Center. .

When stopping the engine, set the parking brake,
place the transmission in neutral and the master con-
trol switch to the “OFF” position.

When the engine cannot be shut off by the master
control switch, the engine damper (emergency stop
switch) is used to cut off the air intake needed to keep
the engine running. Once used, itmust be reset manu-
ally by pushing up or down on the damper reset cam
lever located on the engine near the intake hose and
blower.

Attimes, for no apparent reason, the damper may
trip itself. The engine may not die immediately if the
damper has been tripped, but it will not accelerate and
will emit excessive amounts of black smoke. If this
occurs, getthe bus to the side of the roadway and reset
the damper. (See Rule 3.07)

3.106

3-2

Alr Pressure O

Never operate the bus with less than 90 psi of air
pressure. If air pressure will not build to a minimum of
90 psi, the Maintenance Department must be notified.
If outside the division yard, contact the Control Center.
Do not operate the bus in this condition.

The “Fast Idle” switch should be used to build up
the required air pressure. If not equipped with a “Fast
Idle”switch, do not use more than one third(¥3 ) throttle
to build up the air pressure. (See Rule 3.08)
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3.107

Testing and Use of Lights O @
Interior and exterior lights must be used and tested in
compliance with Rule 3.10. Operators should test all
lights in the following manner:

Q With the engine running, the transmission in neu-
tral and parking brake set, tumn the Master Control
switch to the “Lights/Night Run” position.

O Place the dome and destination sign light switches
to the “Nomal” position and activate the high
beam lights.

O Activate the rear door interiock. (This activates the
brake lights.)

D Exit the bus and verify that all lights are working.

QO De-activate the hazard lights and rear door inter-
lock and retum to the rear of the bus to insure that
the taillights are functioning. (The taillights on
Neoplan buses may be checked by placing the
Master Control in the “night parking” position.

When interior and exterior lights are needed while at
the terminallayover zone, place the Master Control
switch inthe “CL/ID"” position to activate the clearance

lights, destination sign lights and appropriate interior
lights. (See Rule 3.10)
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3.108

3-22

Backing the Bus O ®

Avoid backing whenever possible. Should it become
necessaryto back the bus, the following should be kept
in mind: '

© Good Judgement and extreme caution should be
maintained.

©® Never back into traffic unless assisted by MTA,
Police or Fire personnel to monitor the rear of the
bus during the backing movement.

© Makesuretheareatothe rearofthebusisclearand
remains clear until the backing movement is com-
pleted. Remember to check for low hanging tree
branches, poles and signs.

© Use both outside mirrors when backing.

® Tum on hazards lights and sound hom intermit-
tently when backing.

® Back slowly.

Note: When backing the bus into a parking space and
there is a lane marker line, the left side of the bus
should be parallel to and approximately three (3)
inches from the guideline. (See Rule 3.12)



Seoofien 3

3.109

Heating and Air Conditioning O ®

Heating

in order to engage the heating system the appropriate
switch or valve must be. activated and the climate
controlswiwhmustfemainon.

Alr Conditioning

Most air conditioned buses re-circulate about 80% of
the airfrom the inside of the bus and bring in about 20%
of the air from the outside. The system is designed to
work in such a way that the doors can be opened a
certain number of times per hour, remain open a
certain length of time at each stop, efc., and still cool
reasonably well. However, when a window or vent is
left open, too much air comes in from the outside, and
the system overloads. The more the bus is sealed off
from outside air the better the system will work.

Note: On G.M. buses, in order for the air conditioning
to come on, the alternator must be charging and the
engine idiing. The air pressure must be at a minimum

of 90 psi for the system to operate.

Defroster:
To prevent fogged windows, ensure that the defroster

is working properly. Do not attempt to clean fogged
windshields while bus is in motion. (See Rule 3.15)

3.110

Checking Tires O

When checking air pressure on the rear tires a lighttap
on a tire with the Operator's punch will reveal either

suspected low air or flattire. A dull “thud” will be heard
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when a low or flat tire is struck. Comparing taps on a
fully inflated tire will resuit in immediate recognition of
the condition. If in doubt, contact the Maintenance
Department and have the tire(s) checked.

3.111 Door Master Control Switch O

This switch is designed to be the main control of the
rear door system. It is located in the lower right com-
partment of the dash, right top of the windshield, or
inside the destination headsign compartment (location
varies with bus type). This switch is used when there
are problems with the rear door and it is necessary to
shut off the electrical circuits including the brake inter-
lock. When the switch is off, the rear door and the
interlock will not work. For instance, if the rear door
fails to close or keeps popping open, shut off the
master door control switch, proceed to the rear door
and close it by hand. Retum to the panel and tum the
switch back on.

if the problem continues to exist, tumn the switch
back off and close the doors. Do not operate bus until
the Control Center has been notified. Note the defect
on the Operator’s Vehicle Condition Report card.

Note: When leaving the driver’s seat, ensure that the
bus is secured with the emergency parking brake set
and the transmission in neutral.

3.112 Door Bump Vaive O
The door dump valve controls the air supply to the front
door system. The valve is located on the panel to the

3-24
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driver’s left side or below the control console (location
varies with bus type). To operate the front door manu-
ally, the valve mustbe inthe “OFF" position. To restore
normal door operation, the vaive must be in the “ON"
position. )

3.113

Seat Adjustments O

Cushion: Adjustments should be made so thatthe seat
cushion is in a flat position. This will eliminate unnec-
essary pressure to the taitbone and the back of the
knees. The seat adjustment must not interfere with the
abliity of the Operator to keep the bus under control or
make emergency maneuvers. The bus should be
operated without incurring injury.

Seat Height

Adjustment should be made while seated and with at
least 90 psi. Place both feet flat on the fioor and raise
or lower the seat to a position where there is no
pressure on the back of the lower thigh and visibility
through the windshield is not restricted.

Front and Back

Adjustment should be made so that the accelerator,
brake, signal controis and the top of the steering wheel
(12:00 Noon), canbe reached and operated comfortably.

Note: Seat adjusiments vary between buses. Contact
the Instruction section for further information.
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3.114

3-2

Mirror Adjustment O®
Before adjusting the mirrors, be sure the driver's seat

is adjusted properly.

Left Outside mirror

The distance the left side mirror can be adjusted from
the side of the bus depends on the length of the arm.
The Operator should place twofingers onthe inside edge
of the mirror. This two-finger measurement is the area in
the mirror that should reflect the side body of the bus. The
remaining left side of the mirror should reflect the area
next to the bus (approximately 200 feet to the rear).

Front door mirror '
Adjustthe mirror so that the front door stairwell and the
area immediately outside the bus can be seen. This
mirror should be used to make certain that the door is
clear and ready to be closed. By checking this mirror
before closing the door, Operators may be able to
avoid a boarding or alighting accident caused by a
customer blocking their view of the door at a critical
moment. ’

Right outside mirror

The right and left side on the mirror should be perpen-
dicular to the ground, the top and bottom should be
perpendicual to the side fo the bus. The inside edge of
the mirror should reflect a two-finger width of the bus
body, with the remaining area used to observe the lane
and/or area nexttothe bus. Adjustthe mirror so thatthe
view of the top of the rear bumper is positioned in the
center of the mirror. Proper adjustment should resuiltin
the ability to see 12 to 18 feet behind bus.
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Note: To observe othervehicles onthe rightside of the
bus, slightly lowering the head will allow Operators to
see at least 200 feet to the rear of the bus.

Except for Neoplan buses, the maximum distance that
the right outside mirror arm may be set away from the
bus is to the point where the left inside edge of the
mirror does not extend beyond the right outside body
of the bus.

interior rear-view mirror

Tilt the mirror at a right angle If R is possible. The
Operator should be abie to see customer movement
inside ofthe bus, the rear door and the area outside the
window near the first cross seat on the right side. This
inside mimror adjustment enables Operators to see
objecits in the blind spot area on the right side; how-
ever, responsibility of visually checking by tuming their
head to observe the right side and right outside mirror
is not excused.

Rear exit door mirrors .

The mirror located above and to the rear of the exit
stairwell is used in combination with the mirror located
at the right front inside comer of the bus near the
ceiling.

The mirror at the front inside comer should be
adjusted to and used to reflect the mirror at the rear
door area to view alighting customers.

Adjust the mirrors so that the rear stalrwell and the
area immediately outside the rear exit door can be
seen. (See Rule 3.20)
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3.115

3-28

Turns O

The speed of the bus has a direct effect on its ability to
make tums. The slowerthe speed, the sharperthetum
possible; the faster the speed, the wider the tum
necessary.

Right Turns (Ideal Turns)

Approach rightturmns in the lane closest to the curb with
the right tum signal activated at least one hundred
(100) feet prior to the intersection. Under ideal condi-
tions, the bus should be parallel and four and one-half
(4%2) feet from the curb. Pull ahead and begin tumning
the steering wheel when the center of the right front
wheel is in line with the curb line of the street the bus
is tuming onto.

Note: On R.T.S. type buses line up the rear of the right
frontwheel with the curbline prior to beginning thetum.

Right Tums (with object/vehicle parked near corner)
The right tum signal must be activated at least one
hundred (100) feetpriortothe intersection. Underideal
conditions, the bus should be parallel and 4 2 feetfrom
the curb or the left side of the object/parked vehicle to
be cleared. Then pull ahead and begin tuming the
steering wheel when the center of the right frontwheel
is in line with front of the object/parked vehicle to be
cleared.

Note: OnR.T.S. type buses line up the rear of the right
front wheel.
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Customer stop before right tum (7 and out) When a
customer stop is made before a right tum:

© Make the stop at least twenty-five (25) feet before
reaching the comer.

©® When preparing to leave the zone, activate the left
tum signal, check left and right outside mirrors for
a break in traffic and/or any types of potential
hazards (l.e. pedestrians, pedicycies). Afterensur-
ing it is safe to do so, begin pulling away to obtain
seven (7) feetclearance from the curb with the front
end of the bus.

® Activate the righttum signal. When the rightcomer
of tha front bumper is seven (7) feet from the curb
the, back end will be out two (2) feet from the curb.

© Movethe busforward, tuming steeringwheel tothe

right to parallel the bus to the curb obtaining (4%%)
feet right-side clearance.

© Begin your right tum, when the center of the right
front wheel lines up with the curb of the street the

. bus is tuming onto or the outer most left side of
objects such as parked vehicles. At this point
continue your tumn regulated to ensure the safety of
the bus and comfort of the passengers.

Note: OnR.T.S. type buses line up the rear of the right
front wheel.
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Right turns - obstructions or hazards (Pivot)
When conditions on the street make it necessary to
commence a right tum less than four and one-half
(4%2) feet from the curb, the bus must be pulled far
enough ahead before commencing the tum so the rear
wheels will not contact the curb of the streetthe bus is
tuming onto. The right tum signal must be activated at
least one hundred (100) feet prior to commencing the
tumn.

Example: If the bus is only one (1) foot from the curb,
the bus must be pulled ahead to a point where the right
rear wheel is even with the beginning of the curb
curvature before commencing the tum.

When making any right tum, extreme caution must
be exercised to avoid conditions which would allow
vehicles to squeeze in between the bus and the curb.
Attention must be given to opposing traffic in the street
the bus is turning onto.

Note: Extreme caution must be exercised to avoid
pedestrian accidents. Special attention should be paid
while tuming right on a “fresh” green signal. Watch for
pedestrians standing in or near the accessible ramp
area or in the street, before and during the right tum.
Check the mirrors, look over the right shoulder for
surrounding traffic conditions, check both crosswalks
being crossed, to the left, straight ahead and to the
right. Both before and during the tum be aware of the
positions of pedestrians (particularly children, senior
citizens and persons with disabilities).

Use extreme caution when observing bicyclists,
motorcyclists, individuals onroller skates, rolierblades
or other devices. If unsure whether it is safe to make
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the right tumn, attempt should not be made; wait until
safety is assured.

Left turns ,

To tum left, the bus should be in the left or center lane
and must have the signal .displayed at least one
hundred (100) feet before reaching the intersection.
The intersection should be approached at a low rate of
speed to enable the Operator to be aware of traffic
conditions.

Oncoming traffic must be allowed to clear before
commencing the tum. Under ideal conditions, the
Operator will commence the left tum when the center
of the left front wheel is in line with the center of the
street the bus is tuming onto. Provided that the bus will
clear any vehicle which may be next to or approaching
the left side of the bus, and will clear any other
obstructions, the Operator should compiete the tumin
the curb lane.

Note: On R.T.S. type buses line up the rear of the left
front wheel.

Atmarked or posted locations (arrows/signs) where a
left tum can be made from two or more lanes, the tum
must be made from the lane furthest to the right.

Note: During all types of tums speed must be regu-

lated to assure the comfort of the customers and the
safety of the bus.

3-3
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3.116

Operating Speed O®

Regulating the speed of the bus to fit traffic conditions
is a prime deterrent for accidents. Many times acci-
dents occur because someone approached a hazard-
ous condition using excessive speed and then didn’t
have enough time to take evasive action. It is a plain
hard fact that the bus just won't stop as quickly,
maneuver as well or accelerate as fast as a car. As
professionals, Operators will have to overcome these
differences with knowledge, skill, alertness, goodjudge-
ment and foresight.

Note: When operating in the division yards or at other
MTA facllities, watch for persons walking or standing
in these area. The posted speed limit in the division
yards is eight (8) MPH. Reduce speed when condi-
tions warrant. (See Rule 3.22)

3117

3-32

Steering O@

Every maneuver made with the bus depends on how
well the steering wheel is controlled. Resting ahand on
the rear part of the steering wheel may be the most
relaxed position, but it certainly is not the safest.

The best method is to place both hands on the
steering wheel, paims down, opposite each other
(three o’clock and nine o’clock position), sitting straight
in the seat.

To begin a left tum, place the right hand at about
eleveno'clock on the wheel, paim down, fingers grasp-
ing the rim of the steering wheel and pulling. When the
right hand is about eight o’clock position, the left hand
should be at eleven o’clock position and begin pulling.
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Move both hands in a steady pulling motion, hand over
hand, paims down.

To begin a righttum, place the left hand about one
o’clock on the wheel, palm down, fingers grasping the
rim of the wheel and pulling. When the left hand is at
about four o’clock, the right should be at one o’clock
and begin pulling. Move both hands in a steady pulling
motion, hand over hand, palms down.

Many accidents could be prevented by something
as simple as practicing good steering techniques to
maximize control. (See Rule 5.04)

3.118

" Traffic Signais O@

To help eliminate entering intersections on stale yel-
low or red lights, an idea can be borrowed from airline
pilots. When the plane is taking off, at a certain pointon
the runway there is a mark known as the “Decision
Point”. When the plane goes beyond this point, it is
committed to taking off becatse there is not enough
runway left to stop safely. Operators should be pre-
pared to stop should the light change to yellow. Atthe
appropriate distance from the intersection (depending
on the speed) Operators will reach a “Decision Point”.
Beyond this point, they are committed to going through
the intersection. Operators should reduce speed and
keep their foot over the brake while operating through
the intersection. (See Rule 3.27)

Note: Approximately forty (40%) percent of all acci-
dents occur at intersections.
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3.119

Application of Brakes O
When using the brakes Operators should remember
that customers are more likely to fall as a reslut of
quick, shallow application than a smooth, medium, or
heavy application. Keep in mind, that while Operators
know what they are going to do; customers have to
react after it has been done.

in order to make a smooth and safe application,
place the right foot on the brake pedal with the heel
directly over the hinge at the base of the pedal, then
rock the foot forward into the pedal, using the ankle
muscle rather than trying to regulate pedal pressure
with the leg. Just prior to the bus coming to a complete
stop, release a small amount of application pressure
and then bring the bus to a stop with a single, smooth
application. Don’t“Fan" the brakes, it decreases avail-
able air pressure and causes the brake linings to wear.

Contrary to what some believe, air brakes cannot
be “pumped up” or “fanned”. Each time the pedal
comes up when the brakes are “fanned” or “pumped,”
airpressureis lost. On the next downward stroke, there
is less pressure available. This tactic does notimprove
the bus’ abllity to stop; it hinders it. “Fanning” or
“pumping” can also cause the brakes to overheat and
thereby, lose some effectiveness.

3.120

3-34

Wet Pavement O

Every rainy day a number of Operators are involved in
accidents because of their failure to take the wet road
surface into consideration. On wet pavement an Op-
erator may approach an intersection or a bus stop in
the normal manner, then suddenly begin to slide as the
brakes are applied. Now the Operator must either
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release some braking application to gain control and
hopefully stop with lighter brake pressure, or stay on
the brake taking a chance on gliding into whateveris in
the way. .

Such conditions can be avoided by being aware of
road conditions and slowing down before getting into
trouble. Operators should be especially watchful for
streets which have been recently resurfaced; they are
extremely slick in rainy weather. The first rain after a
dry spell can cause a slippety road condition due to
dirt, tree leaves and oll mixing with rain or mist on the
road. Reduce speed when these conditions exit.

3.121

Desp Water O®

Whenever an Operator encounters a flooded area, a
reasonabie effort should be made to determine whether
the depth of the water is approximately eighteen (18)
inches or more. Normally, if the water reaches the first
step of the front door entry it is a good indication that
the water depth exceeds eighteen (18) inches. If the
water is deep enough to cause possible damage to the
equipment (brakes, etc.), avoid driving through it and
contact the Control Center for instructions. If the depth
of the water is less than eighteen (18) inches and can
be safely driven through, proceed with caution at a
speed not to exceed five (5) mph. (See Rule 3.40) :

3.122

Proper Right Side Clearance O

Maintaining proper right side clearance is not always
easy. Yet, keep in mind that any time the bus is driven
with less than four and one-half (4%2) feet of right side
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clearance, a real risk is taken. To avoid the risk of
having a right side collision due to improper clearance,
you mustbe aware of moving vehicles, doors of parked
vehicles that may open, cyclists, pedestrians stepping
out into the street and other hazards. If proper clear-
ance is un-obtainable, reduce your speed and remain
alent. As “Professionals”, Operators must take more
than their share of the responsibility for the safety of the
“Amateurs”.

3.123

3-36

Emergency Transferring of Customers O@®

When transferring customers, make sure the bus is
safely positioned with the parking brake set, the trans-
mission in neutral and the wheels properly curbed.
Emergency reflectors must be placed at the following
locations:

QO Onthe traffic side of the bus, withinten (10) feet of the
front or rear comers - to mark the location of the bus.

O About one hundred (100) feet behind and ahead of
the bus, onthe shoulder of the lane in whichthe bus

is stopped.

QO Back beyond any hill, curve or other obstruction
that prevents other drivers from seeing the bus
within five hundred (500) feet. If stopped on or by a
one-way or divided highway, place emergency
reflectors ten (10) feet, one hundred (100) feet, and
two hundred (200) feet toward the approaching
traffic.
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Note: In the interests of safety, whenever placing

‘'emergency reflectors, Operators should carry them

between their bodies and the on-coming traffic.

If it becomes necessary to transfer customers on a
freeway, notify the Control Center as soon as possible.

The Califomia Highway Patrol or the TOS-Vehicle

Operations must be present and the customers must
not leave the disabled bus until a safe transfer can be
made. The Operator must inform the Control Center if
a customer with a disabllity is on-board. (See SOP
11.104)

3.124

interagency Customer Assistance O®
if abus from another agency has broken down, Opera-
tors shouid make every effortto render assistance and
should stop ¥ flagged down by another Operator or
inter-Agency Supervisor. If customers are observed,
stop and pick them up. Customers boarding do not
need to pay a fare. They may ride to any point on the
line. if atransfer is needed, a free Emergency Transfer
may be issued.

Operators stopping to assist must notify the Con-
trol Center and advise if unable to accommodate all of
the stranded customers. (See Rule 7.02)

3.12%6

Loading of Buses through Rear Doors O®

When customers are loaded through the rear door by
supervisory personnel, the supervisor will either ver-
bally request the rear doors be opened or signal the
Operator to do so by pressing the sensitive edge (if so

3-37
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equipped) to activate the bell/buzzer. After loading of
customers is completed, the supervisor will signal the
Operatorto close the rear doors by two taps onthe side
of the bus with the hand. (See Rule 3.33)

3.126

Door Operation O@

The serviceffoot brake must remain applied until the
frontand rear exit doors are closed. The left hand must
remain on the door control lever while checking the
mirrors, making sure the doors are clear. This will
avoid trapping a customer in the doors.

The Operator must not move the bus if the view to
the front or right side is impaired by customers or
pedestrians. If the Operator is unsure whether the
persons are safely clear of the bus, the bus mustnotbe
moved.

if a situation arises where the door operation may
cause injury or damage, contact the Control Center
immediately. (See Rule 3.33)

3.127

3-38

Grade Operation O®

When stopped on a grade, the service/foot brake must
be applied until ready to proceed. To avoid rolling
back, depress the service/foot brake all the way to the
floor and then quickly depress the accelerator. (See
Rule 3.35)

Note: Do not use the accelerator as a brake on a
grade.
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3.128

Operational Techniques O®
A: Starting
When stopped behind a vehicle, use the two (2)
seconds (four (4) seconds for buses) rule or wait until
the vehicle has moved forward at least fifteen (15) feet
before starting forward. Ensire that the bus is clear of
other vehicles, cyclists, pedestrians and hazards. Be
aware of pedestrians (particularly children), senior
citizens and persons with disabilities in front of bus.
Ondry pavement, start smoothly and accelerate at
an even rate. On slippery pavement, start smoothly

and slowly, depressing the accelerator gradually. If
rear wheels spin or slide, release the accelerator

- immediately.

Ifthe bus cannotbe moved safely because of alack
of traction, notify the Control Center.

B: Stopping

The Operator should know the braking capabliities of
the bus at all times. Braking capabliity will vary de-
pending on such conditions as the number of custom-
ers being carried and operation on road surface and
grades. When the Operator’s foot is not on the accel-
erator pedal, it should be over/on the brake pedal. The
Operator should always operate under control and be
prepared to siow down or stop. .

Onadry street, apply brakes smoothly to the extent

required. Just prior to the complete stop, reduce the
brake application gradually to eliminate a jerking mo-
tion. On a slippery street, depress the brake lightly. If
the drive wheels begin to slide, release the brake pedal
immediately to allow the wheels to roll freely. Depress
the brake pedal slightly again, releasing immediately if
the wheels continue to slide.

3-3
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The following are several factors involved in the
stopping of a vehicle:

Reaction Distance - is the distance traveled while
moving your foot from the accelerator pedal to the
brake. ..

Brake Lag Distance - is the distance traveled during
the time it takes for the brakes to become effective.

Braking Distance - is the distance traveled after the
brakes are applied.

Reaction distance is difficult to measure. It varies from
one individual to another. Reaction distance repre-
sents the only interval which the Operator has total
control. After the brakes are applied, the stopping
distance of the bus is strictly a mechanical operation
and is determined by the speed of the vehicle and its
rate of deceleration. (See Rule 3.21)

Note: Keep in mind that the reaction distance as-
sumes that the Operator has been alerted at the time
the brake lights on the vehicle ahead come on or any
other reason that requires stopping.

The braking distance is figured under ideal conditions,
based on this formula from the CHP.

Panic stops are a major cause of onboard falls.
When not operating under control the bus is set-up for
acollision-type accident that would force a panic stop.
The collision may be avoided but many times a cus-
tomer falls.
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Stopping Distance Chart

MPH Feetper Reaction Braking  Total Stopping
second Distance Distance Distance

10 15 11 7 i8
20 30 22 "28 50
30 45 33 63 96
40 60 44 112 156
85 75 60 - 212 272
Formuias

Estimated Feet per Second MPHx 1.5
Reaction Distance MPH x 1.1

V2x 7
Braking Distance ——100

Note: When coming to a stop, stay at a minimum of
seven(7) feetbehind the vehicle ahead. When stopped,
keep brakes applied. )

C: Changing lanes

Whenever possible, buses must be operated in the
right-hand curb lane or the designated bus lane. How-
ever, there are times when an Operator must change
lanes such as:

QO To get around a parked vehicle or a fixed object
Q To pass slower moving vehicles

Q Tomove into the proper lane before making a tum.

3-41
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Before changing lanes, the Operator must activate the
proper tum indicator, use the mirrors to check along
side and to the rear and to be certain the desired lane
is clear. :

When changing lanes, the Operator should move
the bus over at a gradual angle, maintaining proper
clearance.

D: Following Distance

When following moving traffic, the Operator musthave
the bus under control and be able to stop smoothly and
safely if the vehicle ahead should suddenly slow down
or stop.

Under ideal conditions, use the two (2) seconds
plus (four (4) seconds for buses) rule for following
distance. Under adverse conditions such as on a
downgrade, wet pavement or speeds in excess of 40
mph, increase the following distance to five (5) sec-
onds or more for buses.

if apassing vehicle beginsto move intothe lane the

bus is traveling in, the Operators must place their foot
on the brake pedal, reduce speed (stop if necessary),
then resume and maintain the proper following dis-
tance.
The Operator should be alert and watch the traffic
conditions and signals ahead. Anticipate when the
vehicles will have to slow down and be prepared to
adjust the following distance accordingly.

Because Operators may have difficulty estimating
proper following distance by using the “one vehicle
length for each ten miles per hour” method, the MTA
recommends the two (2) seconds plus (four (4) sec-
onds for buses) rule. To use this method, the Operator
should observe the vehicle traveling ahead of the bus.
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As that vehicle passes a point or fixed object (such as
a sign or post) ahead of the bus, measure how long it
takes the bus to reach that same point or objéct by
counting “one thousand one, one thousand two, one
thousand three, one thousand four”. if the point or
object is reached before counting to four, the bus istoo
close. (See Rule 3.21)

E: intersection Operation
When approaching an intersection the Operator should
have the bus under control, with both hands on the
steering wheel, proceeding at a reduced speed. Ap-
proximately one hundred (100) feet before the inter-
section (actual speed considered) the Operator should
place a foot over the brake pedal and while closely
observing the indication of all traffic signals, be pre-
pared to make a smooth, safe stop. The Operator
should never enter the intersection If the signal is
amber or if the entire bus will not clear. Fallure to clear
fhe lnlersection constiutes Girid lock and is against e law.
When entering or traveling through an intersec-
tion, the Operator should yleid to pedestrians and other
drivers. Regardiess of who has the right-of-way, resume
speed only after clearing the entire intersection.
Operators should always be alert while approach-
ing alleys, driveways, intersections or other locations
where vehicles may cross into the path ofthe bus.Also .
be alert at crosswalks near or in front of the bus zone
and the people who may be inthe zone as the Operator
pulls out. it is important that Operators be aware of the
position of pedestrians, particularly children, senior
citizens and persons with disabilities near the bus.
(See Rule 3.27)
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F: Passing

When passing parked vehicles or fixed objects, the
Operator should maintain four and one-half (412) feet
right-side clearance where possible. Where clearance
is less than four and one-half (4%2) feet, the Operator
must proceed using extreme caution, being prepared
to stop if necessary. There are many indications thata
parked vehicle may pull into the path of the bus; such
as a driver in the seat, exhaust smoke, lights on, front
wheels tumed out, vehicle door opening, etc. If this
occurs, the Operator should place afootover the brake
pedal, sound hom to wam the other driver of the
intention to pass and be certain that a safe stop can be
made if the vehicle pulls out.

When passing vehicles moving in the same direc-
tion, the Operator should check the mirrors to be
certain that the intended passing lane is clear and use
the proper tum indicator while changing lanes at a
gradual angle. The Operator should maintain a safe
clearance and reduce speed if the vehicle moves
towards the bus or accelerates. Be prepared to take
evasive action, slow down or stop. If vehicles moving
in the opposite direction should cross the center line,
watch for hand signals or other indications that a
vehicle may tum into the path of the bus.

3.129

3-4

Spotting bus in zone O

When spotting RTS, RTS-TMC and Neoplan buses in
the bus zone, the bus must be spotted twelve (12) to
eighteen (18) inches from and paralle! to the curb, with
both doors clear of any obstructions or hazards. All
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other buses must be spotted six (6) to twelve (12)
inches from and paraliel to the curb.

When unable to make a customer stop in a bus
zone because of the unsafe conditions of gutters,
curbs, sidewalks, or obstructions of any kind, spot the
bus four (4) feet from and paralie! to the curb.

itis not always possibie to get the bus into the zone
six (6) totwelve (12) inches or if applicable, twelve (12)
to eighteen (18) inches and paraliel. Operators should
be aware that stopping the bus in any position, other
than paraliel to the curb significantly increases the
probability of an accident. The driver of an automobile
may not go to the left far enough when attempting to
pass and may strike the left rear of the bus. Inthis case,
the Operator may have greatly contributed to the
causeofﬂ'uemm.AMaysspotmbuspatalblm
the curb.

Pulling Into the Curb

When unable to make a customer stop in a bus zone
because of the unsafe conditions of gutters, curbs,
sidewalks, or obstructions of any kind, spot the bus
four (4) feet from and paraliel to the curb. This maneu-
ver is simiiar to the straight course, except for the
actual tuming into the curb and clearing the last object.
Before commencing the tum, line the center of the right
front wheel with the front part of the last object to be
cleared (look into the outside right rear-view misror to
check clearance), start the gradual tum into the curb.
Just before the right front comer of the bus is going to
reach the curb, steer to the left and align the bus
paralie! with the curb. Look out for any obstructions or
objects along the curb. Remember, fifteen feet more
than abus length is needed after the front bumper is at
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the curb to make a stop six (6) to twelve (12) inches or
twelve (12) to eighteen (18) inches and parallel to the
curb. Look into the outside right rear-view mirror be-
fore stopping. If the bus is not parallel turn the steering
wheel to the left about a quarter of a turn and continue
forward until the bus is parallel. Make sure the doors
are clear of any obstruction. Open the doors after
coming to a complete stop.

Operators should remember that the speed of the
bus has a direct effect on the amount of open curb
needed to spot the bus parallel to the curb. The less
open curb available the slower the bus must operate.

The “Circle of Danger” begins at the stop line or
curbline when approaching and leaving an intersec-
tion. Atthis point, the greatest danger to safe operation
occurs: converging traffic,pedestrian crossings and
unexpected vehicle maneuvers. (See Rule 3.37)

Note: The Operator must be alert for pedestrians who
lean out over the street to peer at an oncoming bus
headsign. Also the Operator should be aware of cy-
clists riding along the right side of the bus.

3.130

3-46

Operation at Customer Stops O

Whenever a bus zone is of sufficient length to accom-
modate two or more buses, Operators must adhere to
the following procedures:

First loading position - The bus in the first position
should be spotted with the front doors adjacentto and
clear of the bus stop sign.
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Note: Buses stopping in the first position at zones
where the stop sign is placed other than that position
mustbe pulied forward to the foremostpartof the zone.

Second loading position - When the first position is
occupied, the second bus should stop seven (7) feet
behind the first bus, except at iocations where a
driveway is located behind the first position. In this
situation the second bus must stop just prior to the
driveway.

Third loading position - When the first and second
positions are occupied the third bus will stop seven (7)
feet behind the bus in the second loading position
except at locations where the front doors are posi-
tioned over the driveway. In this case, the bus shouid
be stopped justpriorto the driveway. Operators should
exercise good judgement before opening theirdoors in
the third loading position, especially atfarside stops in
the downtown area. If it is anticipated that the bus wifl
be stopped for any length of time for customers to
board or afight before the bus can be moved, the doors
must not be opened until the bus can be putied to the
first or second loading position in order to avoid block-
ing out any buses approaching from the rear. When
stopped in the third loading position, a second stop
must be made in the first or second loading position if -
there are any customers in the bus zone.

Fourth or more loading position: if abus is stopped
in the number four (4) or more position, the Operator
must not open the doors unless direcied to do so by
appropriate supervisory personnel.

When operating on Limited or Express service and
the stop Is specifically made to discharge customers

3-47
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only, the Operator may open the doors provided that
customers can be safely discharged. Prior to closing
the doors and leaving the stop, ensure thatthere are no
customers attempting to board.

3.131

3-48

Near-Side Stops O

When approaching a nearside bus stop with parked
vehicles orother obstructions just prior to the bus zone,
position the bus approximately four and one- half (412)
feetfrom such objects. Pull ahead until the center of the
front wheel is even with the front of the parked vehicle
or any objectto be cleared. At this time start a gradual
tum into the bus zone.

Note: On RTS Il and RTS-TMC buses use the rear of
the front wheel. At this point, start the gradual tum into
the curb. The front end of the bus must travel down the
curb line at least fifteen feet (15) more than one bus
length in order to bring the rear of the bus six (6) to
twelve (12) orif applicable, twelve (12) to eighteen (18)
inches and paraliel to the curb.

When stopped at any near-side bus zone which is
govemed by a traffic light, the Operator must remain
stopped with the bus in the “safe loading position”
during the entire duration of the red light cycle. The
purpose for this procedure is to ensure that all custom-
ers, including wheelchair patrons, who arrive at the
bus zone during the red light cycle can safely be
boarded.
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3.132

Unobstructed Near-Side Stops O
Ninety (90) feet or more available in the bus zone:
When approaching and entering a bus zone with
ninety (90) feet or more available, the Operator must
maintain four and one half (412) feet clearance from
any parked vehicles. When the center of the right front
wheel is in line with the furthermost part of the parked
vehicle, start the gradual tum into the curb. RTSII and
RTS-TMC coaches should use the back of the right
front wheel since the wheel base is longer on these
buses. The front end of the bus must travel down the
curb line at least fifteen (15) feet more than one bus
length in order to bring the rear of the bus into the curb.
When the right front comer of bus Is two (2) feet
from the curb, the Operator should begin straighiening
out and continue forward until the wheels are within six
(6) to twelve (12) inches of the curb. Check the right
outside mirror to make sure the bus is paralle! before
stopping. If the rear of the bus is outin the lane of traffic,
tum the steering wheel a quarter tum to the left just
before stopping. This will bring the bus paraliel with
both doors six (6) to tweive (12) inches from the curb.

Note: RTS-TMC, RTSI and Neoplanbuses are stopped
12 to 18 inches from the curb.

3.133

Obstructed Near-Side Stops O®

A: More than a bus length but less than ninety (90) ft
When approaching and entering a bus zone with more
than a bus length but less than ninety (90) feet free
from obstructions, the Operator should maintain four
and one half (4%2) feet clearance from any parked
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vehicle or fixed object. When the center of the right
front wheel passes the furthermost part of the parked
vehicle or fixed object, bring the bus to the right,
positioning it four (4) feet from and parallel to the curb.
RTSIland RTS-TMC coaches mustuse the back of the
right front wheel since the wheel base is longer on
these buses.

B: Less than one bus length avalilable

When approaching and entering a bus zone with less
than one (1) bus length available, the Operator should
maintain four and one half (4%2) feet clearance from the
parked vehicle and position the bus four (4) feet and
parallel to the curb with the parked vehicle protecting
the right side for boarding and alighting customers.
(See Rule 3.37)

3.134

3-50

Far-Side Stops O@

A common hazard occurs at far-side stops after an
Operator has prepared to depart, and begins to move
the bus. About this time, a vehicle makes a right tum
from the cross street behind the bus and attempts to
pass on left side. This situation can be avoided by
checking the inside rear-view mirror and right outside
mirror just before moving to see if any vehicles are
approaching the intersection.

When departing far-side or midblock stops, it is
often necessary to use atleast part of an adjacentlane
inordertoclearan objectjustbeyond the end of the bus
zone. Operators must make sure to check their clear-
ance from that object as they begin to straighten the
bus out in the operating lane.
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Operators approaching a far-side stop must not
activate the right tum signal until entering the intersec-
tion in order to avoid giving confusing signals. Other
drivers may get the impression that the bus is about to
make a righttum onto the cross street. Operators must
also position the bus forward in the bus zone to lessen
the probability that cars making a right tum from the
cross street will hit the left rear of the bus.

3.135

Unobstructed Far-Side Stops O

When approaching an unobstructed far-side stop, the
Operator should not activate the tum signals untll the
bus is half way through the intersection and spot the
bus six (6) to twelve (12) inches or tweive (12) to
Eighteen (18) inches from and paraliel to the curb,
making sure k is clear of the intersection and crosswalk.

Note: RTS-TMC, RTS! and Neoplanbuses are stopped
twelve (12) to eighteen (18) inches from the curb.

3.138

Obstructed Fai-Side Stops O®@

When approaching and entering an obstructed far-
side stop, the Operator should spot the bus four (4) feet
from and parallel to parked vehicle or fixed object,
insuring thatthe bus Is clear of the crosswalk and doors

- are free from any obstructions. (See Rule 3.37)

Note: Customers should be wamed to be careful in
boarding or alighting.
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3.137

Obstructions or Hazards O®
Low wires, overhanging tree branches, potholes, or
other obstacles which may create a hazard should be
reported to the Control Center as soon as possible. A
written report of unsafe conditions (IPP/01) should be
submitted to the Division Manager.

The following are examples of hazards which may
cause unsafe operation:

Q Oil

QO Diesel slicks

Q Objects lying on the freeway
QO Dead animals

(See Rule 3.37 & SOP 2.129)

3.138

Rolling Back on a Il O®

To prevent a bus from rolling back on a hill, apply the
foot brake fully, then as quickly as possible, move the
right foot to the accelerator. In most cases, before the
brake releases completely, the engine’s R.P.M. will
increase enough to begin pulling the bus and prevent
itfrom rolling back. To avoid being bumped by vehicles
rolling back into the bus, maintain at least seven (7)
feetclearance infront of bus when stopped on a grade.
(See Rule 3.35 & 3.21)

3.139

3-52

Station, Facility and Yard Operations O®@
Follow all Injury and lliness Prevention Program (IPP)
instructions and procedures.
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Operators must never run up or down steps in any
MTA facility. If there are spilis on the steps, Operator
must report this to their supervisor. Operator must use
extra caution when steps have been cleaned or
mopped. Operator must use proper lifting techniques.

Operators must never. walk near or into a
maintanance shop area unless they have proper au-
thorization and it is necessary to doso to conduct MTA
business.

When it Is necessary to enter a shop area, Opera-
tors mustnever jump over aservice pitor or use boards
as a walking surfaces. They must walk cautiously
around the pit. Operaotrs must also keep away from
equipment and machinery, particularly revolving ma-
chinery such as brake lathes. Do not go near revolving
machinery, such as brake iathes. Do not look at
welding operations or expose yourself to other haz-
ards in and around shop areas.

When walking in a station, facllity or division yard
be alert for moving vehicles and always use desig-
nated crosswalks. Be cautious and look in both direc-
tions when crossing between parked vehicles. Stay
out of traffic lanes when it is necessary to walk through
a parking area. Be alert while walking in the shop and
around fueling, parking and the service plt areas.

When operating through stations extreme caution
must be used by operating vehicles at a safe speed,
never exceeding eight (8) miles per hour, or as other-
wise posied. When entering, leaving or operating
through the station, Operators should also adhere to
any verbal instructions given by a Service Director or
appropriate supervisory personnel.

Watch for persons walking within the yard when
driving in that area. The eight (8) mph speed limit must
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be adhered to, unless otherwise posted. A slower
speed may be warranted according to conditions. The
headlights should be used between sunset and sun-
rise or when visibility is low. Make complete stops at all
stop signs, stop lines and crosswalks. Always enter
and exit yards and facilities at appropriately marked
gates.

it is the responsibility of the Operator to retum to
the bus with ample time to properly prepare for service,
collectthe proper fares and depart as scheduled. (See
Rule 3.47& 3.04)

3.140

Unmarked Bus Stops O®

In areas where bus stops are not specifically posted,
make all customer stops at any intersection where itis
safe to do so, insuring that the bus is clear of any
crosswalks, obstructions or hazards that would impair
the safety and comfort of the customers. When oper-
ating in open territory or in sparsely populated areas
where intersections are not within a reasonable walk-
ing distance, make courtesy stops for the convenience
of the customers whenever it is safe to do so. (See
SOP 7.103)

3.141

3-54

Posted Bus Stops Without Curbs O

When operating a bus on streets where there are no
curbs, spot the bus with the front doors in the vicinity of
the bus stop sign with both front and rear doors clear
of any obstructions including the bus stop sign.
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3.142

Off-Strest Terminal Operation O®

When operating a bus within an off-streetterminal, the
bus must be maintained under control at all times.
Unless otherwise posted, the speed of the bus must
never exceed eight (8) miles per hour. Reduce speed
if the conditions warrant.

During any layover exceeding one (1) minute, the
wheels of the bus must be curbed, the engine shut off
and the bus properly secured.

{tthe Mechanical Department has aftached atag to
the instrument panel which reads, “DO NOT SHUT
OFF ENGINE", leave the engine running at idling
speed. If the layover exceeds one minute the Operator
is not required to remain on the bus as long as the bus
has been properly secured. (See Rule 3.47)

3.143

Freeway Bus Stop Lanes O@

In order to ensure the safety and comfort of the
customers and fo prevent any damage to the equip-
ment, a safe and reduced speed must be used when
entering or operating through any freeway bus stop
lane. The speed must never exceed the posted limit.
Be alert for excessive dust, water and other obstruc-
tions in the vicinity of the bus stop. These bus stops
must be serviced even If there are no customers
waiting at the stop. (See Rule 3.48)

3.144

Freoway Lanes O®
Avoid making any unnecessary lane changes. Always
operate the bus defensively and adjust accordingly to
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the various road, weather and traffic conditions. Buses
are not restricted to any particular lane on the freeway;
however, Operators should use good judgement with
choice of lane. (See Rule 3.49)

3.145

Left Turn Across Rallread Tracks O@

When railroad tracks are running down the middle of a
divided roadway at intersections controlled by a traffic
signal, the Operator should wait in the number one
lane within the intersection until the tuming movement
can be safely completed. (See Rules 3.51 & 3.55)

3.146

Exempt Railroad Crossings O®

Operators are not required to make a complete stop at
railroad crossing where the “exempt” sign has been
installed. If for any reason, the “exempt” sign is no
longer present a positive stop is requlred (See Rules
3.51 & 3.55)

3.147

3-56

Stop Not Required O®

A complete stop shall not be required at a crossing
protected by an on duty police officer directing traffic.
If there is a traffic signal on the near-side of the track
activated to flash red by approaching trains, the crossing
is considered to be signal controlled for that direction of
travel and a stop is not required. (See Rules 3.51 & 3.55)



Section 3

3.148

Raliread Track Safety O®

There are a number of bus routes that cross the
railroad tracks operating the Bilue Line. Thus, it is
extremely important that Operators keep the following
in mind when operating over raiiroad tracks:

©® Trains may come from any direction on any track at
any time.

® Trains operate at different speeds according to
conditions. The train’s speed is difficult to judge.

© When there is more than one track, trains may be
on one or all of them; traveling in opposite direc-
tions. ’

Be aware that one train can obstruct the Operator's .
view of ancother train. Do not cross the tracks until all
tracks can be seen clearly in both directions. (See
Rules 3.51 & 3.55)

© At no time shall an Operator attempt to cross any
raliroad track uniess the bus will completely clear
the farthest rail.

3.149

Parking Buses In the Division Yard O

The left side of the bus should be approximately three
(3) inches from the left lane line. This allows enough
room to walk between rows. Should the air in the
bellows leak out ovemnight, the bus may lean to one
side. By parking the bus property, two buses can lean
toward each other and not make contact at the top.

3-67
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The left front wheel should be centered over the
“Hash” mark to provide necessary clearance - front
and rear. Don't obstruct crosswalks when you're park-
ing vehicles in the yard. Vehicles must be parked
within the lines.

3.150

3-58

Methods to Aveid Accidents when Entering and
Leaving the Bus Zone O®@
A: Entering Customer Stops

© Prepare for stops by decelerating slowly and brak-
ing smoothly, remember customers are leaving
their seats.

@ Use Signals.

© Approach with proper clearance and observe right
outside mirror to avoid hitting parked vehicles,
watch for hazards in the zone.

©® Spot the bus six (6) to twelve (12) inches and
parallel or four (4) feet and parallel if ideal spotting
is notpossible Whenvehicles or obstructions make
itimpossible to getfour (4) feet and parallel, remain
inthe street and use the vehicle or obstructionin the
zone to block traffic onthe right for customersafety.

Note: RTS-TMC, RTSII and Neoplan buses are spot-
ted twelve (12) to eighteen (18) inches from and
paraliel with the curb.

© Keep doors closed until bus is completely stopped.
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B: Leaving CUﬂomersW
@ Use mirrors to check that boarding and alighting
customers are clear of doors before closing.

@ Make sure customers are seated or holding on
prior to moving. -

© Activate tum signal.
Note: Check the following:
Q Left outside mirror to ensure lane is clear.

QO Wwith a sweeping eye movement from left to right
check front of bus to ensure that it is safe to
proceed.

O Right outside mirror insuring that the right side of
the bus and the doors are clear of pedestrians.

Q The left lane again glancing quickly over the left
shoulder to ensure therp is no vehicle in a biind

spot.

© Check that the traffic signal is green for your direc-
tion of travel.

@ Ifthere is avehicle inthetraffic lane orahead of, use
the two (2) seconds plus (four (4) seconds for
buses) rule or wait until the vehicle has moved at
least fifteen (15) feet ahead before starting; then
move forward, gradually gaining your four

3-89



s-a-’ » b vu’d’ UMﬂ
Note: On dry pavement start smoothly and accelerate at
an even rate. On wet/slippery pavement start smoothly
and slowly, depressing the accelerator gradually.
3.151 Methods to Aveid Accidents in the Bus Zone O

3-60

O Spotthe bus six (6) to twelve (12) inches from and
parallel to the curb.

Note: RTS-TMC, RTSII and Neoplan buses are spot-
ted twelve (12) to eighteen (18) inches from and
parallel to the curb.

@ Always strive to stop the bus clear of the traffic lane.

©® Where six (6) to twelve (12) inches of clearance
cannot be achieved, stop the bus four (4) feet from
the curb in such a manner that parallel parking is
possible and customers boarding and alighting are
protected from traffic. '

@ Atfarside stops, stop as far forward as possible in
the zone so vehicles tuming right from behind may
more readily avoid the left rear comer of the bus.

© Signal intentions to stop well in advance. After
stopping keep right tum signal activated while
boarding and alighting customers.

@ Encourage “tailgaters” to pass by slowing the bus
gradually.
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3.152

Methods to Aveld Onboard Falls O
@ Stay aware of customer movements onboard and
adjust your operation accordingly.

@ Observe traffic closely for sudden deceleration.
© Maintain safe following distance

© Avoid unnecessary sudden brake applications;
begin stopping sooner.

@ Anticipate braking requirementsto permitasmooth
stop with a single application.

@ Partially release the brake just as the bus stops to
avoid backlash.

3.153

Methods to Avoid Accidents Betwoen Intersections O

O Regulate the speed to maich adverse conditions
such as weather, traffic, etc.

o Malntahproperrlghtsldeelaamneemandona
half (4%2) feet if possible.

© Watchforvehicles entering and leaving driveways,
alleys, etc

@ Waich for “Tip Offs” from parked vehicles such as
exhaustsmoks, lights, wheels tumed, persons (espe-
cially children) inside or near parked vehicles.

@ ifpotential hazard is sighted, reduce the speed and

3-61
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prepare to stop. Do not depend on the hom to stop
the potential hazard.

@ Signal intention to change lanes.

@ Treatvehicles as if they were going to “Cut In” after
they pass.

® Avoid unnecessary lane changes.
@ Do not be distracted.
® Maintain safe following distance.

® Keep a firm grip and never place hands on the
® spokes of the steering wheel.

® Be on guard for drivers looking for a parking place;
® they may stop suddenly.

® Stop back from vehicles attempting to park, allow-
® ing enough space for the backing maneuver.

3.154

Methods to Avold Accldents at Intersections ©

© Approach all intersections with the foot over the
brake pedal, prepared to stop.

© Regulate speed to the range of vision of cross traffic.
© Observe traffic carefully before entering and while

crossing intersections; looking first to the left, then
to the right, then left again.
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© Don't be distracted.

© Never assume or insist on right of way, regardiess
of what traffic signals indicate.

@ Remember amber signals are not “Go” signals.

@ Make a full stop at all stop signs.

© Signal intentions to tum, and keep proper right side
clearance.

© Wait for opposing traffic to clear before making a
left tum.

e Whenproceednngmee
aleﬂforomoskvgtaiﬂcwa)ﬁubndqabﬁm.

3.155

Company Equipment Assigned (CEA) OD
Operators must inspect the CEA units prior to leaving
the division yard for the following:

Defects to look for:

Q Body Damage

Q Interior Damage

Q Tires - Low, Flat, Bald, or Damaged
Q Cleanliness

If any of the above mentioned conditions are found,

they must bereported to the appropriate management
representative immediately. (See Rule 3.58)
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3.156

3-64

Contra-Flow Lane

Operators must use extreme caution while operating
through the Spring Street Contra-Flow lane and must
adhere to the following procedures:

Q Reduce speed,;
O Keep headlights on (low beam);

O Operate as close as possible to the double yellow
line;

O Watch for pedestrians, especially at intersections
and crosswalks;

Q Must not pass between Ninth and First Streets,
uniess authorized by Supervisory Personnel; and

O May pass between First and Macy Streets but,
must use extreme caution when doing so.

(See Rule 3.10)
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6.100

General Statement

All MTA Operators will be required to provide and
properly maintain prescribed uniforms while on duty.
Operators shall purchase uniform tems only from the
approved uniform source by calling and ordering direct
from the uniform contractor. The telephone number is
avaliable at all divisions. Uniform ftems will be deliv-
ered to each Operator's home division.

6.101

Uniform Parchasing Procedere @
The yearly uniform allowance called for in the collec-
tive bargaining agreement will be credited to each
Operator’s individual account with the designated uni-
form provider on the first payday following the
Operator's employment anniversary date. Uniform
purchases in thie amount up to the credited stipend may
be made after an Operator’s anniversary date. Uniform
Rems purchased which exceed the stipend amount may
be paid for by check or credit card. .
Additional uniform items may aiso be purchased on
the Payroll Deduction Plan. Operators may use payroll
deduction once yearly up to a maximum of $200.00.

1. New Operators during their ninety (90) day proba-
tionary period will be required to provide them-
selves a uniform shirt and tie, and wilt be allowed to
wear dark slacks, which may or may not be regula-
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tion. Operators, after passing their ninety (90) day
probationary period, will be required to provide
themselves with a regulation uniform which may be
paid for by check, credit card, payroll deduction.

2. Operators who have completed basic training and
are assigned to a division are required to wear a
regulation shirt and dark trousers while on duty.

6.102

6-2

Watches @

Operators who prefer not to pay cash for their watch
may arrange through the Division Manager to pur-
chase their watch through payroli deduction, subjectto
the following conditions: '

A. An Operator may purchase a regulation watch pro-
vided that it does notexceed $150 and thatthere isno
previous balance on a watch purchased through
payroll deduction. Any amount exceeding $150 must
be paid directly to the vendor by the Operator. Any
watch purchased by payroll deduction can only be
made at approved contract vendors.

B. A student Operator who has been qualified to be
placedinservice, may purchase aregulation watch
through payroll deduction upon approval from their
Division Manager. Only one (1) voucher is allowed
per calendar year to purchase a watch through
payroll deduction. Exceptions are lost, stolen, or
broken watches. (See Rule 6.10)

Note: A Payroll Deduction form may not be used for
any reason other than for obtaining the approved
regulation items.
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Relations

7.100

General Statement-Customer Relations

Next to safety, maintaining professional and courte-
ous relations with customers is the most important
aspect of an Operator's job. Courtesy is the key to
success. Every Operator must remain aware that no
public service organization can survive without the
understanding and support of its customers.

The Operator is MTA's most important public
relations representative. inmostinstances, the Opera-
tor is the only personal contact the customer will have
with the MTA. The pubilic’s perception of and attitude
toward our agency is formed by the contact between
the Operator and customer.

This section detalls specific procedures which,
when used in eonjunction with Section 7 of the Rules,
will ensure a safe operation, promote positive cus-
tomer relations and help form the image necessary to
sustain public support and patronage.

Procedures outlined inthis section reflectthe MTA's -
philosophy that Operators are public transportation
professionals who are empowered to use their judge-
ment when it becomes necessary to deviate from
standard procedures in the interest of optimal service
and convenience for our customers. However, with
this empowerment comes the ultimate responsibllity
for ensuring that the principles of safety are never
compromised. (See Rule 7.01)

7-1
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1.101

Communication/Language Barriers
Operators dealing with customers who cannot speak
English, have speech impediments or hearing impair-
ments, or otherwise find it difficult to communicate,
should remember that it is frequently as frustrating for
the customer as it is for them. Often, Operators may
unconsciously shout in an effort to be understood.
Loudness does not facilitate understanding.
Most times, it only makes the customer nervous and
less likely to comprehend. In these situations, the
Operator should exercise patience, face the customer
when possible, speak slowly and distinctly, and if
necessary, request assistance from ancther customer.

7.102

Requests for Information

Operators should provide customers with general in-
formation when requested to do so. An Operator who
is new to a line or area and does not know the answer
to a question should politely suggest that the customer
call the MTA’s Public Information Service at one of the
phone numbers listed on each timetable:

Customer Service phone numbers
213-626-4455

714-620-1871

800-252-9040 - for the hearing impaired

7.103

7-2

Calling Stops OO

Announcing transferpoints, majorintersections, points
of interest and other stops when requested is required
by the Americans with Disabilities Act (ADA). if the bus
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is equipped with a public address system, and itis in
working order, it must be used for this purpose. An-

nouncements should be made inaclear, distinct voice.

Not only is this practice reflective of a professional
transit system, it assists the Operator as well as the
customer. The Operator will experience fewer missed
stops, fewer complaints, less dwell time at each stop
and will become more familiar with the stops along the
route and be better equipped to answer a customer’s

questions. (See Rule 7.03)

7.104

Exterier Speakers O@

Exterior Speakers should be used for the purpose of
announcing a wheeichalr lift deployment, the line and
destination at stops that service more than one bus

line, or in the event of an inoperable headsign.

1.106

Alighting ©

in an effort to allow passengers to board freely and
reduce congestion around the farebox, alighting cus-
tomers shouid be politely requested to use the rear
doors.

1.108

Standees OO0

Customers unnecessarily blocking the aisles or stand-
ing inthe stepwelis should be requested in acourteous
manner to move toward the rear of the bus.

7-3
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1.107

Smoking, Food/Beverage, or Radios on Buses -
Customers O@

When a customer smokes on board or attempts to
board with a lighted cigarette, cigar or pipe; eats or
drinks or attempts to board while eating or drinking; or
plays a radio or other such sound device without
benefit of a personal headset, the Operator should
courteously inform the customer that such activity is
prohibited on board MTA vehicles. If the customer
persists in the activity, the Operator should not pursue
the matter. An Unenforced Rule Report regarding the
incident or activity should be completed and tumed in
to the appropriate management representative at the
completion of the day’s assignment. (See Rules 2.37,
7.06 & SOP 2.131)

7.108

Carrying Customers Past a StopO

if for any reason customers are carried past their stop,
the Operator should allow them to alight at a safe
location and, if necessary, offer emergency transfers
back to the desired location.

7.109

7-4

Customer Convenlence/Emergency Stops O
Operators must employ prudent judgement and ex-
treme caution whenever it becomes necessary to
discharge customers at locations other than estab-
lished bus stops. Safety must always be the primary
consideration.
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1.110

Accessible Service OO @
Wheelchalrs - Operators shall check the bad order
(B.0.) wheelchair liftlistfrom the Maintenance Depart-
ment posted inside the division train-room prior to
departing for their assigned bus. Buses tagged B.O.,
and listed on the B.O. wheelchalr lift list will not be
tested prior to pull-out. However, the defect will be
noted on the Operator's Vehicle Condition Report
card.
Operators must reportto the Maintenance Depart-
ment, prior to pull-out, all inoperable wheeichalr lifts
that are not tagged or noted on the B.O. wheelchair iift
list. Any defects found after pulling-out must be re-
portedto the Control Center and noted onthe Operator’s
Vehicle Condition Report Card and when being re-
lieved, notify the Operator making relief of the B.O. iift.
Always select a fiat, open area for loading or
unloading of customers. Never deploy the wheeichair
lift where trees, utility poles, fire hydrants, and other
such obstacles could jeopardize the safety of the
customers, or cause possible damage to the fift.
Always make sure that the barrier plate is in the
correct position prior to boarding customers. The bar-
riermustbe up atall times, exceptwhen the it platform
is resting on the ground or in the fully stowed position.
if a matfunction should occur or ¥ you are unsure
of the proper method of operation, discontinue the use -
of the lift and notify the Control Center. Do not use a
wheeichair lift that has malfunctioned and has not
been repaired.
Wheelchair customers should be allowed to board
first and alight last. This will cut down on the amount of
time spent in the bus zone.
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Note: if the bus is filled to capacity and a customer in
awheelchair wishes to board, the customers on board
must be requested to vacate seats inthe disabled area
to accommodate the boarding customer in a wheel-
chair.

Operators should call the Control Center each time a
customer in a wheelchair boards an MTA bus and
report the boarding location and destination.

If for any reason the customer in a wheelchair is
refused a ride, the Operator must inform the customer
of the reason for the pass-up and notify the Control
Center.

Special attention should be given to Rule 7.03
“Calling Stops”, to prevent customers in wheelchairs
from riding beyond their destination.

All wheelchairs must fit safely onto the wheelchair
lift without overhang. The wheeichair brake should be
applied to prevent it from bumping or rolling into the
outer barrier. Wheelchairs may be boarded facing
towards or away from the bus. It may be suggested to
the customers that they back onto the lift to minimize
the maneuvering required to fit into the securement
area.

Customers in wheeichairs will be permitted to ride
on non-accessible buses at any time. The customer
must be in a standard size folding wheelchair and be
accompanied by a person who is physically able to
assist with boarding, seating and alighting.
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Securement Devices - At least one of the three
methods of securement must be used

O Rear wheel clamp device
O Two (2) wheel securement
© Hamess type seatbelt ..

Braking Device - Allcustomers inwheelchairs should,
but are not required, apply the braking device while on
the ramp or securement area. it is the responsibility of
the Operator to ask if the customer is secure, both on
the lift and in the securement area.

Responsibility for wheeichair securement rests
with the customer; however, the Operator must assist
when requested to do so.

Note: Remember to cycle the lift properly; if done
incorrectly, the lift may coliapse. Stowing of the lift with
a customer on the platform could result in serious
injury to the customer. No customers or other cbjects
shouldbeonornearmellftplaﬁonnduthglheshw
operation.

Expanded Services - Elderly customers and persons
with disabilities not using wheelichalirs, will be allowed
the use ofthe iift to board and alightupon request. (See
Rule 7.16)

Operators will foliow the current MTA procedures for
safe wheelichair use when servicing the customers.

Operators must be particularly alert that the patron
does not lose balance.
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Customers are to be instructed to use the handrails
and remain still while the wheelchair lift is in motion.
The Operator should be extra cautious for overhead
hazards to prevent the customers from striking their
heads on the door frame. For safety reasons, only one
customer at a time will be allowed to board the wheel-
chair lift.

Operators should attempt to secure seats for the
customers who are elderly or have disabilities. Opera-
tors should notify the Control Center when the wheel-
chair lift is used.

Neoplan 1100 series huses
Loading customers in wheelchair
© Spot the bus 12" to 18" and parallel to the curb.
Before operating the wheelchair lift, set the parking
brake, activate the hazard lights, place the trans-
mission in neutral and open the front door.

@ Priorto activating the wheelchalir lift, instruct poten-
tial customers waiting to board to stand clear.

To apply power to the wheelchair lift
© Liftthecoveronthe MASTER SWITCH andtumthe
switch on.

To deploy wheelchalir lift

© Tumselectorto extend position and depress FUNC-
TION button until the lift is fully extended. if the lift
contacts the curb, release the FUNCTION button
immediately. Lift the cover on HIGH CURB switch
and tum on. The bus will raise to clear a 14"
maximum curb height.
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© Tum the selector to DOWN position and depress
FUNCTION button until the lift comes to reston the
ground and the ramp is lowered.

Customer Is now ready to board
@ instruct the customer to roll onto the center of the
platform and set the wheelchair brake.

To ralse platform

@ Tum the selector to UP position and depress the
FUNCTION button until the barrier has reached the
floor level.

@ Instruct the customer to release the wheelchair
brake and proceed to the designated seating area
and secure the wheelchair as described earlier in
Securement of Wheelchair.

To stow wheeichalr lift

o TumﬂnseleetortoSTOWpoemonmdapvm
the FUNCTION button untit the iift is fully stowed.
The NO STEP light will go out. Tum the selector to
OFF position, and MASTER SWITCH to off posi-
tion. Retum the key to the WHEELCHAIR LIFT
master switch and tum to the OFF position.

Unloading of customer In wheeichalr
@ Follow steps 1-4 for “Loading Customer(s)".

@ Instruct the customer to roll onto the center of the
platform and set the wheelchair brake.

© Follow step 5 for “Loading Customer(s)”.
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O Afterthe customer has alighted, follow steps 7 and
9 for “Loading Customer(s)”.

Fixible 1800 & 2700 series

Loading of customers in wheelchair

© Spot the bus 12" to 18" and parallel to the curb.
Before operating the wheelchair lift; set the parking
brake, activate the hazard lights, place the trans-
mission in neutral, open the front door and engage
tast idle.

@ Prior to activating the wheelchair lift, instruct the
potential customers to stand clear.

To apply power to the wheelchalir lift
© Depress POWER ON button.

To deploy wheelchalr lift
© Tumtheselectortothe PLATFORM position. Press
the FUNCTION button until the lift is fully extended.

© Tumthe selectortothe LOWER position. Pressthe
FUNCTION button until the lift comes to rest on the
ground and the ramp is lowered.

Customer Is now ready to board
@ Instruct the customer to roll onto the center of the
platform and secure the wheelchair brake.

To raise platform

@ Tum the selector to the RAISE position. Press the
FUNCTION button until theinnerbarrierhas reached
floor level.
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© Instruct the customer to release the wheeichair
brake and proceed to the designated seating area
and secure wheelchair as described earlier in
Wheelchair Securement.

To stow wheelchalr lift .

© Tum the selector to the STOW position. Press the
FUNCTION button until the lift is fully stowed and
the NOT STEPS lightis out. Disengage FASTIDLE
and close the front door.

Note: POWER ON light will go off when the front door
is closed.

Unioading customer In wheeichalr .
@ Follow steps 1-4 for “Loading Customer(s)”.

® Tum the selector to the RAISE position. Press the
FUNCTION buttonuntil the innerbarrierhas reached
floor level.

© instruct the wheeichalir customer to roll onto the
- center of the platform and set the parking brake.

® Follow step five (5) for “Loading Customer(s)”.

© Aferthe customer has alighted, follow step nine (9)
for “Loading Customers”.

TMC-RTS 1900, 2000-2200. 2300-2400 scries
Loading customer in wheeichair

© Spot the bus 12" to 18" and parallel to the curb.
Before operating the wheelchair lift; set the parking

7-1
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brake, activate the hazard lights, and place the
transmission in neutral.

@ Place the door control handle in the REAR DOOR
OPEN position. This is designed to render the
accelerator inoperative, and activate the rear door
interlock. It also will tum on the green light over the
rear door, the rear door stepwell lamp and the exit
door lamp.

© Insert the wheelchair lift key into the WHEEL-
CHAIR LIFT MASTER KEY SWITCH, located at
the right-hand switch panel. Tumto the ON position
and remove the key. This is designed to lock the
exit door in the open position, energize the wheel-
chair lift outside overhead lamp, illuminate the
wheeichair lift telitale lamp on the instrument panel
and flash the LIFT IN OPERATION lamp on the
control tower.

Right-hand Switch Panel .

©® Using the WHEELCHAIR LIFT MASTER KEY,
unlock and lift cover on the control panel located at
the rear door. To apply power to the wheelchair lift

© Lift guard cover on POWER switch and tum the
switch on. Exit doors will automatically go to the full

open position.

Note: The POWER ON light will come on only if the
doors are in the “full” open position.

@ With the POWER switch on, all telitale lights can be
tested by depressing the PUSH TO TEST lamps
switch.



Note: Releasing any control swilch will stop that
switch’s function immediately.

To deploy platform
@ Rotate the MODE switchto the PLATFORM DOWN

position. Push and hold.the START switch and
release it when the platform is fully depioyed and
the FULL DEPLOY light tums on.

To lower platform

@ Rotate the MODE switch tothe PLATFORM DOWN
position. Push and hold the START switch and
release it when the platform reaches ground level.

To lower restraint

© Rotatethe MODE switchtothe RESTRAINT DOWN
position. Push and hoid the START switch and
release it when the restraint reaches ground level.

Customer is now ready to board
@ Instruct the customer to roll onto the center of the
platform and set the wheelchair brake.

To raise restraint

@ Rotate the MODE switch to the RESTRAINT UP
position. Push and hold the START swiich and
release it when the restraint reaches “full up”.

To raise platform

@ Rotate the MODE switch to the PLATFORM UP
position. Push and hold the START swiitch and
release it when the platform is at floor level and the
FLOOR LEVEL lighttumson.
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@ Instruct the customer to release wheelchair brake
and proceed to the designated seating area and
secure the wheelchair as described in the
Securement of Wheelchair.

To stow wheelchalr lift -

® Rotate the MODE switch to the PARK position.
Push and hold the START switch. After atime delay
the platform will begin to stow. Release the switch
whenthe platform is fully stowed and the PARKED-
LOCKED light tums on.

To turn power off

@® Tum POWER switch to OFF and lower the guard
cover. Close and lock control panel lid. Retumn the
key to the WHEELCHAIR LIFT master switch and
tum to the OFF position.

Note: When switch is tumed off, the exit doors will
automatically close.

Unloading customer in Mchalr
O Follow steps 1-7 for “Loading Customer(s)”.

@ Instruct the customer to roll onto the center of the
platform and set the wheelchair brake.

© Following steps 8-9 for “Loading Customer(s)”.

O After the customer has alighted, follow steps
11,12,14 and 15 for “Loading Customer(s)".
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lemle 2500-2680 series huses

. B i c |8

| Spotthebus 12"to 18‘andparalleltothecurb

Before operating the wheeichair lift, set the parking

brake, activate the hazard lights, place the trans-

mission in neutral, open the front door and engage
fast idle.

©® Prior to activating the wheeichalr lift, instruct the
potential customers to stand clear.

To apply power to the wheeichalr lift
© Depress POWER ON button.

To deploy wheelchair lift
© Tum the selector to the EXTEND position. Press
the FUNCTION button until the lift is fully extended.

@ Tumthe selectorto the LOWER position. Press the
FUNCTION button until the lift comes to reston the
ground and the ramp is lowered. The outer barrier
shouid lower when the lift contacts the street or
curb.

Customer Is now ready to board
@ Instruct the customer to roll onto the center of the
platform and secure the wheeichair brake.

To ralse platform
@ Tum the selector to the RAISE position. Press the

FUNCTION button and as the lift begins to raise,
check to be sure that the outer and inner barriers
are in the raised position. Continue to hoid the
FUNCTION button depressed until the platform Is
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at fioor level and the inner barrier has formed a
bridge to the floor. Observe operation carefully to
be sure the safety of the customer is maintained.

© Instruct the customer to release the wheelchair
brake and proceed to the designated seating area
and secure wheelchair as described in the
Securement of Wheelchair.

Stow wheelchalir lift

@ Tum the selector to the STOW position. Press the
FUNCTION button until the lift is fully stowed and
the NOT STEPS lightis out. Disengage FAST IDLE
and close the front door.

Note: The POWER ON light will go off when the front
doorisclosed. ifthe liftwill not “stow” depress the NOT
STEPS and FUNCTION buttons simultaneously.

Unloading customer in wheelchalr
© Follow steps 1-4 for “Loading Customer(s)”.

@ Tum the selector to the RAISE position. Press the
FUNCTION buttonuntil the innerbarrierhas reached
fioor level.

© Instruct the customer to roll onto the center of the
platform and set the parking brake.

© Follow step five (5) for “Loading Customer(s)”.

@ Afterthe customer has alighted, foliow step nine (9)
for “Loading Customers”.
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Fixibie 2700 series
See wheelchair instructions for Fixible - 1800 Series.

Neoplan 3300-3700 series
Loading of customer in wheeichair
® Spot the bus 18" to 24" and paraliel to the curb.
Before operating the wheeichalr lift, set the parking
brake, activate the hazard lights, place the trans-
mission in neutral and open the front door. '

@ Prior to activating the wheeichair iift, instruct the
potential customers waiting to board to stand clear.

To apply power to the wheelchalr lift
© Depress MASTER SWITCH button. Button will
glow “red”.

To deploy wheelchalr lift
©Tum selectorto PLATFORM. Press and hold FUNC-
TIONbumnmﬂlﬂ\eplallonnlsfomndandgreen

mﬂm

J TummeselectortoLOWERposmon.PressFUNC-
TION button and hold until the platform comes to
rest on the ground.

@ Tum the selector to BARRIER-DOWN position.
Press and hold FUNCTION button until platform
barrier is down.

Customer In now ready to board .

@ Instruct the customer to roll onto the center of the
platform and set the wheeichair brake.
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To raise barrier

© Tum the selector to BARRIER-UP position. Press
and hold the FUNCTION button until the barrier is
up and the platform is level. The green light will
glow.

To raise platform

® Tumthe selectorto RAISE position. Press and hold
the FUNCTION button untii the platform is level
with coach floor and inner barrier is down.

® Instruct the customer to release the wheelchair
brake and proceed to the designated seating area
and secure the wheeichair as described in the
Securement of Wheelchair.

To stow wheelchair lift

® Tum the selector to STEPS position. Lift the red
coveroverthe STEPS switch and hold the switch in
the up position. Press the FUNCTION button until
the red NO STEP light goes out. Press MASTER
SWITCH button, close the front door and release

the parking brake.

Unloading of customer in wheelchalr
© Follow steps 1-4 for “Loading Customer(s)".

@ Instruct the customer to roli onto the center of the
platform and set the wheelchair brake.

© Follow steps five (5) and six (6) for “Loading
Customer(s)”.
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© After the customer has alighted, follow steps
(8), nine (9) and eleven (11) for “Loading
Customer(s)"”.

Note: Whenthe rear doormalfunctions onthe Neoplan
buses, it may be required, under the direction of the

Control Center or TOS-Vehicle Operations, to deacti-

vate the rear door, along with the rear-door interiock.

When the rear-door interiock is tumed off, the wheel-

chalr lift must not be used under any circumstances.

Unlike other coaches, the Neoplan bus can inadvert-

ently move while the lift is being used, Iif the interfock

is deactivated.

if the doors should malfunction while a customer is on
board, call the Control Center. Arrangements will fora
TOS-Vehicle Operations to deal with the situation.

RTS 11 4400 series
See wheelchalir instructions for RTS Il - 8200-8100

RTS 11 8200-9100 series buses
Loading customer in wheeichalr
© Spot the bus 12° to 18" and paraliel to the curb.
Before operating the wheeichair lift, setthe parking
brake, activate the hazard lights and place the
transmission in neutral.

@ Place the door control handle in the REAR DOOR
OPEN position. This is designed to render the
accelerator inoperative and activate the rear door
interfock. It also tums on the green light over the
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rear door, the rear door stepwell lamp and the exit
door lamp.

© Insert wheelchalir lift key into the WHEELCHAIR
LIFT MASTER KEY SWITCH, located at the right-
hand switch panel. Tum to the ON position and
remove the key. This is designed to lock the exit
door in the open position, energize the wheelchair
lift, iluminate the outside overhead lamp, the wheel-
chalr lift telitale lamp on the instrument panel and
fiash the LIFT IN OPERATION lamp on the control
tower.

Right-hand switch panel

To apply power to wheelchalr lift

© Using the WHEELCHAIR LIFT MASTER KEY,
unlock and lift cover on the control panel located at
the rear door.

©® Liftguard cover on POWER switch and tum switch
on. The POWER ON light will come on.

® With power switch on, all tell-tale lights can now be
tested by depressing the PUSH TO TEST button.

To deploy the platform

@ Pushthelefthand PLATFORMswitchtothe DOWN
position and hold. Release swiich when the plat-
form Is fully deployed and the FULL DEPLOY light
tums on.

© Push the right hand PLATFORM switch to the
DOWN position and hold. Release the switchwhen
the restraint reaches ground level to avoid possible
damage.
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To lower restraint

© Pullup and move the restraint switch to the DOWN
position and hold. Release the switch when the
restraint reaches ground level.

Note: Releasing any control switch will stop that
switch's function immediately.

Customer Is now ready to board
@ Instruct the customer to roll onto the center of the

platform and set the parking brake.

To ralse restraint

@ Pull up and move the restraint switch to the UP
position and hold. Release the switch when the
restraint reaches the FULL UP position.

To raise the platform

@ Push the right hand platform switch to the UP
position and hold. Release the switch when the
platform is at floor level and the FLOOR LEVEL

light tums on.

@ Instruct the customer to release the wheeichair

brake and proceed to the designated seating area
and secure the wheeichalr.

To stow fift :
@ Lift the guard cover on the PLATFORM UNLOCK
swilch. Push the PLATFORM UNLOCK switch on
at the same time the left hand PLATFORM swilch
is pushed to the park position and hold both
switches. After a time delay the platform will begin
to park. Release both switchés when the piatform
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is fully parked and the PARKED-LOCKED light
comes on. Lower guard cover on the PLATFORM
UNLOCK switch.

To turn power off

@ Tum powerswitchoff and lowerguardcover. Close
and lock control panel lid. Retum key to the wheel-
chalir lift master switch and tum to the off position.

Unloading customer In wheelchalir
O Follow steps 1-7 for “Loading Customers”.

@ Instruct the customer to roll onto the center of the
platform and set the parking brake.

© Follow steps 8-9 for “Loading Customers”.
© Afterthe customer has alighted, follow steps 11,12

and 14 for “Loading Customers”. (See Rules 7.15
& 7.16)

.11

On-Time Performance Warranty Program

In an effort to build customer confidence and show that
the MTA is committed to providing reliable service,
customers will be allowed to ride free or at reduced
fares when a bus arrives fifteen (15) or more minutes
late. (See SOP 8.130)

.12

7-22

Customer “‘Flash Cards” O®
Customers who have difficulty reading bus headsigns
due to visual impairments, efc., may obtain line/route
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identification cards from the Customer Relations De-
partment. The 3" x 6" cards can be easily seen when
approaching the zone. '

Operators should be alert for customers who may
be displaying these cards, particularly when setvicing
bus stops which serve more than one bus line. Every
effort must be made to afford the customer ample
opportunity to board the desired bus. if available, the
Operator should use the exterior speaker to announce
the line/route number. (See SOP 7.104)
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Tariff Regulation
Fare Collection 8

8.100

General Statement

This section detalils the proper procedures used in the
collection of fares and accounting for MTA revenues.
These procedures may be amended or changed from
time to time by Bulletins, Notices, and Special Instruc-
tions which will be made available to all Transportation
Department personnel. Operators must apply these
procedures while adhering to the rules in Section 8 of
the Operator’s Rule Book.

s.101

Fare Collection®®

Customers are requested to render the exact fare to
utilize the MTA transportation services. Cash fares are
payable with United States coins and currency only. All
cash and token fares must be deposited directly into
the bus tarebox by the customer. Al other forms of fare

payment will be inspected for the proper validation. .

This includes but is not limited to monthly passes,
transfers, tid(etmndormadino(TVM)ﬁcketsand

employee passes. (See Rule 8.05)
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8.102

Fare Disagreements O

Operators must make a reasonable effortto collectthe
proper fare. Occasionally, a customer may refuse to
pay a fare or may present a transfer which for one
reason or another is invalid. When this occur, the
Operator should politely quote the current fare or
inform the customer that the transfer is invalid, explain
why, and quote the new fare, whichever applies. If the
customer persists in refusing to pay the properfare, the
Operator should not pursue the matter, but should
submit an Unenforced Rule Report card. (See Rule
2.37,7.06 & SOP 2.130) '

8.103

Local Service

Local setvice lines are numbered 001 through 299.
These lines service all designated bus stops from
terminal to terminal on a designated route of line. No
restrictions apply to this type of service. Basic fare
applies to any destination on the line.

8.104

Limited Service

Limited service lines are numbered 301 through 399.
These lines operate in local service until they arrive at
the first designated limited stop. Generally, limited
stops are at major cross streets with connecting lines.
Limited stops are listed on the reverse side of the route
map under “service restrictions". Limited lines do not
operate on the freeways. Basic fare applies to any
destination on the line.



8.105

Express Service

Express service lines are numbered 401 through 599.
These lines operate in combined local and/or re-
stricted service with portions of the route operating on
the freeway or via the Busway. Distance increments .
will be charged based on the number of miles traveled
on the freeways or Busway. Refer to the line tariff on
the reverse side of the route map for appropriate fare
instructions.

Certain lines operate express service during rush
hours only and local for the balance of the day. When
express service is operated, portions of the line will
require the base fare only and portions of the line will
require distance increments.

Noﬁ:SpodalSewbeslkmmmmmew-m

8.108

Expross increment Stamps

wmmmumwmmm
monthly passes. Only one express increment stamp
may be affixed to each pass.

Exampile: A customer with a number one (1) incre-
ment stamp affixed to the pass, who boards a line that
requires a number two (2) increment stamp, will be
required to pay the difference in cash or tokens.

Customers cannot use a monthly pass in combination
with a transfer for payment of express distance incre-
ments. Increment stamps are not valid for partial
payment of fare on special event lines.
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8.107

Zones Outside Los Angeles County

Buses traveling outside Los Angeles County will refer
to individual line tariff for fares. These zones are found
on the reverse side of the route map.

8.108

Printed Tariffs

Lines withfare instructions, fare check procedures and
service restrictions such as express distance incre-
ment, fare limits where checks are collected, and stops
where customers board or alight only, are printed on
the reverse side of the route map. A route map without
printed tariff indicates that the base fare and local/
limited procedures apply. To identify this type of ser-
vice, the words “ Reverse side Intentionally left
blank” are printed on the front of the route map.

8.109

Monthly Passes - Los Angeles County

Current monthly passes are valid for unlimited use in
Los Angeles County. The regular monthly pass is valid
on all locallimited services to any destination or as
base fare payment on lines with express increments in
Los Angeles County.

Transfers may be issued on monthly passes atthe
appropriate transfer cost for transferring to municipal
carriers.

Customers using monthly passes cannot alight
and board the same bus to avoid paying additional
fares (increments or zone charges).

Certain cities offer discounted monthly passes to
residents that qualify. Senior citizens and customers
with disabilities that reside in the city of Los Angeles



may qualify to use Cityride Scrip coupons toward the
purchase only of a Senior or Disabled monthly pass.

There are no distance increment charges on ex-
press services when valid Senior/Disabled customer
passes are used.

Note:AllfonnsoHaremedi;lsswdandhomradby
MTA are posted at all operating divisions.

8.110

Joint Monthly Passes

Customers who desire to utilize joint monthly services
on Long Beach Transit or Foothill Transit and MTA
service can purchase a joint monthly pass. These
monthly passes are identified with a stamp affixed to
an MTA pass. The stamp will be the same color as the
monthly MTA stamp. The stamp’s cost, and the letters
LBTMTA or FH/MTA is imprinted on each stamp.

Note: MTA monthly passes are not valid on Foothill
Transh Zone buses. However, these passes are valid
inL.A. County onlines 110/496 operated by the inland

Empire.’

8.111

Student passes (Elementary, Ji. High, High Scheol
and College/ Vocational)
smdentpassesmmtdodformebymmm
meet MTA requirements. Student passes are valid in
Los Angeles County only. A valid student pass must
bear a photo of the holder, a current monthly stamp,
and the effective and expiration dates. There are no
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distance incrementcharges on express services when
valid student passes are used.

Thereis no reducedfare for students paying acash
fare. Additional fare may be required for special ser-
vices.

8.112 Speclal MYA V.1.P. Passes
This special pass will be honored for travel on all MTA
buses andtrains. The holder of this pass will be exempt
from any express increments. This pass will bear the
holder's name and an expiration date.

8.113 Use of Passes on Special Events
Instructions will be given on individual special event
tariffs, or by Transportation Department notices (TD).

8.114 Employee Passes ©

When presented by the person towhom itwas issued,
an annual MTA pass or temporary employee pass will
be honored on all MTA lines, in all fare zones, during
the period of time stamped on the face of the pass.
Employee passes must be carried while on duty.
Operators must not abuse, nor permit their depen-
dents to abuse passes by riding throughout more than
one trip. Dependents are not allowed to ride on pull-in,
puli-out or out-of- service trips. (See Rule 4.16)



8.115

Exchange of Employes Pass Privilege Bstween
Orange County Transit Authority (GCTA) and MTA
Employee, spouse, dependent and retiree annual
passes will be honored for fare to all destinations on all
lines serviced by the OCTA and the MTA. OCTA
passes are easily identified by the OCTA logo. The
holder’s photo is affixed to the pass.

8.116

Exchange of Employoe Pass Privilege Between
Omnitrans and MTA

Employee passes will be honored for fare to all desti-
nations on all lines serviced by the San Bemardinobus
lines (Omnitrans) and the MTA. Omnitrans employee
passes are identified by the biue Omnitrans logoon a
white background. The employee’s photo will notbe on
the pass. Spouse and dependent passes are not valid.

8.117

Exchange of Employes Pass Privilege Between RTA
and MTA .

MTA employee passes will be honored for fare to all
destinations on all lines serviced by the Riverside
Transit Agency (RTA) and the MTA. RTA employee
passes are identified by the RTA logo on a white
background. The employee’s photo will not be on the

pass. ,
MTA employee passes will be honored for fare to

all destinations on the 110 and 496 lines. Spouse and
Dependent passes are not valid.
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8.118

Confiscating Passes/Fare Media O
If an Operator suspects that acustomer’s pass or othe
fare media may be counterfeit, the Operator should
make an attempt to ascertain where the pass was
purchased. Politely request that the customer surren-
derthe pass, explaining thatthe pass is invalid and ask
the customer to contact MTA's Customer Relations
Department. If the customer refuses to cooperate, the
Operator should not pursue the matter or attempt to
“snatch” the pass. Use good and sound judgement to
prevent such matters from leading to altercations. If
necessary, contact the Control Center for assistance.
Operators who suspect that an individual is in
possession of, or abusing a stolen MTA employee or
dependent pass, should attempt to obtain the
individual’s identification, request that the subject sur-
render the pass and contact the Human Resource:
Department for recovery. Again, proper discretion
must be exercised in order to avoid altercations.
Uponcompletion of the assignment, a "Counterfeit
Fare Media Incident Report®, must be submitted pro-
viding the identity and other pertinent information.

8.119

Senilor Citizens

Customers requesting a Senior Citizen fare for MTA
services must present one (1) of the following proper
identification cards. These cards must be shownto the
Operator at the time the fare is paid, regardless of the
method used for paying the fare.



O Medicare Card - This is not a photo |.D. card.
Customers must be 62 years of age or older.

® Senior Citizen Reduced Fare Permit - This yel-
lowcardisissued by Los Angeles County. Custom-
ers must be 62 years of age or older. ‘

© Department of Motor Vehicies identification
Card - Customer must be 62 years of age or oider.
The customer’s photo is affixed to this card.

© MTA Senior identification Card (L.A. City) -
Customer must be 62 years of age or oider. The
customer’s photo mustbe affixed to this card. Also,
a current monthly stamp can be affixed to the card.

@ MTA Senior dentification Card (L.A. County) -
Customer must be 62 years of age or older. Also, a
current monthly stamp can be affixed to the card.

Senior Citizen Reduced Fares do not apply on certain
special events services. See individual special event
tariffs for further instructions.

Note: Senior citizens boarding express buses and
paying a cash fare or presenting a transfer must show

) mepmperldenﬁﬂcatlontopaymemdeamm

and the reduced express increment charge.

8.120

Porsons with Disabliities®
Customers requesting a reduced disabled fare for
MTA services must present one (1) of the following
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proper identification cards. These cards mustbe shown
to the Operator at the time the fare is paid, regardless
of the method used for paying the fare.

© Los Angeles County Transit Operator's Asso-
clation Card (LACTOA) “DISABLED” and the
“Expiration Date” must be clearly visible on the
face of this laminated card. The customer’s photo
is affixed to this card. '

o DMV Placard Identification Card - This is not a
photo 1.D. card.

© Medicare Card - This is not a photo 1.D. card.

© Disabled Veteran DMV Placard (1.D. card) - This
is not a photo 1.D. card.

Any current valid identification card issued by another
transit agency to any person with a disability or handi-
cap shall be honored. .

Customers who are disabled and are presenting a
transfer for a fare must show proper identification to
retainthe transfer atreduced fare. When paying acash
fare for reduced express service, the proper identifica-
tion must be shown.

Disabled reduced fares do not apply on special
event services. See individual special event tariffs.

Customers In wheelichairs are entitied to the re-
duced rate without providing a reduced fare iden-
tification card.
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8.121

MTA Monetary Tickets®

Strip Tickets

Strip tickets, previously sold by MTA agents, will be
honored on all MTA bus lines for the printed face value
toward the appropriate fare. Sﬁ'lpﬁcketsamnotvalid
on rail lines.

Ticket Vending Machine tickets (TVM)

TVM tickets are sold at all rail stations. These tickets
are printed in two colors, yeliow or biue. The yellow -
TVM tickets are valid for fare on the rail lines only. The
biue TVM tickets are valid on the Rall Lines, MTA and
municipal buses. Only a valid biue TVM ticket Is used
to transfer between MTA services and/or municipal
buses. Bus Operators receiving the biue TVM tickets
are to inspect the tickets expiration time, the date, and
the letter indicating the type of fare paid.

R = Hegular

RR = Regular (Round Trip)

E = Senior/Disabled

ER = Senior/Disabled (Round Trip)

if no further transfer is requested, the Operator will
collect the biue TVM ticket and tum it in along with the
other transfers received. if further transfer is required,
the Operator will coliectthe appropriate fare and retumn
the blue TVM ticket to the customer.

Note: TVM tickets are not to be deposited In the
farebox.

8-1
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8.122

Tokens

The New LA Token is accepted on MTA buses forbase
fare and/or toward fare increments. Any combination
of tokens and cash is acceptable for fare payments.

Henry E. Huntington and MTA tokens previously
sold by the Authority have the equivalent value of $.85
credit toward the base fare or fare increments.

Tokens will not be accepted to purchase transfers.

Refunds will not be made to customers when the value
of the tokens deposited in the farebox exceed the fare
to be paid. in no event will tokens be redeemed for
cash.

Note: MTA Olympic tokens will no longer be accepted
for payment of fare.

8.123

8-12

Transfers - Los Angeles County®

Customers may purchase from MTA Operators a
transfer (foom DD-1) which may be used to make
transfers to other MTA buses, rail lines and municipal
buses in Los Angeles County. This transfer is a daily
dated form. Transfers willbe issued only atthe time the

fare is paid.

The following information is on the DD-1 transfer:
© Issuing line number (Punched by the Operator)

@ Expiration time (Punched by the Operator)
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© Optional Privileges (Punched as required by the
Operator)

© Direction in which a transfer was issued (Identified
by color of icons or symbols)

@ Date of issue

Note: Customers using transfer form DD-1 to transfer
from bus to rail and then back to bus will nothave to pay
atramfermargefortheraﬂbbustoruonof
travel.

Transfer charge

The DD-1 transfer is primarily a paid ticket requiring a
charge of $.25 ($.10 Senior/ Disabled) for each use to
all customers transferring between MTA, municipal
buses and the rall lines.

Customers riding through terminails .

On lines that have been joined together or new routes
established resulting in line number changes while a
bus is enroute, customers wit! not be required to pay a
new fare or a transfer charge.

Free Transfers

DD-1 transfers are issued free of charge to customers
when service has halted due to scheduling, emergen-
cies, breakdowns or a bus change on the line. (see
Line Continuation and Emergency Transfers)

8-13
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Sections of the Transfer

DD-1 transfers contain two parts. The lower part con-
tains information pertaining to the line number, time,
etc., which will be described in the following pages.
The upper part is a detachable coupon which has the
date and factual information regarding the transfer.
The coupon plays an important role in the issuing and
honoring of transfers. Pald transfers are issued with
the coupon attached. Free transfers are issued with
the coupon detached.

Transfers Assigned Dally

Transfers are assigned to Operators on a daily basis.
The amount of transfers issued to each assignment is
monitored to avoid waste. An Operator who receives
too many, or not enough transfers, should notify the
on-duty TOS (Division) or the appropriate supervisory
personnel.

Punching of Transfers
Transfers should notbe punched in a mannerwhereby
debris will litter division floors or tables.

Securing of Transfers

Onbuses, transfers notinimmediate use are to be kept
in a secure location out of the sight of the customers.
Some buses are equipped with lockable boxes specifi-
cally provided for securing transfers. Operators leav-
ing their buses must keep transfers in their posses-
sion. Operator must immediately notify the Control
Center of any stolen transfers.

Turning in Transfers
Atthe completion of the assignment, an Operator mus
tumintransfers “received” and “over-punched”. Those
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transfers received for fare will be placed in a transfer
envelope marked “received”. Transfers over-punched
will be placed in a separate envelope marked “over-
punched”. These transfers and all daily dated trans-
fers that have not been punched must be tumed in to
the appropriate management representative. Opera-
tors being relieved will leave the unpunched transfers
for the relief Operator.

icons or Symbols on Transfer DD-1 :
Transfers will be issued to customers using the proper

color graphic pattemn indicating direction of travel. The
paddie board will indicate the proper direction to use.

The icon or symbol patiem extends vertically along the
center portion of each transfer. Transfers issued for all
four directions (north-south-east-west) will consist of the
same icon or symbol on the day of issue. However, each
date of issue, the icons or symbols will appear different. -
The following colors indicate the direction of issue:

North - Red
South-Blue
East -Green
West - Brown

Line Number Section

Each transfer issued must indicate the line of issue.

A. Line numbers with one digit - punch the number in
the right column.

B. Line numbers with two digits - punch firstdigitinthe

center column and the second digh in the right
column.

8-15
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C. Line numbers with three digits - Punch the first digit
inthe left column, second digit in the centercolumn
and the third digit in the right column.

Punching the Expiration Time on the Clock

All transfers issued must be punched to indicate the
expiration time by punching the “clock” on the transfer
as follows:

© Numbers 1 through 12 indicate the hour.

@ The inner circle (00) indicates the hour, 20 and 40
indicates minutes after the hour. The upper portion
is for the AM. The lower portion (shaded) is for the
PM.

© Inthe center of the clock the ND indicates the next
day. Previous day’s transfers that are punched
from 12:01 AM to 6:00 AM must be punched in the
“ND *next day section. All transfers punched after
6:00 AM must show the current day’s date.

Far Terminal

Onlines that do not operate through, or terminate in or
just outside of the Central Business District (CBD),
Operators will add 1 hour to the scheduled arrival time
ofthefarterminal. When necessary move time forward
to the next time interval. (Example: The scheduled
arrival time is 3:21 PM. Adding 1 hour to 3:21 PM is
4:21 PM, moving time forward to nexttime interval, the
transfer expiration time is now 4:40 PM).



Using CBD Boundary and Far Terminal
On lines that operate into and through the CBD,
Operators will use two sets of transfers. The first set of
transfers will use the time point nearest to the CBD
boundary, adding 1 hour to this time or when neces-
sary adjusting the time forward tothe nexttime interval.
Upon entering the CBD, Operators will startissuing the
second set of transfers based on the scheduled arrival
time at the far terminal, adding 1 hour to this time or/
when necessary, adjusting time forward to the next
time interval.

CusbmeanmeedaM:pﬁortoen-
tering the CBD and have continued their travel through
the CBD, will be entitled to a transfer punched for the
far terminal scheduled arrival time. This means, if the
customer requests more time, issue one of the second
setof transfers punched andlift the first one issued with
the coupon still attached

Operators whose terminals are beyond the Los
Angeles County line will use the time point nearest to
the county line to determine the time to be punched.
Where Los Angeles County line fares extend into

Central
Business

w-O-E

1
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adjacent counties, Operators will use the terminal
arrival time.

When properly punched, transfers will expire not
less than one (1) hour and no more than one hour and
twenty minutes (1hr. 20 min.) after the scheduled
arrival time at the designated time point or terminal.

Honoring Transfers

Transfers will be honored for the appropriate base fare
only (Regular or Senior/Disabled) when presented
within the time limit indicated on the transfer.

Stopovers

Customers in Los Angeles County will be allowed to
alight and board MTA buses and Rail lines at any stop
with a valid DD-1 transfer, except in the reverse
direction on the line of issue.

Reversing Direction

Transfers will not be honored in the reverse direction
on the line of issue nor on altemnate route numbers of
the same line.

Exceptions:
O Atjunctions of alinewhere customers mustreverse
direction to arrive at their destination; and

® On "U" shaped lines where customers must trans-
fer from one leg of the line to another.

Customers using transfers

Customers can use their transfers until time has ex-
pired. Upon receiving transfers, Operators will inspect
the transfers for the valid date, expiration time, line
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number and direction of issue. If no further transfer is
requested, lift the transfer. If the customer requests
further transfer, the Operator will:

@ Detach the coupon and collect $.25 ($.10 Senior/
Disabled); .

© If the coupon has been detached, punch the #1 in
the 1x section and collect $.25 ($.10 Senior/Dis-

abled);

© Ifthe #1 has been punched, punch the #2 in the 2x
section and collect $.25 ($.10 Senior/Disabled);

© If the #2 has been punched, punch the #3 in the 3x
section and collect $.25 ($.10 Senior/Disabled);

© If the #1,#2 and #3 have been punched, punch
the xinthe 1x section and collect $.25 ($.10 Senior/

Disabled);

@ Ifthe x in the 1x has been punched, punch the x in
the 2x section and collect $.25 ($.10 Seniot/Dis-

abled); or

@ If the x in the 2x has been punched, punch the x in
the 3x section and collect $.25 ($.10 Senior/Dis-

abled).

Should a customer present a transfer where all these
sections have been punched with time remaining, and
the customer needs to transfer again, the Operator wil
retum the transfer to the customer, and coliect $.25
($.10 Senior/Disabled).

8-18
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Expired Transfers

Transfers must always be lifted when the time has
expired or when the customer does notrequest further
use. To assure proper passage for customers who
may be traveling on lines with one hour or more
headway, transfers will be honored on the first con-
necting bus after the time has expired.

Transfer options A and B sections

These sections may be used to permit special proce-
dures on a line. See individual tariffs for specific
instructions.

Line Continuation Transfers

Under the following conditions, line continuation trans-
fers shall be issued at no charge with the coupon
attached and LC punched:

@ Atshort line terminaltumaround loops, when cus-
tomers mustalightand board through buses to their
destination;

@ In the event of a breakdown where customers
must alight and board next the scheduled bus to
continue to their destination;

© At El Monte Busway Station, when busway buses
terminate (shortline) during non-peak hours. (Trans-
fers will be honored atthe station only for trips inthe
same direction on inbound-to-inbound and out-
bound-to-outbound and for not more than the base
fare. Express increments, when necessary, must
be collected on connecting lines.);



© Onexpress shortiine buses, when customers have
boarded express shortline buses and mistakenly
paid express increments, (Operators will issue a
(LC) free transfer with coupon detached. Punch LC
and a second punch mark on the #1,#2,0r #3
section indicating the number of increment paid. This
transfer is honored at short line temminal only.); and

@ When transferring from local to limited or limited to
local (oncertain lines where local buses operate on
~ the same streets as limited buses, Operators will
issue (LC) free transfers (coupon detached) as
follows: from local to limited: Issue this (LC) free
transfer with the [to local] section punched. These
transfer will be honored between limited and local
buses of the same line only (example 20-21-22/
320-322) and only in the same direction of travel.);

Note: All LC transfers must be lifted.

Emergency Transfers (EM)

Emergency situations may arise requiring the need for
afree emergency (EM) transfer. Operators will issue a
free transfer with the coupon detached and the (EM)

punched under the following conditions:

@ Alternate Route: On a line which has more than
one route and a customer boards a bus routed
altemate to the cormect destination, punch EM
once. '

® Wrong bus: When customers mistakenly board a
bus and pay the fare before discovering they are on
the wrong bus, punch EM once. ,

s-21
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© Passed Stop: When customers have been carried
beyond their intended stop and wish to retum to
their original destination, punch EM once.

© Return to Junction: When customers mistakenly
board the wrong leg of the line and ride beyond a
junction to which they wish to retumn, double punch
the EM section. The Operator receiving this trans-
fer in the reverse direction will punch the star and
retumn the transfer to the customer, honoring this
transfer back to the junction of the line. Operator
receiving this transfer at the junction will honor and
lift the transfer.

Operator honoﬁng emergency transfers must lift them
immediately upon receipt. Emergency transfers will
not be honored after the expiration date.

Pald Emergency Transfers

Paid transfers may be punched emergency. If the
Operator finds it necessary to issue an emergency
transfers and a customer has purchased a paid trans-
fer, the Operator will punch the EM section and leave
the coupon attached. If the coupon has been removed,
the Operator will punch the EM section and punch the
MTA logo. This will indicate to the Operator receiving
this transfer that it was a paid transfer. The receiving
Operator will lift the paid transfer and upon request,
issue a regular paid transfer free of charge with the
coupon attached.

Double Star - Reserved for future use.
To Rall/To Bus - Reserved for future use.



Sold On Pass - Customers with monthly passes and
MTA employee and dependent(s) can present their
passes to purchase transfers (Form DD-1) for the
appropriate fare for transfer to municipal carriers.
Operators will punch the [sold on pass] section once.

Trmsferspund\edhﬂﬂssé'cﬂonwillnotbevaﬂdon
Authority buses or Rall lines.

Emergency Transfer Form E-1

Occasionally, when an Operator's supply of dally
dated transfers is exhausted, lost or stolen, form E-1
Emergency Transfers are issued by the TOS (Vehicle
Operations). These transfers are to be punched in the
same manner as Form DD-1; however, the direction,
month, date and day of the week must aiso be punched.

8.124

Transfors to/from Municipal Casriors In Los Angeles

County

Transfer Form DD-1 may be used by customers wish-
ing totransfertomunicipal caniers thathave interagency
transfer agreements with the MTA.

Municipal carriers in agreement with the MTA will
issue transfer Form TLAC-5 to customers wishing to
transfer to MTA buses, and rail lines. These transfers
will be punched to indicate the date, issuing agency,
direction and the coupon Is tom off or punched to
indicate the expiration time.

Operatorswillhor\orTl.AC{mmtorﬂnbue
fare ($1.10 Regular - $.45 Senior/Disabled) towards
the applicable one-way fare to the customer’s destina-
tion. Operators will lift all TLAC-5 transfers immedi-
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ately upon receipt. If further transfer is requested,
collect $.25 Regular ($.10 Senior/Disabled) and issue
aregular DD-1 paid transfer with the coupon attached.

Purple color stripe extends across the TLAC-5
transfer covering the twelve (12) months of the year.

Additional municipal and public carriers will be
identified by Transportation Department Notice as
transfer agreements are reached.

Note: See the last page of SOP section 8 for a list of
municipal and public carriers that have interagency
transfer agreements with the MTA. '

8.125

Identification Checks - Issulng

Fare checks identify the number of express incre-
ments orzones paid. Checks will be issued on all types
of fares, i.e. cash, monthly passes, Senior/Disabled
etc. Operators must use the proper color fare checks
as indicated by the individual line tariffs (See reverse
side of route map).

The day of the week must be punched on each
check issued. (See Rule 2.13)

8.126

Identification Checks - Collecting
Operators will stop their buses at locations as desig-
nated on the reverse side of the route map and collect/
inspect fare checks. Overrides/Fare payments col-
lected during ID checks must be deposited in the fare
box by the customers. (See Rule 2.13)
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Children Under the Age of Five Years

Children under the age of five (5) years will not be
transported unless accompanied by a parent or guard-
ian. For each MTA established fare pald by a parentor
guardian, a maximum of two (2) children under the -

age of five (5) years may be transported free of charge.

Example: One (1) adult fare, two (2) children; two (2)
aduit fares, four (4) children; etc.

Note: Minors who are required to pay a fare because
of the above limitation, do not qualify as having paid an
adult fare for the purpose of transporting additional
children under the age of five.

8.128

Transpertation of Customers with Visual
impairments @

The following customers wili be carried to any destina-
tion MTA services at no charge: ,

L Pemmk\gwhue'wmormmm
gervice animals;

©® Persons presenting valid Braille Legally Blind cards;
and

@ Persons presenting Braillle institute Student identl-
fication cards.
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8.129

Public Law Enforcement and Traffic Control Officers
Law enforcement officers of local police agencies,
marshals, sheriffs and traffic control officers may ride
MTA buses and rail lines at no charge under the
following conditions:

© Officers must be in full uniform. (No further identi-
fication Is required.)

® When non-uniformed officers present an MTA Po-
lice Officer Transportation Pass. (This pass is red
and white and bears the picture of the holder.)

Note: MTA Police Officer Transportation passes are
invalid on Park/Ride buses.

©® When non-uniformed Transit Police employees
present a Civilian Transit Police Employee identi-
fication card. (This card is blue and white and bears
a picture of the holder.- Also on this card is the
employees name, position, -date of employment,
employees signature and other pertinent informa-
tion.); and '

© When Traffic Control Officers, in full uniform and
wearing their cap piece board in the area bounded
by Washington Bivd. on the south, Sunset Bivd. on
the north, Alameda St. on the east and Figueroa St.
on the west. (This applies only between the hours
of7:00 A.M. t06:30 P.M. daily, except Sundays and
holidays.)
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On-Time Performance Warranty ©

The purpose of this program is to build customer
confidence and to show that MTA is committed to
providing reliable service. Customers may ride free or

have their fare refunded when a bus armives at the -

boarding location 15 or more minutes late.

Customers using monthly passes - will be issued
On-Time Warranty cards having 40 spaces for punch
marks. When a bus arrives late and the customers
presents the card, the Operator shall place a punch
mark in the next avaliable box. (Only one punch mark
per boarding.) Customers will receive a prorated dis-
count based on the amount of punch marks on their
card. This discount will be applied towards the pur-
chase of their next monthly pass.

Customers requesting a refund - will be issued an
On-Time Warranty card. The Operator will not punch
this card uniess the customer boarded with a transfer.

The refund can be obtained by either calling the
phone number on the card, by maliing the card to the
MTA, or by visiting a Customer Center.

Customers boarding with cash or token - may ride
for free upon request, including any express charges
that apply. .
The free ride does not include transfers or any
county charges other than L.A. County. if a transfer is
requested, collect the appropriate transfer charge.

8-
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Customers boarding with a transfer - wanting to
transfer to another bus, will be issued a new transfer
(DD-1) free of charge and the old transfer will be lifted.

If the customer does not intend to transfer again,
collect the transfer and, upon request, issue an On-
Time Warranty card. When issuing these cards for a
transfer rider, punch the Transfer Validation box onthe
card.

Do notcollect any express charges that apply to riding
on the bus. Collect any other zone charges that apply.:

Do not get involved in any disputes with the customers
as to whether or not the bus is late. The customer is
always right. Let the customer ride for free and, i
necessary, issue an On-Time Warranty card. (See
SOP 7.111)

8.131

Refund Receipts

The Refund Receipt is a three part form (original and
two copies) printed on NCR paper. The original is
white: the first copy is yellow, and the second copy is
pink. On the reverse side of the (white) original are
instructions to customers on the procedure for obtain-
ing a refund. Refund receipts will not be issued for
amounts less than five (5) cents or greater than five (5)
dollars. There are two instances in which a customer
is entitled to a refund:

© Customers who are unable to provide the correct
change for their fare; and



® Customers who mistakenly deposit excess fare.

Refund receipts will be issued at time overpayment is
noted. Before handing the recelipt to the customerto fill
out, be certain that the form has an original and two

copies.

Note: it is not permissible to make fare refunds by
failing to register fares from other customers.

Customers requesting refunds shafl be requestedto fill
out a Refund Receipt and fumish their name, address,
Zip code, telephone number and date and retum the
formto the Operator. Operators willthen enter their line
number, bus run number, division number, farebox
number, vault number, bus number, badge number
and name in the appropriate spaces

TheOpemormusthdmmemnofmm '
by punching the numbers on the receipt in the Dollars,
Tens and Units columns. For example; if the customer
is due a refund of 66 cents, the Operator must punch
*No" inthe Dollars column, "60" inthe Tencolumn, and
*6" in the Units column. Failure to do this will make the
receiptinvalid. -

Oncethe formis completed, the Operator will issue
the top (white) to the customer. The remaining copiles
will be retained by the Operator and tumed in along
with a miscellaneous report to the appropriate man-
agement representative upon completion of the as-
signment.

lfanemronareﬁmdraeeiptbnndeprbtbm
the Operator should keep the receipt intact, mark it
void and tum it in to the appropriate management
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representative with a miscellaneous. The serial num-
ber of the receipt should be entered in the proper place
on the Operator's Daily Report and marked void.

if an error on a refund receipt is discovered after it
is issued, a Miscellaneous Report to the Division
Manager must be tumed in explaining the error.

Refund receipts bear a serial number in the upper
right hand comer. This serial number is very important
for control and accounting purposes. Serial numbers
of recelpts issued must be entered on the proper line
of the Operator’s Daily Report Card.

Operators are originally issued a supply of five (5)
Refund Receipts. These receipts are a part of the
supplies which must be in their possession when
reporting for duty. Operators who have less than two
(2) in their possession must submit a Miscellaneous
Report to the Division Manager requesting a new
supply.

Refund receipts discovered lost or stolen must be
reported immediately to the division manager on a
Miscellaneous Report. When this report is received,
the supply of receipts will be replenished. If the re-
ceipts are recovered they must not be used; they must
be tumed into the appropriate management represen-
tative with a miscellaneous.

Note: Refund receipts will not be accepted for fare or
partial payment of the fare.

Refunds over $5.00

The following procedure iIs to be followed when a bill
larger than $5.00 is mistakenly deposited into the
farebox.
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Notify the Control Center immediately giving the
denomination of the currency deposited andthe amount
of refund due along with the customers name, ad-
dress, telephone number, farebox number, vauit num-
ber, bus number, line number and bus run number.
The Control Center will then notify the Cash Counting
Department. When the vault is examined and the
currency claimed to have been deposited is verified, a
check will be malied to the party requesting the refund.
The Operator must submit a Miscellaneous Report to
the Division Manager, explaining the circumstance
and include the information given to the Control Center.

8.132

MTA Operation in Orange County - Tariff

Orange County Transit Authorily (OCTA) has adopted
an off - peak period fare structure for Senior Cilizens/
Disabled. Peak hours, during which agreatercashfare
will be collected, are between 6:00 A.M. t0 9:00 AM.
and 3:00 P.M. to 6:00 P.M. Peak period fares apply

weekdaysoruy.emeptw.

Peak period fare collection

Peak period fares will be collected from customers
whose origin and destination are solely within Orange
County. Operators will begin collecting peak period
fares at the first time point after the county line. Opera-
tors will stop coliecting peak hour fares at the lasttime
point before the end of the peak hour period and upon
reaching the county line. Operators running late at the
beginning of peak periods should collect fares based
onthescheduledtime points. Operators running late at
the end of peak periods should stop collecting peak

8-
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period fares when the end of the peak period has
passed.

Customers boarding in Los Angeles County whose
destination is in Orange County will pay the off - peak
fares.

Student fares

Orange County Transit Authority tariff does not provide
for a student cash fare. Students providing the proper
identification are pemmitted to purchase an Orange
County Discount Local Pass. This pass is good forfare
in Orange County on MTA buses.

Transfers

Customers requesting a transfer for use in Orange
County willbe issuedtransfer Form AA-1. This transfer
will be issued for $.05 and will be good to any destina-
tion within Orange County.

AA-1 transfers will be honored by both MTA an
Orange County lines. Orange County Operators will
use their regular “in House” transfer which will be
honored by MTA Operators to the county line or zone
limit. AA-1 transfers will not be issued to customers
paying the fare with amonthly pass (See individual line
tarifs for any exceptions).

AA-1 transfers are to be issued at the time fare is
paid and will be punched to indicate issuing line,
month, date, direction and expiration time. Time to be
punched on transfers is to aliow not less than one hour
and forty minutes nor more than two hours beyond the
arrival time at the far scheduled terminal or on buses
leaving the county, the time point nearest the Orange
County line.



AA-1 and Orange County transfers will be honored
atconnecting points only. AA-1 transfers are not good
back on the line of issue in any direction. A valid
Orange County transfer will, on request, be retumedto
the customer. Operator must account for the ride by
punching first the 1X, if avalilable, or the 2X. If both 1X
and 2X are punched, accept and collect the transfer.
Orange County buses operating in Los Angeles County
will issue TLAC-5 transfers to customers wishing to
transfer to MTA buses or trains within Los Angeles
County. (See Transfer Section for details).



‘.a"l

*  Tarlff Regulation/Fare Collection

Interagency transfer I.D. punch marks

Carrler ID Punch
Culver City CC_
Gardena : GBL
Montebello MBL
Norwalk - NT
Santa Monica _SMMBL
Torrance TT

Simi Valley Transit A-1
County of L.A. ( Santa Clara Valley) A-2
(Altadena Shuttle)

(West Hollywood Shuttie)

City of LA. (Fairfax Trolley) A-3

La' Mirada Dial-a-Ride A-4
Rancho Palos Verdes “A-5

Pomona Valley Transportation Authority A-7
(Valley Connection)

(San Dimas Dial-A Ride)

(Get About Transit)

City of Bellfiower _ B-1
City of L.A. (Encino Park-and-Ride) B-2
Thousand Oaks Transit B3 _
City of Parmount . B-4
Carson Circuit Bus System B-5
City of Glendora B-6
Foothill Transit Zone B-7
Orange County Transit District C-1
County of LA. (Antelope Valley) C-2
Whittier Transit -3
City of Covina C4
Redondo Beach (The Wave Dial-A-Ride)  C-5
Omnitrans [oX )
Torrance (MAX System) G-7




Two-Way

Radio Operation

9.100

General Statoment

. This section contains specific guidelines for the proper

use of the General Electric (GE) Two-Way Radio and
Digital Communications System. This system was
instalied primarily to provide rapid response in emer-
gency situations in order to protect the Operators,
customers and MTA property. in addition, it serves as
a means to report other situations which may affect
normal service operations.

inordertomake the mostefficient use of this valuable
tool, Operators must read, understand and properly
apply all rules goveming the use of the system.

9,101

RadioUse ®
Bus Operations Control Center transmissions are rou-
tinely monitored by MTA Operations and support staff

personnel as well as public safety agencies, regulatory -

authorities and news media personnel. it is of the
utmost importance that messages be transmitted in a
concise, courteous and businesslike manner. Prepare

in advance and keep them as brief as
possible. Air time is valuable and must be conserved.
(See Rule 9.01 & 9.05)
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9.102

9-2

Preparing the G.E. Radio for Use
In order to insure that the radio is properly prepared for
use, the Operator must perform the following steps:

© Observe that the green (PWR,) light on the control
head is illuminated indicating that the radio has
power. lfthe green lightisn'tilluminated, insure that
the key operated switch is in the “on” position.
Notify the Maintenance Department or the Control
Center if the radio doesn’t have power or is defec-
tive.

Note: The volume control is pre-set so thatitcannotbe
reduced below a pre-determined level. The Operator
should keep the volume adjusted so that it can be
easily heard, but is not so loud that it will annoy the
customers.

@ Set the frequency selector switch to the channel
assigned to the line being worked. (Channel as-
signments are posted in the trainroom at each
division.)

Note: Prior to pulling-out or making relief, Operators
must check the bulletin board for temporary channel
reassignments. Operators being relieved enroute,
should inform the relief Operator of any temporary
changes issued via Code 1 broadcasts. (See Rule
9.03)
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9.103

Systom Uss O

Before using the system, the Operator should deter-
mine whether the message is of a routine or emer-
gency nature. Then follow these steps:

O If the message is of a routine nature, press the
“REQ” (request to talk) button on the control head
once, then release itimmediately. If the messageis
of an emergency nature, press the “PRI" (priority)
button on the control head once, then release it -
immediately.

Note: It is impossible to list all occurrences which
would qualify as a “priority call”. Operators must
exercise sound judgement in all cases. Some in-
stances are:

A. Toreportan accident with extensive property dam-
age and/or serious injuries;

B. To report yourself, another Operators’ or custom-
ers’ lliness to the extent that an ambulance is
needed;

C. To report blockades which may affect service;

D. To report having accidentally activated the Silent
Alarm System (SAS);

E. To report having observed a bus with flashing
marker lights or “EMERGENCY, PLEASE CALL
POLICE” in the headsign. (Note the corect bus
number, location, direction, and if possible the line
and bus run numbers.);
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F. Toreporta situation which caused the activation of
the Silent Alarm System (SAS); and

G. To report that the Transit Police (TP) need assis-
tance;

@ After pressing the proper button on the control
head, observe that the “ACK” (acknowledge) light
illuminates within one minute. When the lightcomes
on, it is an indication that the Control Center has
received the request to talk and the call will be
answered in the order in which it was received.
(Priority calls will of course be answered within
seconds). If the “ACK” light fails to illuminate after
one minute, press the button ONCE again and wait
one additional minute. if the “ACK” light falils to
llluminate, pick up the handset and listen. If there is
no conversation or busy signal, firmly depress the
“pushtotalk” (PTT) button onthe handset, waittwo
seconds then verbally give the line and paddie
numbers followed by “to control”. (Example: “Line
20, Bus Run 4 to control”)

©® When the “ACK” light comes on, walit to receive a
beep tone on the radio which indicates that the
BOCC is ready to talk. Upon receipt of the beep
tone remove the handset from the cradle, firmly
depress the PTT button on the handset, walit two
seconds and transmit. Since the bus number, line
and bus run numbers have beenidentified (entered
in the Computer Aided Dispatch (CAD) system),
start the conversation by giving the badge number,
location and direction; then state the reason for
calling. Be specific and concise. Use applicable

9-4



codes whenever possible. Let the Dispatcher ask
the questions.

© Inorder to hear the Dispatcher, release the “PTT”
button and listen through the handset. Remember,
walit two seconds each time after pressing the
“PTT” buttonbefore speaking, orthe firstpartof the
transmission will be lost. When speaking use a
moderate tone of voice, keep the “PTT” button
firmly depressed and speak slowly and distinctly in
order to avoid the need to repeat portions of the
message.

©® When the conversation with the Dispatcher has
been completed, place the handset back into the

cradle, pressing it down firmly, but gently, to avoid
‘damage to the holder unit.

Thered transmit (TX) light on the control head will glow
whenever the “PTT™ button Is depressed. if this light
remains on after the “PTT” button is released, replace
the handset in the cradie and notify the Control Center
of the problem as soon as possibie by telephone orthe
radio on ancther bus. if ieft uncorrected this malfunc-
tion will cause the frequency to which the radio is set
to become disabled.

Messages may be received and/or transmitted while
the bus is in motion provided it is safe to do so. When
necessary, walit until conditions are such that it is safe
to call or answer the Control Center.
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9.104

Calls from the Control Center O

The Control Center has the capability of calling all
Operators at the same time or any one Operator
individually. '

Whena TOS inthe Control Centerwishestocall all
Operators, a voice transmission is used. All buses
which have the frequency selector switch set to the
channel over which the transmission is sent, will hear
the call over the bus radio speaker. Termed “All Calls”
such messages are generally sent to provide informa-
tion; therefore, no response is required. Examples of
“All Call” messages are: '

© To announce the correct time (normally done at 30
minute intervals);

@ To announce a “General Alert” (Code 1, detour,
hazard, etc.);

® ToalertOperators thata “Code 9” (Digital Commu-
nications down (voice only)

When a TOS in the Control Center calls an individual
Operator, a “beep” toneis transmitted to the bus. Upon
hearing the tone, the Operator should remove the
handset from the cradie, firmly depress the “PTT”
button, wait two seconds, then acknowledge the call
by voice; giving the correct badge number, location
and direction. If after a reasonable amount of time the
Operator has not answered the call, the TOS in the
Control Center may initiate contact by voice over the
bus speaker ( i.e., “Control to Line 20, Bus Run 4").
Operators should respond to such calls in the same
manner as they would to a “beep” tone.



9.105

Radio Codes O®

Certain radio codes have been adopted in order to
prevent loss of time and/or confusion in radio commu-
nication. These codes are to be used whenever pos-
sible. They have been divided into six categories: (See
Rule 9.05) "

Emergency Codes
Code 1 - General alert. (Transmitted from Control Cen-
ter only)

Code 2 -Serious accident. (Police and ambulance
needed)

Code 3 -Crime emergency. (Transmitted only when
safe)

Code 5 -Community emergency. (MTA not involved;
i.e.., fire, serious accident, efc.)

Code 6 - Transit Police need assistance.

Code 9 -Digital System down, voice transmissions
only. (Transmitted from Control Center only).

A “Code 9" message will be broadcasted whenever a
problem exists with the G.E. Radio Digital Communi- -
cation System. When a “Code 9” is in effect the
“REQ", “PRI” and “SAS” functions should be consid-
ered inoperable. Contact can be made by voice only.
To place a radio call to Control Center when a “Code
9” exists, the Operator should remove the handset
from the cradie and listen for conversation. if there is
no conversation depress the “PTT” button, walt two
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seconds, then verbally state the badge, bus, line and
bus run number. If after a 10 second period no re-
sponse is received, repeatthe procedure. if no contact
can be made via the radio, use the first available
telephone.

Emergency codes
996T: Bomb Threat. Limited Radio Transmissions.
10- 3: Stop transmitting/emergency traffic only

Opening, Closing, and General Codes
10- 4: Message Acknowledged

10-11: In Service

10-13: Repeat message

10-18: Call by telephone

10-19: Time check

10-20: What is your location

Mechanical Codes

10-21: B.O. Farebox

10-22: B.O. Equipment

10-24: Employee stop at Operator’s platform

Light Rall

10-25: Dirty vehicle

10-26: Graffiti at stated location
10-29: B.O. Radio

Service and Routing Codes

10-31: Blockade or unusual condition
10-32: Fire at stated location

10-37: Blockade or problem cleared
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Schedule Codes

10-40: How do you read this transmission!
10-41: Operating over 10 minutes late
10-42: Radio signal good

10-43: Passenger overload

10-48: Flood at stated location

Miscellaneous Codes

10-52: Lost passenger

10-53: Missile struck vehicle

10-54: Sick passenger

10-55: Sick Operator

10-56: Damage assessment

10-57. Marijuana smokers

10-58: Drug/Alcohol screen

10-59: wmu:alrlbbabledmaewny

10-71: Collision of an MTA vehicle and a object

10-70: On Board Accident/Fall '

10-72: Collision of an MTA vehicle and a pedestrian

10-73: Collision of an MTA vehicle and another
vehicle

10-74: Collision of MTA vehides

10-75: Derailment

10-390:intoxicated passenger

Customer Misconduct Codes:

51-50 Strange Behavior

415 Verbal ~Disruptive (argumentative)
415 Physical - Disruptive (fighting)

594 Vandalism (graffiti, etching, etc.)
640 A -Fare evasion

640 B -—-Misuse of transfer or pass

640 C - Playing radio or sound equipment
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640 D -Smoking, eating or drinking
640 E -Expectorating

The Phonetic Alphabet is used in conjunction with the
standard codes currently in use to facilitate communi-
cation when it becomes necessary to refer to the
spelling of street names or letters on license plates, etc.

Phonetic Alphabet

A - Adam J-=John S-Sam
B - Baker K-King T-Tom
C~Charles L - Lincoin U - Union
D -David M-Mary V - Victor
E - Edward N - Nora X = X-ray
F = Frank O-0cean Y - Young
G - George P-Paul Z-Zebra
H-=Henty Q~Queen

I- ida R - Robert

8-10



The
G.E. Radio
Control Head

Parts of the radio

@ Speaker

@ Red TX light

@ Green PWR light

@ Yellow Sllent Alarm ACK light
® Radio channel selector
® Volume control

@ Key operated on/off switch
® Priority PRI button

® Yellow ACK light

® Request to talk button

9-1
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Silent Alarm System 10

10.100 General Statement O

This section contains procedures which must be fol-
lowed when it becomes necessary to activate the
Silent Alarm System (SAS).

It is always best to use the priority (PRI) in any
situation which requires an urgent response. inform
the Control Center that you have a "Code 3" (Crime
Emergency) whenever it is safe to do so. This allows
for the fastest possible response time since the nature
of the problem and the exact location can be commu-
nicated. When the Silent Alarm Function is employed,
supervisory and law enforcement are dispatched to
look for the bus according to its schedule and all
communication with the bus is cut off unless initiated
by the Operator. Voice contact should always be
made when it is safe to do so.

10.101

Alarm Activatien O

All MTA buses are equipped with a Silent Alarm
System (SAS). An Operator may activate the system
by use of a two-way toggle switch located on the
control panel. Thefirst position causes the bus’ marker
lights to flash and trigger a code in the head sign,
causing it to read "EMERGENCY PLEASE CALL
POLICE". The second position fully activates the sys-
tem and, in addition to the above, sends a silent radio
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alarms signal to the Control Center. This signal iden-
tifies the bus number, line and paddie number. The
Control Center then initiates crime response tactics. In
order for the Control Center to be aware of your
need for emergency assistance, this switch must
be pushed up to this foremost position.

Once an “SAS” signal has been activated, com-
munication from BOCC is cut off. In order to re-
establish radio contact the Operator must activate the
“PRI” request to talk button on the radio control head
to initiate contact. (This must be done only after the
danger to the Operator and customers has passed).

10.102

Silent Alarm Indicator O

When the “SAS” is activated an indicator light located
on the upper right comer of the radio control head will
illuminate. This gives indication that the alarm has
been received by the Control Center.

10.103

10-2

Procedure to Foliow When Danger Remains On Bus O
Operators must be mindful of their safety and that of
their customers at all times. During a crime emer-
gency, itisimportantto remain calm, retaincomposure
and notover react. Abide by the wishes of the offender.
Without drawing attention, observe the suspect(s) as
closely as possible. Pay particular attention to the
physical features, manner of dress, and mode of
operation. Make note of any weapons.

If possible, continue routine operation and when
conditions permit, come to a safe stop, open the doors
and allow customers who wishto alightto do so. Ifitcan
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be done safely, activate the “PRI" feature and advise
the Control Center of the location and nature of the
problem.

10.104

Procedure to Follow When Danger Has Passed O®
it is of the utmost importance for Operators to remem-
ber that once an "SAS" signal has been received, the
Control Center will continue sending help until given
the “all clear”. Transit Police, local police and some-
times police alr units will continue to search for the bus
until it is known that the situation is resolved. Opera-
tors must notlfy the Control Center immediately
after the danger has passed.

Come to a safe stop as soon as possible and
contact. the Control Center by activating the PRI
feature to reestablish radio communications Provide
an account of what occurred along with an accurate
description increases and expedites the chances of
the apprehension of the suspect(s).

Once law enforcement official have arrived and
completed their investigation, if there are no MTA
supervisory personnel atthe scene, the Operator must
contact the Control Center for further instructions.
(See Rule 10.02 and SOP 2.128)
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El Monte Busway
Procedures | 11

11.100

General Statement

This section details the proper procedures to be fol-
lowed while operating or encountering problems on
the busway lane between El Monte Station and Union
Station.

11.161

Busway Speed @ ,

While buses should be operated on time whenever
possible, at no time shall safety be sacrificed for
schedule. Operators should be mindful of changing
conditions such as weather, traffic flow, merging au-
tos, efc., and adjust speed and following distance
accordingly. (See Rules 11.01, 11.02 & 11.03)

11.102

Pylons - Reflector Signs / Diamend Lans Markings

Instalied vertically on the top of the jersey divider

between the Long Beach Freeway (710) and El Monte
Busway Station are oblong reflectors. Mostofthem are

spaced two-tenths (%) of a mile apart (approximately
1000 feet). Operators can used them in judging follow-
ing distance.

¢
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Diamond lane markings are spaced one-tenth
(%0) of a mile apart (approximately 500 feet), and can
also be used by Operators to judge following distance.

11.103

inoperable BusesO®

Should a bus become disabled in either direction
between the Long Beach Freeway (710) and the
Gibson Tunnel, the Operator should stop the bus
paraliel within the emergency stopping area on the
rightside ofthe busway. Customers mustbe instructed
to remain seated.

Should abus become inoperable in either direction
between the Long Beach Freeway (710) and Alameda
Street, the Operator should stop the bus in the right
lane, three (3) feet from and parallel with the jersey
divider (to the right of the Busway lane). (See Rule
11.09)

11.104

11-2

Emergency Transferring of Customers on the
Busway Lane© .
If directed to stop by a CHP officer or MTA supervisory
personnel for a transfer move in either direction be-
tween the Long Beach Freeway (710) and the Gibson
Tunnel, the Operator of the rescue bus must operate
into the emergency stopping area from the number
one (1) lane. An oblique left tum must then be made so
that the bus will be stopped in an angular position thirty
(30) feet behind the disabled bus. (see Fig 11-1)
Operator of the disabled bus will then instruct
customers to exit via the rear door on buses so
equipped. The Operator should stand outside the rear
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Emergency customer
tranfers on the Busway

71-3



s'n.’l

£l Monte Busway Procedures

door, directing customers to walk as closely as pos-
sible to the right side of the bus and board the rescue
bus through the front door. Operator of the rescue bus
will stand outside the front door and assist customers.

CAUTION: At no time will customers be permitted to
occupy any portion ofthe numberone (1) freeway lane.
Extreme caution should be exercised in a transfer
movement.

Fortransferin either direction between the Long Beach
Freeway (710) and Alameda Street, the Operator of
the rescue bus will pull in front, three (3) feet from and
parallel with the jersey divider. (see Fig 11-2)
Operator of the disabled bus will stand by the front
door and direct customers to walk along the right side
of the bus and board the rescue bus through the front
door. The Operator of the rescue bus should be posi-
tioned outside the front door entrance and assist
boarding customers. At no time will customers be
permitted to occupy any portion of the Busway Lane.

11.106

11-4

Busway/Rall Station Elevator problemsO®

in the event of elevator failure at one of the busway or
rail stations, the Control Center will issue a "Code 1*
broadcast informing Operators of the problem. Opera-
tors should inform customers using wheeichairs who
wish to alight at a location at which the elevator is
inoperable, that altemate service is available as follows:
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General Hospital Station

if at the General Hospital Station, allow the customer
to continue to a point at which a transfer to a local bus
which services the hospital at streetlevel can be made.

Cal State Station
ltwou!dbehighlyunlikelyforboﬂwelevatorsatcm
State to be inoperable at the same time. Therefore, if
the westbound elevator is out of order, advise the
customer to continue westbound and alight at the
County Hospital Station. Any eastbound busway bus
may then be boarded to alight at Cal State to gain
access 1o the elevator.

ifthe eastbound elevatoris out of order, advise the
customer to continue eastbound and alight at El Monte
Station. Any westbound busway bus may then be
boarded to alight at Cal State to gain access to the
elevator.

County Hospital Station
Customers traveling eastbound from the CBD should

be advised to use local service (Line 70/71) to County
Hospital.

Customers aboard westbound busway buses
should be advised to continue westbound, alight at
Spring and Tempie and board line 70/71 eastbound to
County Hospital. (Loeathe?Oservbebalsoavai-
able from El Monte Station.)

El Monte Station

In the event the elevator at Ei Monte Station is out of
order, customers using wheeichair may be boarded
and/or discharged at the emergency bus pads located
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along the station roadway (westbound - just priorto the
right tum onto the station ramp and eastbound - just
after the left tumn from the ramp).

In all cases of elevator failure, disabled customers
should be advised of the altemative services available
and be allowed to make the decision as to how they
wish to proceed.



Emergency Procedures 12

12.100

General Statoment

This section outiines basic procedures Operators can
employ in order to protect themseives and MTA cus-
tomers in the event a situation should arise which -
presents a significant risk to the preservation life and
defense of properly. Above all, when emergency
situations arise Operators must remain caim, be mind-
fulofsafety.andexerdsegood]udgetnemandeom-
mon sense.

12.101

Remalning at Werk O
Asacormuonofemploymasptblcenployaeul
MTA personnel are govemed by the Disasier Service
Worker Law. Under California law all MTA employees
are designated as disastet setvice workers in the
event of a natural, manmade, or war-caused emer-
gency which results in a state of emergency declara-
tion. During such state of emergency, all MTA employ-
ees are subject to disaster activities as may be as-
signed to them by theirsupervisors or by law. Thismay
mmmmmmmmmmn
recovery efforts.

12-1



’.al’.

Emergency Procedures

12.102

Types of Disasters O

Emergency situations may vary in the degree of seri-
ousness and can require different responses. It is
importantfor Operators to be able to respond appropri-
ately to each type of anticipated emergency.

12.103

12-2

Earthquake O

Earthquake procedures

©® Take cover protect yourself and instruct the pas-
sengers to do the same.

® Remain caim.

@ Stay clear of any falling debris.

© Comfort customers who have begun to panic.
@ Do not put yourself in an area of danger.

©® Remain inside the bus unless you or your custom-
ers are unsafe..

While operating

if an earthquake occurs while operating, maneuverthe
bus to a safe area away from overpasses, under-
passes, buildings, trees, telephone or electrical wiring.
If at all possible, use and/or instruct customers to use
the DUCK... COVER... and HOLD technique to mini-
mize bodily harm and to protect from any falling debris.
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DUCK - Sit on the floor away from windows, or any

other item which can cut or hurt you. A good example
wouldbe inthe aisle. Put your head between your legs.

COVER - Cover your head by tilting your face toward
ﬁwﬂoorandputﬂngbohhandsontqpofyourhead.

HOLD - Hold yourself in this position until the quake
stops and debris is no longer falling.

Prepare for aftershocks

Evacuation

if you must evacuate the bus after an earthquake,
survey the situation outside the bus. Make note and
inform the evacuees of any unsafe conditions that may
exist. Provide special atiention to disabled, elderly and
the biind if an evacuation is necessary. Evacuate the
customers to an area which will be safe should after-
shocks occur.

12.104

Fire O .

Fires have been known to spread extensively within a
short period of time. it is important that upon discover-
ing a fire you act as quickly as possibie to prevent its
spread, and minimize injury to individuals and property
damage. '

O Alert customers and evacuate the bus using the
safest exit route.

©® Do not come in contact with the buming object.
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© If the fire is not bumning out of control, use the bus’
fire extinguisher and, incorporating the PASS
method, extinguish the fire.

P - Pull pin from handle.

A - Aim the nozzle.

S - Squeeze the handle.

S - Sweep the base of the fire using a side to side
motion, then continue up to the crest.

© Beaware ofthe possibility of the fire re-igniting after-
it is extinguished.

© {funable to extinguish the fire, contain it if possible
(.e. evacuate the bus and close the doors if the fire
is out of control).

@ Inform the Dispatcher of the situation.

12.105

12-4

Types of Fires ©

Fires may involve various types of material. The mate-
rial determines which one of the four classes the fire is
categorized. Below are the four classes which can be
used to describe the type of fire:

A -The buming of anything that leaves an ash (ex-
ample: paper or wood)

B - The buming of combustible liquid (example: oil or
gasoline)

C -The buming of electrical equipment
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D -The buming of exotic metals (example: magne-
sium)

Fire extinguishers are designed to specifically handie
the type of fire clearly labeled on the side of the
canister.

For example

MTA Buses normally cany a 2A, 10 BC type fire
extinguisher: The (2) represents the ability to extin-
guish 2 Square Feet at the base of an (A type) wood,
paper or any combustible leaving heavy ash fire. The
(10) represents the ability to extinguish 10 Square feet
at the base of a (B or C type) fire originating from
combustible liquids or electrical equipment.

Note: If clothing becomes ignited use the STOP...
DROP... ROLL... tschnique. Simply, drop yourself to
thefloor and roll until the fire is extinguished. Above all,
DO NOT RUNI

if smoke s present as a result of a fire on the bus,
position your body close to the floor so that you remain
below the smoke to prevent smoke inhalation. Pro-
ceed to the safest exit.

12.108

Medical Emergency Procedures O
Ememencytrahhoeanbeusefulwhenmedimlassb-
tanceis limited or delayed. itis often forecast thatwhen
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anemergency strikes medical personnel will be scarce.
Emergency training not only saves lives, but also
prevents any further injury.

Steps to foliow until help arrives
Below are a few steps which the bus Operator can
follow until the emergency responders arrive:

© Contactthe Control Center (PRI), give all pertinent
information include: your name, badge number,
location, and nature of the emergency.

® Begin first aid or CPR procedures if you are quali-
fied by the Red Cross.

© Comfort the victim(s).

©® Donotmovethevicﬁﬁllfmevicﬁmislnanarea
where danger exists.

©® Display OUT OF SERVICE sign until help arrives.

@ Inform other passengers of the situation and en-
courage them to take another bus, if necessary.



Glossary

APTA (American Public Transit Association) - An asso-
ciation whose members include transit properties through the
United States and Canada. '

Articulated bus - A two-part bus which bends in the middie and
is designed for high occupancy.

A.S.A.P. - As soon as possible.

Assignment of Wages (Gamishment) - A legal waming
conceming the attachment of wages to satisfy a debt or obligation.

ATU (Amalgamated Transit Union)- The union representing
MTA Equipment and Facilities Maintenance contract employees.

' AVM (Automatic Vehicle Monlitoring) - A computer printout
of all bus radios and a generation of computer activities of the
BOCC (Bus Operation Control Center).

Badge Number - An empioyee’s number assigned for record
keeping and identification purposes.

Base Period - Refers to bus service operated between the peak
periods. (See Peak Period.) InLos Angeles, mebasepedodmm
from 9:00 A.M. untii 3:00 P.M. -

{



Glassary

Basic Fare - The regular charge for local bus service.

Bellows - Rubber air bags of the suspension system used in
place of springs to improve ride and enable the bus to level itself.

Biddable Tripper - A short operating assignment which may be
bid by an Operator in addition to a regular assignment.

B.0.C.C. - Bus Operation Control Center.

B. O. Equipment - Bad Order Equipment “vehicle or property
with a mechanical defect.”

B. O. L. (Bus Over Line) - A method used by the Instruction
Section to qualify Operators on a line (route).

Bulletin Board - A location in the train room where various
notices are placed for Operator’s information.

Bulletin Book - A book kept in the Division and available to
Operators containing informational material previously posted on
the bulletin board for seven (7) days. -

Bus Change - An exchange of one bus for another one, usually
made in response to reported mechanical defects while in service.

Bus Run Number - Bus assignment number placed in the
windshield area of the bus which identifies the Operators schedule
of that particular bus on a particular line.

C. A. D. S. - Computer Aided Dispatch System.



Glossary

Calling for Assignment - informing the TOS-Division that you
are present and prepared to work your assignment.

Caltrans - Califomia Department of Transportation.
CBD - Central Business District. Boundaries are:

North - Sunset South - Pico
East- San Pedro West - Figueroa

CCF - Central Control Facility (Rall).

C.E.A. Unit-Company Equipment Assigned Unit- Refers to an
Authority-owned vehicle used by an Operator to go from the
Division to the relief point. it is retumed by the Operator being
relieved. _

Central Cash Counting Room- Thelocation where allfarebox
vauits are emptied and money counted and prepared for bank
deposit.

Clearance Lights - The small red or amber lights located onthe
- upper comers of the body of the bus.

CMF - Central Maintenance Facliity (Also calied RRC - Reglonal
Rebuild Center)

Contra (Flow Lane) - Reserved lane for buses which run
opposite the flow of traffic on a one-way street. MTA operates a
contra-flow lane on Spring Street in the CBD of Los Angeles.

Courtesy Card - Cards passed outto passengersto record thelr .
presence at accidents or other incidents requiring witnesses.



Glossary

Cycle (of a Traffic Signal) - Interval of time during which a
traffic signal changes through the green-amber-red sequence.

Damper - An emergency switch which stops a bus engine by
cutting off its air supply.

Dashsign - A large card placed in the bus windshield, in addition
toorinstead of a headsign, denoting type of service or destination.

Dead Heading - Not in service movement of employees or
equipment.

Detour Notice - Salmon colored notification of temporary changes
to regular routes.

Division (Barn) - The location at which Operators receive their
assignments and buses.

DOT - Department of Transportation (Federal)

Down Time - The period of time during which a bus is removed
from regular revenue service.,

Dragging the Line - improperly distributing scheduled running
time. Operating slowly to avoid early arrival at the next scheduled
time point.

Dwell Time - Time spent at bus stops loading and unloading
customers.

Eight Within Eleven - Eight hours pay within an eleven (11)
hour spread.



Glessary

El Monte Busway - A limited express lane in the center of the
San Bemardino Freeway (I-10) for exclusive use by carpools,
motoréycles and buses.

Established Routes - A series of streets or freeways, planned
and named, for designating the direction for travel of a Authority
vehicle between two (2) points.

E. T. A. - Estimated Time of Arrival.

Express Bus - Abus which operates via the freeway and makes
only designated stops to pick up or discharge customers.

Extra Board - A pool of Operators used to fill assignments due
to reguiar Operators vacancies.

FareZonelelf-Thefarbomdaryofanexmmkmnmxt
(step) or zone to which fare has been paid.

Fixed Object - An object that is fixed and stationary (utilities
pole, fire hydrants, barricades........).

'Fluld Drive - Transmissiongearrange before Rchangesinto direct
drive, nomally at speeds below twenty-iwo (22) miles per hour.
Free Running Time - The specific portion of a trip, usuafly the .
last, where there are no fixed times atwhich an Operator must be
at a certain time point. o

FTA - Federal Transportation Administration (formerly UMTA -
United Mass Transportation Administration)

4



Glossary

GOA - Gone on Arrival.
Headsign - Destination sign located above the windshield.

Headway - The amount of time between two (2) scheduledbuses
on the same route.

Heavy Rall - Subway, surface, or elevated type of rail transit
operating over its own right of way.

Hold Down - Temporary assignment vacancies bid by extra
board Operators.

HRMIS (Human Resources Management Information Sys-
tems) - System used to track absenteeism and other data for
employees.

idiot Lights - Indicator lights that wam of problems in the
mechanical or electrical systems of the bus.

Inbound - A direction of travel from an outlying area toward the
CBD. :

inspection Plate - Portion of the farebox on which coins and
tickets land and can be seen by the Operator.

interiock - The brake interlock system is designed to supply
partial air pressure to engage the rear service brake when used in
conjunction with entrance and exit door operation, kneeling system,
fast idle and the wheel chair lift.

Jersey Divider - A concrete barrier placed in the center of
freeway to prevent collisions with opposing traffic.



Glossary

Kiss ‘n’ Ride - A stop or terminal where a commuter can be
driven by a spouse or relative so he/she can board public transit.

Layover - A designated stopover point for a bus, at or near the
end of the line.

LBT - Long Beach Transit.

Light Rall - Surface or elevated rail transit service operating
along its own right of way usually electrically powered by overhead
systems.

Limit Line - A line painted on the pavement just prior to a
crosswalk before which a vehicle must stop.

Limited Service - Line service with some restrictions on boarding
and alighting.

Line Terminal - The extreme ends of a line where layover is
provided for.

Line Up - Scheduled downtown connections between two (2) or
"more lines with all-night service. (See Owl.)

Local Service - Regular fine service which stops at any desig-
nated bus stop for customers to board or alight.

Mark-Up - ExtraBoardOpemorsasdgummmuayas
specified when the extra board is posted.

M. O. - Mode of operation.



Blossary

Monthly Pass - A prepaid card, valid for unlimited riding withii
designated zones. Special monthly passes are available a
reduced rates for student, disabled and elderly patrons.

Non-Biddable Tripper- An assignment; usually more thantwo
hours long, during either the moming or evening peak period.

0.B. D. (Off Balance of Day) - Laying off the latter part of
an assignment.

0.C. B. (Ordered Call Back)- An order to work on a day off.
OCTA - Orange County Transit Authority.

Off Route - An altemate prescribed route that buses follow to get
from one point to another when the regular route is obstructed.

OK Change -An exchange of one bus for another although no
mechanical problems exist with the original bus.

Outbound - A direction of travel from the CBD toward an outlying
area. :

Ow - An assignment which signs off after 2:00 A.M.

Owl Line UP - Group of buses connecting in the CBD for the
purpose of transferring customers.

Paddieboard - Anindividual bus schedule suppliedto an Operator.

Park ‘n’ Ride - Aline which serves a parking facility and provides
either express or limited service from that facility to a selected
destination.



; Glossary

Passenger (customer) Miles - Miles operated in revenue
service.

Peak Perlod - Periods of the day when the greatest number of
customers are traveling (usually 6:00 A.M. until 9:00 A.M. and
3:00 P.M. until 6:00 P.M.). .

Pink Letter - Bulletin issued on pink paper by the Schedule
Department regarding schedule changes or extra work.

Premium Time- - Additional ime to comply with guarantees and '
minimum allowances provided to Operators.

Property - A publictransitagency or private transit company with
responsibility for bus, trolley, or rail service.

Puli-in - The trip from end of revenue service back to the division.

Puli-in Route - A prescribed out-of-service route from the end of
the line to the division.

Pull-out - The trip from the division to the point where revenue
. services begins. :

Pull-outRoute-Anout-d—setvbepresctudrouwBetweenﬂ\e
division and the point where revenue service begins.

Pyion - Amshapedorcymdricalmbbermrkerusodfor
guiding traffic.

Radio Control Head - The controlling device, rectangular in
mwmmmmmmm
and S. A. S. light.



Glossaty

Radio Handset - A device similar in appearance to a telephone,
equipped with a push to talk (PTT) button which must be pressed
to transmit.

Rellef Point - A designated location, specified on the work run
sheet, where one Operator will relieve another Operator and
assume responsibllity for a bus already on the street.

Relief Run - A driving assignment which covers the scheduled
days off of another Operator’s regular assignment.

Ride the Cushions - Riding as a passenger on abus in- or out-
of-service.

Road Call - The response made by the Mechanical Department
to a bus with a mechanical problem on the street.

Route Sheets - A set of street-by-street directions for a particular
line.

Route Sign - Designates line number bus is operating on.
RTA - Riverside Transit Agency.

Run - An established driving assignment which usually totals
seven (7) hours or more within a prescribed period.

Run Around - Failure to mark extra board in proper sign-on
order.

Run Cutting - Process of scheduling individual assignments (or
“Runs”) on a particular line.

10



Glossary

Running Hot/ Running sharp - Operating ahead of schedule.

Running Time - The amount of time allowed for travel between
time points designated on a paddieboard.

Schedule Bullding - Structuring bus service for an entire fine.

Set Back - Instructions to leave later than the scheduled time on
the paddieboard.

~

Set it Down - Instructions to stop the bus in a safe place until
TOS(VO) or mechanic arrives.

Set Up - Instructions to leave earlier than the scheduled time on
the paddieboard.

Shake-up - Period of time when Operators select their work
assignments based upon their seniority.

Shine Time/Report Time - Time spentby an Operator walting
foranasslgmmrtorprolacﬂngswbehevmdabwmd
another Operator.

SlowOrder-AnAtmmnyknpoeedmdtmdspcadhltona
given street.

SOP - Standard operating Procedure.
Spiit - Time not on duty between work assignments in a single day.
Split Run - A regular driving assignment consisting of two

separate parts which pay at least eight (8) hours a day within a
prescribed period.

1



Glossary

Spotting Bus - Parking a bus at a particular location.

Spread Time - The period of time in a particular day from the
moment an Operator initially signs on until he/she finally signs off.

Starter Line - The first Rail Rapid Transit Line in a system
planned for the Los Angeles area. The proposed subway line is
to connect Union Station in downtown Los Angeles with North
Hollywood.

Straight Run - An Operator’s regular work, consisting of one
uninterrupted assignment paying eight (8) hours or more.

Storage Location - Designated facilities where Authority ve-
hicles are kept between pull-in and pull-out, commonly referred to
as divisions, auxiliary divisions, or terminal divisions.

Terminal - The end of a bus line or route at any Station, yard, or
Authority-leased property.

T. D.(Transportation Department)-T.D. Notices have colors
for identity reference such as:

Blue Refers to Fares and Transfers
Green Refers to Routing Changes
Orange Refers to General Notices
Red Refers to Operating orders

TOS - Transit Operations Supervisors - Supervisors as-
signed to various locations. The different categories of TOS are:

1. TOS(C) Communication - Personnel assigned to Bus Opera
tion Control Center (BOCC).

12



Glossary

2. TOS(D) Division - Personnel assigned to Transit Division.
3. TOS(l) instruction - Personnel assigned to Transit Instruction.
4. TOS(R) Rall - Personnel assigned to Transit Rall Operation.

5. TOS(VO) Vehicle Operation - Personne! assignedto Transit
Vehicle Operation.

Train Room - The area provided at each Division for use by the
Operators .

Transfer Points - Where bus routes intersect, join, or divert.

Tripper - A driving assignment that will work not more than six
hours and fifty-nine (6:59) minutes.

Tumaround Lodp-Adeslgnahdeedbmmm
direction of a bus.

T. V. M. - Ticket Vending Machine.
.UCADS - Upgraded Computer Aided Dispatch System.
Unit - An Authority-owned vehicle.

UTU - United Transportation Unlon - The labor union which
represents the Authority’s Operators and Schedule Checkers. -

Vault - The part of the farebox that holds the money.

V.C.B. - Voluntary Cali Back - AnOperabmoﬂdngonM
day off at their own request.

13



Glossary

Vehicle Time - The time a bus is in a service from pull-out time
to pull-in time.

VMS - Vehicle Monitoring System.
VTT - Verification of Transit Training Document.

Warning Lights - Lights indicating mechanical problems in one
or more of four areas:

1. Hotengine 3. Lowair
2. Emergency door 4. Low oil

Work Run - The Operators work assignment.

Zone Checks/Hat Checks - Tickets issued by an Operator as
proof of various types of customers fare paid.

14



Alphabetical Listing
of Rules and SOP’s

A
2.03
4.05

242
7.110
6.09
3.56
1.27
3.08
3.106

Absent Without Permission (AWOP) 2 -2

Acceptance of Service Inspector’s Written
Notice of Violation4 -3 -

Accepting Bus Changes 2-13

Accessible Service O@ 7-5

Accessories 6-4

Accidents at Railroad Crossing 3-19

Advertising 1-9

Air Pressure O® 34

Alr Pressure O@ 3-20

10.101 Alarm Activation©  10-1

7.105
220
213

2117

3.119
3.52
4.06
7.14
7.02
2115
3.24

Alighting O  7-3

Announcing Departure from Stations 2 -6

Announcing Fare Zone Limits and Inspection of
1.D. Checks 2-5

Announcing Fare Zone Limits and
Coltection of 1.D. Checks @ 2-15

Application of Brakes©®  3-34

Approaching Railroad Crossings O® 3 -17

Arrest 4-3

Articles Carried Onboard MTA Buses ©7-6

Assisting Customers O8@ 7-2

At Relief Poit O@  2-13

Attention While Driving©® 3-9



Alphabetical Listing of Rules and SOP’s

2.10 At Relief Point 2 -3
2.23 Authorized Operators 2 -7

B

3.12 Backing the BusO® 3 -6

3.108 Backing the Bus O®@ 3-24

2.04 Badge Reader System 2-2

2.101 Badge Reader System 2-1

2.113 Biddable Trippers 2-12

3.31 Broken Glass/Mirror © 3 -11

1.08 Bulletin Boards, Bulletin Books and
Operators’ Mailboxes 1-3

2.40 Bus Change Inside Division Yard 2-12

2.47 Bus Check Prior to Pull-in© 2 -14

11.105 Busway/Rail Station Elevator Problems O® 11-4

- 11.101 Busway Speed O@ 11-1

11.03 Busway SpeedO® 11-2

C

2.104 Calling For Assignment 2-7

7.03 Calling StopsOB® 7-2

7.103 Calling StopsO@® @ 7-2

9.104 Calls from the Control Center © 9-6
345 Caravans O®® 3-15

3.11  Care of Tires©@ 3 -5

7.108 Carrying Customers Pasta Stop©® 7-4
2.26 Carrying of Animals @2 -8

2.122 Carrying of Animals 2-21

2.39 CEA Unit Seat Belt Requirement® 2-12
9.03 Channel Assignments 9-2

3.110 Checking Tires O 3-23



8.127
10.02
3.58
7.101
3.155
3.59
246
1.05
2.36
8.118
8.06
3.55
1.1
7.05
7.109
7.112
7.01
2.30
2125

D
340
3.121
8.01
11.06
8.03
7.08
3.18
11.09
241
4.01

Cinidren Under the Age of Five Years 8 -25

aring the SAS 10-1
Coasting in Neutral © 3 -20
Communication/Language Barriers @& 7-2
Company Equipment Assigned (CEA) O@® 3-63
Company Equipment Assigned (CEA) Units ©3 -20
Completion of Assignments 2 -14
Compliance with Instructions 1-2
Confidentiality at Accident Scene 2 -11
Confiscating Passes 38 -8
Confiscating Passes/Fare Media O® 8 -2
Controlling Speed While Crossing Tracks O® 3 -18
Cooperation With Police/Fire Department Agencies ©1-4
Conversation © 7-3
Customer Convenience/Emergency Stops O 7-4
Customer “Flash Cards” O@ 7-22
Customer Relations @ 7-1
Courtesy Cards ®0O 2 -9
Courtesy Cards @  2-25

Deep Water O® 3-14

Deep Water O® 3-35

Defective Fareboxes 8 -1

Del Mar ramp and speed restrictions © 11-2
Depositing Fares® 8 -1

Detaining Customers O 7-4

Directional Signals©@ 3 -7

Disabled Bus on Busway© 11-3

Disabled Bus Outside of Division Yard @O® 2 -12

Discipline @ 4 -1



Alphabetical Listing of Rules and SOP’s

9.05 Discretionary Use® 9-3

1.07 District Issued Property®  1-3

2.114 Diverting from Established Routes 2-12
1.17  Doctor’s Release 1-6 :

3.112 Door Dump Valve © 3-24

3.111 Door Master Control Switch © " 3-24
3.33 Door OperationO® 3-12

3.126 Door OperationO®@ 3-38

2.112 Driving Time 2-12

E
12.003 Earthquake © 12 -2
1.107 Earthquake Instructions © ®1-4
7.09 Ejectment Q@ 7-4
1.25 Electronic Devices©@ 1-9
3.28 Emergency Buzzer and Wamning Lights©@ 3 -10
3.123 Emergency Transferring of Customers O® & 3-36
11.104 Emergency Transferring of
Customers on the Busway Lane O 11-2
3.44 Emergency Vehicles O 3-15-
1.20 Employee Injured On-duty ®O 1-7
1.105 Employee Injury (On Duty) O® 1-2
8.114 Employee Passes 8-6
420 Employment Exclusive4 -8
7.07 Enforcement of Laws, Ordinances and MTA Policy © 7-3
2.09 Established Routes ® 2 -3
2.50 Exchange of Assignments 2 -15
3.54 Exempt Railroad Crossings O@ 3-18
8.115 Exchange of Employee Pass Privilege Between
Orange County Transit (OCTD) and MTA 8-6



8.116
8.117

3.146
8.105
8.106
7.104
2.108

F
1.19
8.101
1.06
8.04
8.102
8.07
3.134
4.02
5.04

Exchange of Employee Pass Privilege
Between Omnitransand MTA  8-7

Exchange of Employee Pass Privilege
Between RTAand MTA . 8-7

Exempt Railroad Crossings O®  3-56

Express Service 8-2 "

Express Increment Stamps 8 -3

Exterior Speakers O@® 7-3

Extra Board 2-10

False Sick Reports  1-7

Fare Collection 8-1

Fare Disagreements O®  7-3
Fare Disagreements O®® 8-2
Fare Disagreements © 8-2
Fare Identification Checks®@ 8-3 .
Far-Side Stops O®@ 3-50
Fighting©® 4-2

Fingemails G0 5-2

.12.104 Fire © 12-3

3.39
1.108
4.14
3.21
11.02
3.48
3.143
2120
221
3.49

Fire Hoses O 3-14

Fire Safety O@® 16

Food/Beverage on Board (By Operator) O4 -6
Following Distance O® 3-8

Following Distance on the Busway© 11-1
Freeway Bus Stops O® 3-16

Freeway Bus Stop Lanes O@ 3-55

Freeway Emergency Call Boxes 2-20
Freeway Emergency Call Boxes 2-6
Freeway Lanes O® 3 -16



Alphabetical Listing of Rules and SOP's

3.144
11.05
343

(]
4.11
3.19
11.04
3.35
3.127

H
5.02
3.109
2.110
2.127
2.34
4.04

I
2.27
8.126
8.125
3.25

Freeway Lanes O® 3-55
Fremont Curve Restrictions O 11-2
Funeral Processions O 3-15

Gaming Restrictions 4 -5

Gauges and Indicator Lights O®@ 3-8
Gibson Tunnel O 11-2

Grade OperationO® 3-13

Grade Operation O® 3-38

Hair © 5-1

Heating and Air Conditioning O@ 3-23

Hours of Service 2-11

Hold-ups, Disturbances or Altercations 2-26
Hold-Ups, Disturbances and Altercations @02 -11
Horseplay©® 4 -2

Identification at an Accident Scene ® 2 -8
Identification Checks - Collecting 8-25
Identification Checks - Issuing 8-25
improper Driving Position © 3 -9

11.103 Inoperable Buses O ®@ 11-2

2.38
3.03
3.102
3.124
3.26
4.08

Inspection at Storage Location 2-12
In-service Safety Inspections Q@@ 3 -2
In-Service Safety Inspections O®@  3-15
Interagency Customer Assistance O @ 3-36
Intersections/Crosswalks (Gridlock) O®  3-10
Intoxicants, Narcotics or Drugs©@ 4 -4



6.03
8.110
1.104

1.02

4.03
2.08
1.10
11.01
2.15
2.118
1.102
3.145
1.12

8.104
.2.18
3.125
8.103
1.26
1.18
1.103
2.25
2121

Jacket 6 -2
Joint Monthly Passes 8 -5
Jury Duty 1-2

Knowledge of Rules and Procedures 1-1

Language and Conduct 4-2

Late Pull-out O 2-3

Laws and Ordinances O 1-3

Laws and Ordinances O 11-1

Layover Zone®O 2-5

Layover Zone 2-16

Leave of Absence 1-1

Left Tum Across Rallroad Tracks O@ 3-56

Licenses, Medical Certificates and Verification of Transit
Training (VTT) Cards 1-4

Limited Service 8-2 .

Litter 2-6 .

Loading of Buses through Rear Doors O@ 3-37

Local Service 8-2

Lockers 19

Long Term Sick Leave (over 30 days) 1-7

Long Term Sick Leave (over 30 days) 1-2

Lost Articles 2 -7

Lost Articles ®@2-20



Alphabetical Listing of Rules and SOP’s

M

1.01 Maintenance of Rule Book and SOP 1-1

2.105 Maximum Report Time Before An Assignment 2-8

3.30 Mechanic Working on Vehicle - Road Call © 3 -11

12.106 Medical Emergency Procedures O 12 -5

11.10 Merging Traffic©®  11-4

3.150 Methods to Avoid Accidents when Entering and Leaving the
Bus Zone O® 3-58

3.154 Methods to Avoid Accidents at Intersections © 3-62

3.153 Methods to Avoid Accidents Between Intersections ©3-61

3.151 Methods to Avoid Accidents in the Bus Zone O 3-60

3.152 Methods to Avoid Onboard Falls © 3-61

3.20 Mirrors O® 3-8

3.114 Mirror Adjustment O® 3-26

2.128 Miscellaneous Reports2-28

2,02 Missouts 2-1

2.102 Missouts 2-4

416 Misuse of Employee Pass 4 -7

8.109 Monthly Passes - Los Angeles County8 -4

5.03 Moustache, beard and sideburns . 5-2

1.101 MTA Issued Property @ 11

8.121 MTA Monetary Tickets 8-11

N

3.131 Near-Side Stops ©  3-48

6.07 Neckwear 6-4

217 Noise 2-6

8.05 Not Accounting for Passengers (NAP)8 -2
7.12 Not in Service Trips - Customers © 7-6



3.136 Obstructed Far-Side Stops O® 3-51
3.133 OQObstructed Near-Side Stops O®@  3-49
3.137 Obstructions or Hazards O® 3-52
3.37 Obstructions or Hazards in Bus ZonesO® 3-13
417 Qccupying Seats to the Exclusior of
Fare Paying Customers 4 -7
347 Off-Street Terminal/Station Operation O® 3-16
3.142 Oft-Street Terminal Operation O@ 3-55
7.111  On-Time Performance Warranty Program @ 7-22
3.130 Operation at Customer Stops © 346
3.128 Operational Techniques O® 3-39
2.22 Operating While ill or Fatigued O 2 -7

3.22 (QOperating Speed O® 3 -8

3.116 Operating Speed O®@ 3-32

3.04 Operation Within Division/Storage Yard © 3-2
3.23 Operation “Under Control”"©O® - 3-9

2.51 Operator’s Daily Report Card © 2-16

3.02 Operator’s Vehicle Condition ReportO® 3 -1
3.103 Operator’s Vehicle Condition Report Card oe 317
243 OwiLine-up®2-13

2.133 Owl Line-Up ®2-30

244 Owl Connections 2-13

2.134 Owli Connections@ 2-30

2.106 Paddieboards 2-9

313 Parking©O 36

3.149 Parking Buses in the Division Yard ©3-57
7.04 Passenger Stop Request Signal © 7-3
7.11  Passing-Up Customers © 7-5



Alphabetical Listing of Rules and SOP’s

3N
1.09
1.106
8.120
1.13
4.09
3.141
2.07
3.01
3.101
9.102
8.108
2123

Pedestrians © 3 -14

Personal Records 1-3

Personal Safety in Yards O® 1-3

Persons with Disabilities 8-9

Physical Examinations 1-5

Possession of Weapons While on MTA Property O 4 -4
Posted Bus Stops Without Curbs © 3-54

Pull-outs, Puli-ins and Off-route Trips 2-3
Pre-Pull-out Safety Inspection O@® 3 -1

Pre-Pullout Safety InspectionO®  3-1

Preparing the G.E. Radio for Use 9-2

Printed Tariffs 8 -4

Procedures at Scene of Accident/incident 2-22

10.104 Procedure to Follow When Danger Has Passed O®@ 10-3
10.103 Procedure to Follow When Danger

3.122
3.16
8.129
3.29

Remains On Bus © 10-2
Proper Right Side Clearance O 3-35
Proper Use of Vehicle Controls © 3 -7
Public Law Enforcement and Traffic Control Officers 8-26
Pushing or Towing© 3 -11

11.102 Pylons - Reflector Signs/Diamond Lane Marking © 11-1

R
9.04
9.01
9.105
9.101
3.51
3.148
1.24
3.36

Radio Codes ®9 -3
Radio Conduct 9-1

Radio CodesO®@ 9-7

RadioUse@ 9-1

Railroad Crossings O® 3-16
Railroad Track Safety O@ 3-57
Reading While Operating©® 1-8
Rear Door Interlock ©3 -13



8.131 Refund Receipts 8-28

7.10 Refusing Transportation © 7-5

12.101 Remaining at Work © 12 -1

1.06 Reports 1-2

2.28 Reporting Accidents or Incidents 2-8
1.21 Reporting Back from Vacation 1-7

2.01 ReportingforDuty 2-1

1.14  Reporting Sick 1-5

9.02 Restrictions 9-2

10.01 Restricted Use 10-1

7.18 Restroom Facilities - Customers 7-8
1.28 Restroom Facilities © 1-10

1.16  Retumning from Sick Leave 1-6

2.29 Requests for Assistance B0 2 -9

2.124 Request for Assistance 2-24
7.102 Requests for Information @@ 7-2
3.138 Rolling Backona HllO@  3-52

2.12 Running Time 2 -4

[

122 Safety© 1-8

123 Safety in Yards ®Q 1-8

413 Safeguarding MTA Property 4 -6
2.131 Schedule Problem Reports  2-29
3.46 School Zone O3 -15

3.113 Seat Adjustments © 3-25

8.119 Senior Citizens 8 -8

2.11  Service Delays 2 -4

2.116 Service Delays @ 2-14

1.15  Sick Operator’s Travel Restrictions  1-5
306 SignsO@ 3-3



Alphabetical Listing of Rules and SOP’s

3.104 SignsO®  3-18
6.05 Shirts/Blouses 6-3
6.08 ShoesO 6-4
10.102 Silent Alarm Indicator O 10-2
3.50 Slow Moving Vehicles (Freeway) 3-16
3.57 Slow Orders ©3 -20 )
7.107 Smoking, Food/Beverage, or Radios on Buses -
Customers O®@ 7-4
418 Solicitation 4-8
8.112 Special MTA V.I.P. Passes 8-6
1.04 Special Orders and Instructions 1-2
3.129 Spotting bus in zone O 3-44
1.03 Standards of Efficiency @  1-2
7.106 Standees ©O@ 7-3
7.16  Standees on Wheelchair Lit O@®® 7-7
11.07 Standing Vehicles - Emergency St0pping Areas©@ 11-3
3.32 StandingBuses @ 3-11
3.139 Station, Facility and Yard Operations O®@  3-52
3.07 Starting or Stopping of EnginesO® 3 -4
3.105 Starting/Stopping of EnginesO®@ . 3-19
3.117 SteeringO® 3-32 .
3.53 Stop Required at Railroad Crossings©O®  3-17
3.147 Stop Not Required O®@ 3-56
2.14  Stops on Turn Around Loops and Detours ©@ 2 -5
11.08 Stops (Busway)©®  11-3
3.42 Stopping for School Buses © 3 -14
2.132 Storage Location Procedures O@  2-29
3.38 Street Excavating, Workmen or Hazards©@ 3 -13
2.33 Striking a Fixed Object or Unattended Vehicle @O 2-10
8.111 Student Passes (Elementary, Jr. High,
High School and College/ Vocational) 8 -5



2.06
2.109
6.06
9.103

T
3.05
8.02
3.107
2.05
8.130
4.10
8.122
3.27
3.118
4.07
2.45
8.123
8.124

.8.128

4.15
2.24
6.04
3.115
248

Supplies®@ 2-2
Supplies 2-10
Sweaters 6-4

System Use © 9-3

Tampering with Equipment© 3 -3
Tampering With Farebox 8-1
Testing and Use of Lights O® 3-21
Time Check 2 -2
Time Performance Warranty @ l 8-27
Tobacco/Smoking Restrictions 4-4
Token 8-12
Traffic SignalsO®@ 3-10
Traffic Signals 0@ 3-33
Traffic Violations©@ 4-3
Transfer Connections O 2-14
Transfers - Los Angeles County @ 8 -12
Transfers to/from Municipal Carriers in
Los Angeles County 8-24
Transpottation of Customers with
Visual impairments @ 8 -26
Transporting Friends or Relatives© 4 -7
Transporting MTA Authorized Articles 2 -7
Trousers 6-3
Tums O 3-30
Tum-ins 2-15

12.102 Types of Disasters O 12 -1
12105Typesof Fires © 124



Alphsbetical Listing of Rules and SOP's

2.19 Unattended Buses @O 2-6

2.119 Unattended Vehicles O 2-17

4.12 Unauthorized Use of MTA Property or Time 4 -6

2.37 Unenforced Rule Report @O 2-11

2.130 Unenforced Rule Report 2-29

6.01 Uniforms 6-1

6.101 Uniform Purchasing Procedure 6-1

3.140 Unmarked Bus Stops O®@  3-54

7.13 Unnecessary Service Delays ©O 7-6

3.135 Unobstructed Far-Side Stops O 3-51

3.132 Unobstructed Near-Side Stops ©  3-49

2.129 Urgent Situation Report/Report of Unsafe Condition or
Hazard© 2-28

310 UseoflLightsO® 3-4

3.09 Use of Parking / Emergency Brakes O 34

8.113 Use of Passes on Special Events 8-6

3.17  Use of Windshield Wipers© 3 -7

2.31 Vehicle Accident / Incident Written Report @O 2-9
2.126 Vehicle Accident/Incident Written Reports @ 2-25

3.34 Vehicle Check at Line Terminal © 3 -12

3.14  Vehicle Cleanliness © 3 -6

2.32 Vehicle Fire Report @O 2-10

2.16  Vehicle Lights at Layover / Terminal ®O  2-5

3.15 Ventilation © 3 -6

2.49 Violations of Hours of Service @O 2-15



419 Wage Garnishments 4 -8

717 WalkersICanesICrutcheslBracesll 7-8

6.10 Watches® 6-6

6.102 Watches®@ 6-2

3.120 Wet Pavement ©  3-34

7.15 Wheelchairs/Disabled Customers O@® 7-7
5.01 When reporting for duty 5-1

2.35 Witness Reports @O 2 -11

2.103 Work Run Book 2-5

2111 Work Time O 2-11

8.107 Zones Outside Los Angeles County 8-4
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